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Accounting 
 Chartered Accountant 
 Certified Management Accountant 
 Certified General Accountant 

Engineering 
 Mechanical Engineer 
 Industrial Engineer 
 Chemical Engineer 
 Electrical/Electronic Engineer 

 

Health Care 
 Pharmacist 
 Nurse 
 Therapists – Occupational Therapist; 

Physiotherapist; Respiratory Therapist 
 Midwife 
 Medical Laboratory Technologist 

Motor Vehicle Mechanic 
 Automotive Service Technician

The STIC program is a joint project of Skills for Change, a non-profit, community-based training 
agency, and the Ontario Ministry of Citizenship, Culture and Recreation, Access to Professions and 
Trades Unit (now part of the Ministry of Training, Colleges and Universities). The project was 
funded by Human Resources Development Canada (now the Department of Human Resources 
and Skills Development). For more information on the STIC program, contact:: 

 
Program Officer 
Ministry of Training, Colleges and Universities 
Access to Professions and Trades Unit 
Phone: (416) 326-6260 
Fax: (416) 326-6265  
www.equalopportunity.on.ca 

 
 
Programs and Services Manager 
Skills for Change 
Phone: (416) 658-3101 ext. 209 
Fax: (416) 658-6292 
www.skillsforchange.org
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Goals of Occupational Terminology Workshops 

1. To provide participants with opportunities to apply their 
professional / trade knowledge and experience within a 
Canadian environment, particularly within the contexts of 
licensing, work search, and the workplace. 

2. To develop a task-based, second-language learning curriculum 
incorporating methods of vocabulary acquisition but focusing 
primarily on occupation-specific communication 



ENGINEERING   TERMINOLOGY   WORKSHOP 

 9

Introduction to Occupational Terminology Workshops 
The Occupational Terminology Workshops are part of a comprehensive 
project undertaken by Human Resources Development Canada (now the 
Department of Human Resources and Skills Development), Skills for Change, 
and the Ontario Ministry of Citizenship, Culture and Recreation.  The Sector –
specific orientation, Terminology training, Information, and Counselling (STIC) 
project will provide a model for sector-specific orientation, occupational 
terminology training, computerized profile building, and career action-plan 
development for internationally-trained professionals and tradespeople.  The 
project has been developed for four sectors:  engineering, accounting, health 
care, and motor vehicle mechanics. 

The Occupational Terminology Workshops are an integral part of the project.  
Adults, especially internationally-trained professionals and tradespeople, bring a 
wealth of prior knowledge and experience into the classroom.  A primary goal of 
this curriculum is to develop learning opportunities for participants to apply their 
professional knowledge and experience within a Canadian context.  During the 
development of the curriculum, it was assumed that the participants in the project 
workshops would have at least an intermediate level of English. 

The curriculum and facilitator’s guidelines reflect the following: 

♦ research and development of a task-based curriculum; a model for 
adoption by other sectors 

♦ review and implementation of recent research on second language 
vocabulary acquisition 

♦ identification of specific language needs of internationally-trained 
professionals and tradespeople. 

♦ development of the curriculum in consultation with sector experts 
and other partners 

♦ development of the curriculum incorporating Canadian Language 
Benchmarks 

♦ detailed facilitator’s notes accompanying each lesson 
♦ a model for program evaluation 

Each terminology workshop is a self-contained curriculum consisting of 
approximately 35 hours of classroom time divided into three modules that are 
further subdivided into three-hour lessons.  The modules reflect three different 
contexts for communication:  workplace, work search, and licensing. Relevant 
terminology is incorporated within each topic.  The lesson plans conform to the 
Canadian Language Benchmarks, meaning the specific skills, competence 
areas, and competencies that are required to accomplish tasks are outlined each 
lesson.  Clear learning outcomes are also outlined in each lesson. 
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Core terminology within each module was determined through a number of 
sources: 1) consultation with sector experts 

2) research into the licensing process through documents from 
regulatory bodies 

3) current communication demands for an effective job search 
4) workplace communication requirements inherent in the 

profession or trade 
Authentic materials are used in the curriculum wherever possible to ensure that 
participants are exposed to language that is actually used in the real-world 
context of each occupation. The curriculum includes current Occupational Fact 
Sheets, which provide up-to-date information about trades and professions and 
their licensing requirements. These fact sheets are available on the Internet. 
(Visit www.equalopportunity.on.ca) Facilitators are also encouraged to obtain 
brochures and licensing information from regulatory bodies. 

Facilitator Training Guidelines have been included in Appendix A.  These 
guidelines may form the basis of a facilitator-training workshop, or facilitators who 
are preparing to deliver the workshop may use them independently. 

Evaluation is an important part of the curriculum.  Two Participant Evaluation 
Questionnaires and one Facilitator Feedback Questionnaire are provided in 
Appendix B. It is recommended that these questionnaires be used to evaluate 
each lesson / each module in addition to evaluating the program as a whole 
following completion of the workshop. 

The curriculum framework for the Occupational Terminology Workshops can 
be adapted for other sectors as a comprehensive task-based approach to second 
language learning.  The adoption of a task-based approach ensures that 
language learners gain the competencies to perform the real-world language 
tasks needed for professional development. 

Paul Dillon  Project Advisor 
Christina Yurchuk  Project Team Leader 
Brian Morgan  Curriculum Advisor 
Antonella Valeo  Workshop Developer, Engineering 
Justina Maruszeczko  Workshop Developer, Accounting 
Carmel Heah Workshop Developer, Health Care 
Anne MacGregor-O’Neill  Workshop Developer, Health Care 
Brigid Kelso  Workshop  Developer, Automotive Service Technology 
 
Toronto Catholic District School Board 
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Introduction to the Engineering Occupational 
Terminology Workshop 

The engineering terminology workshop begins with four lessons in the licensing 
module, followed by two lessons in the work search module. The workshop 
concludes with six lessons focusing on workplace communication in the final 
module.  Each module and each lesson is self-contained, but together they form 
a comprehensive program for occupation-specific second language learning. 

Module 1:  Communication and Terminology for Licensing 

The licensing module consists of four lessons. Each lesson focuses on the 
performance of a particular task needed in order to become licensed by the 
Professional Engineers of Ontario (PEO). The first lesson introduces general 
procedures for applying for a license within a functional language context of 
asking for clarification in order to obtain information accurately. The second 
lesson gives participants an opportunity to fill in a PEO application form. The third 
lesson concentrates on the development of an experience record centred on 
PEO criteria. In this activity, participants gain an understanding of the 
requirements of the regulatory body in terms of engineering experience. The last 
lesson allows participants to role-play an interview with the PEO Experience 
Requirements Committee relating theoretical knowledge to practical experience.  
Since many participants are likely to have the minimum ten years of experience, 
a successful interview allows them to be exempted from most of the exams.   

Module 2:  Communication and Terminology for Work Search 

The work search module consists of two lessons. Participants analyze job ads in 
order to understand employer requirements and to match their own skills, 
personal attributes, educational background, and experience to those required by 
employers. Participants expand their knowledge of vocabulary that can be used 
to describe their own skills and personal attributes. In small-group discussions, 
participants use this vocabulary to practise answering typical employment 
interview questions. 
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Module 3:  Communication and Terminology for the Workplace 

Each lesson in the workplace module includes a task that allows participants to 
apply their prior knowledge and expertise within a new context. The module 
begins with an introductory lesson on some common management concepts 
frequently mentioned in engineering job ads. Participants have an opportunity to 
apply these concepts during a role-play of a meeting at a company undergoing a 
decrease in production. The next two lessons provide writing opportunities within 
the workplace context. Participants are provided with examples of professional 
correspondence and are given situations for which they have to write a proposal 
for engineering services and an inter-office email.  

The fourth lesson in the module is divided into two parts. In the first part, 
participants choose a content area related to engineering in order to fulfil the task 
of explaining a process using a flow chart. In the second part, imperial to metric 
conversions form the basis for some mathematical problem-solving. 

The last two lessons deal with health and safety. These lessons can be taught 
sequentially or adapted to stand-alone. The first lesson on WHMIS (Workplace 
Hazardous Materials Information System) is a generic one on health and safety 
in the workplace. Participants are given WHMIS symbols and information and 
prepare a short presentation simulating a workplace training session. The second 
lesson deals more specifically with health and safety as part of engineering 
professional practice. 

Cumulatively, the modules provide an introduction to the communication and 
terminology needed by internationally-trained engineers to perform tasks related 
to licensing, work search, and the workplace. 
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Overview of Engineering Curriculum for Occupational Terminology 
Module 1 – Communication and Terminology for Professional Licensing 

TOPIC TASK ADDITIONAL LANGUAGE 
COMPETENCIES 

TERMINOLOGY 
OUTCOMES 

1. Licensing Application 
Procedures 

5 ask for clarification about 
PEO application 
procedures  

5 scan for detail in a text 

5 ask for clarification using a 
variety of expressions 

5 receptive and productive 
knowledge of general and 
PEO licensing terminology 

2. PEO Application Form 5 fill out a PEO application 
form 

5 give advice and making 
suggestions appropriately 

5 scan for detail in a text 

5 understand the format of an 
application form 

5 receptive and productive 
knowledge of relevant 
terminology 

3. Experience Record 5 describe a personal 
employment situation and 
explain how that 
experience reflects one or 
more aspects of PEO 
experience criteria 

5 explain some requirements 
of PEO experience criteria 

5 read PEO information text 

5 receptive and productive 
knowledge of terminology 
related to PEO experience 
criteria 

5 apply prior knowledge and 
experience in a new 
context 

4. Academic Requirements 
and the Interview Process 

5 role-play an interview with 
the PEO Experience 
Review Committee relating 
theoretical knowledge with 
practical experience 

5 read a university 
engineering calendar 

5 apply theoretical knowledge 
to practical engineering 
practice 

Same as above 
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Overview of Engineering Curriculum for Occupational Terminology 
Module 2 – Communication and Terminology for Work Search 

TOPIC TASK ADDITIONAL LANGUAGE 
COMPETENCIES 

TERMINOLOGY 
OUTCOMES 

1. Understanding Job Ads:  
Skills and Personal 
Attributes 

5 n/a 5 read job ads to determine 
employer requirements 

5 orally negotiate terminology 
used to describe skills and 
personal attributes of an 
engineer 

5 broaden productive 
knowledge of terminology 
to describe own skills and 
personal attributes  

5 develop receptive 
knowledge of words, 
acronyms, and expressions 
in job ads. 

6
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2. Employment Interview 
Questions 

5 answer employment 
interview questions by 
describing skills and 
personal attributes within 
an engineering context 

5 scan for specific 
information in an 
employment interview 
excerpt 

5 orally negotiate terminology 
related to engineering and 
related functions (verbs) 

5 broaden productive 
knowledge of terminology 
used to describe previous 
engineering experience 

 

7
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Overview of Engineering Curriculum for Occupational Terminology 
Module 3 – Communication and Terminology for the Workplace 

TOPIC TASK ADDITIONAL LANGUAGE  
COMPETENCIES 

TERMINOLOGY 
OUTCOMES 

1. Some Current Workplace 
Practices 

5 participate in a company 
meeting about decreased 
productivity 

5 discuss issues of 
motivation in the workplace 

5 understand characteristics 
of traditional and “high-
performance” companies 

5 orally negotiate 
management jargon 

5 gain receptive and 
productive knowledge of 
some common current 
workplace management 
practices / jargon (i.e., 
TQM, ISO, etc.) 

2. Workplace 
Correspondence: 
Proposals 

5 write an engineering 
proposal 

5 read a consulting proposal  
in order to find specific 
information 

5 negotiate terminology 
describing engineering 
services 

5 have receptive and 
productive knowledge of 
terminology associated with 
proposals and contracts 

5 apply prior knowledge and 
experience in a Canadian 
workplace context 

3. Workplace 
Correspondence: Email 
and Computers 

5 write an email message 5 discuss role of computers 
in engineering and the 
workplace 

5 have receptive and 
productive knowledge of 
common and more 
advanced computer terms 
in an engineering 
workplace 

5 apply prior knowledge and 
experience in a Canadian 8
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workplace context 

Overview of Engineering Curriculum for Occupational Terminology 

Module 3 – Communication and Terminology for the Workplace   

TOPIC TASK ADDITIONAL LANGUAGE 
COMPETENCIES 

TERMINOLOGY 
OUTCOMES 

4. A. Describing a Process 
Using a Flow Chart 

 B. Converting 
Measurements 

5 A. describe a process 
(engineering or 
workplace) 

5 B. convert measurements 
(Imperial to Metric) 

5 draw a flow chart and 
explain a process 

 

5 problem-solve 

5 receptive and productive 
knowledge of Imperial 
Measurement 

5 apply prior knowledge and 
experience in a new 
context 

5. Health and Safety – 
WHMIS 

5 prepare a presentation 
(simulating workplace 
training on WHMIS) 

5 explain safety procedures 

5 identify WHMIS symbols 

5 receptive and productive 
knowledge of health and 
safety terminology 

5 apply prior knowledge and 
experience in a Canadian 
workplace context 

6. Engineering Concepts and 
Health and Safety Issues 

5 discuss and apply health 
and safety issues to 
engineering concepts 
specific to discipline 

5 read an article on health 
and safety 

5 negotiate health and safety 
issues within relevant 
engineering concepts 

5 receptive and productive 
knowledge of health and 
safety terminology 

5 apply prior knowledge and 
experience in a Canadian 
workplace context 

9



ENGINEERING  TERMINOLOGY  WORKSHOP 
 

STIC Engineering Module 1:Communication and Terminology for Professional Licensing 
Topic 1: Licensing Application Procedures 

18 

Facilitator’s Guide for Module 1 
Topic 1: Licensing Application Procedures 

 

FACILITATOR PREPARATION 

Content 
In order to deliver this lesson on licensing procedures effectively, the facilitator 
should be familiar with Professional Engineers Ontario (PEO), the licensing and 
regulating body for engineering in Ontario. In particular, facilitators should be 
familiar with: 

♦ General application procedures for PEO 
♦ PEO terminology and abbreviations 

A list of commonly used PEO abbreviations and terms can be found in the 
Terminology List at the end of this lesson. The most up-to-date information about 
the PEO can be found on their Web site at: http://www.peo.on.ca. 

The terminology in this lesson will be presented and practised within a functional 
language context: asking for clarification. Participants will use PEO and 
engineering-specific terminology and generic licensing terminology while 
clarifying licensing procedures. Therefore, facilitators are advised to review the 
language functions presented in the lesson. 

Delivery 

As many copies as necessary of the following handouts should be made: 

Introductory Handouts 1 and 2 (stapled together) 
♦ Handout 1  PEO General Information Sheet 
♦ Handout 1A   Comprehension Check 
♦ Handout 2  Dialogue – Asking for Clarification at the PEO 
♦ Handout 3  Functional Language Chart – Asking for Clarification 
♦ Handout 3A  Common Expressions Used to Clarify Understanding 
♦ Handout 4A  PEO Step 1: Academic Requirements (2 pages) 
♦ Handout 4B  PEO Steps 2 and 3: Professional Practice  

Examination & Work Experience Requirements 
♦ Handout 5  Matching Vocabulary Activity (cut in half) 

Terminology List (optional) 
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Materials needed: access to a chalkboard or whiteboard 

 

Course Introduction 

(15 minutes) 1. Because this is the first class of the terminology workshop, 
participants may have some preconceived ideas and 
expectations about learning new terminology. For example, 
they may assume that a large portion of class time may be 
spent looking up words in the dictionary. If participants 
need to use a dictionary, it is preferable that they use an 
up-to-date specialized engineering dictionary rather than a 
generic English dictionary. Certain 
terminology/abbreviations are specific to PEO and are 
clarified in the PEO documentation as well as in this 
document. It is important that participants get a clear idea 
of the way the course will be delivered and of the role of 
terminology within a task-based curriculum. For this 
purpose, a workshop outline and introduction to the 
workshop (Introductory Handouts 1 and 2) are provided. 
Before distributing the handouts, summarize the 
information for the participants. Ask what they think it 
means to know a word and give them our definition, with 
an example. Also, make sure participants understand that 
their participation and involvement is critical to the success 
of the workshop. After all, they are the experts. Distribute 
the introductory handouts (stapled together) and go over 
the workshop outline together, perhaps discussing the 
options in Module 3. Give the participants time to read the 
introduction. Check for understanding and answer any 
questions. 

 
Methodology 
Introduction 

(10 minutes) 1. Introduce the module by asking participants some general 
questions (e.g., What is the licensing body for engineers in 



ENGINEERING  TERMINOLOGY  WORKSHOP 
 

STIC Engineering Module 1:Communication and Terminology for Professional Licensing 
Topic 1: Licensing Application Procedures 

20 

Ontario? What is the function of the PEO? Why do some 
professions need to be regulated? Is it necessary to get 
licensed to work as an engineer? What is EIT? What is a 
provisional licence? What are the advantages of applying 
for a licence? How long does it take to get a licence?). 
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 2. Ask who has applied or gathered information on the PEO, and 
invite participants to share their experiences with the class. 
Encourage participants to share the information they 
gathered at the Overview and Orientation Workshop. 

 
Pre-Tasks 

 
(15 minutes) 1. Distribute Handout 1 (PEO General Information Sheet) and 

have participants read it. Distribute Handout 1A 
(Comprehension Check). Have the participants scan the 
text and answer the true/false questions. Take up the 
exercise with the class and clarify any information. 

(25 minutes) 2. Explain that the application package from the PEO contains 
a lot of information. As a result, asking questions to clarify 
information about the licensing procedure is a good way to 
make sure that participants understand the process right 
from the beginning in order to avoid delays. 

  Distribute Handout 2 (Dialogue) and read aloud to model 
intonation/pronunciation. Ask two volunteers to do the 
same. Ask the participants to work in pairs and read the 
dialogue together. Tell the participants that the dialogue 
incorporates some expressions that ask for clarification or 
indicate misunderstanding. Have the participants underline 
the expressions that do this. Have these categories written 
on the board: 

♦ asking for clarification 
♦ rephrasing 
♦ correcting misunderstanding 
♦ confirming 

  Have the participants specify the category for each expression that 
they underlined. Review the answers orally. 

(20 minutes) 3. Tell the participants that using these kinds of expressions 
is an effective strategy for obtaining information. Explain 
that they will get more of these kinds of expressions. 
Distribute Handouts 3 and 3A, and have participants fill in 
the functional language chart with the appropriate 
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expressions. Have participants compare their answers. 
The use of different expressions in different contexts can 
be discussed with the class. 
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(25 minutes) 4. Tell the participants that there are three main steps in the 
PEO application procedure. Distribute two different handouts 
to two groups of participants. One group gets Handout 4A 
and the other gets Handout 4B. Explain that Handout 4A 
contains step 1 of the application procedure and Handout 
4B contains steps 2 and 3. Have the participants in each 
group read their handout. When they are finished, 
distribute half of Handout 5 to each group as appropriate 
and have the participants match the definitions with the 
terms in the text. Participants should check their work in 
pairs. 

Task 

(30 minutes) 1. Pair up the participants; one has read Step 1 (Handout 4A) 
and the other has read Steps 2 and 3 (Handout 4B). 
Participants exchange information about the steps required 
in the application procedure. Encourage them to ask for 
clarification using the expressions reviewed. Have 
participants write a script to prepare for a role-play 
incorporating language of clarification and details of the 
PEO application procedure that they have just learned (use 
the dialogue in Handout 2 as a model). 

(10 minutes) 2. Choose two or three pairs to present their role-play to the 
class. The rest of the class listens for language clarification 
expressions. 
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Introductory Handout 1 

Outline of Engineering Terminology Workshop 
Welcome to the Engineering Terminology Workshop. The terminology workshop 
is divided into three modules. Within each module, you will study two to four 
topics. This is the outline for the workshop: 

Module 1  Communication and Terminology for Licensing 

 Topic 1  Licensing Application Procedures 

 Topic 2  PEO Application Form 

 Topic 3 Experience Record 

 Topic 4 Academic Requirements and the Interview Process 

Module 2 Communication and Terminology for Work 
Search 

 Topic 1 Understanding Job Ads: Skills and Personal 
Attributes 

 Topic 2 Employment Interview Questions 

Module 3 Communication and Terminology for the 
Workplace 

 Topic 1 Some Current Workplace Practices 

Topic 2 Workplace Correspondence – Proposals 

 Topic 3 Workplace Correspondence – Email Messages and  

Computers 

 Topic 4A Describing Process Using Flow Charts 

 Topic 4B Converting Measurements 

 Topic 5 Health and Safety – WHMIS 

Topic 6 Engineering Concepts and Health and Safety Issues 

Due to time constraints, only four out of the six topics in Module 3 can be 
covered. You may negotiate with your facilitator and decide as a class which 
topics interest you the most. 
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Introductory Handout 2 (Page 1 of 2) 

 
Introduction to Engineering Terminology Workshop 

 
The workshop classes have been organized so that you will have many 
opportunities to perform oral and written language tasks using engineering 
terminology. You may find that you are familiar with some of the terminology in 
some topics. It is important to remember, however, that knowing a word in 
English is much more than being able to recognize it or translate it into your own 
language. In order to know a word completely, you should be able to use it in six 
different ways.  You should be able to pronounce it, spell it, know what it means 
in a particular context, and understand its indirect meanings.  Also, you should be 
able to use it in grammatically correct sentences and know with what other words 
it is typically associated. One of the best ways to learn terminology and language 
is to learn with others. Many of the class activities are conducted in groups or 
pairs so everyone will have many opportunities to speak and write.  

Because of the short length of the workshop, it is impossible to practise and 
know each new word in all six different ways. The class activities, however, will 
give you opportunities to use engineering terminology and other language skills 
in different ways that broaden and deepen your understanding and use of this 
terminology in English. 

In each topic, terminology will be presented in context, meaning that words will 
be presented as they are actually used in the real world. For example, 
engineering proposals and job ads contain terms and expressions that are 
commonly used in those contexts. Other activities will give you opportunities to 
analyze the language in different ways. For example, putting words into 
categories helps you remember them, and finding synonyms expands your 
vocabulary knowledge and choice of words. 
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Introductory Handout 2 (Page 2 of 2) 

Each topic also contains a task. A task is a real-world communicative act that is 
similar to those you will likely have to do outside of the class as part of your 
professional development. Tasks give you opportunities to use terminology as 
you would in the real world. For example, you will become familiar with the PEO 
and engineering terminology used to fill out an application for professional 
licensing. You will also understand and use terminology related to workplace 
health and safety issues. 

This workshop focuses on generic (or general) engineering terminology. In 
almost every topic, however, there are specialized activities where you will be 
able to explore the specific terminology related to your engineering discipline: 
industrial, electrical/electronics, mechanical, or chemical engineering. 

In designing this workshop, we have tried to keep in mind that you, as 
professional engineers, are experts in your occupation. Remember that the 
facilitator will be there to help you express your ideas more clearly, but the 
success of the workshop depends on everybody sharing their professional 
engineering expertise. 

At the end of some of the lessons or modules, you may be asked to complete a 
questionnaire. Your feedback will help us to keep improving the workshop. Thank 
you in advance for taking the time to complete the questionnaires.  

Enjoy the terminology workshop! 
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Handout 1 

 

 Professional Engineers 
 Ontario 

Association of Professional  
Engineers of Ontario 
25 Sheppard Ave. W., Suite 1000 
Toronto ON M2N 6S9 
Tel:  (416) 224-1100 or 1-800-339-3716 
Fax: (416) 224-8168 or 1-800-268-0496 
Website: www.peo.on.ca 

For applicants who do not have a bachelor’s degree in engineering from an accredited Canadian university. 
– (Extracted from Licensing Guide and Application for Licence) 
 

Professional Engineers Ontario (PEO) sets 
the standards and regulates the practice of 
engineering in Ontario. To practise as a 
professional engineer in Ontario, you must 
first be licensed by PEO. 

Licence Requirements 

To be licensed by PEO, you must: 

♦ be at least 18 years of age, 

♦ be a Canadian citizen or permanent resident, 

♦ be of good character, 

♦ pass the Professional Practice Exam ( PPE) and 

♦ meet the engineering practical experience 
requirements: four years of engineering work 
experience with at least one year obtained in a 
Canadian jurisdiction. 

 

STEPS TO LICENSING 
 
Step 1: 
Your academic background is 
assessed to determine whether it is 
equivalent to the established 
standards. PEO may assign 
technical exams to give you an 
opportunity to confirm that your 
academic preparation is equivalent 
or to remedy any identified 
deficiencies. 
 
 
 

 
Step 2: 

Your previous engineering 
experience is evaluated to 
determine if you fulfill PEO’s work 
experience requirement (four years 
with one year in a Canadian 
jurisdiction). 
 
Step 3: 

You must pass the Professional 
Practice Exam (PPE) on ethics, 
professional practice, and 
engineering law and professional 
liability. 
 

COST 
 
1. Application Fee $187.25 
 (must be included with application) 
 
2. Exam Programs. 

One-time Administration Fee $285 
Each Exam $115 
Professional Practice Exam             $100 

3. Final Registration Fee $187.25 
4. Annual membership fee                   $ 203.30  
 
All fees are non-refundable. 
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Extracted from the PEO Licensing Guide and Application for Licence, 2004. 
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Handout 1A 

Read Handout 1 and answer True or False for each statement by circling T or F. 
Underline the phrases or words that give you the necessary information. 

 

T / F  1. This information applies to all engineers. 

T / F  2. The PEO licenses engineers as professionals in Canada. 

T / F  3. To be licensed you must be judged as honest. 

T / F  4. Practical experience gained overseas meets the practical 
experience requirement. 

T / F  5. You must have at least four years’ practical experience. 

T / F  6. You may be asked to write an exam to prove that your 

education is acceptable. 

T / F  7. The PPE tests your technical knowledge. 

T / F  8. You must pay annually for your membership in the PEO. 

T / F  9. If you don’t pass the exams, you get your money back. 

T / F  10. You must pay a fee when you first apply. 
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FACILITATOR’S NOTES 

Answer Key to Handout 1A 
 

Read Handout 1 and answer True or False for each statement by circling T or F. Underline the 
phrases or words that give you the necessary information. 

 

TRUE  1. This information applies to all engineers. 

FALSE  2. The PEO licenses engineers as professionals in Canada. 

TRUE  3. To be licensed, you must be judged as honest. 

FALSE 
4. Practical engineering experience gained overseas meets the 

practical experience requirement. 

TRUE  5. You must have at least four years’ practical experience. 

TRUE  6. You may be asked to write an exam to prove that your education is 
acceptable. 

FALSE  7. The PPE tests your technical knowledge. 

TRUE  8. You must pay annually for your membership in the PEO. 

FALSE  9. If you don’t pass the exams, you get your money back. 

TRUE 10. You must pay a fee when you first apply. 
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Handout 2 

Asking for Clarification from the PEO 

The following conversation takes place between an engineer calling to get 
information about licensing and a staff member of the PEO. 

1. Read it with a partner. 

2. Underline the phrases used to ask for clarification and to show that the 
information has been understood. These types of phrases may be used in 
any context to clarify meaning. 

PEO: Hello, may I help you? 

Engineer: Yes, please. I’d like to know if I’m eligible to become a 
licensed engineer in Canada. 

PEO: Do you have an accredited degree from a Canadian 
university? 

Engineer: I’m afraid I don’t understand what you mean. 

PEO: Did you study engineering in Canada? 

Engineer: No, I am from India. I graduated from The Indian Institute of 
Technology. 

PEO: We do not have a Mutual Recognition Agreement between 
India and the Canadian Council of Professional Engineers. 
Your academic background will have to be reviewed against 
criteria established by the Engineering Qualification Board. 

Engineer: I’m afraid I’m not quite clear what you mean by that. 

PEO: Well, to be more specific, the Canadian Council of 
Professional Engineers recognizes engineering degrees 
from some institutions in some countries as being equivalent 
to a Canadian engineering degree. These countries are 
Australia Ireland New Zealand the U K the U S and
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Hong Kong. 

 

Engineer: 

 

I lived in Australia for six years before I came to Canada. I 
worked as a chemical engineer there. 

PEO: Unfortunately, that isn’t the same. The Canadian Council of 
Professional Engineers is responsible for determining the 
equivalency of accreditation systems in other countries. If 
you graduated from an institution located in a country other 
than those I mentioned, you probably will have to write a 
series of exams. 

Engineer: Are you saying that my engineering degree from India has 
to be evaluated? What about my engineering experience? 

PEO: Perhaps I haven’t made myself clear. Basically, what I’m 
trying to say is that the first step towards licensing is a 
review of your academic background. 

Engineer: I think you’ve misunderstood me. I have 15 years of 
engineering experience! 

PEO: Allow me to rephrase that. If you have more than five years 
of engineering experience, you may be interviewed by the 
Experience Requirements Committee and you may not have 
to write any additional exams. What I’m saying is that there 
is an application procedure and that both your academic 
and engineering experience will be reviewed by our 
committees. 

Engineer: Oh, I see. 

PEO: Here is an application package. Fill it out and return it. It 
takes several months for your application to be processed. 

Engineer: Thank you very much. 

PEO: You’re very welcome. 
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FACILITATOR’S NOTES   

Answer Key to Handout 2 

Asking for Clarification from the PEO 

The following conversation takes place between an engineer calling to get more information 
about licensing and a staff member of the PEO. Read it with a partner and underline the phrases 
used to ask for clarification and to show that the information has been understood. These types of 
phrases may be used in any context. 

 

PEO: Hello, may I help you? 

Engineer: Yes, please. I’d like to know if I’m eligible to become a licensed engineer 
in Canada. 

PEO: Do you have an accredited degree from a Canadian university? 

Engineer: I’m afraid I don’t understand what you mean. 

PEO: Did you study engineering in Canada? 

Engineer: No, I am from India. I graduated from the Indian Institute of Technology. 

PEO: We do not have a Mutual Recognition Agreement between India and the 
Canadian Council of Professional Engineers. Your academic 
background will have to be reviewed against criteria established by the 
Engineering Qualification Board. 

Engineer: I’m afraid I’m not quite clear what you mean by that. 

PEO: Well, to be more specific. The Canadian Council of Professional 
Engineers recognizes engineering degrees from some institutions from 
some countries as being equivalent to a Canadian engineering degree. 
These countries are Australia, Ireland, New Zealand, the U.K., the U.S. 
and Hong Kong. 
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Engineer: I lived in Australia for six years before I came to Canada. I worked as a 
chemical engineer there. 

PEO: Unfortunately, that isn’t the same. The Canadian Council of Professional 
Engineers is responsible for determining the equivalency of accreditation 
systems in other countries. If you graduated from a country other than 
those that I mentioned, you probably will have to write a series of 
exams. 

Engineer: Are you saying that my engineering degree from India has to be 
evaluated? What about my engineering experience? 

PEO: Perhaps, I haven’t made myself clear. Basically what I’m trying to say is 
that the first step towards licensing is a review of your academic 
background. 

Engineer: I think you’ve misunderstood me. I have 15 years of engineering 
experience! 

PEO: Allow me to rephrase that. If you have more than five years of 
engineering experience, you may be interviewed by the Experience 
Requirements Committee and you may not have to write any additional 
exams. What I’m saying is that there is an application procedure and 
that both your academic and engineering experience will be reviewed by 
our committees. 

Engineer: Oh, I see. 

PEO: Here is an application package. Fill it out and return it. It takes several 
months for your application to be processed. 

Engineer: Thank you very much. 

PEO: You’re very welcome. 
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Handout 3 

Put the expressions from Handout 3A into the appropriate categories. 

Confirming Correcting Misunderstandings 

Asking for Clarification Re-Phrasing 
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Handout 3A 

Common expressions used to clarify understanding 

♦ Sorry, I’m probably not making myself clear. Let me put it another way. 

♦ I think you’ve misunderstood me. 

♦ When you say…, do you mean that...? 

♦ I’m sorry, I didn’t quite follow what you said about… 

♦ Would I be correct in saying that...? 

♦ Perhaps I should make that clearer by saying… 

♦ I’m afraid there seems to have been a slight misunderstanding. 

♦ Perhaps I haven’t made myself clear. Basically, what I’m trying to say 
is… 

♦ Are you saying that...? 

♦ I’m afraid I don’t understand what you mean. 

♦ Correct me if I’m wrong, but… 

♦ I’m afraid I’m not quite clear what you mean by that. 

♦ Allow me to rephrase that. 

♦ I’m afraid I didn’t quite get your last point. Could you go over it again, 
please? 

♦ That isn’t quite what I meant. 

♦ Am I correct in assuming that…? 

♦ To be more specific,… 
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FACILITATOR’S NOTES   

Answer Key to Handouts 3 and 3A 

Confirming 

♦ Would I be correct in saying that...? 

♦ Correct me if I’m wrong, but… 

♦ Am I correct in assuming that...? 

♦ Are you saying that...? 

♦ Basically, what you’re saying is. 

♦ When you say ..., do you mean that...? 

Correcting Misunderstandings 

♦ I’m afraid there seems to have been a 
slight misunderstanding. 

♦ I think you’ve misunderstood me. 

♦ That isn’t quite what I meant. 

. 

Asking for Clarification 

♦ I’m afraid I’m not quite clear what you 
mean by that. 

♦ I’m sorry, I didn’t quite follow what you 
said about… 

♦ I’m afraid I don’t understand what you 
mean. 

♦ I’m afraid I didn’t quite get your last point. 
Could you go over it again please? 

Re-Phrasing 

♦ Perhaps I haven’t made myself clear. 
Basically, what I’m trying to say is… 

♦ Sorry, I’m probably not making myself 
clear. Let me put it another way… 

♦ Perhaps I should make that clearer by 
saying... 

♦ Allow me to rephrase that. 

♦ To be more specific,... 

Handout 4A – PEO Step 1 (Page 1 of 2) 

PEO’S LICENSING ADMISSIONS PROCESS 
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PEO’s licensing/admission process proceeds as 
follows: 

♦ fulfill the stipulated academic requirements; 

♦ successfully complete PEO’s Professional 
Practice Examination (PPE); and 

♦ fulfill PEO’s work experience requirements 
(minimum of 48 months). 

Applicants must have met PEO’s academic 
requirements before they are eligible to write the 
PPE. However acceptable engineering experience 
may begin once an applicant has obtained an 
undergraduate engineering degree. Please see the 
section on “Fulfilling the Work Experience 
Requirements” on page 6. 

FULFILLING THE ACADEMIC REQUIREMENTS 

Applicants whose undergraduate engineering 
degrees have been awarded by a Canadian 
university whose program is accredited by the 
Canadian Engineering Accreditation Board (CEAB) 
are deemed to satisfy PEO’s academic 
requirements but must ensure that original 
transcripts of their academic studies are sent directly 
to PEO by the institutions from which they received 
their degrees. Photocopied transcripts and/or 
“student issued” transcripts are not acceptable. 

Applicants who do not hold an undergraduate 
degree from a CEAB-accredited program: 
 

The following documents must accompany the 
application for licence: 
♦ original transcripts, diplomas and/or certificates. 

Copies of the originals will be accepted if the 
copies are signed and certified as a true copy of 
the original by a professional engineer (with PEO 
licence number) or a notary public. Applicants 
may also bring their originals and copies to 
PEO’s office for verification; and 

♦ in addition, if the original transcripts diplomas 
and/or certificates are not in English, English 
translations prepared by a translator belonging to 
the Association of Translators and Interpreters of 
Ontario or by a professional engineer, who must 
certify that he/she is fluent in both languages. 

 

(Please note that P. Eng. licence holders should not 
use their P. Eng. seals on non-engineering 
documents. Transcripts and diplomas are non-
engineering documents.) 
 

Applicants are also requested to provide course 
descriptions of the subjects they have taken during 
their entire engineering education. English 
translations made by the applicant are acceptable 
for the course descriptions only. Applicants may 
submit their applications without including these  
course descriptions; however, failure to provide the 

course descriptions could delay the academic 
review or could result in the assignment of additional 
technical examinations. 
 

Course descriptions are brief paragraphs that clearly 
describe the material covered during the course. 
 

PEO will assess the academic qualifications of 
applicants who do not hold an undergraduate 
degree from a CEAB-accredited program to 
determine if they meet PEO’s academic 
requirements for licensing. This assessment 
normally takes about two months after the receipt of 
academic transcript(s) and all support documents. 
 

Following this review, PEO may accept applicants’ 
academic qualifications or may assign applicants a 
technical examination program. Technical exams 
are usually assigned either: 
♦ to ascertain whether an applicant’s academic 

preparation is equivalent to that provided by an 
undergraduate engineering program accredited 
by the CEAB, or 

♦ to remedy identified deficiencies in an applicant’s 
academic preparation compared to a CEAB-
accredited program. 

 

Applicants may be assigned one of the following 
technical examination programs: 
 

Confirmatory Examination Program. Applicants 
whose academic preparation appears to be similar 
to that provided by a CEAB-accredited engineering 
program will normally be assigned a Confirmatory 
Examination Program (CEP). 
 

A CEP comprises three professional (technical) 
examinations and one complementary studies 
examination. Its aim is to give the applicant an 
opportunity to confirm that the content of his or her 
engineering studies is equivalent to the comparable 
CEAB-accredited engineering program. 
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Handout 4A – PEO Step 1 (Page 2 of 2) 
 
FULFILLING THE ACADEMIC REQUIREMENTS (CONT’D) 
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Applicants who have been assigned a CEP, but 
who also have at least five years of overall 
engineering work experience, will usually also 
have the level of their experiential knowledge in 
their discipline-specific engineering 
fundamentals assessed by PEO’s Experience 
Requirements Committee (ERC). This 
assessment may require that the applicant 
attend an interview. As a result of its 
assessment, the ERC interim panel may 
recommend that the applicant’s assigned CEP 
be waived. 
 

Applicants assigned a CEP cannot take courses 
at a university in lieu of the assigned 
examinations. 
 

Applicants who either obtained failing marks in 
the CEP or did not complete it within the time 
period specified in PEO’s governing legislation 
may be designated as “failed to confirm.” Once 
an applicant is designated as “failed to confirm,” 
PEO will assign a Specific Examination Program 
(SEP) in order to address the applicant’s 
academic deficiencies. The engineering 
experience of an applicant who is designated as 
“failed to confirm” does not begin until after the 
academic requirements for licensing are met. 
Please see the section on “Fulfilling the Work 
Experience requirements” on page 6. 
 

Basic Examination Program. Applicants who hold 
a three-year engineering technology diploma, or an 
honours science degree recognized by PEO, but 
who have fewer than 10 years of engineering 
experience, are normally assigned a Basic 
Examination Program. This program comprises at 
least four examinations in the Basic Studies (i.e. 
Phase I) category. Applicants must complete their 
Phase I Examination Program before they are 
assigned additional discipline-specific and 
Complementary Studies examinations and the 
Engineering Report. 
 

Specific Examination Program. Applicants whose 
academic qualifications are judged by PEO to fall 
between those of a technology diploma and those of 
an engineering degree will be assigned an 
individualized examination program. This program 
requires an applicant to write a specific number of 

edge in the assigned subject areas assessed by the 

ERC. An interview is usually required. The ERC 

interview panel may recommend that the applicant 

not be required to write some or all of the assigned 

examinations with the exception of the examinations 

in the Basic Studies and Complementary Studies 

categories, which the ERC interview panel cannot 

recommend waiving without compelling reasons. 
 

licants wish to take courses at a university in lieu of 

their assigned SEP, they must receive PEO’s prior 

approval of the acceptability of the courses. 
 

PEO offers technical examinations twice annually (in 
spring and winter) at several centres across the 
province. PEO will send applicants who have been 
assigned examinations information about the 
examinations, explain when they may begin writing, 
specify the time limits for completing an examination 
program, and provide other guidelines. PEO may 
close the files of applicants who do not adhere to the 
strict time limits set out in PEO’s governing 
legislation. 
 

PEO will review an application with a view to 
“exempt” the applicant from writing examinations if 
the applicant has: 
♦ successfully completed postgraduate studies at 

a Canadian university in the same engineering 
discipline as the applicant’s non- 
Canadian undergraduate engineering degree; or 

♦ an engineering degree in a program acceptable 
to PEO, awarded by an institution in a country 
that has a Mutual Recognition Agreement (MRA) 
with the Canadian Council of Professional 
Engineers. Currently, these countries are 
Australia, Hong Kong, Ireland, New Zealand, 
South Africa, the United Kingdom and the United 
States. (Please note: for Hong Kong, the degree 
must have been granted in 1995 or later. For 
South Africa, the degree must have been 
granted in November 1999 or later. For all other 
countries, the degree must have been granted in 
1989 or later.) 

 

If transcripts are coming from an MRA school, 
please ask the school’s registrar to forward certified 
transcripts directly to PEO. Your application cannot 
be assessed without proper transcripts. 
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Extracted from the PEO Licensing Guide and Application for Licence, 2004.
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Handout 4B – PEO Steps 2, 3 
 

SUCCESSFULLY COMPLETING PEO’S PROFESSIONAL PRACTICE EXAMINATION (PPE) 
All applicants for licensing must pass the PPE. 
The three-hour, closed-book examination requires 
succinct, essay-type response to questions that 
cover ethics, professional practice, engineering 
law and professional liability. The PPE is held 
three times each year: in the spring, the summer 
and the fall. Applicants must attempt to write the 
PPE within two years of the date on which they 
become eligible to write (normally five sittings of 
the PPE). PEO will inform all applicants of these 
dates during the licensing process. 
 
PEO has strict deadline dates by which it must 
receive a CEAB applicant’s Application for 
Licence to write the PPE. In the table below, 
exam sittings are shown in the left column, with 
the deadline date for receipt of a CEAB 
applicant’s Application for Licence for each sitting 
in the opposite right column. CEAB applicants are 
advised to decide at which sitting they wish to 
write the PPE and then check the right column for  

the date by which they must ensure that PEO 
receives their Application for Licence. A separate 
PPE application package will be sent to 
applicants two months prior to the examination. 

Applicants who do not hold an undergraduate 
degree from a CEAB-accredited program must 
have their academic qualifications reviewed and 
have met PEO’s academic qualifications before 
they are eligible to write the PPE. 

PEO will advise all applicants of the nearest 
examination centre and the exact examination 
date within two months of the examination sitting. 
If an applicant is unable to attend on a regularly 
scheduled sitting, the applicant should write to 
PEO who will try to arrange a special examination 
sitting at a time and location more convenient to 
the applicant.  
PEO will provide the applicant with the titles of 
the suggested textbooks for the Professional 
Practice Examination. 

To write PEO's PPE in: PEO must receive your Application by: 
April January 15 

August May 1 
December September 1 

  

FULLFILLING THE WORK EXPERIENCE REQUIREMENTS 
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PEO evaluates each applicant’s engineering 
experience against five, quality-based criteria: 
♦ Application of Theory; 
♦ Practical Experience; 
♦ Management of Engineering; 
♦ Communication Skills; and 
♦ Awareness of the Social Implications of 

Engineering. 
 

Applicants for licensing as a professional 
engineer: 
♦ are required to demonstrate a minimum of 48 

months of verifiable, acceptable engineering 
experience gained following the completion of 
their undergraduate engineering degree, 
unless they were assigned a “failed-to-confirm” 
or Specific Examination Program. In these 
cases, the engineering experience starts when 
the PEO examination program is completed; 

♦ may be eligible to receive credit for up to 12 
months of pre-graduation experience toward 
the 48 months of required experience. This 
experience must be relevant to the overall 
practice after graduation and must be obtained 
after the midpoint of the undergraduate 
engineering program; 

♦ may be eligible to receive credit for associated 
applied research thesis work conducted within 
the framework of postgraduate degree 
requirements, if such work is sponsored or 
used by industry.  The total of this applied 
research-related credit plus the 12 months’ 
credit related to the award of the postgraduate 
degree cannot exceed the time spent to 
complete the postgraduate degree 
requirements; and 

♦ must acquire at least 12 months of acceptable 
engineering experience in a Canadian 
jurisdiction, under a licensed professional 
engineer. This experience must be in 
addition to that obtained at the 
pregraduation stage and/or the 12 months’ 
credit for successfully receiving a 
postgraduate degree(s). However, a credit 
related to the applied research portion of the 
postgraduate degree can be used to help to 
meet the requirement for engineering work 
experience in a Canadian jurisdiction. 

 

For more detailed information about the 
experience assessment criteria, please see the 
booklet Guide to the Required Experience for 
Licensing as a Professional Engineer in Ontario. 

Source: PEO Licensing Guide and Application for License, 2004
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Handout 5 – Matching Vocabulary Activity 
Group 4A 

Matching Activity Read Step 1 (Fulfilling the Academic 
Requirements) and find the word in the text that 
matches the meaning. 

    
 Meaning 

_____________ = documents describing your 
education 

_____________ = recognized by the CEAB  

_____________ = a person legally empowered 
to witness the signing of 
documents in order to make 
them legally valid 

_____________ = equal in value 

_____________ = developed for a particular 
person 

_____________ = instead of 

_____________ = studies after a Bachelors 
degree 

_____________ = to release from a 
requirement 

_____________ = (formally) given or awarded 

Group 4B 

Matching Activity Read Steps 2 and 3 (Professional 
Practice Examination and Work Experience 
Requirements) and find the word in the text that 
matches the meaning. 

    
 Meaning 

_____________ = closed-book 

_____________ = relating to morals and rules 
of conduct 

_____________ = legal responsibility  

_____________ = qualified to take part in 

_____________ = show 

_____________ = capable of being proved 

_____________ = acceptance of work or study 
towards the completion of a 
requirement 

_____________ = studies or degree after a 
Bachelors degree 

_____________ = administrative territory 

33
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FACILITATOR’S NOTES FOR MATCHING VOCABULARY ACTIVITY   
Answer Key to Handout 5 

Group 4a 

Matching Activity After reading Step 1, find the word in the text 
that matches the meaning. 

     Meaning 

academic transcripts = documents describing your 
education 

accredited  = recognized by the CEAB  

notary public  = a person legally empowered to 
witness the signing of documents 
in order to make them legally valid 

equivalent  = equal in value 

individualized  = developed for a particular person 

in lieu of  = instead of 

post-graduate  = studies after a bachelors degree 

to exempt  = to release from a requirement 

granted  = (formally) given or awarded 

Group 4b 

Matching Activity After reading Step 2 and 3, find the word in the 
text that matches the meaning. 

     Meaning 

closed-book  = not allowed to consult references 
or notes 

ethics   = relating to morals and rules of conduct 

liability   = legal responsibility 

eligible   = qualified to take part in 

demonstrate  = show 

verifiable  = capable of being proved 

credit   = acceptance of work or study towards the 
completion of a requirement 

post-graduate  = studies or degree after a bachelors 
degree 

jurisdiction  = administrative territory 
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Terminology List  
PEO Terminology 
♦ PEO  Professional Engineers of Ontario 
♦ PPE  Professional Practice Exam 
♦ ERC  Experience Requirements Committee 
♦ ARC  Academic Requirements Committee 
♦ CCPE  Canadian Council of Professional Engineers 
♦ MRA  Mutual Recognition Agreement 
♦ CEAB  Canadian Engineering Accreditation Board 
♦ EIT  Engineering Intern Training Program 
♦ confirmatory exam/program 
♦ basic exam program 
♦ individualized exam program 
♦ closed-book exam 
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Licensing Terminology 
♦ an accredited university 
♦ academic transcripts 
♦ guidelines 
♦ confirm 
♦ standards (i.e., professional standards) 
♦ to practise 
♦ practice 
♦ ethics 
♦ credit 
♦ to be exempted from 
♦ post graduate 
♦ liability 
♦ of good character 
♦ to grant 
♦ to confer 
♦ exposure 
♦ demonstrated (adjective) 
♦ engineering technologist 
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Facilitator’s Guide for Module 1 
Topic 2: PEO Application Form 

 

FACILITATOR PREPARATION 

Content 

In order to effectively deliver this workshop on the PEO licensing application form 
(excluding the Experience Record, which is covered in the next lesson), the 
facilitator should be familiar with the following: 

♦ PEO Licensing Guide and Application for Licence booklet, which 
includes the PEO application form. This is available as a PDF 
document on the PEO Web site: http://www.peo.on.ca.  

♦ National Occupational Classification (NOC) descriptions of engineering 
disciplines (mechanical, chemical, electrical/electronic and industrial). 
These can be downloaded from the NOC Web site: http://www23.hrdc-
drhc.gc.ca/2001/e/generic/welcome.shtml . 

♦ Access to the Engineering Profession in Ontario. This occupational fact 
sheet is available on the Gateway to Diversity Web site: 
http://www.equalopportunity.on.ca.  

It is important that the facilitator review this material prior to the lesson, and 
especially that the facilitator be familiar with the answers to the comprehension 
questions in Handout 2.  

As with all the lessons on licensing, facilitators should be sure to use the most 
up-to-date information available. 

 

Delivery 

The terminology in this lesson will be practised within a functional language 
context: making suggestions. Participants will use PEO-specific and general 
licensing terminology to give advice to colleagues about licensing procedures. 
Therefore, review of language used to make suggestions is advisable. 
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As many copies as necessary should be made of the following handouts: 

♦ Handout 1   How to complete the Application for License 
♦ Handout 2   Comprehension Check 
♦ Handout 3  Terminology Activity 
♦ Handout 4  Engineering Designations and Disciplines 
 
Pre-prepared PEO application form with “mistakes”  (four pages) 
PEO Application Form – downloaded from PEO website 

Terminology List (optional) 

 

In preparation for this session, the facilitator needs to download the PEO 
Licensing Guide and Application for Licence from the PEO Web site and make 
sufficient copies of two sections of the guide: How to Complete the Application 
for Licence and Application for Licence. While some of this information is 
provided as part of this manual, working from the original document is advised. 

In preparation for Pre-Task #3, the facilitator needs to prepare a PEO application 
form (and make sufficient copies for the class) as though it had been prepared by 
an applicant who has made some mistakes in completing the form. While a 
completed form has been “scanned” into this lesson it is highly 
recommended that you prepare an original from the PEO application form 
to ensure the quality of photocopying. Examples of mistakes might include: 

♦ the applicant writes in an area marked “PEO Use Only”  

♦ the applicant ticks off two boxes in the section marked “Status in Canada” 
instead of only one 

♦ the applicant does not include his area code in the section for phone number  

♦ any other mistakes or omissions the facilitator thinks are appropriate for the 
pre-task 

An overhead transparency of the incorrectly filled out application form could be 
used to take up this activity. 
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Cut out the cue cards from the Cue Card Page to be used in the Introduction 
activity. 

Prepare the following list of “softeners” on a sheet of chart paper to use for Pre-
task 3. 

♦ I was wondering if you’d ever thought of . . .  
♦ I think it might be a good idea to . . . 
♦ Have you ever thought of . . . 
♦ You might consider . . . 
♦ You could always . . . 
♦ If I were you, I’d . . . 

Material needed: access to an OHP; whiteboard or black board. 

If possible, bring the PEO application package for distribution to the whole class 
or use it in order to deliver the workshop and eliminate Handouts 1 and 5. 

METHODOLOGY 
Introduction 

(20 minutes) 1. As a review of some PEO terms and engineering 
acronyms, distribute one card (either a word/acronym or a 
definition) from the Cue Card Page to each participant. 
Explain that participants have to circulate and form pairs so 
that the cards of each pair consist of a word or acronym 
plus a definition. Review and check for understanding. 
Have participants work in the same pairs for the first pre-
task activity. 

 2. Elicit what types of application participants have recently 
completed (e.g., employment, Health Card, driver's license, 
etc.). Ask what difficulties participants have had with 
application forms in Canada. 

 3. Ask if anyone has completed a PEO application form. 



ENGINEERING  TERMINOLOGY  WORKSHOP 
 
 

STIC Engineering Module 1: Communication and Terminology
Topic 2: PEO Application Form 43 

 

Pre-Tasks 

(30 minutes) 1. Explain that the PEO application form comes with a set of 
instructions. Distribute How to Complete the Application 
for Licence (either downloaded from the PEO Web site or 
Handout 1). Have participants read the instructions. In order 
to ensure comprehension, have participants answer the 
comprehension questions (Handout 2) and compare their 
answers in pairs. Take up the questions with the whole 
class. 

(20 minutes) 2. Distribute Handout 3 (Terminology Activity) and have 
participants match the terms with their definitions and then 
fill in the gaps. Participants should compare answers with 
each other. Note any difficulties and take them up with the 
whole class. 

(30 minutes) 3. Explain to the class that you have an application form that 
has been filled out by an engineer, but that the engineer 
needs some advice because he has not understood the 
instructions very well. Elicit expressions for giving 
suggestions, noting that context is very important, and 
write them on the board or OHP. Use an OHP or board to 
give the following lesson on modals and qualifiers. Ensure 
that participants make notes for themselves, as there are 
no handouts. Encourage participants by telling them that 
note-taking is an important skill. 

  Explain that giving advice is always difficult to do tactfully. Many 
people resent getting advice, and even when they ask for 
it, they may be simply seeking approval. 

  Explain that the modal or auxiliary verbs should and ought to are 
commonly used to give advice; however, they are quite 
strong when used without qualifying phrases: 
♦ You should ask for some advice when filling out the 

PEO application form. 
♦ You ought to talk to an engineer who works at an 

aerospace company. 
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An opening phrase and a tentative tone of voice can make 
such suggestions more polite: 
♦ I think you should… 
♦ It seems to me that you could… 

  Modal verbs such as might and may can further soften a 
suggestion: 
♦ Attending language class might be a good idea. 

(Compare: You should attend a language class.) 

Using a rising intonation makes a suggestion more like a 
question: 
♦ Perhaps you might want to have someone look over 

your application? 

Clarifying the pros and cons of a problem is also a tactful 
way of giving advice: 
♦ One advantage of becoming licensed is that you'll 

have better opportunities for employment; at the same 
time, it might be too expensive right now. 

On the other hand, to make a suggestion more forceful, the 
speaker may begin with a phrase that indicates conviction: 
♦ I believe this would be the better road to take. 

The most forceful way to state an opinion or give advice is 
to express it bluntly, without qualifiers: 
♦ This is a serious problem and you must do something 

about it immediately. 

  Explain that sentence-level intonation is often used to modify a 
suggestion or piece of advice. For instance, tentative 
suggestions can be emphasized with a slow, rising 
intonation at the end of statements and/or added word 
stress on modals such as might or could. On the other 
hand, a strong opinion or conviction is often marked by 
strong, falling intonation contours, especially at the end of 
each sentence. 



ENGINEERING  TERMINOLOGY  WORKSHOP 
 
 

STIC Engineering Module 1: Communication and Terminology
Topic 2: PEO Application Form 45 

 

Refer participants’ attention to the chart with these "softeners" 
as well: 

♦ I was wondering if you'd ever thought of . . . 
♦ I think it might be a good idea to . . . 
♦ Have you ever thought of . . . 
♦ You might consider . . . 
♦ Don't you think it might be a good idea to . . . 
♦ You could always . . .If I were you, I'd…  

(30 minutes) 4. Distribute the application form you have prepared 
containing errors and omissions. Have participants work in 
pairs to find the errors and give advice on how they would 
improve/correct it. Initiate a class discussion about the 
application form and encourage the use of functional 
language for advising and suggesting. 

Task 

(30 minutes) 1. Distribute a PEO application form (downloaded from the 
PEO Web site) to each participant and ask participants to 
complete their form. 

(20 minutes) 2. Pair participants according to their discipline and have 
them exchange their application forms and give each other 
advice/suggestions on how to improve it. 

Post-Task 

(25 minutes) 1. Refer participants’ attention back to the PEO application 
form and the academic background section. Ensure that all 
participants know their discipline. Explain that within 
disciplines, there are designations. For example, an 
acoustics engineer (a designation) is a kind of mechanical 
engineer (a discipline). Distribute Handout 4 and ask 
participants to complete it. Have the participants compare 
their answer with a partner. Take up with the whole class. 

                                             
 Adapted from: Engkent, P.L., Bardy, K.P. Take Part: Speaking Canadian English. Scarborough: Prentice Hall, 1986. 
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Cue Card Page 

PEO 
This is the organization that sets the 
standards and regulates the practice 
of engineering in Ontario. 

PPE 
This is a closed-book exam on ethics, 
professional practice, engineering 
law, and professional liability. 

ERC 
This PEO committee reviews 
engineering experience and may 
exempt applicants from writing 
exams. 

ARC 
This PEO committee reviews the 
academic background of applicants 
and assigns exam programs. 

CCPE This organization provides foreign 
credential evaluations to engineers 
applying as independent immigrants 
to Canada. 

Cue Card Page 
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CEAB 
This board accredits Canadian 
undergraduate engineering programs 
and monitors those bodies in 
countries with which Canada has an 
Mutual Recognition Agreement. 

MRA 
Canada signs this agreement with 
some countries who have equivalent 
engineering degrees. 

OACETT 
This association grants certification 
to engineering technicians and 
technologists. 

Confirmatory 
Exam 

Program 

An exam program that confirms that 
the content of your engineering 
studies is equivalent to an accredited 
engineering program in Canada. 
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Cue Card Page 

Basic Exam 
Program 

An exam program for those 
applicants whose academic 
qualifications are equivalent to an 
engineering technologist. 

EIT The Engineering Intern Training 
Program. 

OSPE 
Ontario Society of Professional 
Engineers. This is the Advocacy 
Organization of PEO.  

OACETT 
This association grants certification 
to engineering technicians and 
technologists. 

CEP 
An exam program that confirms that 
the content of your engineering 
studies is equivalent to an accredited 
engineering program in Canada. 

SEP An individualized examination 
program. 
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Handout 1 (Page 1 of 2) 
 

How To Complete the Application for License 
 
1. Type of Application 
Indicate whether this is an application for a new 
P.Eng. licence (membership); if so, place a check 
mark in the appropriate box if you wish to be 
immediately recorded in PEO’s Engineering Intern 
Training Program. Alternatively, if you are a past 
member of PEO, check the reinstatement box. 
 
2. Name 
This is the name that will appear on your Licence 
Certificate. Enter your full legal name as it appears 
on your Canadian birth certificate, Certificate of 
Canadian Citizenship, Canada’s Permanent 
Resident Card (your legal name is the name on the 
certificate side of the card not the picture side) or 
Record of Landing in this section. 
 
PEO will accept a revised name if you provide 
documents confirming that the Registrar General 
(Ontario), or a similar authority in another province, 
has approved the change. If you have a preferred 
name other than your legal name for mailing 
purposes, you may enter it on the “Name most 
commonly used” line. 
 
Enter your date of birth, and indicate your gender 
by checking the appropriate box. 
 
3. Status in Canada 
To verify that you are a Canadian citizen or 
permanent resident, you must include a photocopy 
of one of the following:  

 Canadian birth certificate; 
 Certificate of Canadian Citizenship (photocopy 

both sides); 
 Record of Landing (Landed Immigrant Status) 

from Citizenship and Immigration Canada; or 
 Permanent Resident Card (Canada’s). 

Passports are not acceptable. 
 
Married applicants who have adopted their 
spouse’s last name must also provide a copy of the 
Marriage Certificate. 
 
If you have not yet obtained permanent residency 
at the time of your application, PEO will still accept 
and process your Application for Licence. However, 
PEO cannot issue your licence until your 
application for immigration status has been 
approved by Citizenship and Immigration Canada. 
You must include copies of all pertinent documents 
to support your Application for Licence. 
 
 

4. Current Residence Address 
Provide your current residence address and 
telephone number and indicate where you would 
like us to send your mail.  
 
5. Academic Background 
Specify: 

 type of earned undergraduate (bachelor’s) and 
postgraduate (master’s, doctorate) degrees 
(e.g. B.A.Sc., M.A.Sc., Ph.D.); 

 the discipline of study; 
 name and location (city/country) of the degree 

granting institution(s); and 
 the date (month/year) each degree was 

granted. 
 
6. Current Employment 
Complete this section only if you are currently 
employed. Provide your employer’s name and 
address, your title/position, email address, 
business telephone and fax numbers. 
 
If you are not employed, you may still complete the 
other sections of the form and submit it to begin the 
application process. 
 
7. Experience Record 
Please provide a comprehensive summary of your 
engineering experience with your completed 
application form. It should include, in chronological 
order: 

 the dates (year/month) of employment 
(beginning and end dates for each employer); 

 the names and locations of your employers; and 
 a description of your engineering activities. 

 
Please refer to PEO’s Guide to the Required 
Experience for Licensing as a Professional 
Engineer in Ontario. 
 
When describing your engineering activities, please 
explain how and where you personally applied 
engineering theory through design, design review, 
analysis, or problem solving in your work. In 
addition, you must indicate your engineering 
project management ability; your awareness of the  
social implications of your work; your 
understanding of the limitations of professional 
engineering practice to solve problems in the real 
world, respecting your particular work experience; 
and your demonstrated ability to communicate 
effectively in a typical engineering environment. 
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Handout 1(Page 2 of 2) 
 
7. Experience Record (cont'd) 
 
For each position you have held, you should 
provide some examples of the engineering work 
that you have done, including: the name, or give a 
brief description, of the project; and the period of 
time over which this project was conducted.  
 
If you worked on several projects for an employer, 
choose two projects that are different from each 
other to demonstrate the range of engineering 
activities in which you were involved. Normally, you 
can summarize your experience in fewer than 10 
pages. Unusual experience may require longer 
summaries. 
 
Describe the engineering problem you solved, 
focusing on your specific contribution to the project; 
the constraints under which you worked; the 
calculations and/or analysis 
you performed; the engineering principles you 
applied; and the final outcome of the project. You 
may wish to include sketches or diagrams to aid in 
your description. Please do not provide drawings or 
reports. 
 
When selecting which projects to describe, avoid 
those where your sole role was supervisory or 
managerial, or did not involve any personal hands 
on engineering work on your part. Also, avoid using 
examples where you performed routine 
maintenance, testing, construction, or assembly, 
unless it involved a problem for which you provided 
an engineering solution (i.e. you applied 
engineering principles). 
 
If you have fewer than 12 months of engineering 
experience up to this point, you do not need to 
submit an experience record. However, you must 
provide a comprehensive experience summary, for 
PEO’s assessment, before a licence can be 
granted. 
 
8. Referees 
If you have not worked in engineering or if you 
have just begun your engineering career, you do 
not have to complete this section at this time. If 
your engineering experience was gained outside of 
Canada, it is desirable but not mandatory for you to 
provide PEO with the names and addresses of 
referees who are familiar with your engineering 
experience. These referees do not need to be 
licensed P.Engs. Otherwise, you must provide the 
names and current addresses of at least three  
 

 
individuals who are familiar with your work and can 
comment on your capability and suitability for 
licensing. You should obtain their permission to use 
their names. Please make sure that you provide 
exact titles, such as: Dr., Prof., Mr., Mrs., Ms. or 
Miss. PEO requires you to provide at least three 
referees before you can be granted a licence. One 
referee must be your current direct supervisor, who 
may or may not be a P.Eng. The other two must be 
P.Engs who are licensed by PEO or another 
Canadian provincial/territorial professional 
engineering association/order. All applicants for 
licensure are required to obtain at least 12 months 
of engineering experience in a Canadian 
jurisdiction under the supervision of a Canadian 
P.Eng. licensed in the jurisdiction in which they 
gained the experience. 
 
If you have worked for more than one employer 
over the minimum 48month period, to be 
considered for licensure, you may need to provide 
the names of more than three referees. Please 
attach a separate sheet listing the names and 
addresses, if necessary.  
 
If you are an applicant seeking reinstatement of 
your licence, you need provide only the names and 
addresses of two referees who can attest to your 
character. 
 
9. Good Character 
In addition to the education and experience 
requirements, the Professional Engineers Act 
stipulates that a prospective member must be of 
good character for licensing as a professional 
engineer. Please answer the questions in this 
section by checking the appropriate box. If you 
answer “yes” to any of the questions, please 
provide details on a separate sheet.  
 
10. Applicant’s Declaration 
Please read and complete the declaration carefully 
before signing your application. 
 
11. Checklist 
Refer to the checklist to ensure that you have 
enclosed all of the items that must accompany your 
application. Enclose a cheque or money order for 
$175 + GST (total $187.25) in Canadian dollars, 
payable to “Professional Engineers Ontario.” 
 
Do not send cash through the mail. Make sure you 
enclose all other required documents with your 
application.  
 
 
(Source:  PEO Application For License, 2004)
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Handout 2 
Comprehension Check—How to Complete the Application for Licence 

Read and answer the following questions. 

1. What is the purpose of checking the EIT Program box? 

 

2. What version of your name must you print on the application form? 

3. Which documents are accepted as proof of your status in Canada? 

 

4. What details do you have to include about your education? 

 

5. If your engineering experience is outside of Canada, is it a good idea 
for you to include the names and addresses of people who know 
about your engineering work?  

 

6. When should you send the application fee?  

7. What do you think it means to be “a person of good character”? 
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FACILITATOR’S NOTES 

Answer Key to Handout 2 Comprehension Check  

Comprehension Check—How to Complete the Application for Licence 

1. What is the purpose of checking the EIT Program box? 

- to be recorded in PEO’s Engineering Intern Training Program 

2. If your engineering experience is outside of Canada, is it a good idea for you to 
include the names and addresses of people who know about your engineering 
work?  

- it is desirable but not mandatory to provide the PEO with names and addresses of 
referees familiar with your engineering experience 

3. When should you send the application fee? 

- enclose the application fee when you send your application 

4. What version of your name must you print on the application form? 

- your full legal name 

5. Which documents are accepted as proof of your status in Canada? 

- Canadian birth certificate; Certificate of Canadian Citizenship; Record of 
landing, Permanent Resident Card 

6. What details do you have to include about your education? 

type of bachelor’s and postgraduate degree (e.g. B.A.Sc., M.A.Sc, Ph.D; the discipline 
of study; the name and location of the institution; the date each degree was granted 

7. What do you think it means to be “a person of good character”? 

Answers might include: 

someone who does not have a criminal record 

someone who does not have an alcohol or drug dependency 

someone who has never been found to have been negligent in perf9rmance of their 
engineering responsibilities 

someone who has a “clean” engineering record; i.e. has never had their license revoked 
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Handout 3 – Terminology Activity 
 
Read the context in which the words on the left are used in the application form 
and match them with the correct definition on the right. Then, choose an 
appropriate word from the vocabulary list to complete each sentence below. Be 
careful to use the correct form (noun, verb, infinitive, past tense, etc.) 
 

          Vocabulary 

1. revised 

2. verify 

3. spouse 

4. pertinent 

5. mandatory 

6. stipulate 

7. assessment 

8. comprehensive 

9. specify 

           Definitions 

a) insist upon 

b) evaluation 

c) detailed and complete 

d) required 

e) important in the context 

f) mention 

g) husband or wife 

h) changed 

i) prove 

1. If you use the last name of your    , your documents must 
show this. 

2. It is ___________________ to answer the questions relating to good 
character. 

3. PEO ___________________ that international applicants provide proof of 
their status in Canada. 

4. In your application, you must _________________ if you wish to be recorded 
in PEO’s Engineering Intern Training Program. 

5. A past employer can     your length of employment 
6. After preparing the first draft of your  Experience Record, you may want to 

________________ it. 
7. PEO provides a ___________________ guide to applying for licensure in 

Ontario. 
8. Be sure to include all __________________ documents with your application. 
9.  An ________________  of your academic qualifications is part of the 

licensing process. 
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FACILITATOR’S NOTES 

Answer Key to Handout 3 Terminology Activity 

Read the context in which the words on the left are used and 
match them with the correct definition on the right. Then, 
choose an appropriate word from the vocabulary list to 
complete each sentence below. Be careful to use the correct 
form (noun, verb, infinitive, past tense, etc.). 

 
1. revised  h) changed 
2. verify i) prove 
3. spouse g) husband or wife 
4. pertinent e) important in the context 
5. mandatory d) required 
6. stipulate a) insist upon 
7. assessment b) evaluation 
8. comprehensive c) detailed and complete 
9. specify f) mention  

 
1. If you use the last name of your spouse, your documents must show this. 

2. It is mandatory to answer the questions relating to good character. 

3. PEO stipulates that international applicants provide proof of their status in 

Canada. 

4. In your application, you must specify if you wish to be recorded in PEO’s 

Engineering Intern Training Program by checking the box provided. 

5. A past employer can verify your length of employment. 

6. After preparing the first draft or your Experience Record, you may want to 

revise it. 

7. PEO provides a comprehensive guide to applying for licensure in Ontario. 

8. Be sure to include all pertinent documents with your application. 

9. An assessment of your academic qualifications is part of the licensing 
process. 
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Handout 4 – Engineering Designations and Disciplines  
Below is a group of engineering designations. Decide which discipline each 
designation belongs to. Write M for Mechanical Engineer, E for Electrical and 
Electronics Engineer, C for Chemical Engineer, and I for Industrial/Manufacturing 
Engineer. 

 

____ Acoustics Engineer 

____ Polymer Engineer 

____ Work Measurement Engineer 

____ Communications Engineer 

____ Refinery Engineer 

____ Tool Engineer 

____ Biotechnical Engineer 

____ Piping Engineer 

____ Fluid Mechanics Engineer 

____ Liquid Fuels Engineer 

____ Microwave Systems Engineer 

 

____ HVAC Engineer 

____ Avionics Engineer 

____ Radio Systems Engineer 

____   Production Engineer 

____ Adhesives Engineer 

____ Network Engineer 

____ Energy Conservation Engineer 

____ Process Engineer 

____ Thermal Design Engineer 

____ Safety Engineer 
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FACILITATOR’S NOTES 
Answer Key to Handout 4 – Engineering Designations and Disciplines  

 

 
M = Mechanical Engineer 
E = Electrical/Electronics Engineer 
I = Industrial Engineer/Manufacturing 
C = Chemical Engineer 
 

M Acoustics Engineer 

C Polymer Engineer 

I Work Measurement Engineer 

E Communications Engineer 

C Refinery Engineer 

M Tool Engineer 

C Biotechnical Engineer 

M Piping Engineer 

M Fluid Mechanics Engineer 

C Liquid Fuels Engineer 

E Microwave Systems Engineer 

 

M HVAC Engineer 

E Avionics Engineer 

E Radio Systems Engineer 

I  Production Engineer 

C Adhesives Engineer 

E Network Engineer 

M Energy Conservation Engineer 

C Process Engineer 

M Thermal Design Engineer 

I Safety Engineer 
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Terminology List – PEO Application Form 
 
♦ revise 

♦ verify 

♦ spouse 

♦ pertinent 

♦ mandatory 

 

♦ stipulate 

♦ assessment 

♦ comprehensive 

♦ specify 

♦ of good character 
 

Engineering Designations Within Disciplines 
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Electrical/Electronic 
♦ Communications Engineer 

♦ Avionics Engineer 

♦ Radio Systems Engineer 

♦ Network Engineer 

♦ Microwave Systems Engineer 

 

Mechanical 

♦ Acoustics Engineer 

♦ Tool Engineer 

♦ Piping Engineer 

♦ Fluid Mechanics Engineer 

♦ Heating, Ventilation and Air Conditioning Engineer (HVAC) 

♦ Energy Conservation Engineer 

♦ Thermal Design Engineer 

 

Industrial 
♦ Safety Engineer 
♦ Work Measurement Engineer 
♦ Production Engineer 
 
Chemical Engineering 
♦ Polymer Engineer 

♦ Refinery Engineer 

♦ Biotechnical Engineer 

♦ Liquid Fuels Engineer 

♦ Adhesives Engineer 

♦ Process Engineer 
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Facilitator’s Preparation for Module 1 
Topic 3: Experience Record 

FACILITATOR PREPARATION 
Content 

In order to deliver this lesson on licensing procedures effectively, the facilitator 
should be familiar with the following: 

♦ the PEO’s Experience Record requirement as explained in the PEO 
Licensing Guide Pages 9 & 10 (also see the section entitled How to 
Complete the Application for Licence reviewed in Topic 2) 

♦ the PEO’s work experience requirement as outlined in the guide 
♦ the PEO’s booklet Guide to the Required Experience for Licensing as 

a Professional Engineer in Ontario. 
 

These documents are downloadable in PDF form from the PEO’s Web 
site: www.peo.on.ca. 

Delivery 
This is a complicated lesson in terms of distribution of handouts, so preparation 
is important. Make copies of the following handouts for all the participants, noting 
the exceptions: 

1. A copy of the PEO’s booklet Guide to the Required Experience for 
Licensing as a Professional Engineer in Ontario for each participant, to be 
distributed at the end of the class.  

2. Handouts 1A, B, C, D, E. Make sufficient copies so that members of each 
group get one of these handouts (each handout is two pages.) If the class 
is not large enough to create five groups of at least three participants 
each, then some groups might be given two handouts instead of one. 

3. Handout 2 Jigsaw Grid  

4. Handout 3 Engineering Activities and PEO Experience Criteria 

Terminology List (optional) 

Materials needed: access to an overhead projector and OHT 1 and 2. 
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METHODOLOGY 

Introduction 

(20 minutes) 1. Elicit from the class what they already know about the PEO 
licensing process based on the previous two lessons. Note 
that engineering experience is a requirement and that the 
PEO has very specific criteria for determining acceptable 
engineering experience. Elicit from the class the five 
required areas of engineering experience by having them 
reflect on their previous experience. Write down the five 
quality-based criteria for evaluation of experience: 

  a) application of theory 
  b) practical experience 
  c) management of engineering 
  d) communication skills 
  e) awareness of the social implications of engineering 

  (Optional activity: write the five kinds of experience in columns 
and have participants, in pairs or as a whole class, 
brainstorm terms or functions associated with each 
category). 

Pre-Tasks 

(30 minutes) 1. Show the class a copy of the Guide to the Required 
Experience for Licensing as a Professional Engineer in 
Ontario. Explain that they will be reading excerpts from this 
guide and later sharing what they have learned with their 
colleagues in the class. Divide participants into groups of 
three or four. Each group receives one of Handout 1A, B, 
C, D, or E. (If there are fewer than fifteen participants in the 
class, then some groups should receive two handouts 
instead of one). Each group should have different 
information. Have the participants read the first page of 
their handout. Short discussions may follow. 

(30 minutes) 2. Explain to the participants that the next activity will focus on 
terminology. Show OHT 1 and read the instructions 
together. Have participants match the underlined terms on 
the first page of their handout with the definitions on the  
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second page. They can do this activity with members of 
their group; alternatively, they can do the activity 
individually and then compare answers with their group. 

(15 minutes) 3. Distribute Handout 2. Show OHT 2. Review instructions 
with participants to be sure they understand the task. First, 
participants will complete the grid on Handout 2 with 
information from their handout, discussing terms with their 
group members as required. When they are completing the 
grid, they should summarize, paraphrase and use key 
words; they should not copy sentences from the handout 
onto the grid. Explain that groups will be allowed sufficient 
time to prepare so that each participant is ready to explain 
their area of engineering experience to other participants 
who have not read the information. Make clear to 
participants that they should not read excerpts when they 
form their new groups, nor should they focus on 
terminology. Instead, participants should be prepared to 
paraphrase and focus on helping others understand the 
information.  

(20 minutes) 4. Form new groups consisting of one representative from 
each of the previous groupings. Group members should all 
have read different excerpts from the PEO guide. 
Participants take turns to explain their particular aspect of 
engineering experience to their group members. 
Everybody completes the grid on Handout 2.  

  Alternatively, a short presentation can be made by a speaker from 
each group, while others fill out the chart. 

Task 
(35 minutes) 1. Ask participants to choose one specific situation from their 

previous employment and describe how their experience in 
that job reflects all or some of the PEO required 
engineering experience. Ask participants to prepare alone 
and then share their information with their group. 
Participants can be grouped according to discipline. 
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Post-Task 
(15 minutes)  Now that each participant is familiar with all the areas of 

required engineering experience, distribute Handout 3 and 
ask participants to decide which activities within each 
group belong to what PEO-defined area of experience. 
Note that their decisions should be based on the text. If 
time is limited, distribute Handout 3 as an out-of-class 
post-task. Note that the letter designation in the 
Facilitator’s Guide corresponds to the letters in Handout 1. 

 

Post-Task  It is important that the participants get practice writing their 
own experience records for the PEO application process. 
This practice can at least partially be provided as part of 
the training program, depending on the availability and 
expertise of staff. However, as the task can be 
overwhelming to most second language learners, it is 
advisable to consult the PEO for further guidance and 
information about their requirements and criteria. 
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 OHT 1 
The following passages are excerpts from the PEO’s Guide to the Required 
Experience for Licensing as a Professional Engineer in Ontario. In your group, 
you have been assigned the responsibility of reading and clarifying a particular 
section. 

 

 

Read the passage(s) assigned to you. Words and phrases have 

been underlined. With your group members, use context clues to 

suggest what the words might mean as they are used in the 

passage. Then choose a synonym for each word from the words 

and phrases on the second page of your handout.  
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Handout 1A 
2.2.1 Application of Theory 

Skilful application of theory is the hallmark of quality engineering work. 
Experience must therefore include meaningful participation in at least one aspect 
of the following applications of theory: 

♦ analysis, including scope and operating conditions, performance 
assessment, safety and environment issues, technology assessment, 
economic assessment, reliability analysis; 

♦ design and synthesis, including functionality or product specification, 
component selection, integration of components and sub-systems into 
larger systems, reliability an maintenance factors, environmental and 
societal implications of the product or process, quality improvements; 

♦ testing methods, including devising testing methodology and techniques, 
verifying functional specifications, new product or technology 
commissioning and assessment; 

♦ implementation methods, including applying technology, engineering 
cost studies, optimization techniques, process flow and time studies, 
implementing quality control and assurance, cost/benefit analysis, safety 
and environmental issues and recommendations, maintenance and 
replacement evaluation. 

 

 

(Source: PEO Guide to the Required Experience for Licensing as a Professional Engineer in Ontario) 
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Handout 1A (cont’d) 

Application of Theory 
Definitions 

1. combination of various parts into a whole 

2. detailed description of a product use or design 

3. ways of maximizing efficiency 

4. possible effects on society 

5. testing dependability 

6. creating ways of testing 

7. putting quality control methods into action 

8. evaluation of performance 

9. put technology into use 

10. examination of a product or process by looking at all the various parts 

11. putting together all the parts of a whole 

12. check the correctness of information about product use 
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Handout 1B 

2.2.2 Practical Experience 

Practical experience provides applicants with an appreciation of the fundamental 
roles of function, time, cost, reliability, reparability, safety, and environmental 
impact in their work. Practical experience should include such components as: 

♦ the function of components as part of the larger system , including, 
for example, opportunities to experience the merits of reliability, the role of 
computer software, or the relationship of the end product to the equipment 
and to the equipment control systems; 

♦ opportunities to experience and understand the limitations of practical 
engineering and related human systems in achieving desired goals, 
including, for example, limitations of production methods, manufacturing 
tolerances, operating and maintenance philosophies, ergonomics; 

♦ opportunities to experience the significance of time in the engineering 
process, including difficulties of work flow, scheduling, equipment wear 
out, corrosion rates, and replacement scheduling; 

♦ opportunities to acquire knowledge and understanding of codes, 
standards, regulations and laws that govern applicable engineering 
activities. 

 

 

 

(Source: PEO Guide to the Required Experience for Licensing as a Professional Engineer in Ontario) 
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Handout 1B (cont’d) 

Practical Experience 
Definitions 

1. parts of a whole 

2. the relationship between people and their surroundings 

3. how quickly equipment is destroyed 

4. value of dependability 

5. allowable differences of manufacturing components 

 

 

 

 

 

 

 

 

 

 

 

 

Handout 1C 

2.2.3 Management of Engineering 

Management of engineering projects includes supervising staff, managing 
projects, being exposed generally to an engineering business environment, and 
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managing technology from a societal perspective. Acceptable management 
components involve: 

♦ planning, from identifying requirements, developing concepts, evaluating 
alternative methods, and assessing required resources, to planning for the 
social ramifications; 

♦ scheduling, from establishing interactions and constraints, developing 
activity or task schedules, allocating resources, and assessing the impact 
of delays, to determining and assessing projects’ interactions with other 
projects and the market place; 

♦ budgeting, from developing conceptual and detailed budgets identifying 
labour, materials, and overhead, to assessing risk of cost escalation, and 
reviewing budgets in light of change; 

♦ supervision, including leadership and professional conduct, organizing 
human resources, motivating teams, and managing technology; 

♦ project control, requiring understanding of the elements of a greater 
whole, coordinating phases of project work, and monitoring expenditures 
and schedules and taking corrective action; 

♦ risk assessment, relating to operating equipment and system 
performance, technological risk, product performance, and social and 
environment impacts. 

(Source: PEO Guide to the Required Experience for Licensing as a Professional Engineer in Ontario) 
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Handout 1C (cont’d) 

Management of Engineering 

Definitions 

1. effect that delays have on a project 

2. checking and controlling money that is spent 

3. professional behaviour 

4. different methods to choose from 

5. limits (on schedules) 

6. different aspects of management 

7. ideas 

8. negative consequences for society 

9. evaluating what resources are needed 

10. the way society sees a situation (the opinion of society) 

11. distributing resources 

12. evaluating the danger of failure and problems 

13. increase in cost 

14. deciding how people will work together 
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Handout 1D 

2.2.4 Communication Skills 

An opportunity to develop communication skills is an important experience 
requirement. This applies to all areas of the work environment, including 
communication with superiors, co-workers, government regulators, clients and 
the general public. For an applicant’s experience in this area to be acceptable, 
the applicant should have regular opportunities to participate in: 

♦ preparing written work, including day-to-day correspondence, design 
briefs, and participating in preparing major reports; 

♦ making oral reports or presentations to co-workers, supervisors and 
senior management, and to clients or regulatory authorities; 

♦ making presentations to the general public as such opportunities arise. 

 

 

 

 

 

 

 

 

 

(Source: PEO Guide to the Required Experience for Licensing as a Professional Engineer in Ontario) 
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Handout 1D (cont’d) 

Communication Skills 
Definitions 

1. communication in writing 

2. group of authorized people who make regulations to control engineering 
practices 

3. design plans 
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Handout 1E 

2.2.5 Social Implications of Engineering 

As emphasized in many of the experience components associated with the four 
quality-based criteria described above, the social implications of engineering 
practice. A professional engineering work environment is one that heightens an 
applicant’s awareness of any social consequences, both positive and negative, of 
an engineering activity undertaken. While not every project or activity will have 
direst or immediate social consequences, an applicant’s work experience should, 
nevertheless, instil an awareness of: 

♦ the value or benefits of engineering works to the public; 

♦ the safeguards in place to protect the employees and the public and 
mitigate adverse impacts; 

♦ the relationship between engineering activity and the public at large; 

♦ the significant role of regulatory agencies on the practice of engineering 

Experience in this area should foster an awareness of an engineer’s professional 
responsibility to guard against conditions dangerous or threatening to life, limb, 
property, or the environment, and to call such conditions to the attention of those 
responsible. 

 

 

 

 

(Source: PEO Guide to the Required Experience for Licensing as a Professional Engineer in Ontario) 
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Handout 1E (cont’d) 

Social Implications of Engineering 
Definitions 

1. increases 

2. possible effects on society 

3. characteristics 

4. results on society 

5. minimize negative effects 

6. agencies that make regulations to control engineering practices 

 

 

 

 

 

 

 

 

 

 
FACILITATOR’S NOTES    

Answer Key to Handouts 1A, B, C, D, E 
1A Application of Theory 
1. combination of various parts into a whole – synthesis 
2. detailed description of a product use or design – specification 
3. ways of maximizing efficiency – optimization techniques 
4. possible effects on society – societal implications 
5. testing dependability – verifying functional specifications 
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6. creating ways of testing – devising testing methodology 
7. putting quality control methods into action – implementing quality control 
8. evaluation of performance – performance assessment 
9. put technology into use – technology commissioning 
10. examination of a product or process by looking at all various parts – analysis 
11. putting together all parts of a whole – integration of components 
12. check the correctness of information about product use – reliability analysis 
1B Practical Experience 
1. parts of a whole – components 
2. the relationship between people and their surroundings - ergonomics 
3. how quickly equipment rusts – corrosion rates 
4. value of dependability – merits of reliability 
5. allowable differences of manufacturing – manufacturing tolerances 
1C Management of Engineering 
1. effect that delays have on a project – impact of delays 
2. checking and controlling money that is spent – monitoring expenditures 
3. professional behaviour – professional conduct 
4. different methods to choose from – alternative methods 
5. limits (on schedules) – constraints 
6. different aspects of management – management components 
7. ideas – concepts 
8. negative consequences on society – social ramifications 
9. evaluating what resources are needed – assessing required resources 
10. the way society sees a situation – societal perspective 
11. distributing resources – allocating resources 
12. evaluating the danger of failure and problems – risk assessment 
13. increase in cost – cost escalation 
14. deciding how people will work together – establishing interactions 
1D Communication Skills 
1. communication in writing – correspondence 
2. group of authorized people who make regulations to control engineering practices – 

regulatory authorities 
3. design plans – design briefs 
1E Social Implications of Engineering 
1. increases – heightens 
2. possible effects on society – social implications 
3. characteristics – criteria 
4. results on society – social consequences 
5. minimize negative effects – mitigate adverse impacts 
6. agencies that make regulations to control engineering practices – regulatory agencies 
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OHT 2 
 

 

Read the passage(s) again. Discuss the information with your 

group to be sure everyone understands it well enough to explain it 

to someone else. On the grid on Handout 2, fill in the information 

from your group’s handout. 

Use key words and paraphrases. Don’t copy sentences from the 

handout onto the grid. 

Join a group with participants who have read other excerpts from 

the PEO Experience Guide. Ask questions to complete the grid 

with information about other aspects of engineering experience 

required. 
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Handout 2 

 A 

Application of 
Theory 

B 

Practical 
Experience 

C 

Management of 
Engineering 

D 

Communication 
Skills 

E 

Social 
Implications of 
Engineering 

1. What is the passage 
about? 

     

2. What are the main ideas 
included in it? 

     

3. What are some of the 
concerns or activities 
mentioned? 

(I) 

(II) 

     

79
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Handout 3 
The following phrases describe engineering activities. Decide which areas (as 
defined by the PEO Experience Guide) each activity belongs to. Beside each 
activity, write AT for Application of Theory, PE for Practical Experience, ME for 
Management of Engineering, CS for Communication Skills, or SIE for Social 
Implications of Engineering.  

 

 
1. assessed new technology 

2. wrote daily reports 

3. supervised technicians 

4. applied codes and standards 

5. made presentations to clients 

6. assessed negative social consequences 

7. developed budgets 

8. assessed project costs and devised budgets 

9. produced monthly reports for a vice president 

10. conducted reliability analysis 

11. assessed social impact of project site work 

12. prepared design briefs 

13. coordinated and monitored phases of project 

14. devised testing procedures 

15. maintained equipment replacement schedule 
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FACILITATOR’S NOTES    
Answer Key to Handout 4 

The following phrases describe engineering activities. Decide which areas as defined by the PEO 
Experience Guide each activity belongs to. Beside each activity, write AT for Application of 
Theory, PE for Practical Experience, ME for Management of Engineering, CS for Communication 
Skills, or SIE for Social Implications of Engineering.  

 

 
1. assessed new technology AT 

2. wrote daily reports CS 

3. supervised technicians ME 

4. applied codes and standards PE 

5. made presentations to clients CS 

6. assessed negative social consequences SIE 

7. developed budgets ME 

8. assessed project costs and devised budgets ME 

9. produced monthly reports for a vice president CS 

10. conducted reliability analysis AT 

11. assessed social impact of project site work SIE 

12. prepared design briefs CS 

13. coordinated and monitored phases of project ME 

14. devised testing procedures AT 

15. maintained equipment replacement schedule PE 
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Terminology List 
Application of Theory 
♦ synthesis 
♦ specifications 
♦ optimization techniques 
♦ societal implications 
♦ to verify functional specification 
♦ to devise testing methodology 
♦ implement quality control 
♦ performance assessment 
♦ technology commissioning 
♦ analysis 
♦ integration of components 
♦ reliability analysis 

Practical Experience 
♦ components 
♦ ergonomics 
♦ corrosion rates 
♦ merits of reliability 
♦ manufacturing tolerances 

Management of Engineering 
♦ impact of delays 
♦ to monitor expenditures 
♦ professional conduct 
♦ alternative methods 
♦ constraints 
♦ management components 
♦ concepts 
♦ social ramifications 
♦ assessing required resources 
♦ societal perspectives 
♦ to allocate resources 
♦ risk assessment 
♦ cost escalation 
♦ to establish interactions 

Communication Skills 
♦ correspondence 
♦ regulatory authorities 
♦ design briefs 

Social Implications of 
Engineering 
♦ to heighten 
♦ social implications 
♦ criteria 
♦ social consequences 
♦ to mitigate adverse impacts 
♦ regulatory agencies
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Facilitator’s Guide for Module 1 
Topic 4: Academic Requirements and the PEO Interview Process 
 

FACILITATOR PREPARATION 
Content 

In order to deliver this workshop effectively, the facilitator should be familiar with 
the following: 

♦ the academic content of the four engineering disciplines (see current 
Faculty of Engineering calendars for Ontario universities; these are 
generally available on university Web sites) 

♦ knowledge of some discipline-specific terminology and compound 
nouns 

The facilitator can enhance this lesson by providing participants with current 
copies of Engineering Calendars from any Ontario university. The program 
descriptions in Handouts 2A and 2B are generic and cannot be assumed to 
be current. 

Delivery 

As many copies as necessary of the following handouts should be made: 

♦ Handout 1  Engineering Principles 

♦ Handout 2A/2B   Excerpts from Faculty of Engineering Program Descriptions 

♦ Handout 3  Discipline- Specific Terminology 

♦ Handout 4   Compound Nouns 

Terminology List (optional) 

Prepare the cue cards for the task and group according to discipline. 
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METHODOLOGY 
Introduction 

(15 minutes) 1. Elicit examples of degrees and disciplines held by 
participants and clarify Canadian equivalents (e.g., 
secondary school, post secondary, community college, 
undergraduate, graduate, postgraduate, degree, diploma, 
certificate, B.A., B.Sc., M.Sc., M.Eng., P.Eng., C.Eng., 
Ph.D.) 

  Focus on Canadian educational terminology. Try not to undertake 
any interpretation of participants’ education qualifications. 

 

Pre-Tasks 

(30 minutes) 1. Explain that this workshop deals with four engineering 
disciplines: chemical, mechanical, industrial, and 
electrical/electronics. Distribute Handouts 1 and 2A/2B 
(excerpts from a university engineering calendar). 
Explain that participants are looking at descriptions of 
four engineering programs towards a Bachelor's degree 
in engineering. Have the participants read the excerpts. 
Afterwards, ask the participants to circle the words within 
each description that are specific to that discipline. 
Participants should check and negotiate meanings of 
words in pairs. As a class, decide which discipline can be 
characterized by which of the principles listed on 
Handout 1. 

(15 minutes) 2. Distribute Handout 3 and explain that the items are taken 
from the titles of courses offered by an Engineering 
Faculty at an Ontario university. Have the participants 
match each course with the disciplines listed above. 
Have participants compare their answers in pairs and 
then take up as a whole class. 

(20 minutes) 3. As an extension of pre-task 2, have the participants 
discuss in pairs or groups how the items in the course 
titles reflect the principles listed in Handout 1: 
1.  movement and motion (mechanical) 
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2.  process and composition (chemical) 
3.  circuits (electrical) 
4.  systems integration (industrial) 

(25 minutes) 4. In order for participants to apply theoretical knowledge to 
their engineering practice, instruct participants to discuss 
how each concept or field of study (listed in Handout 3) 
would be applied to engineering practice (i.e.,    
helps an engineer decide how to    ).  

Task 

(35 minutes) 1. Explain to the class that they may be required to attend 
an interview with the PEO’s Experience Requirements 
Committee (ERC) in order to become licensed. 
Applicants may be asked to show how they applied 
theoretical knowledge to their engineering practice. 
Mention that if applicants have more than five years of 
verifiable, acceptable experience, they will likely require 
this interview to avoid writing the Confirmatory 
Examination Program (CEP) exams. Group the 
participants according to discipline and distribute the cue 
cards accordingly. Tell the participants that they should 
try to answer the questions as if they were being 
interviewed by a PEO ERC member. 

  Ask the class how a PEO interview context may influence their 
language choices. (Optional: have the participants make 
up their own questions that relate theoretical knowledge 
with practical experience.) 

  As participants practise answering interview questions, the 
facilitator should check the content and clarity of their 
language. 

Post-Task 

(20 minutes) 1. Distribute Handout 4 and group participants in pairs. Tell 
them that the have five minutes to create as many 
compound nouns as they can! After, have the class 
define the nouns. Some answers can be found in the 
Terminology List.  
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Handout 1- Engineering Principles 
The excerpts on Handouts 2A and 2B describe engineering programs offered 
towards a Bachelor's degree at an Ontario university. For each discipline, read 
the information and circle those words you believe are specific to that discipline. 
Work in groups to understand the meanings. 

 

 

Now decide which discipline can be characterized by which principles: 

1. movement and motion         

2. process and composition        

3. circuits           

4. systems integration         
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Handout 2A 

INDUSTRIAL ENGINEERING 

(Offered by the Department of Mechanical and 
Industrial Engineering.) 

UNDERGRADUATE PROGRAMS IN 
INDUSTRIAL ENGINEERING 

 The Industrial Engineering program was 
established in 1958. Industrial engineering (IE) 
is uniquely concerned with the analysis, 
design, installation, control, evaluation, and 
improvement of socio-technical systems, in a 
manner that protects the integrity and health of 
the human, social, and natural ecologies. 
Industrial Engineering draws upon specialized 
knowledge and skills in the mathematical, 
physical, and social sciences, together with the 
principles and methods of engineering analysis 
and design, to specify, predict, and evaluate 
the results obtained from complex socio-
technical systems. Industrial Engineering 
principles enable system objectives, such as 
performance, reliability, maintainability, 
schedule adherence and cost control to be 
optimized. 

 IE is a systems integration discipline that 
brings together perspectives otherwise 
considered in isolation. Industrial Engineers 
define the macro problem, analyze the context 
of the problem from multiple perspectives, and 
develop a solution suitable to the holistic 
characteristics of the problem’s context. Only 
after a critical macro analysis has been carried 
out is the IE’S repertoire of specific problem 
solving tolls and methods invoked. IE goes 
beyond technological aspects of problems, 
taking into account psychological and 
organizational concerns; technology is viewed 
as a means rather than an end. This “systems 
approach” provides IEs with the tools 
necessary to create and maintain flexible 
organizations able to adapt to their 
environment, be it in the manufacturing, health, 
finance, or any other sector. 

ELECTRICAL ENGINEERING 

(Offered by the Department of Electrical and 
Computer Engineering.) 
 

UNDERGRADUATE PROGRAMS IN 
ELECTRICAL ENGINEERING 

Electrical Engineering encompasses 
traditional subjects, such as electrical power 
generation and transmission, communications, 
electronics, electromagnetics, and feedback 
control; and relatively new subjects such as 
electric vehicles, optical and digital 
communication, systems theory, 
microelectronics and photonics, computer 
technology and microprocessors. 

 

 

Adapted from the University of Toronto’s Faculty of Engineering calendar. 
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Handout 2B 

CHEMICAL ENGINEERING 

(Offered by the Department of Chemical 
Engineering and Applied Chemistry.) 

UNDERGRADUATE PROGRAMS IN 
CHEMICAL ENGINEERING 

 
 Chemical Engineering is that primary 
engineering discipline based on the 
fundamental sciences of chemistry, physics, 
biochemistry and mathematics, in which 
processes are conceived, designed and 
operated to affect compositional changes in 
materials of all kinds. 

 The skills of the chemical engineer are 
necessary to the development of advanced 
materials, such as high-strength and reinforced 
plastics, the application of modern theories of 
surfaces and interfaces to development of 
biomaterials, membrane separations, and food 
products, and the application of high-energy 
sources, such as lasers and microwave 
plasmas in the production of semiconductors 
and modern electronic circuitry. 

 These applications of modern technology to 
the solution of problems in the evolution of high 
technology complement the more traditional 
role of the chemical engineer in the use of and 
conservation of natural resources, energy 
conversion, and environmental control. 
Chemical engineers also play an important role 
in the development of a healthier environment 
and safer and healthier industrial workplaces. 
They are primarily responsible for 
improvements in the technology evaluating and 
controlling hazards. 

 In addition to the basic sciences, chemical 
engineers use a well-defined body of 
knowledge in the application of the 
conservation laws, which determine mass flow 
and energy relations; thermodynamics, and 
kinetics, which determine what reactions are 
feasible and the rate at which they occur; and 
the chemical engineering rate laws, which 
determine limits to the transfer of heat, mass, 
and momentum. 

MECHANICAL ENGINEERING 

(Offered by the Department of Mechanical and 
Industrial Engineering.) 

UNDERGRADUATE PROGRAMS IN 
MECHANICAL ENGINEERING 
 
 The Mechanical Engineering profession 
faces unprecedented challenges and exciting 
opportunities to serve the needs of society. 
The broad disciplinary base and design 
orientation of the field will continue to make 
the skills of the mechanical engineer crucial to 
the success of virtually all technical systems 
that involve energy, motion, materials, design, 
automation, and manufacturing. The explosive 
development of lower-cost, compact, and 
high-speed computing hardware and software 
is already revolutionizing the analysis, design, 
manufacture, and operation of many 
mechanical engineering systems, which 
include automotive engineering, robotics, fuel 
alternatives, nuclear and thermal power 
generation, materials behaviour in design 
applications, transportation, biomechanical 
engineering, environmental control, and many 
others. 

 To address this broad disciplinary base, the 
education of the mechanical engineering student 
at the University of Toronto is built upon a 
foundation of mechanics, thermodynamics, 
fluid mechanics, control theory, dynamics, 
materials science, and design. 

 The study of these subjects requires 
adequate preparation in mathematics and in 
such fundamentals as physics and chemistry. 
In the final year of study, the student is free to 
select courses from a range of electives. The 
elective offerings permit the student to choose 
subjects compatible with individual interests in 
areas of high technology. 

 

Adapted from the University of Toronto’s Faculty of Engineering calendar. 
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Handout 3 
Below is a list of courses offered by the Engineering Faculty of an Ontario 
University towards a Bachelor's degree. Match each course with the disciplines 
listed above. Write the appropriate letter next to each course. 

 

M Mechanical 

 Engineering 

I Industrial 

 Engineering 

C Chemical 

 Engineering 

E Electrical 

 Engineering 

For example:   M   Vibrations 

  Organizational design 

  Health care systems 

  Advanced materials properties 

  Digital communication 

  Polymer science 

  Ergonomics 

  Aerodynamics 

  Microprocessors 

  Kinetics & dynamics 

  Circuit theory 

  Facility planning 

  Robotics 

  Thermal energy generation 

  Fields and waves 

  Resource & product systems 

  Photonics 

  Microwave Plasmas 

  Pulp & paper processes 
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FACILITATOR’S NOTES    
Answer Key to Handout 3 

Below is a list of courses offered by the Engineering Faculty of an Ontario University towards a 
Bachelor's degree. Match each course with the disciplines listed above. Write the appropriate 
letter next to each course. 

M Mechanical 

 Engineering 

I Industrial 

 Engineering 

C Chemical 

 Engineering 

E Electrical 

 Engineerin
g 

For example:   M  Vibrations 

  I   Organizational design 

  I   Health care systems 

  C   Advanced material properties 

  E  Digital communication 

  C   Polymer science 

  I    Ergonomics 

  M   Aerodynamics 

  E  Microprocessor 

  C   Kinetics and dynamics 

  E   Circuit theory 

  I   Facility planning 

  M   Robotics 

  M  Thermal energy generation 

  E   Fields and waves 

  I   Resource & product systems 

  E   Photonics 

  C   Microwave Plasmas 

  C   Pulp & paper processes 
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Cue Cards 
Chemical 

How do you 
conduct a chemical 

analysis? 

Chemical 

How do you test 
chemical 

processing 
equipment?

Chemical 

How do you design a 
chemical processing 

plant? 

Chemical 

How do you assess 
new technology? 

Mechanical 

How do you design 
an instant water 

heater? 

Mechanical 

How do you select a 
hydraulic actuator? 

Mechanical 

How do you 
troubleshoot 
machinery? 

Mechanical 

How do you test an 
air-conditioning 

system? 

Electrical 

How do you design a 
telecommunications 

system? 

Electrical 

How do you plan an 
underground cable 

system? 

Electrical 

How do you test 
digital circuits? 

Electrical 

How do you 
troubleshoot 

electrical faults? 

Industrial 

How do you design 
a manufacturing 

plan? 

Industrial 

How do you develop 
a training program?

Industrial 

How do you assess 
industrial facilities? 

 Industrial 

How do you conduct 
studies of 
production 
systems? 

 

Ε 
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Handout 4 
Some terminology in engineering uses compound nouns to express complex 
meanings. On the left is a list of prefixes and their meanings. Match these with 
the words on the right to create a compound noun. 

 

 

 

Bio (living) 

Thermo (heat) 

Electro (electricity) 

Aero (aircraft) 

Micro (small) 

Socio (society) 

 

+

 mechanical 

 electricity 

 acoustics 

 dynamics 

 chemical 

 technical 

 process 

 space 

 materials 

 magnetics 

 electronics 

 waves 
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Terminology List 



ENGINEERING  TERMINOLOGY  WORKSHOP 

STIC Engineering: Module 2: Communication and Terminology for Work Search 
Topic 1: Understanding Job Ads: Skills and Personal Attributes 

94 

♦ organizational design 

♦ health care systems 

♦ advanced materials properties 

♦ digital communication 

♦ polymer science 

♦ cognitive ergonomics 

♦ aerodynamics 

♦ process dynamics and control 

♦ bioprocess engineering 

♦ kinematics and dynamics 

♦ circuit theory 

♦ facility planning 

♦ robotics 

♦ thermal energy conversion 

♦ fields and waves 

♦ resource and product systems 

♦ photonics 

♦ microwaves 

♦ pulp and paper processes 

♦ biomechanical 
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♦ biodynamics 

♦ biotechnical 

♦ biochemical 

♦ biomaterials 

♦ biowaves 

♦ bioprocess 

♦ thermodynamics 

♦ thermoelectricity 

♦ thermomagnetics 

♦ electromagnetics 

♦ aerospace 

♦ aerodynamics 

♦ microprocess 

♦ microspace 

♦ microelectronics 

♦ microwaves 

♦ socio-technical 
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MODULE 2: Communication and 
Terminology for Work Search 

TOPIC 1: Understanding Job Ads: 
 Skills and Personal Attributes 
 
 

LEARNING OUTCOMES: 

By the end of this lesson, participants will be able to: 

♦ understand specific information found in engineering job ads, including 
abbreviations particular to job ads 

♦ identify their own skills and attributes within an engineering context 
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TOPIC SKILLS 
CLB 

COMPETENCIES 
AREA 

COMPETENCIES PRE-TASKS TASKS POST-TASKS

♦ Understanding 
Job Ads: Skills 
and Personal 
Attributes 

♦ Reading 

♦ Listening/ 
Speaking 

♦ formatted text 

♦ exchanging 
information 

♦ understand of 
format and 
information 
found in 
engineering job 
ads 

♦ describe 
transferable 
generic skills and 
personal 
attributes 
required in the 
workplace 

♦ identify own 
skills and 
attributes within 
an engineering 
context 

♦ analyze a job 
ad for specific 
information 

♦ define words, 
acronyms and 
expressions 
typically found 
in job ads 

♦ identify skills 
and attributes 
of an engineer 
in various 
engineering 
fields 

♦ use a variety of 
generic skills 
and attributes 
expected in the 
employment 
interview 

 

 

♦ n/a ♦ n/a 
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Facilitator’s Guide for Module 2 
Topic 1: Understanding Job Ads: Skills and Personal Attributes 

 

PREPARATION 
Content 

The facilitator should be familiar with the following: 

♦ Conference Board of Canada, Corporate Council on Education, 
Employability Skills 2000+: The Critical Skills Required of the Canadian 
Workforce. (This brochure is downloadable from the Conference Board 
of Canada’s Web site at http://conferenceboard.ca.)  

♦ National Occupational Classification (NOC) descriptions of engineering 
disciplines (mechanical, chemical, electrical/electronic and industrial). 
These can be downloaded from the NOC Web site: http://www23.hrdc-
drhc.gc.ca/2001/e/generic/welcome.shtml 

♦ The Department of Human Resources and Skills Development 
(previously Human Resources Development Canada), Essential Skills 
Occupational Profiles. (See http:// http://www15.hrdc-
drhc.gc.ca/English/general/es.asp.)  

The facilitator should prepare examples of skills and attributes required by 
engineering professionals. Familiarity with employer expectations in an 
engineering context is important. In addition, the facilitator should be sure to use 
recent job ads in this lesson. 

Delivery 

As many copies as necessary of the following handouts should be made: 

♦ Handout 1A Job Ad 
♦ Handout 2  Chart 
♦ Handout 3 Words and Phrases in Job Ads 
♦ Handout 4 Job Ads 
♦ Handout 5 Skills and Attributes 

Questions in Introduction 1 could be prepared on an OHT or chart paper. 

Materials needed: access to an OHP and OHT 1. 
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METHODOLOGY 
Introduction 

(20 minutes) 1. Elicit from the class the information they researched in 
the sector Orientation and Overview workshop. Ask how 
they are or will be applying that information in their job-
search process. 

  Place the participants in pairs and have them interview each other 
using the questions below: 

 a) Have you ever tried to look for an engineering job in 
Ontario? 

  b) If yes, how did you look for it?  
   If no, how would you look for it? 

c) Which job search methods do you think are the 
most effective and why? 

2. Take up questions with the class. The most common 
answers for b and c are: job ads, Internet job postings, 
employment services, recruitment agencies, library 
resources, self-marketing, networking, in-field specialists, 
attending trade shows, using job-referral services, and 
trade publications. These should be listed on the board. 

3. Explain to the class that searching for an engineering job 
takes time and preparation. The next two lessons will be 
spent identifying the generic skills and attributes required 
by engineers. Explain that preparing for an employment 
interview is perhaps the most challenging part of the job 
search. 

Pre-Tasks 

(20 minutes) 1. Explain that although most jobs (80%) are not advertised, 
job ads are still a very good place to find out what 
employers are looking for. Elicit what to look for in a job 
ad. Put information on the board (i.e., position, company 
name, responsibilities, qualifications, application 
procedures, etc). Distribute Handouts 1 and 2 (job ad and 
chart). Ask participants to complete the chart with 
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information from the job ad. Take up the chart on an 
overhead with the class. Discuss terminology as it comes 
up. Ask participants if they understand all the words and 
expressions found in the job ads. 

(20 minutes) 2. Distribute Handout 3, a list of common expressions found 
in job ads, and have participants work in pairs to 
negotiate the meaning of words in bold print. Take up as 
a whole class. 

(10 minutes) 3. Elicit from the class the meaning of transferable “skills” 
and “attributes”. Let participants negotiate the meaning in 
groups of three, and then ask volunteers for answers. 
(Skills - what can you do? Personal attributes - what kind 
of person are you?). 

(25 minutes) 4. Regroup participants in pairs and give them five or ten 
minutes to write down as many personal attributes and 
skills of an engineer as possible. Ask them to compare 
their ideas with another pair. Make a list on an overhead 
or board. 

(25 minutes) 5. Distribute Handout 4 with job ads from the Globe and 
Mail. Ask participants to read the ads and list the 
words/expressions describing both skills and personality 
traits. Take up with the class on an overhead or board. 

  Examples of skills: good leadership skills, computer literacy, 
written/verbal communication skills, outstanding team 
skills, organizational skills, proficiency with AutoCAD, 
Excel, Word, and other application software relevant to 
their own speciality. 

  Examples of attributes are strong work ethic, creative, flexible, 
enthusiastic, active, innovative. 

(10 minutes) 6. Participants should be familiar with the emphasis on 
teamwork skills in the workplace, but may not know the 
skills and personal attributes needed to be a “team 
player”. Explain that in today’s workplace, there is a lot of 
emphasis on teamwork. This is not specific to engineering, 
but certainly includes it.  See if any of the skills and attributes 
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from the previous activities (Pre-Tasks 4 and 5) are 
necessary for teamwork. Have a volunteer circle them. 

  Have the class reflect on working in a team and ask them what 
additional skills and attributes are necessary. Expect 
words such as flexible, helpful, people skills, etc. Explain 
to the class that a successful work search process 
depends on knowing what the current workplace 
requirements are. 

(15 minutes) 7. Explain that the next activity (Handout 5) will help them 
expand their vocabulary related workplace requirements.  
Handout 5 contains a list of generic skills and attributes, 
many of which are transferable. Have the participants 
work in pairs to review the list. Take up as a whole class 
to ensure understanding. 

(30 minutes) 8. Using Handout 5, have the participants orally use the 
words in the following structures: 

  a) I am a     person. 
  b) I have excellent/superior      skills. 
  c) I am able to       very well. 

  (i.e., I am energetic; I have excellent team-building skills) 

  In pairs, have participants practise using the words (skills and 
attributes) in sentences. Ask them to identify and list 
those skills and attributes that apply to them. By the end 
of the class, they should have a comprehensive list of 
their own general skills and attributes in sentence form. 
Explain that they will need the list for the next class. 
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Handout 1A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Our parent company, 
IMC Global, is one of the 
world’s leading 
producers and marketers 
of agricultural products 
and services. 

 

IMC Kalium, a business 
unit of IMC Global, is 
one of the world’s 
leading potash producers. 
Our company operates 
two conventional 
underground mining and 
milling operations near 
Saskatoon and Esterhazy 
and operates a solution 
mining facility near 
Regina. The Company 
also operates a 
conventional 
underground mining and 
milling operation in 
Carlsbad, New Mexico, 
and a solution mine in 
Hersey, Michigan. 

 

 IMC Kalium 

Our dynamic, growing company has several challenging opportunities for 
highly energetic and assertive engineers who want to join a team of 
talented professionals. Excellent communication and leadership skills as 
well as strong planning and decision making abilities are a must. 

Our company seeks the following professionals: 

ι Electrical Engineer ι Mechanical Engineer ι Chemical Engineer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please send or fax resumes, in confidence to: 
 

Human Resources Department 

IMC Kalium

Experience ...........................  1 to 10 years 
 Mining or processing experience will be an 

asset 

Qualifications ....................... B.Sc. in Mechanical, Electrical or 
Chemical Engineering 

Location .............................. Openings exist in all three 
Saskatchewan locations 

Salary & Benefits ................ Competitive salary, flexible 
benefits plan, excellent pension 
program and relocation 
assistance
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Handout 2/OHT 1 
 

Position offered 
(Job Title) 

Responsibilities 
Duties 

Experience 
required 

Education/ 
Training Skills Personal 

Attributes 
 
 
 
 
 
 
 
 
 
 
 
 
 

     

Company Name Company 
Information 

Salary Range 
Benefits 

Application 
Procedure Location Other 
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FACILITATOR’S NOTES 

Answer Key to Handout 2: Job Advertisement 
 

Position offered 
(Job Title ) 

Responsibilities 
Duties 

Experience 
required 

Education 
training Skills Personality 

Traits 
 
Electrical Engineer 
 
Mechanical Engineer 
 
Chemical Engineer 
 
 
 
 

 
not specified 

 
1-10 years 
 
mining or processing 
experience an asset 

 
B.Sc. in mechanical, 
electrical, or chemical 
engineering 

 
excellent 
communication skills 
 
leadership skills 
 
strong planning skills 
 
decision-making 
abilities 

 
energetic 
assertive 

Company name Information Salary 
benefits Application procedure Location Other 

 
IMC Kalium 
 
 
 
 
 
 
 
 
 
 
 

 
marketers of 
agricultural products / 
services 
 
part of IMC Global 
producers 
 
operates 
underground mining 
and milling 
operations in Canada 
and the U.S. 

 
competitive salary 
 
flexible benefit plan 
 
excellent pension 
program 
 
relocation assistance 

 
send or fax resume 
to: 
 
HR 
IMC Kalium 
Box 7500 
Regina, SK 
S4P 4L8 
 
fax: 306-745-2200 

Saskatchewan  
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Handout 3 

For each sentence, decide what the meaning of the word in italics is. 

 
 

1. Please reply in writing quoting reference number 6245. 

2. Relocation allowance will be provided. 

3. Your experience will be complemented by excellent managerial 
skills. 

4. Remuneration depends on experience. 

5. $35,000 p.a. 

6. We offer excellent compensation to the right applicant. 

7. Salary: D.O.E. 

8. Salary: D.O.Q. 

9. Applicant must be bilingual. 

10. This is a contract position. 

11. Principals apply only please. 

12. Salary is commensurate with experience. 

13. We promote flex-place/flex-time scheduling. 

14. Equal opportunity employer. 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 2: Communication and Terminology for Work Search 
Topic 1: Understanding Job Ads: Skills and Personal Attributes 

107 

FACILITATOR’S NOTES 

Answer Key to Handout32 

1. Reply in writing quoting reference number 6245 
-  - mention the reference number in your cover letter 
2 Relocation allowance will be provided 
 - financial help to move to another city or country 
3 Your experience will be complemented by excellent managerial skills 
 - enhanced by 
4 Remuneration depends on experience 
 - salary, financial compensation 
5 $35,000 p.a. 
 - per year/per annum 
6 We offer excellent compensation to the right applicant 
 - salary 
7 Salary: D.O.E. 
 - dependant on experience 
8 Salary: D.O.Q. 
 - dependant on qualifications 
9 Applicant must be bilingual 
 - able to speak English and French 
10 This is a contract position 
 - short, specified work period 
11 Principals apply only please 
 - no agencies 
12 Salary is commensurate with experience 
 - based on 
13 We promote flex-place / flex-time scheduling 
 - working at home / not 9:00 AM – 5:00 PM 
14 Equal opportunity employer 
 - does not discriminate against minority groups 
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Handout 4 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Conestoga-Rovers & Associates is an internationally known 
environmental engineering firm, servicing Canadian and 
American clients. Our expertise is based in our staff of over 600 
professionals and support staff, providing consulting services in 
fields such as solid and hazardous waste management, 
environmental audit and impact assessments, groundwater and 
surface water supply, site remediation and wastewater 
treatment. As we continue to set the industry example, the need 
has been created for the following position in our Waterloo 
office. 
 

ELECTRICAL ENGINEER 

The successful candidate will have a degree in Electrical 
Engineering and P.E.O. membership, as well as a minimum of 
five years of experience designing electrical systems for 
treatment plants, associated industrial equipment wiring 
systems, and automated process instrumentation and control 
systems. Consideration will be given to candidates with varying 
experience that demonstrates good leadership skills, a strong 
work ethic, and the commitment to being part of a progressive 
consulting engineering firm. 

A key asset will be design experience in Canadian and U.S. 
electrical codes, hazardous classifications, and CPI-PLC 
applications. Previous experience in a consulting engineering 
firm is preferred. 

CRA offers is competitive salary commensurate with experience 
as well as a comprehensive benefits package. Please forward 
your resume, including salary expectations in confidence to: 

Human Resource Manager 
CONESTOGA-ROVERS & ASSOCIATES LIMITED 
651 Colby Drive 
Waterloo, Ontario N2V 1C2 

Fax: (519) 725
  ICL Engineering Ltd. 
   is seeking a 

  Junior Engineer 
 
ICL Engineering Ltd. is a leading ISO 9002-94 fabricator of FRP 
products based in Western Canada with customers around the 
world. 
 
This position would be of interest to recent graduates in Structural 
or Mechanical Engineering who have an interest in composite 
materials. We are seeking creative and innovative individuals who 
wish to be involved in all aspects of our business, including design 
engineering, estimating, quality assurance, field inspection, 
technical sales support and other duties which will evolve. The 
successful candidate will be energetic, enthusiastic and an active 
participant in our organization. 
 
Please forward a cover letter addressing the position requirements 
and a resume to: 
 
ICL E i i Ltd 10111 Ri D i

 
 
 
 

 Mechanical 
 Engineer 
 Georgia-Pacific Canada Inc. is seeking a 
Mechanical Engineer to work in its Caledonia, 
Ontario wallboard manufacturing operation. 

 The successful candidate must have a 
Mechanical Engineering degree. Preference will be 
given to those who have five years of experience in 
gypsum wallboard manufacturing Experience in 
project management in a heavy manufacturing 
setting is an asset. In addition, the incumbent will 
be computer literate and will have excellent written 
and verbal communication skills. 

Send resume in confidence to: Human Resource 
Department, Georgia Pacific Canada Inc., 350 
Argyle St. N., Caledonia, Ontario, N3W 1M2. 

Georgia Pacific 
Can-Eng is a vibrant medium size Canadian company 

with an international reputation for the design 

and manufacture of thermal processing 

equipment. To sustain our continued growth 

pattern, we are looking for two top quality 

engineers: 

MENT ENGINEER 
lities include testing and analyzing production and experimental heat 

processing equipment. Developing mathematical models to predict 

equipment performance. Process design of equipment, failure analysis 

and material selection. A keen interest in thermodynamics, high 

temperature material characteristics and computational modeling is 

required, with a hands-on approach to experimental design and 

execution. 

NGINEER 

character must be able to lead and motivate a design team in the 

completion of projects which meet or exceed the customer’s 

expectations, within the budgeted time and cost. Duties include 

combustion component and drive selection, stress analysis, 

automation, conceptual design, preparation and checking of Autocad 

drawings, specification writing, demand releases through MRP 

software, sub-contractor quality and cost control. Responsibilities for 

the project start at the pre-sales stage and continue beyond 

commissioning. 

on for both positions are: 

• Bachelor’s or higher degree in Mechanical Engineering 
• Professional Engineering Registration 
• Excellent verbal and written communications skills 
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Handout 5 

The words or phrases in the box are either skills or personal attributes/traits. Use 
each of them to complete one of the following sentences.  

A) I am (a)     (person). 

B) I have excellent      skills 

C) I am able to       very 
well. 

e.g., I am energetic.  
 I have excellent team-building skills. 
 I communicate very well. 
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people 

leadership 

analyze 

reliable 

decisive 

technical 

resourceful 

motivated 

communication 

analytical 

accurate 

thrive in a challenging 
environment 

competent 

liaison 

data management 

team building 

time management 

mobilize the team for high 
performance 

thrive in a busy 
environment 

meet deadlines 

interpersonal 

proactive 

self-motivated 

systematic 

team-player 

organize 

resourceful 

approachable 

conceptualize 

troubleshoot 

managerial 

negotiate 

conflict resolution 

problem solving 

get along well with others 

quick learner 

flexible 

dedicated 

computer skills 

communicate 

results oriented 

efficient 

self-reliant 

delegate tasks 

thorough 

detail-oriented 

lead a team 

administrative 

self-starter 

cope well under pressure 
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Terminology List 
Job Ads 
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♦ to quote (a reference number) 
♦ relocation allowance 
♦ complemented by 
♦ remuneration 
♦ competitive 
♦ compensation 
♦ D.O.E. 
♦ D.O.Q. 

♦ 40K 
♦ bilingual 
♦ contract position 
♦ commensurate 
♦ in confidence 
♦ Equal Opportunity Employer 
♦ an asset 

 
Skills and Attributes 
 

♦ people skills 

♦ leadership 

♦ to analyze 

♦ reliable 

♦ decisive 

♦ technical 

♦ resourceful 

♦ motivated 

♦ effective communication 

♦ excellent analytical 

♦ accurate 

♦ to initiate 

♦ to thrive in a challenging 
environment 

♦ competent 

♦ liaison 

♦ data management 

♦ team building 

♦ time management 

♦ mobilize the team for high 
performance 

♦ thrive in a busy 
environment 

♦ meet deadlines 

♦ interpersonal 

♦ proactive 

♦ self-motivated 

♦ systematic 

♦ team-player 

♦ organize 

♦ resourceful 

♦ approachable 

♦ conceptualize 

♦ troubleshoot 

♦ managerial 

♦ negotiate 

♦ conflict resolution 

♦ problem solving 

♦ get along well with others 

♦ quick learner 

♦ flexible 

♦ dedicated 

♦ computer skills 

♦ communicate 

♦ results oriented 

♦ efficient 

♦ self-reliant 

♦ delegate tasks 

♦ thorough 

♦ detail-oriented 

♦ lead a team 

♦ problem-solving 

♦ administrative analytical 

♦ team player 

♦ administrative 

♦ self-starter 

♦ cope well under pressure
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MODULE 2: Communication and 
Terminology for Work Search 

TOPIC 2: Employment Interview Questions 
 
 

LEARNING OUTCOMES: 
By the end of this lesson, participants will be able to: 

♦ identify eight areas of engineering practice and use associated verbs and 
phrases to describe them 

♦ in the context of an employment interview, describe and give examples of 
personal skills and attributes based on previous engineering experience 
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TOPIC SKILLS 
CLB 

COMPETENCIES 
AREA 

COMPETENCIES PRE-TASKS TASKS POST TASKS 

♦ Employment 
Interview 
Questions 

♦ Listening/ 
Speaking 

♦ exchanging 
information 

♦ suasion  

♦ give concrete 
examples of 
professional 
engineering 
experience 

♦ describe personal 
skills and 
attributes within 
an engineering 
context in an 
employment 
interview 

♦ identify 
specific 
information in 
interview 
answers 

♦ identify and 
define eight 
areas of 
engineering 
functions 

♦ associate 
related verbs 
and phrases 
in an 
engineering 
context 

♦ identify 
personal skills 
and attributes 
within an 
engineering 
context 

♦ answer 
employment 
interview 
questions by 
describing 
skills and 
personal 
attributes 
within an 
engineering 
context 

♦ evaluation of 
employment 
interview 
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Facilitator’s Guide Preparation for Module 2 
Topic 2: Employment Interview Questions 

 

PREPARATION 
Content 

See Module 2 Topic 1. 

Delivery 

As many copies as necessary following handouts should be made: 

♦ Handout 1A, 1B Job Interview Excerpts 

♦ Handout 2  Comprehension Check 

♦ Handout 3 Engineering Functions Reference Handout 

♦ Handout 4 Engineering Functions and Verbs 

♦ Handout 5 Verb and Noun Collocations 

♦ Handout 6 Interview Questions (one copy for each group, cut  
  into strips) 

Materials needed: chart paper, markers, overhead projector and OHT 1 and 2. 

 

 
METHODOLOGY 

Introduction 

(15 minutes) 1. Explain that the Work Search Module is a two-day 
workshop and that they are going to build upon their work 
from the previous lesson. 

  Review transferable skills with the participants (skills that can be 
taken with you and adapted to a variety of work 
environments). Divide participants into groups of three and 
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give each group a sheet of chart paper with a marker. 
Without opening their books, have them list what they think 
are employers’ “top ten transferable skills.” Give them five 
minutes maximum. Have each group post their list on the 
wall and discuss as a whole class. Make sure the following 
are mentioned: analytical/problem-solving, flexibility, 
interpersonal, oral/written communication, organization/ 
planning, time management, motivation, leadership, initiative/ 
self-starter, team player. 

 2. Explain that there are various types of interviews and that today 
we are concentrating on the screening interviews usually 
conducted by Human Resource departments of large 
companies. In small companies, interviews tend to be 
more technical. 

Pre-Tasks 

(25 minutes) 1. Explain that participants will have the opportunity to read 
parts of an interview. Distribute Handouts 1A, 1B, and 2. 
Have the participants read the two interview excerpts and 
answer the questions. Ask them compare their answer with 
a partner. Take up with the class. Make sure the purpose 
of this pre-task is clear: interviewees must provide concrete 
examples of their skills and attributes. 

(20 minutes) 2. Explain that to have an effective interview for an 
engineering job, engineers have to relate their skills and 
attributes within the context of their previous professional 
practice. 

  Elicit from the class what they think are the eight kinds of 
engineering activities and write them on the board. 

  Engineering activities can be divided into eight groups: research, 
development, design, production, construction, operations, 
sales, and management. Group the participants according 
to discipline and have them discuss each activity and write 
a group definition. Alternatively, if there are time limits, the 
groups can be assigned two or three activities each. Elicit 
examples from volunteer groups. Distribute Handout 3 as a 
reference. 
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(25 minutes) 3. Distribute Handout 4 and have participants match the 
verbs with one of the eight groups. Have them add any 
other verbs and generate their own lists (also note that one 
verb may fit into more than one group). Use OHT 1 to 
review the activity as a whole class. 

(30 minutes) 4. Explain to the class that some verbs and nouns are 
commonly associated. Distribute Handout 5 and have 
participants associate the verbs with the phrases. Make 
sure that participants decide on the most common or 
typical associations. Take up as a whole-class activity 
using OHT2. 

(30 minutes) 5. Have participants refer to their list of skills and attributes 
from the previous lesson. Explain to the participants that 
they will be given the opportunity to provide concrete 
examples from past job experiences to substantiate the 
attributes and skills they claim to have. This is a vital part 
of the interview process and one for which they can 
prepare. Have participants refer to the eight engineering 
activities and the interview excerpts when they prepare 
examples to justify their skills and personal attributes. 
Explain that this preparation is important for the next task, 
which is an opportunity to practise answering interview 
questions. 

(15 minutes) 6. Afterwards, have the participants exchange information  
 (optional)  with a partner. They should share their information and 

give each other advice and make suggestions. 

Tasks 

(30 minutes) 1. Explain that they are now ready to go to an employment 
interview. If possible give participants time to compile a list 
of questions that they have been asked during their actual 
job interviews. (These questions may be used for the group 
task: have participants write them on cue cards or slips of 
paper). Explain that for the task the class will work in 
groups. Each group will be given interview-type questions 
written on strips of paper. Each question must be 
answered by relating skills or attributes that to their 

(optional) 
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engineering experience. Emphasize that the questions are 
not easy, but that they are typical interview questions. 
Instruct participants to get into groups (discipline specific or 
other) and distribute the strips of paper. One participant 
chooses a strip, reads the question, and selects another to 
answer the question, thus simulating an actual interview. 
Continue the process, ensuring that all participants answer 
at least two or three questions. 

Post-Task 

(10 minutes) 1. Ask for participant responses to the activity. What 
difficulties were experienced? Why do they think employers 
ask such questions? Reassure participants that one can 
prepare for the interview and that practice and an analysis 
of one’s skills and personal attributes is an important part 
of the job search process. 
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Handout 1A 

Interview Excerpt 1 

Interviewer: What was your last position as a chemical engineer? 

Interviewee: In my country, I was in charge of quality control at a rubber 
factory. We produced custom extruded and molded rubber parts 
for many industries, such as construction, manufacturing, 
automotive, and transportation. My job was to establish and 
conduct quality-control programs and strategies to ensure 
consistency in production and to adhere to ISO standards. We 
formulated exact types of rubber compounds and design products 
with the precise profile to meet the specifications of the customer. 

Interviewer: How did you get along with your team or work group? 

Interviewee: Well, in my country, we didn’t have teams or work groups. But I 
was in charge of quality control and since we were understaffed, I 
needed the support and help of the production personnel to make 
sure that the production lines were operating smoothly and that 
there wasn’t a lot of waste material. There were many difficulties. I 
had to encourage the workers to work as a team. I had to 
motivate them to work together to ensure that the gaskets and 
seals were up to standard, even though they were not used to 
doing it. We had QC Inspectors, but communication was very 
poor between the supervisors and the production workers. I 
listened to complaints and problems on the factory floor. I really 
had to use my team-building skills in order to make sure that 
quality-control standards were being maintained and that the 
production workers were working together. Otherwise, we would 
have lost our customers and, shortly after, our jobs. I think that I 
developed good interpersonal skills in my last job. The 
supervisors began to trust me, and the workers respected me. 
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Handout 1B 

Interview Excerpt 2 

Interviewer: All engineers have technical knowledge that they gained from 
their academic training and applied in various practical ways on 
the job. But sometimes it’s the personal attributes of the engineer 
that make him or her particularly valuable to the employer. 
Describe any such attributes you may have, which would make 
you a valuable employee. 

Interviewee: First of all, I am results-oriented. Ever since I started working, I 
was always focused on the end product of my work. I always ask 
myself questions like “What is the purpose of the activity I am 
pursuing?” and “What is it intended to accomplish?” So, when I 
was introducing a work-saving device on the production line, I 
always kept in mind that its purpose was to reduce the cost of 
production. 

 Secondly, I am also proactive in my work. In my own work as an industrial 
engineer, I am always trying to address and deal with situations 
before they become problems. For example, I am constantly 
monitoring the production line to see if there is any way it can be 
streamlined. I also try and stay updated on the latest 
developments and resources that are available to increase 
efficiency in production. 
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Handout 2 
Comprehension Check – Interview Excerpt #1 
Answer the following questions: 

1. What was the interviewee’s previous job?  

 __________________________________________________________ 

2. What are some of verbs the interviewee used to describe his previous 
engineering experience? 

__________________________________________________________ 

3. What skills did the interviewee say that he had? ____________________ 

__________________________________________________________ 

4. How did he prove it? _________________________________________ 

__________________________________________________________ 

5. What key verbs did he use to prove that he had those skills? 

__________________________________________________________ 

__________________________________________________________ 

Comprehension Check – Interview Excerpt #2 
1. What personal attributes did the industrial engineer say that he had? 

__________________________________________________________ 

__________________________________________________________ 

2. How did he prove that he had them? Identify any key verbs or words. 

__________________________________________________________ 

__________________________________________________________ 

__________________________________________________________ 
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FACILITATOR’S NOTES 
Answer Key to Handout 2 

Interview Excerpt 1A 

Interviewer: What was your last position as a chemical engineer? 

Interviewee: In my country, I was in charge of quality control at a rubber factory. We produced 
custom extruded and molded rubber parts for many industries, such as 
construction, manufacturing, automotive, and transportation. My job was to 
establish and conduct quality-control programs and strategies to ensure 
consistency in production and to adhere to ISO standards. We formulated exact 
types of rubber compounds and design products with the precise profile to meet 
the specifications of the customer. 

Interviewer: How did you get along with your team or work group? 

Interviewee: Well, in my country, we didn’t have teams or work groups. But, I was in charge of 
quality control, and, since we were understaffed, I needed the support and help 
of the production personnel to make sure that the production lines were operating 
smoothly and that there wasn’t a lot of waste material. There were many 
difficulties. I had to encourage the workers to work as a team. I had to motivate 
them to work together to ensure that the gaskets and seals were up to standard, 
even though it wasn’t technically their job. We had QC Inspectors, but 
communication was very poor between the supervisors and the production 
workers. I listened to complaints and problems on the factory floor. I really had 
to use my team-building skills in order to make sure that quality-control 
standards were being maintained and that the production workers were working 
together.  Otherwise, we would have lost our customers and, shortly after, our 
jobs. I think that I developed good interpersonal skills in my last job. The 
supervisors began to trust me, and the workers respected me. 

Comprehension Check 

1. What was the interviewee’s previous job? 
- He was in charge of product quality control at a rubber factory 

2. What verbs did the interviewee use to describe his previous engineering experience? 
- (see all underlined words) 

3. What skills did the interviewee say that he did? 
- team building skills and good interpersonal skills 

4. How did he prove it? 
- He proved it by giving a concrete example of how those skills were put to use or 

enhanced within an engineering workplace. 
- He motivated the production staff and got people to work together, and quality-

control standards were met. 

5. What key verbs did he use to prove that he had those skills? 
- (see bold words in text) 
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FACILITATOR’S NOTES (CONT’D) 
Answer Key to Handout 2 

Interview Excerpt 1B 

Interviewer: All engineers have a technical knowledge that they gained from their academic 
training and applied in various practical ways on the job. But sometimes it’s the 
personal attributes of the engineer that make him or her particularly valuable to 
the employer. Describe any such attributes you may have, which would make 
you a valuable employee. 

Interviewee: First of all, I am results oriented. Ever since I started working, I was always 
focused on the end product of my work. I always ask myself questions like 
“What is the purpose of the activity I am pursuing?” and “What is it intended to 
accomplish?” So, when I was introducing a work saving device on the production 
line, I always kept in mind that its purpose was to reduce the cost of production. 

 Secondly, I am also proactive in my work. In my own work as an industrial engineer, I 
am always trying to address and deal with situations before they become 
problems. For example, I am constantly monitoring the production line to see if 
there is any way it can be streamlined. I also try and stay updated on the latest 
developments and resources that are available to increase efficiency in 
production. 

 

Comprehension Check 

1. What personal attributes did the industrial engineer say that he had? 
- results oriented, proactive 

2. How did he prove that he had them? Identify any key verbs or words that you heard 
(bolded words) 
- results oriented - being focused on the end or final product; keeping in mind 

the purpose of the activity 
- proactive - addressing and dealing with situations before they become 

problems, staying up to date on latest developments in the field 
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Handout 3 
 

1. Research involves seeking new knowledge or a better understanding of the 
significance and relationship of facts already known. 

2. Development involves making the discoveries and results of research 
available in the form of useful products, methods, or processes. 

3. Design is the process of converting concepts and information into detailed 
plans and specifications from which a finished product or facility can be 
manufactured or constructed. 

4. Production is the industrial process by which products or articles are 
manufactured from raw materials. 

5. Construction is the process of translating designs and materials into 
structures and facilities such as buildings, highways, and power and 
communication facilities. 

6. Operations, in engineering, is the application of engineering principles or the 
performance of practical work. In manufacturing, operations involve procuring 
supplies, maintaining plants, and directing personnel. Engineers are 
prominently involved in the operations of utility companies, railroads, 
communications companies, and traffic-control systems for large cities. 

7. Sales, in technological industries, often requires the service of a sales team 
that has the engineering and/or technical background to give customers the 
product specifications and technology they require. 

8. Management positions are occupied by engineers in many industries. They 
are responsible for the solution of problems of policy, finance, organization, 
public relations, and sales. They also have the responsibility for the selection 
and supervision of personnel and the coordination of research, development, 
production, and all other departments. 

(Source: Wright, P.H. Introduction to Engineering. New York: John Wiley and Sons Inc., 1994.) 
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FACILITATOR’S NOTES 

Answer Key to Handout 4/OHT 1 
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Research Development Design Production Construction Operations Sales Management

analyze 

coordinate 

conduct 

investigate 

document 

document 

introduce 

pioneer 

improve 

upgrade 

plan 

strengthen 

execute 

improve 

diagnose 

assemble 

devise 

execute 

survey 

assemble 

repair 

coordinate 

upgrade 

interpret 

coordinate 

systematize 

implement 

delegate 

supervise 

analyze 

arrange 

supervise 

introduce 

expand 

improve 

delegate 

implement 

coordinate 

consolidate 

chair 

delegate 

supervise 

resolve 

oversee 

 

124



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 2: Communication and Terminology for Work Search 
Topic 2: Engineering Employment Interview Questions 

 

Handout 5/ 
OHT2 

fa
ci

lit
ie

s 

pr
od

uc
tio

n 
co

st
s 

pl
an

t l
ay

ou
ts

 

su
rv

ey
s 

eq
ui

pm
en

t 
in

st
al

la
tio

n 

pr
oc

ed
ur

es
 

de
si

gn
s 

da
ta

 

de
ad

lin
es

 a
re

 m
et

 

re
se

ar
ch

 in
to

 
de

ve
lo

pm
en

t 

tr
ai

ni
ng

 p
ro

gr
am

s 

in
ce

nt
iv

e 
pr

og
ra

m
s 

pr
oj

ec
t e

st
im

at
es

 

eq
ui

pm
en

t r
ep

ai
r 

flo
or

 s
ta

ff 

op
er

at
io

ns
 

pl
an

s 
m

ee
t 

st
an

da
rd

s 

sp
ec

ifi
ca

tio
ns

 

co
nt

ra
ct

 
do

cu
m

en
ts

 

te
st

in
g 

pr
oc

ed
ur

es
 

sy
st

em
s 

te
ch

ni
ci

an
s 

conduct                       

interpret                       

ensure                       

implement                       

supervise                       

oversee                       

assess                       

analyze                       

co-ordinate                       

prepare                       

develop                       125



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 2: Communication and Terminology for Work Search 
Topic 2: Engineering Employment Interview Questions 

FACILITATOR’S NOTES 
Answer Key to Handout 5/OHT2 

 
fa

ci
lit

ie
s 

pr
od

uc
tio

n 
co

st
s 

pl
an

t l
ay

ou
ts

 

su
rv

ey
s 

eq
ui

pm
en

t 
in

st
al

la
tio

n 

pr
oc

ed
ur

es
 

de
si

gn
s 

da
ta

 

de
ad

lin
es

 a
re

 m
et

 

re
se

ar
ch

  

tr
ai

ni
ng

 p
ro

gr
am

s 

in
ce

nt
iv

e 
pr

og
ra

m
s 

pr
oj

ec
t e

st
im

at
es

 

eq
ui

pm
en

t r
ep

ai
r 

flo
or

 s
ta

ff 

op
er

at
io

ns
 

pl
an

s 
m

ee
t s

ta
nd

ar
ds

 

sp
ec

ifi
ca

tio
ns

 

co
nt

ra
ct

 d
oc

um
en

ts
 

te
st

in
g 

pr
oc

ed
ur

es
 

sy
st

em
s 

te
ch

ni
ci

an
s 

conduct    Υ      Υ Υ Υ  Υ  Υ    Υ   

interpret    Υ   Υ Υ    Υ      Υ Υ  Υ  

ensure     Υ    Υ     Υ   Υ Υ     

implement    Υ  Υ  Υ   Υ Υ    Υ  Υ  Υ Υ  

supervise    Υ Υ Υ Υ   Υ Υ Υ  Υ Υ Υ    Υ  Υ 

oversee  Υ  Υ Υ Υ Υ   Υ Υ Υ  Υ Υ Υ    Υ  Υ 

assess Υ Υ Υ Υ Υ Υ Υ Υ   Υ Υ Υ Υ Υ Υ  Υ Υ Υ Υ Υ 

analyze  Υ Υ Υ  Υ Υ Υ  Υ Υ Υ Υ   Υ   Υ Υ Υ  

co-ordinate  Υ  Υ Υ Υ Υ Υ  Υ Υ Υ Υ Υ Υ Υ   Υ Υ Υ  

prepare  Υ Υ Υ  Υ Υ Υ   Υ Υ Υ     Υ Υ Υ   

develop Υ   Υ  Υ Υ    Υ Υ    Υ  Υ  Υ Υ  

design Υ  Υ Υ       Υ Υ         Υ  
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Handout 6 
 

Change drives this organization. 
How flexible are you? 
How do you deal with change? 

You don’t seem to have the appropriate experience/education for this position, 
Why should I hire you? 

What can you do for us that someone else can’t? 

How long will it take for you to make a meaningful contribution to our 
organization? 

Describe a situation where you had to work under pressure and deal with 
deadlines. 

In what ways did your last job prepare you to take on greater responsibility? 

What is your management style? 
Give examples from your previous job that demonstrate this style. 

Are you a good manager? 
Give some examples. 

How did you get along with your team or work group in your previous job? 

Tell me about a responsibility in your last job that you really enjoyed. 

In your last position, what were your most significant accomplishments? 

How would you describe your personality? 

What is the most recent skill you learned? 

Have you ever had to hire someone? 
What types of positions? 
What do you look for when you hire someone? 
Describe the best boss/supervisor you ever had? 

What personal attributes do you think will be needed in this position? 

What kind of people do you like to work with? 

What are your strengths? 
What are your weaknesses? 

Ε 

Ε 
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Terminology List 
 

Engineering Functions 

♦ research ♦ to systematize 

♦ development ♦ document 

♦ design ♦ to introduce 

♦ production ♦ to ensure 

♦ construction ♦ to pioneer 

♦ operations ♦ to delegate 

♦ sales ♦ to resolve 

♦ management ♦ to oversee 

♦ to co-ordinate ♦ to upgrade 

♦ to consolidate ♦ to prepare 

♦ to chair ♦ to supervise 

♦ to conduct ♦ to devise 

♦ to execute ♦ to assemble 

♦ to strengthen ♦ to expand 

♦ to analyze ♦ to improve 

♦ to arrange/ ♦ to implement 

♦ to assess ♦ to develop 

♦ to diagnose ♦ to design 

♦ to investigate ♦ to repair  

♦ to survey ♦ to interpret 
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MODULE 3: Communication and 
Terminology for the Workplace 

TOPIC 3: Workplace Correspondence – 
Email Messages and 
Computers 

 
 

LEARNING OUTCOMES: 
By the end of this lesson, participants will be able to: 

♦ identify some common computer concepts 

♦ write an email message about a computer problem in an engineering 
workplace 
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TOPIC SKILLS 
CLB 

COMPETENCE 
AREA 

COMPETENCIES PRE-TASKS TASK POST-TASK 

♦ Workplace 
Correspondence 
– Email 
Messages and 
Computers 

♦ Listening/ 
Speaking  

♦ Writing 

♦ Reading 

♦ exchanging 
information 

 

♦ formatted text 

 

♦ formatted text 

 

 

 

♦ understand 
format and layout 
of an inter-office 
email 

♦ differentiate 
between 
language used in 
an inter-office 
email and a letter 

♦ understand basic 
computer 
terminology 

♦ apply knowledge 
of role of 
computers in the 
workplace 

♦ classify computer 
terms 

♦ discuss discipline – 
specific design 
packages 

♦ read an inter-office 
memo 

 

♦ write an 
inter-office 
memo 
about a 
computer 
problem in 
the 
workplace 

 

♦ discuss 
solutions to 
a computer 
problem in 
the 
workplace 
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Facilitator’s Notes for Module 3 
Topic 3 : Workplace Correspondence – Email Messages and 

Computers 
 

FACILITATOR PREPARATION 

Content 

Basic knowledge of computer terms would be an asset, but the facilitator should 
also rely on the knowledge and expertise of the participants. Layout and form of 
an email message could also be reviewed. Facilitator could also provide other 
sample email messages as models. 

Delivery 

Copies for all participants should be made of the following handouts: 

♦ Handout 1 Classification of Computer Terminology 

♦ Handout 2 Email Message 

♦ Handout 3 Synonyms 
♦ Handout 4 Blank Email 
There is no Terminology List for this lesson. See Handout 1. 

Materials needed: chart paper and markers 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for Workplace 
Topic 3: Workplace Correspondence – Email Messages and Computers 

170 

 

Methodology 
Introduction 

(10 minutes) 1. Group the participants according to discipline. Have them 
discuss how computers have changed the engineering 
profession. What kinds of skills does an engineer need to 
have? What is the software that is used most by 
engineers? (Word, Excel, Power Point, CAD) 

 2. Explain that today’s lesson focuses on the use of the computer in 
the engineering workplace. 

Pre-Tasks 

(20 minutes) 1. Explain that computer technology changes constantly, 
but that there are certain basic computer concepts that 
are necessary for almost everyone to know. Distribute 
Handout 1 and have the participants work in pairs and 
categorize computer terms under different headings. 
Have them compare their answers with another pair. 
Clarify any definitions 

 

(15 minutes) 2. Group participants according to engineering discipline 
and have them discuss design packages specific to their 
field. (Make sure that the discussion covers customized 
company software.) Have the groups present their 
information to the class on chart paper. 

   

(10 minutes) 3. Explain to the participants that since computers have had 
such an impact on both their profession and the 
workplace, certain problems can arise. Explain that 
participants will have an opportunity to read about a 
problem caused by computers in the workplace. The 
problem is in the form of an inter-office email message. 
Elicit from the class the features of an email (subject line; 
optional salutation; less formal). Ask the class the 
following questions: 
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♦ To whom are inter-office emails sent? 
♦ Do emails have a salutation or complimentary 

closing? (salutation is optional but “dear” is not used; 
options might include “Hi _________” or just the 
recipient’s name: “Jane, “  Re complimentary closing: 
“sincerely” and “yours truly “are not used; signature 
files including any or all of the employee’s name, title, 
organization, phone number, email address and Web 
site URL are often used 

♦ How many topics does an email deal with? 
♦ What goes in the subject line 
♦ What is the average length of an email? 
♦ Where should you place the most important 

information? 
♦ Should you consider what the reader already knows 

about the subject? 
♦ How formal does an email have to be? Are spelling 

mistakes acceptable? (No – stress that all emails 
should be spell-checked and read over for errors); is 
lower case “I” acceptable when referring to oneself in 
an email? (no); is “u” an acceptable substitute for 
“you” (not in a workplace email) 

  Brainstorm on the blackboard, examples of subjects that could be 
the subject of an inter-office email (e.g., staff 
relationships, clarifying procedures at work, follow-up to a 
problem).  

(10 minutes) 4. Distribute an email (Handout 2) from an engineering 
workplace. Explain that it is an authentic workplace 
document. Have participants scan the memo and 
complete the questions. Take up orally. Review some of 
the questions from pre-task 3 as they apply to this email. 

(10 minutes) 5. Distribute Handout 3. Divide participants into pairs and 
have them find synonyms in the text and take up orally.  

(15 minutes) 6. Brainstorm with the class possible difficulties that could 
take place with computers in the workplace. Expect 
answers such as managing technical problems, office 
procedures, lack of user knowledge, training.  
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Task 

(20 minutes) 1. Group the participants according to discipline. Have them 
choose a problem or difficulty that could arise with 
computers and their use in the workplace. The group 
should compose an email about this problem using 
Handout 2 as a model. Distribute Handout 4 for the group 
to use.  

Post-Task 

(25 minutes) 1. Have the groups exchange emails and read each other’s 
workplace computer problems. Groups should get 
together and suggest solutions. 

2. Choose one group’s email and either copy it or make an 
overhead and discuss, using the question in pre-task 3 as 
a guide. 
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Handout 1 
Classify the following computer terms under the appropriate headings -  

Word-processing BASIC control unit keyboard barcode readers spreadsheet mainframe computers 

Supercomputer shareware C laptop communication software terminal primary storage unit 

Groupware databases C++ Pascal integrated software packages Personal Digital Assistants (PDA) 

Microcomputers  scanner Printer desktop graphics tablet mouse arithmetic / logic unit 

Java minicomputers Cobol plotter CAD programs accounting and financial management software 

 

Computers Peripheral 
Devices-Input 

Peripheral 
Devices-Output 

CPU/ 
Microprocessor

Computer 
Languages 

Applications 
software 
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FACILITATOR’S NOTES   
Answer Key to Handout 1 

Classify the following computer terms under the appropriate headings  

Word-processing BASIC control unit keyboard barcode readers spreadsheet mainframe computers 

Supercomputer Shareware C laptop communication software terminal primary storage unit 

Groupware Databases C++ Pascal Integrated software packages Personal Digital Assistants (PDA) 

Microcomputers  Scanner printer desktop graphics tablet mouse arithmetic / logic unit 

Java minicomputers Cobol plotter CAD programs accounting and financial management software 

 

Computers Peripheral 
Devices-Input 

Peripheral 
Devices-Output 

CPU/ 
Microprocessor 

Computer 
Languages 

Applications 
software 
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♦ microcomputers 
♦ laptop 
♦ desktop 
♦ minicomputer 
♦ terminal 
♦ mainframe 
♦ supercomputer 
♦ Personal Digital 

Assistant (PDA) 
 

♦ keyboard 
♦ mouse 
♦ barcode reader 
♦ scanner 
♦ graphics tablet 

♦ plotter 
♦ monitor 
♦ printer 

♦ primary storage 
unit 

♦ arithmetic/logic 
unit 

♦ control unit 

♦ BASIC 
♦ C 
♦ C++ 
♦ Pascal 
♦ Java 
♦ Cobol 

♦ communication software 
♦ databases 
♦ desktop accessory 

packages 
♦ integrated software 

package 
♦ word-processing 
♦ CAD programs 
♦ groupware spreadsheets 
♦ accounting and financial 

management software 

♦ shareware 
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Handout 2 
Scan the email quickly and answer the following questions: 

1. Who is the memo from? 
2. Who has it been sent to? 
3. When was it written? 
4. Who has received a copy? 
5. What’s the subject of the memo? 
6. What is the role of the PEO? 

 

 
From:  “Henryk Rogman” <hrogman@dvc.com> 
To:   “Victor Lypyavka” <vlypyavka@dvc.com> 
Cc:  “Thomas Koshi” <tkoshi@dvc.com> 
Sent:  Thursday, February 19, 2004 1:35 PM 
Subject: Files #642 CAD Drawings—Responsibility/Signing 
 
The CAD User Committee has discussed the potential problem of 
alteration of digital drawings and files without our knowledge or 
approval after release to client or other users. In order to maintain 
“liability” security of digital form drawings that are issued, it is 
important to take precautions to ensure that if the recipient of the 
digital files makes revisions to the files, that the firm will not 
inadvertently be held responsible. As such, the following 
procedure is put forward. 
Do not “digitize” professional engineer’s stamp into the file. 
Besides being illegal from the PEO’s point of view, it can also 
cause loss of control of when and how the stamp is used. Instead, 
the following procedure should be used; 
Place a note on all drawing files as follows: 
“Only those copies of this drawing that have a signed Professional 
Engineer’s stamp affixed are considered official reproductions of 
this document. All other reproductions should be considered 
unofficial, incomplete, review prints, or revised by other than the 
original designer.” 
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The stamps should then be put on final plots and signed, this 
giving complete control to the firm.  

Adapted from: Bergs, V. Engineering Workplace Communications in the Consulting, Contracting, Government Sectors. 
Toronto: Skills for Change, 1994. 
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FACILITATOR’S NOTES   
Answer Key to Handout 2 

 

1. Who is the e-mail memo from? Henryk Rogman 
2. Who has it been sent to? Victor Lypyavka 
3. When was it sent? February 19, 2004 
4. Who has received a copy? Thomas Koshi 
5. What’s the subject of the memo? regarding liability and clients changing files without 

the knowledge of the engineering firm who could be 
held responsible. Instructions to prevent this from 
happening are outlined. 

6. What is the role of the PEO? to maintain standards 
 

From:  “Henryk Rogman” <hrogman@dvc.com> 
To:   “Victor Lypyavka” <vlypyavka@dvc.com> 
Cc:  “Thomas Koshi” <tkoshi@dvc.com>  
Sent:  Thursday, February 19, 2004 1:35 PM 
Subject: Files #642 CAD Drawings—Responsibility/Signing 

The CAD User Committee has discussed the potential problem of alteration of digital 
drawings and files without our knowledge or approval after release to client or other users. 
In order to maintain “liability” security of digital form drawings that are issued, it is important 
to take precautions to ensure that if the recipient of the digital files makes revisions to the 
files, that the firm will not inadvertently be held responsible. As such, the following 
procedure is put forward. 

Do not “digitize” professional engineer’s stamp into the file. Besides being illegal from the 
PEO’s point of view, it can also cause loss of control of when and how the stamp is used. 
Instead, the following procedure should be used; 

Place a note on all drawing files as follows: 

“Only those copies of this drawing that have a signed Professional Engineer’s stamp 
affixed are considered official reproductions of this document. All other reproductions 
should be considered unofficial, incomplete, review prints, or revised by other than the 
original designer.” 

The stamps should then be put on final plots and signed, this giving complete control to the 
firm.  
 

 

Handout 3 

Find synonyms in the text for the following words: 
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♦ change (noun) 

♦ responsibility for work 

♦ to be very careful 

♦ to make a computer image of an engineer’s stamp 

♦ change (verb) 

♦ engineer’s seal 

♦ attached 

♦ computer files 

♦ one who receives 

♦ drawings generated by computer and plotter 
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FACILITATOR’S NOTES   
Answer Key to Handout 3 

Find synonyms in the text for the following words: 

♦ change (noun) 

♦ responsibility for work 

♦ to be very careful 

♦ to make a computer image of an engineer’s stamp 

♦ change (verb) 

♦ engineer’s seal 

♦ attached 

♦ computer files 

♦ one who receives 

♦ drawings generated by computer and plotter 

 

- alteration 

- liability 

- to take precautions 

- to digitize 

- to revise 

- engineer’s stamp 

- affixed 

- digital files 

- recipient 

- plots 
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Handout 4 
 

From: 
To: 
Cc: 
Sent: 
Subject: 
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MODULE 3: Communication and 

Terminology for the Workplace 
TOPIC 4: A – Describing Processes 

Using Flow Charts 
 B – Converting Measurements 
 
 

LEARNING OUTCOMES: 

By the end of lesson (Topic 4A), participants will be able to: 

♦ verbally describe a familiar process related to engineering or the workplace 
using a flow chart 

♦ critically analyze a flow chart and suggest improvements for efficiency of a 
process 

 

By the end of lesson (Topic 4B), participants will be able to: 

♦ identify metric equivalents for imperial measurements 

♦ convert measurements from imperial to metric 
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TOPIC SKILLS 
CLB 

COMPETENCE 
AREA 

COMPETENCIES PRE-TASKS TASK POST-TASK

Topic A 

♦ Describing 
Processes 
Using Flow 
Charts 

♦ Listening/ 
Speaking 

♦ Writing 

♦ exchanging 
information 

♦ formatted text 
filling out/ 
constructing 

♦ describe 
engineering or 
other workplace 
processes using 
sequencers and 
referring to 
agents, actions, 
and circumstance 

♦ apply current 
practices for 
quality assurance 
to a familiar 
process 

♦ reflect on 
processes in 
previous 
engineering 
practice 

♦ draw a process 
using a flow chart 

♦ describe the 
process 
verbally using 
sequencers 
and 
explanations 
of purpose 

♦ critically 
analyze a 
process 
for more 
efficiency 

Topic B 

♦ Converting 
Measurements 

♦ Listening/ 
Speaking 

♦ Reading 

♦ exchanging 
information 

♦ informational 
text, 
evaluation and 
analysis  

♦ understand the 
metric 
equivalents of 
imperial 
measurements 

♦ apply conversion 
formulas for 
imperial to metric 

♦ identify imperial 
and metric terms 
used for length, 
area, cubic volume, 
liquid or dry volume 
and weight 

♦ read an imperial to 
metric conversion 
chart 

♦ convert 
imperial 
measurement 
to metric in 
an 
engineering 
context 

♦ compare 
answers to 
converting 
questions 
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Facilitator’s Guide for Module 3 
Topic 4A: Describing Processes Using Flow Charts 

 4B: Converting Measurements 
FACILITATOR PREPARATION 

Topic 4A 

Content 

For this topic, additional background reading is not necessary. The post-task 
allows participants to apply some of the workplace-management practices from 
Module 3 Topic 1. 

Delivery 

The facilitator should prepare the following reference material on chart paper: 

♦ Three standard flowchart symbols from Introduction 2 

♦ List of workplace processes from Pre-task 1 

♦ Standard flow chart symbols from Pre-task 2 

♦ List of sequencers and conjunctions for explaining purposes for pre-task 2 

Materials needed: OHP, OHT 1, chart paper and markers 

Topic 4B 

Content 

The facilitator should be comfortable with Imperial to Metric conversion formulas, 
which are provided. 

Delivery 

As many copies as necessary should be made of the following handouts: 

♦ Handout 1 Conversion Chart 

♦ Handout 2 Conversion Problems 
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Materials needed: chart paper and markers, calculator; (optional: Imperial measuring 
tools such as rulers, a yard stick, or other measuring devices) 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 4A: Describing Processes Using Flow Charts 

183 

Topic 4A:  Methodology 
Introduction 

(20 minutes) 1. On an overhead projector, show OHT 1 (the mouse trap). 
Have the class explain the process and label the machine as 
a whole class activity. The class should mention: crane, 
boxing glove, pulley, conveyor belt, boot, cage. The process 
is:   the mouse is kicked into the cage; 

    the cage is lifted up; 
   the mouse is punched onto the conveyor belt; 
   it is carried along and dropped into the sugar; 
   it’s picked up; 
   placed in the cat’s mouth and eaten. 

2. How would this process be depicted in a flow chart? Give 
the class the following symbols to work with: 

  circle  - marks the beginning or end of a process 

  rectangle - marks an operation of a process 

  arrow  - shows direction of flow 

 Give the participants five minutes to depict the process on a flow chart. 
Then have one participant draw their flow chart on the blackboard. 
This is a sample flow chart; but engineers may make it more 
complicated. 

  

 

 

Cage is lifted 
up 

Mouse is 
punched onto 
conveyor belt 

Mouse is 
carried along 
and dropped 
into sugar 

Mouse is 
kicked into 

cage 

Mouse is 
picked up 
by cat and 

eaten 
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Pre-Tasks 

(25 minutes) 1. Have the participants brainstorm different kinds of 
processes in the workplace from their previous engineering 
experience. Have the following processes listed on chart 
paper for additional reference: 

♦ a production process 
♦ staff recruitment 

process 
♦ wage negotiations 
♦  staff training process 
♦ a job application 

procedure 
♦ communications 

procedures 

♦ ordering process 
♦ service procedures 
♦ a product development 

process 
♦ an engineering-specific 

process (e.g., a chemical 
process) 

   

Have the participants draw a flow chart to describe the 
procedure they have chosen. Have them think of a flow 
chart as a map that enables one to complete an activity. 
Some of the more standard symbols are: 

  circle  - marks the beginning or end of a process 

  rectangle - marks an operation of a process 

  diamond  - is used to indicate decisions 

  triangle - is used for hold or storage 

  D - marks a delay 

  arrow - shows direction of flow 

  (Have these prepared on chart paper) 
  Differentiate between a step and a stage. A step is one action in a 

process. A stage is a series of actions that forms part of a 
process. 
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Also, make sure that the following sequencers and conjunctions 
are available as a reference for the task. 

Sequencers Explaining Purpose 
♦ First(ly) . . . ♦ To . . .  
♦ Second(ly) . . . ♦ In order to . . . 
♦ Then . . .  ♦ So that . . . 
♦ Next . . . ♦ In order that . . .  
♦ After that . . . ♦ Because . . . 
♦ Having (previously) been . .  
♦ At the same time . . .  
♦ Simultaneously . . .  
♦ Lastly . . .  
♦ Finally . . .  

Task 

(20 minutes) 1. Have participants describe orally the process they have 
charted to a partner, referring to their flow chart and 
explaining the sequence of events. Have them explain to 
their partner why things are done in the way they are. 

Post-Task 

(15 minutes) 1. Have the participants think about the workplace practices 
that they discussed in the previous lesson – TQM, JIT, 
SPC etc. What was the general purpose of these 
practices? (efficiency, quality assurance, no waste or down 
time). Have the participants analyze their flow charts (or 
that of their partner’s) for areas where improvements can 
be made to the process. Encourage them to think like 
managers and eliminate “non-value added” (or 
inefficient/unnecessary) steps in the process. 

 

(Optional) 
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OHT 1 

 

 
 
 
 

 
 
Source:  Hollet, V., R. Catter, L. Lyon and E. Tanner. In At The Deep End: Speaking Activities for Professional People. 
Oxford: Oxford University Press, 1991 
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Methodology for Topic 4B 
Introduction 

(10 minutes) 1. Elicit from the participants what they know about different 
measurement systems. They should mention imperial and 
metric. 

  Mention that, until recently, Canada and U.S. used the imperial 
system of measurement, and that these units are still 
referred to and used, particularly by people thirty-five years 
of age and older. Ask the class if they can think of some 
potential workplace problems that could arise from the 
confusion. Relate to them the story of when an Air Canada 
jet had to make an emergency landing because it had run 
out of fuel. The captain thought that the refuelling crew was 
quoting him a number in kilograms when they were 
speaking in pounds (1kg = 2.2 lbs). 

Pre-Tasks 

(10 minutes) 1. Explain that the imperial system is still widely used in the 
workplace. Ask the class if anyone knows what the imperial 
system is based on. If not, explain that the imperial system 
was based on the convenience of things at hand. Centuries 
ago, the thumb inspired the inch; the foot left its imprint; the 
arm pointed to the cubit, yard, and fathom; and 1,000 
double paces led to our mile. This system has useful units, 
but inconvenient conversion factors from one unit to 
another. When compounded to include more units of 
length, volume, and mass, the complexity becomes 
chaotic. The imperial system, with such conversion factors 
as 2, 3, 4, 5½, 6, 8, 9 12, 14, 16, 22, 32, 40, 1,760, 4,840, 
5,280, and 7,000, is too complicated for practical use. 

♦ 12 inches = 1 foot 
♦ 3 feet = 1 yard 

♦ 5,280 feet = 1 mile 
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(20 minutes) 2. Divide the class into five groups: one group deals with 
length; the others with area, cubic volume, and liquid or dry 
volume and weight. Each group is given a sheet of chart 
paper divided in half: one for metric and one for imperial 
measurement. Have each group identify units of 
measurement for their category. Then, as a whole class, 
take up the information on the charts, ensuring the 
following items are covered: 

   Imperial Metric 
Length inch millimetre 
 foot centimetre 
 yard metre 
 mile kilometre 
Area square inch square centimetre 
 square feet square metre 
 square yard hectare 
 acre square kilometre 
 square mile  
Volume (cubic) cubic inch cubic centimetre 
 cubic foot cubic decimetre 
 cubic yard cubic metre 
Volume (liquid/dry) fluid ounce millilitre 
 quart litre 
 pint  
 gallon  
Weight/Mass ounce gram 
 pound kilogram 
 ton tonne (metric ton) 

  Adapted from Black, G.J. Canada Goes Metric. Doubleday Canada, 1980. pp. 121-4. 

(10 minutes) 3. For the participants, it is most important to convert from 
imperial to metric. Emphasize that the conversions they will 
be given are accurate for daily use, but are not accurate 
enough for mechanical engineers, who deal with exact 
measurements. Explain that to convert from one 
measurement to another requires multiplication. Due to 
time constraints, we will convert imperial to metric. Tell the 
class to imagine someone is talking to them about 50 acres 
of land and they have no idea how big this is; what should 
they do? Distribute Handout 1 (Imperial to Metric 
Conversion Chart). 
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Task 

(30 minutes) 1. Distribute Handout 2 for some mathematical problem 
solving involving conversion in an engineering context. 
Note that in problem 3 there is a conversion involving 
Canadian and U.S. gallons. 

Post-Task 

(20 minutes) 1. Have participants compare answers to the conversion 
questions. 
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Handout 1 
Imperial to Metric Conversion Chart 

To Convert To Multiply by 

1. Length   

 inch centimetre 2.54 

 feet metre 0.3048 

 yard metre 0.9144 

 mile kilometre 1.609 

2. Area   

 Square inch Square centimetre 6.452 

 Square feet Square centimetre 929.030 

 Square yard Square metre 0.836 

 Acre Hectare 0.405 

 Square mile Hectare 258.999 

 Square mile Square kilometre 2.59 

3. Volume (cubic)   

 Cubic inch Cubic centimetre 16.387 

 Cubic feet Cubic decimetre 28.317 

 Cubic yard Cubic metre 0.7645 

4. Volume (liquid / dry)   

 Fluid ounce Millilitre 28.413 

 Pint Litre 0.5683 

 Quart Litre 1.1365 

 Gallon Litre 4.546 

5. Mass/Weight   
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 Ounce Gram 28.35 

 Pound Gram 453.592 

 Ton Tonne (Metric Ton) 1.016 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 4B: Converting Measurements 

192 

Handout 2 
Answer the following questions using the conversion chart. 

1. The production line at the Hershey factory runs at a speed of 2.5 feet per 10 
seconds. The industrial engineer has been asked to double the speed of the 
line. What will be the new speed of the production line in metric? 

2. While buying gasoline for a portable electric generator in the United States, 
a Canadian electrical engineer noted that the price was US$1.27 per U.S. 
gallon. She knew that 1 U.S. gallon was 3.785 litres. What was the price of 
that gasoline for 1 imperial gallon? 

3. To prepare the site for the foundation of a factory, an engineer calculated 
that he would have to extract 410 cubic yards of earth, which would have to 
be removed from the site. The trucks removing the earth can carry 30 cubic 
meters of earth at one time. If there’s only one truck available, how many 
trips would be required to remove all of the earth for the foundation? 
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FACILITATOR’S NOTES   
Answer Key to Handout 2 

1. The production line at the Hershey factory runs at a speed of 2.5 feet per 10 seconds. The 
industrial engineer has been asked to double the speed of the line. What will be the new 
speed of the production line in metric? 

1 foot = 0.3048 m 
2.5 feet = (2.5 x 0.3048) = 0.762 m 
therefore the original speed in metric was = 0.762 m / 10 sec 
doubled, the speed is = 1.524 m / 10 sec 

2. While buying gasoline for a portable electric generator in the United States, a Canadian 
electrical engineer noted that the price was US$1.27 per U.S. gallon. She knew that 1 U.S. 
gallon was 3.785 litres. What was the price of that gasoline for 1 imperial gallon? 

US$1.27 for 1 U.S. gallon or 3.785 litres,  

therefore the price for 1 litre =         = US$0.335 

4.546 litres equals 1 imperial gallon 
therefore, the price for 1 imperial gallon = 4.546 x 0.335 = US$1.523 

3. To prepare the site for the foundation of a factory, an engineer calculated that he would 
have to extract 410 cubic yards of earth, which would have to be removed from the site. 
The trucks removing the earth can carry 30 cubic meters of earth at one time. If there’s only 
one truck available, how many trips would be required to remove all of the earth for the 
foundation? 

410 cubic yards = 410 x 0.7645 = 313 cubic metres 

1 truck carries 30 cubic metres,  
therefore, to remove 313 cubic metres would require = 10.45 trips or 11 trips 

1.27 
3.785 

 313
30
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Terminology List  

Imperial System of Measurement 

♦ inch 
 

♦ feet  

♦ yard  

♦ mile  

♦ acre  

♦ fluid ounce  

♦ pint  

♦ quart  

♦ gallon  

♦ ounce  

♦ pound  

♦ ton  
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MODULE 3: Communication and 
Terminology for the Workplace 

TOPIC 5: Health and Safety – WHMIS 
 
 

LEARNING OUTCOMES: 
By the end of this topic, participants will be able to: 

♦ recognize and explain WHMIS symbols 

♦ explain safety procedures for at least one hazardous material 

♦ participate as part of a team in the development of a short WHMIS 
presentation 
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TOPIC SKILLS 
CLB 

COMPETENCE 
AREA 

COMPETENCIES PRE-TASKS TASK POST-TASK 

♦ Health and 
Safety – 
WHMIS 

♦ Reading  

♦ Writing 

♦ Speaking/ 
Listening 

♦ formatted text 

♦ unformatted text 

♦ exchanging 
information 

♦ understand 
WHMIS labels 

♦ describe 
workplace safety 
procedures 

♦ give a 
presentation on 
health and safety 

♦ apply prior 
knowledge of 
health and safety 
in a Canadian 
context 

♦ listen to a 
short 
presentation 
on WHMIS by 
facilitator 

♦ match WHMIS 
labels with 
titles 

♦ explain 
dangers of 
WHMIS 
designated 
hazardous 
material 

 

♦ prepare a 
presentation 
(simulating 
workplace 
training on 
WHMIS) 

♦ read MSDS 
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Facilitator’s Guide for Module 3 
Topic 5: Health and Safety – WHMIS 

 

FACILITATOR PREPARATION 

Content 

Topics 5 and 6 of this module deal with health and safety issues. Health and 
safety is an important aspect of the Canadian workplace for engineers. Topic 5 is 
a lesson on WHMIS (the Workplace Hazardous Materials Information System). 
Topic 6 focuses on health and safety issues more specific to engineers. Due to 
time constraints, the facilitator may decide to present only one of the two lessons. 

In order to prepare for this lesson, the facilitator should be familiar with WHMIS. 
Basic information about WHMIS is provided in the Facilitator’s Notes. Additional 
information about WHMIS can be obtained from Health Canada’s WHMIS Web 
site: http://www.hc-sc.gc.ca/hecs-sesc/whmis/index.htm.  

The lesson focuses on eight WHMIS symbols, the workplace hazards they 
represent, and associated safety procedures. The post-task includes the MSDS 
(Material Safety Data Sheet), which can be assigned as an optional take-home 
reading task. The content and terminology of the lesson provide a thematic basis 
for practising communication skills including group decision-making, task 
negotiation, and making an oral presentation. 

Delivery 

Make as many copies as necessary of the following: 

♦ Handout 1  WHMIS symbols 
♦ Handout 2  Terms for Hazardous Material 
♦ Handout 3  Instructions for Task 
♦ Handout 4, 4A - 7, 7A      The members of each of four groups should get  
 Handout 4 and 4A, 5 and 5A, 6 and 6A or 7 and 7A. 
♦ Handout 8 Reading Hazard Labels 
♦ Handout 9  Material Safety Data Sheet (MSDS) – two pages 

Materials needed: chart paper, markers, OHP, OHT 1 
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Methodology 
Introduction 

(10 minutes) 1. Write the words Occupational Health and Safety Act on 
the board and encourage participants to brainstorm 
words associated with this phrase. Some terms/words 
that should be raised are: protection, danger, law, 
hazardous waste, safety rules. 

 

Pre-Tasks 

(20 minutes) 1. Explain that this lesson will focus on health and safety 
and Canadian and Ontario law, particularly one piece of 
legislation. 

  Explain that Canada places more emphasis on health and safety 
than any other country. 

  At the provincial level, there are two health and safety laws: 

♦ The Occupational Health and Safety Act 
♦ The WHMIS Regulation 

  Explain that the goal of today’s lesson is to become familiar with 
WHMIS, which stands for the Workplace Hazardous Materials 
Information System.  All businesses and workplaces are 
legally required to conform to WHMIS regulations. 

  WHMIS is designed to give employers and employees information 
about hazardous materials in the workplace. It is based on 
three approaches: 

♦ Container labelling 
♦ MSDS – Material Safety Data Sheet 
♦ Workplace education programs 

  The purpose of WHMIS is to reduce accidents, reduce disease, 
and encourage workplace education on health and 
safety. Explain that labour, industry, and all three levels 
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of governments (federal, provincial, and municipal) 
participated in the development of this legislation. 

  Explain that each employee must understand the dangers in their 
workplace and be familiar with WHMIS. In addition, 
employees should be able to explain dangers and safety 
rules to others. 

(20 minutes) 2. The first part of WHMIS consists of symbols representing 
various workplace hazards. Show OHT1 and ask if they 
know or can guess what the symbols mean. Distribute 
Handout 1 and 2 and have the participants work with a 
partner and match the label with the symbol. Take up as 
a whole-class activity and have the participants explain 
the danger (see Facilitator’s Answer Sheet). Explain also 
that each hazardous material is classified A-F. 

  Explain that the task for the day is to prepare and present a short 
presentation on two symbols of WHMIS. 

(45 minutes) 3. Divide the class into groups of four. Distribute Handout 3. 
Go over the instructions for the task with the class. 
Explain that workplace safety training is an important part 
of workplace communication. Each group is responsible 
for a short class presentation on the dangers represented 
by two symbols. Their task is to explain the dangers and 
the safety rules that should be followed when working 
around these materials. Each group will be given two 
WHMIS symbols and chart paper in order to create a 
visual aid to be used during their presentation (Handouts 
4, 4A, 5, 5A, 6, 6A, 7, 7A). Explain that this task involves 
teamwork. All team members should work together to 
complete the task. Groups can elect one of their  
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members to be a notetaker and  another to be the 
speaker. Explain to the class that they should work 
together first and share knowledge that they have gained 
through prior work experience. After 10 minutes, 
distribute the corresponding WHMIS information 
(Handouts 4A, 5A, 6A and 7A) and have the participants 
include the information, if they haven’t already. Remind 
them that their visual aid is an important part of their 
presentation. 

Task 

(35 minutes) 1. Have each group present their WHMIS symbols to the 
class. Set the scene by stating that the participants 
listening are really employees in a workplace WHMIS 
training session. Allow and encourage clarification questions. 

  Distribute Handout 8 with the information summary following the 
presentations. 

Post-Task 

(20 minutes) 1, Distribute Handouts 9 and 9A. Explain that WHMIS 
training also includes being able to read information 
about hazardous materials on labels and supplier 
information. All workplaces must also complete a MSDS 
(Material Safety Data Sheet). This information is highly 
technical and detailed. Perhaps some chemical 
engineers would be interested in sharing their 
knowledge. Encourage brief discussion on any 
information that is raised. 
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OHT 1 
 
 

  

  

  

 
  

Source: WHMIS Handbook. 
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Handout 1 
 
 

 
 

  

 
 

 
 

Source: WHMIS Handbook. 
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Handout 2 
Bio-hazardous Poisonous and Infectious Material 

Dangerously Reactive Material 

Poisonous and Infectious Material: Immediate and Serious Toxic Effects 

Poisonous and Infectious Material: Other Toxic Effects 

Oxidizing Material 

Corrosive Material 

Compressed Gas 

Flammable and Combustible Material 
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 FACILITATOR’S NOTES 

Answer Sheet  
 

Compressed Gas 
♦ Can explode 
 

 

Poisonous and Infectious Material - Biohazardous 
♦ May cause a serious disease causing death or 

illness 

 

Flammable and combustible material 
♦ Will burn very easily 
 

 

Dangerously Reactive Material 
♦ May explode if the container is dropped or 

heated or if the material is mixed with other 
chemicals 

 
Corrosive material 
♦ Can seriously burn your eyes or skin 
 

 

Poisonous and Infectious Material: Immediate 
and serious toxic effects 
♦ potentially fatal 

 

Oxidizing Material 
♦ Feeds oxygen to a fire and makes it 

larger 
 

 

Poisonous and Infectious Material: Other Toxic 
Effects 
♦ May cause serious disease over time 
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Handout 3 
TASK 

Your group has been given these WHMIS symbols to present to the rest of the 
class. 

Imagine that you are presenting this information to a group of employees as part 
of their WHMIS workplace training. 

You have to prepare a visual aid, and explain the dangers represented by this 
symbol (with examples, if possible) and the safety rules that should be followed 
(the Do’s and Don’ts) 

Follow these steps: 

1. Determine who will be the speaker and the writer in the group. 

2. Use the information from class and your own knowledge from prior work 
experience and training to explain the dangers and safety rules that should be 
followed. 

3. Use the information sheet to add new information. 

4. Prepare a visual aid. 

5. Use the visual aid to present the information to the class. 
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Source: WHMIS Handbook. 

205 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology in the Workplace 
Topic 5: Health and Safety – WHMIS 

Handout 4A 

How to read label hazard symbols 

The symbol represents . . . It means that the material . . . And that you should . . . 

 

 

 

 

Class D, Division 2 – 
Poisonous and 
infectious material 
other toxic effects 

 is a poisonous substance that is 
not immediately dangerous to 
health 

 may cause death or permanent 
damage as a result of repeated 
exposures over time 

 may be a skin or eye irritant 

 may be a sensitizer, which 
produces a chemical allergy 

 may cause cancer 

 may cause birth defects or 
sterility 

 avoid skin and eye contact by 
wearing all protective equipment 
necessary, including eye, face, 
and hand protection and 
protective clothing 

 avoid inhaling by working in well-
ventilated areas and/or wearing 
respiratory equipment as 
designated by your supervisor 

 store the material in designated 
places only 

 Class D, Division 3 – 
Poisonous and 
infectious material: 
biohazardous 
infectious material 

 may cause a serious disease 
resulting in illness or death 

 take every measure to avoid 
contamination 

 handle the material only when 
fully protected by the proper. 
designated equipment 

 handle the material in designated 
areas where engineering controls 
are in place to prevent exposure 

Source: WHMIS Handbook. 206 
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Handout 5 
 

 

 

 

Source: WHMIS Handbook. 
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How to read label hazard symbols 

The symbol represents . . . It means that the material . . . And that you should . . . 

 Class A –  

Compressed gas 

 poses an explosion danger 
because the gas is being held in a 
cylinder under pressure 

 may cause its container to explode 
if heated in a fire 

 may cause container to explode if 
dropped 

 

 handle with care; do not drop 
cylinder 

 keep cylinder away from potential 
sources of ignition 

 store the containers in the area 
designated by your supervisor 

 Class B –  

Combustible and 
flammable material 

 is one that will burn and is 
therefore a potential fire hazard 

 may burn at relatively low 
temperatures; flammable materials 
catch fire at lower temperatures 
than combustible materials 

 may burst into flame 
spontaneously in air or release a 
flammable gas on contact with 
water 

 may cause a fire when exposed to 
heat, sparks, or flames or as a 
result of friction 

 keep the material away from heat 
sources and other combustible 
materials 

 never smoke when working with or 
near the material 

 store the material in a cool, fire-
proof area, as designated by your 
supervisor 

Source: WHMIS Handbook. 208 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology in the Workplace 
Topic 5: Health and Safety – WHMIS 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology in the Workplace 
Topic 5: Health and Safety – WHMIS 

Handout 6 
 

 

 

 

 

Source: WHMIS Handbook. 
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Handout 6A 

How to read label hazard symbols 

The symbol represents . . . It means that the material . . . And that you should . . . 

 

 

 

 

Class E –  

Corrosive material 

 causes severe eye and skin 
irritation upon contact 

 causes severe tissue damage with 
prolonged contact 

 may be harmful if inhaled 

 

 keep containers tightly closed 

 avoid skin and eye contact by 
wearing all necessary protective 
equipment, including eye, face 
and hand protection and protective 
clothing 

 avoid inhaling by using in well-
ventilated areas only and/or 
wearing the proper respiratory 
equipment, as designated by your 
supervisor 

 Class F –  

Dangerously 
reactive material 

 is very unstable 

 may react with water to release a 
toxic or flammable gas 

 may explode as a result of shock, 
friction or increase in temperature 

 may explode if heated when in a 
closed container 

 undergoes vigorous 
polymerization 

 keep material away from heat 

 open containers carefully; do not 
drop them 

 store the material in a cool, flame-
proof area, as designated by your 
supervisor 

Source: WHMIS Handbook. 
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Source: WHMIS Handbook. 
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Handout 7A 

How to read label hazard symbols 

The symbol represents . . . It means that the material . . . And that you should . . . 

 

 

 

 

Class C –  

Oxidizing material 

 poses a fire and/or explosion risk 
in the presence of flammable 
or combustible material 

 may cause fire when it comes 
into contact with combustible 
materials such as wood 

 may react violently or cause an 
explosion when it comes into 
contact with combustible 
materials such as fuels 

 may burn skin and eyes upon 
contact 

 keep the material away from 
combustible materials and store in the 
areas designated by your supervisor 

 keep the material away from sources of 
ignition 

 never smoke when working near the 
material 

 wear the proper protective equipment, 
including eye, face, and hand protection 
and protective clothing 

 Class D, Division 1 – 

Poisonous and 
infectious material: 

immediate and 
serious toxic effects 

 is a potentially fatal poisonous 
substance 

 may be fatal or cause 
permanent damage if it is 
inhaled or swallowed or if it 
enters the body through skin 
contact 

 may burn eyes or skin upon 
contact 

 keep material away from heat 
 handle the material with extreme caution
 avoid contact with the skin or eyes by 

wearing the proper protective 
equipment, including eye, face, and 
hand protection and protective clothing 

 avoid inhaling by working in well-
ventilated areas and/or wearing 
respiratory equipment 

 wash and shower thoroughly after using
 store the material in designated areas only

Source: WHMIS Handbook.  
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Handout 8 
How to read label hazard symbols 

 

Class A – 
Compressed gas 

 poses an explosion danger because the 
gas is being held in a cylinder under 
pressure 

 may cause its container to explode if 
dropped 

 handle with care: do not drop cylinder 
 keep cylinder away from potential sources of 

ignition 
 store the containers in the area designated 

by your supervisor 

 

Class B - 
Combustible and 
flammable material 

 is one that will burn and is therefore a 
potential fire hazard 

 may burn at relatively low temperatures; 
flammable materials catch fire at lower 
temperatures than combustible materials 

 may burst into flame spontaneously in air 
or release a flammable gas on contact with 
water 

 may cause a fire when exposed to heat, 
sparks, or flames or as a result of friction 

 keep the material away from heat sources 
and other combustible materials 

 never smoke when working with or near the 
material 

 store the material in a cool, fire-proof area, 
as designated by your supervisor 

 

Class C – Oxidizing 
material 

 poses a fire and/or explosion risk in the 
presence of flammable or combustible 
material 

 may cause fire when it comes into contact 
with combustible materials such as wood 

 may react violently or cause an explosion 
when it comes into contact with 
combustible materials such as fuels 

 may burn skin and eyes upon contact 

 keep the material away from combustible 
materials and store in the areas designated 
by your supervisor 

 keep the material away from sources of 
ignition 

 never smoke when working near the material 
 wear the proper protective equipment, 

including eye, face and hand protection and 
protective clothing 

 

Class D, Division 1 – 
Poisonous and 
infectious material: 
immediate and 
serious toxic effects 

 is a potentially fatal poisonous substance 

 may be fatal or cause permanent damage 
if it is inhaled or swallowed or if it enters 
the body through skin contact 

 may burn eyes or skin upon contact 

 Handle the material with extreme caution 

 avoid contact with the skin or eyes by 
wearing the proper protective equipment, 
including eye, face and hand protection and 
protective clothing 

 avoid inhaling by working in well-ventilated 
area and/or wearing respiratory equipment 

 wash and shower thoroughly after using  
 store the material in designated areas only 

 

Class D, Division 2 – 
Poisonous and 
infectious material: 
other toxic effects 

 is a poisonous substance that is not 
immediately dangerous to health 

 may cause death or permanent damage as 
a result of repeated exposure over time 

 may be a skin or eye irritant 
 may be a sensitizer, which produces a 

chemical allergy 
 may cause cancer 
 may cause birth defects or sterility 

 avoid skin and eye contact by wearing all 
protective equipment necessary, including 
eye, face, and hand protection and protective 
clothing 

 avoid inhaling by working in well-ventilated 
areas and/or wearing respiratory equipment 
as designated by your supervisor 

 store the material in designated places only 

 

Class D, Division 3 – 
Poisonous and 
infectious material: 
biohazardous 
infectious material 

 may cause a serious disease resulting in 
illness or death 

 take every measure to avoid contamination 
 handle the material only when fully protected 

by the proper, designated areas where 
engineering controls are in place to prevent 
exposure 

 

Class E -   Corrosive 
material 

 causes severe eye and skin irritation upon 
contact 

 causes severe tissue damage with 
prolonged contact 

 may be harmful if inhaled 

 keep containers tightly closed 

 avoid skin and eye contact by wearing all 
necessary protective equipment, including 
eye, face and hand protection and protective 
clothing 

 avoid inhaling by using in well-ventilated 
areas only and/or wearing the proper 
respiratory equipment, as designated by your 
supervisor 

 

Class F -     
Dangerously 
reactive material  

 is very unstable 
 may react with water to release a toxic or 

flammable gas 
 may explode as a result of shock, friction or 

increase in temperature 
 may explode if heated when in a closed 

container 
 undergoes vigorous polymerization 

 keep material away from heat 
 open containers carefully; do not drop them 
 store the material in a cool, flame-proof area, 

as designated by your supervisor 

(Source: WHMIS Handbook) 
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Handout 9 (Page 1 of 2) 
MATERIAL SAFETY DATA SHEET 

Section I – Hazardous Ingredients 
Hazardous Ingredients % Product ID number pin Gas number LD 50 of ingredient 

(specify species & route)
LC 50 of ingredient 

(specify species & route) 

      

      

      

      

      

      

      

      

Section 2 – Preparation data of MSDS 
Prepared by (group, department, ETC) Phone number Date 

Section 3 – Product identification & use 
Product identifier  

Product use  

Manufacture’s name Supplier’s name 

Street address Street address 

City Province City Province 

Postal Code Emergency phone No Postal code Emergency phone No 

Section 4 – Physical data 
City Province City Province 

Specific gravity Vapour press (mmH) Vapour density/air = 1 Evaporation/rate Boiling point(c) 

Freezing point (c) pH Coeff, water/oil dist. 

Section 5 – Fire & explosion data 

Flammable Yes  No   If yes under which conditions?   

Means of extinction 

Flashpoint (C) & method Upper flammable limit (% by volume) lower flammable limit (% by volume) 

Auto Ignition temperature (c) Hazardous combustion products 

Explosion data           Sensitivity to impact Sensitivity to static discharge 
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Handout 9 (Page 2 of 2) 
PRODUCT IDENTIFIER 
Section 6 – Reactivity data 
Chemical stability   If no, under which  

Yes  No    conditions?   

Chemical stability with other substances 

Yes  No   If so, which one?   

Reactivity, and under what conditions 

Hazardous decomposition products 

Section 7 – Toxicological properties 

Route of entry:     Skin contact          Skin absorption         Eve contact          Inhalation         Ingestion    

Effects of acute exposure to product __________________________________________________________________________________ 

Exposure limits Irritancy of product Sensitization to product Carcinogenicity 

Reproductive toxicity Teratogenicity Mutagenicity Synergistic products 

Section 8 – Preventative Measures 
Personal protective equipment 

Gloves (specify) Respiratory (specify) Eye (specify) 

Footwear (specify) Clothing (specify) Other (specify) 

Engineering controls (specify, EG. Ventilation, enclosed process) 

Leaks & spills procedure 

Waste disposal 

Handling procedures & equipment 

Storage requirements 

Special shipping information 

Section 9 – first and measures 
Special shipping information 

Source: WHMIS and Trafalgar Square, 1997 CWP WHMIS Training Package. 
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Terminology List  
WHMIS Symbols 

♦ Biohazardous Poisonous and Infectious Material 

♦ Dangerously Reactive Material 

♦ Poisonous and Infectious Material: Immediate and Serious Toxic Effects 

♦ Poisonous and Infectious Material: Other Toxic Effects 

♦ Oxidizing Material 

♦ Corrosive Material 

♦ Compressed Gas 

♦ Flammable and Combustible Material 
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MODULE 3: Communication and 
Terminology for the Workplace 

TOPIC 6: Engineering Concepts and 
Health and Safety Issues 

 
 

LEARNING OUTCOMES: 

By the end of this lesson, participants will be able to: 

♦ relate engineering concepts to health and safety issues within their own 
discipline and in general engineering practice 

♦ have knowledge of terminology related to health and safety in the 
engineering workplace 
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TOPIC SKILLS 
CLB 

COMPETENCE 
AREA 

COMPETENCIES PRE-TASKS TASK POST-TASK 

♦ Engineering 
Concepts and 
Health and 
Safety Issues 

♦ Reading  

♦ Speaking 

♦ unformatted 
text 

♦ exchanging 
information 

♦ analyze 
engineering 
concepts in terms 
of health and 
safety issues 

♦ scan for specific 
information 

♦ apply new 
terminology 
related to health 
and safety when 
providing 
information 
related to prior 
work experience 

♦ read an article on 
health and safety 
and engineering 

♦ extract information 
from a text 

♦ categorize safety 
topics by discipline 

♦ identify generic 
engineering 
concepts 

♦ match health and 
safety issues 
appropriate to 
generic engineering 
concepts 

♦ categorize 
engineering 
concepts by 
discipline 

♦ list related 
health and 
safety issue 

♦ discuss 
application 
or approach 
of health 
and safety 
in previous 
work 
experience 

♦ extend 
knowledge 
of discipline 
specific 
health and 
safety 
issues 

218 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 6: Engineering Concepts and Health and Safety Issues 

219 

Facilitator’s Guide for Module 3 
Topic 6: Engineering Concepts and Health and Safety Issues 

 

FACILITATOR PREPARATION 

Content 

In order to prepare for this lesson, the facilitator should be familiar with 
engineering concepts and related health and safety concerns. It is also important 
to be very familiar with the article used as an introduction. 

Delivery 

Copies should be made of the following handouts: 

♦ Handout 1 P.Engs. and Workplace Safety 

♦ Handout 2 Engineering Concepts Categorization Activity 

♦ Handout 3 Generic Engineering Concepts and Health & Safety Issues 

♦ Handout 4A-D Discipline-specific Health & Safety Issues  

♦ Handout 5  Summary Chart 

Terminology List (optional) 

Prepare a list on chart paper of engineering health and safety issues (see 
Facilitator’s Notes, Pre-Task 2). 

 

Methodology 
Introduction 

(10 minutes) 1. Review briefly the WHMIS lesson from the previous session, 
stressing that WHMIS is legally required for all employees, 
but that engineers have specific health and safety concerns 
related to their professional practice. 
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3. Facilitate a class discussion by asking participants how 
they applied health and safety rules in their last job as part 
of their professional responsibilities. 

Pre-Tasks 

(30 minutes) 1. Explain to the class that there have been some changes in 
the role of public health and safety within the engineering 
profession. Distribute Handout 1. Pair the participants and 
assign one of the following questions to each pair. 

♦ How is the Ministry of Labour changing its role in 
health and safety? 

♦ What are the implications for private-sector engineers? 

  Have them scan for this information as they are reading. 
Participants should try and determine the meaning of 
unfamiliar vocabulary using context clues and try to use 
this vocabulary when answering the above questions. To 
conclude this activity, discuss the role of the PEO as 
mentioned in the article. 

(20 minutes) 2. Brainstorm as a whole class some safety “topics” that 
would be applicable to engineers (e.g., fire safety, radiation 
control, chemical-process safety). Group participants 
according to discipline and have them list on chart paper 
safety topics that are applicable to their discipline. After ten 
minutes show the following list of safety topics (on chart 
paper) and have participants expand their list: 

     Safety Topics 
♦ Ergonomics / Biomechanics 
♦ Materials Handling and Warehousing 
♦ Machine Safety, Controls, and Displays 
♦ Electrical Safety and Lockout 
♦ Mechanical Handling Systems 
♦ Automated Systems and Robotics 
♦ Slips and Falls 
♦ Confined Spaces 
♦ Industrial Hygiene 
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♦ Chemical Process Safety 

♦ Hand and Power Tools 

♦ Personal Protective Equipment 

♦ Fire Protection 

♦ Life Safety 

♦ Construction Safety 

♦ Transportation Safety 

♦ System Safety Techniques 

♦ Product Safety 
  Remind the participants that they should be prepared to explain 

the reasons for their choices. Have the groups share their 
lists; they should justify their answers and provide 
examples (i.e., “___________ is important because…”). 

 (10 minutes) 3. Participants should now work in mixed-discipline groups. 
Mention that industrial engineers and mechanical 
engineers have the most to do with health and safety. 
Distribute Handout 2, a list of engineering concepts with 
which participants will be very familiar. 

  Explain that some of these concepts are generic and others are 
discipline specific. Have participants identify the generic 
concepts and make a list on the board. 

(10 minutes) 4. Distribute Handout 3 and have the participants work in 
pairs to match generic engineering concepts with related 
health and safety issues. Take up as a whole class. 

Task 

(10 minutes) 1. Regroup participants by disciplines. Refer participants back 
to the list of engineering concepts in Handout 2 and have 
them circle the concepts that are relevant to their 
discipline. 

(15 minutes) 2 After deciding which concepts are relevant to their 
discipline, have participants discuss what specific health 
and safety issues would be related to each concept that 
they selected. Give the participants fifteen minutes to 
discuss and share knowledge gained from prior work 
experience and training. 
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Post-Tasks 

(20 minutes) 1. Distribute Handouts 4A, B, C, D to participants in the 
appropriate discipline groups. Explain that this is a 
matching activity that is similar to the previous one but 
related to their discipline. Have the participants share their 
answers within their group. The Chemical Engineering 
handout is not extensive. Have this group review the 
WHMIS / MSDS post-task activity, since it would be 
relevant to them. Encourage them to discuss the health 
and safety issues they dealt with in their previous 
engineering workplaces, using the terminology covered in 
this lesson and the previous one.  

 2. Distribute Handout 5, which provides a summary of the 
information presented in this lesson 
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Handout 1 
    PLATFORM 

 P.Engs and Workplace Safety 
Nadia Elgohary, M.Eng., P.Eng. 

 Recent changes by the 
Ontario 

 Ministry of Labour 
demonstrate 

 how government is 
shifting 

 responsibility to the 
engineering 

 profession for areas of 
public 

 health, safety and 
welfare it 

 once regulated 
directly, says this 

 labour ministry 
engineer. To 

 protect the public and 

 themselves, 
professional 

 engineers must 
become more 

 aware of and prepare 
for their 

 new responsibilities. 
he provincial government is 
moving toward deregulation as 
a means of creating a 

competitive marketplace in which 
business can thrive. Yet the 
government must still maintain its 
commitment to protect the public’s 
health and safety. This means 
placing more responsibilities on 
professional engineers and industry 
to achieve higher safety standards 
and greater public protection. 
 The Ministry of Labour, for 
example, has changed the way it 
does business; its new mission 
statements says its new role is to 
set, communicate and enforce 
workplace parties to become more 
self-reliant in achieving those 
standards. This internal responsibi- 
lity system will form the foundation 
of Ontario’s approach to health and 
safety. 
 The ministry will no longer be 
in the business of preventing illness 
and injury. Prevention will be shifted 
to professional engineers, the 
Workers’ compensation board, and 

such government and safety 
Association of Ontario. 
 Accordingly, the ministry anno- 
unced in April 1996 that it was 
downsizing an refocusing its profes- 
sional services. At that time, the 
ministry’s engineering complement 
comprised 33 engineering consult- 
ants working for the construction, 
industrial and mining programs. 
Their duties included: 
♦ predevelopment reviews of 

drawings, as required by the 
Occupational Health and 
Safety Act; 

♦ issuing permits for such things 
as explosives magazines and 
lifting and hoisting devices in 
mines; 

♦ reviewing the structural adeq- 
uacy of arenas; 

♦ reviewing notifications, structural 
designs, new machinery and 
equipment, and new processes; 

♦ consulting with workplace 
parties, and 

♦ investigating with inspectors. 
 In June, the ministry reduced 
its engineering complement by more 
than half. Those professional 
engineers left will now focus on 
enforcement, engineering support 
for field staff, and policy and 
standards setting. 
 Thus, labour ministry engin- 
eers will no longer be responsible 
for review of drawings and 
engineering consultations for the 
following sections of Regulation 
213/91: forms and form/false work, 
scaffoldings, fall protection systems, 
suspended work platforms, multi- 
point suspended work platforms, 
excavation support systems, 
excavation slopes, support systems 
for repairs of underground pipes, 
shafts support systems, tunnels 
support systems, window cleaning 
anchor systems and layout and 
procedures for confined space 
entry. Similarly, they will no longer 
conduct predevelopment drawing 
reviews for industrial establishments 
legislated by the Occupational 
Health and Safety Act, nor will they 
review the structural adequacy of 
arenas. Also eliminated will be mine 
predevelopment drawing reviews, 
and licensing for explosives magazines 
and lifting and hoisting devices in 
mines. 
 To ensure that someone provides 
these necessary safety engineering 
services, existing legislation will be 
changed to require owners and 

employers to obtain the services of 
professional engineers. 
 This shift of responsibilities will 
present a major challenge for 
private sector engineers, who will 
have to become knowledgeable of 
all relevant safety legislation to 
avoid increasing their liability 
exposure. Remember, there will no 
longer be government professionals 
to double check safety engineering 
work. 
 To meet this challenge: 
♦ PEO must make Ontario 

engineers aware of the 
implications of the transfer of 
responsibilities from government 
engineers to the private sector, 
and must put in place a 
method to demonstrate to the 
government and the public its 
members’ competence and 
accountability for this work; 

♦ Organizations that employ 
engineers must ensure that 
their engineers have the nece-
ssary safety training; 

♦ Industry, when seeking safety 
engineering services, must 
employ only professional engi- 
neers who are qualified and 
experienced in safety enginee- 
ring, and  

♦ Professional engineers must 
seek training on safety legisla- 
tion and other specialized safety 
topics. 

 The Ministry of Labour has 
given Ontario engineers a 
tremendous opportunity to become 
recognized by the public as the 
group primarily responsible for 
ensuring workplace health and 
safety. But with this opportunity 
comes new responsibilities and new 
risks. If the Ontario public is to be 
protected and industry is to reap the 
benefits of an accident and injury 
free workplace, the engineering 
profession must recognize and 
prepare itself to accept its new 
responsibilities.  
 
Nadia Elgohary, M.Eng., P.Eng., 
has over 25 years’ experience in 
construction consulting, the last 15 
as a safety engineering consultant 
with the labour ministry. 
 
 
 

Platform is a forum for opinion on 
current engineering issues. Ideas 
expressed do not necessarily 

T 
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reflect PEO opinion or policy, nor 
does the association assume 
responsibility for the opinions 
expressed. 

Source: Engineering Dimensions, 1996. 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 6: Engineering Concepts and Health and Safety Issues 

227 

Handout 2 
Engineering Concepts Categorization Activity 

♦ Control systems 

♦ Statics and Dynamics 

♦ Automation 

♦ Mechanics and Kinetics 

♦ Fluid and Gas Dynamics 

♦ Professional and Engineering Ethics 

♦ Thermodynamics 

♦ Electrical Theory and Systems 

♦ Electronic Data Processing 

♦ Strength of Materials 

♦ Layout and Facility Planning 

♦ Information Management 

♦ Process Design and Analysis 

♦ Engineering Economics 

♦ Productivity 

♦ Product Design 

♦ Customer Relations 

♦ Simulation and Modelling 

♦ Quality 

♦ Engineering and Project Management 

♦ Emerging Technologies 
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Handout 3 
Generic Engineering Concepts and Health & Safety Issues 
Match the engineering concepts on the left with appropriate health and safety 
issues on the right. 

1) Engineering Economics a) 

2) Engineering and Project Management b) 

3) Information Management c) 

4) Simulation and Modelling d) 

5) Customer Relations e) 

6) Emerging Technologies f) 

7) Professional and Engineering Ethics g) 

8) Process Design and Analysis h) 

 Federal Safety standards 
 Familiarity with industry and 

consensus standards 
 Risk management, insurance, 

and liability 

 Risk assessment 
 Job safety analysis 
 Epidemiological analysis of new 

materials and substances 

Establishment of safety 
programs and work teams 

 Pre-operations safety planning 
 Measuring safety performance 
 Development of effective 

oral/written safety reports to 
t

 Product safety in acquisition and 
installation of new process 
equipment 

 Toxics use reduction 
Formalized process hazard

 Safety assessment and 
inspection techniques 

 Warnings and hazard 
communication 
Incident investigation and 

 Handling complaints from 
public/users 

 Responding to 
accidents/incidents 
Written communications 

 Process hazard analysis (what-
if, use of checklists, etc.) 

 Material process flow analysis 
 Ergonomics task assessment 

and use of anthropometric data 

 Risk assessment 
 Cost/benefit analysis 
 Cost justification of safety 

projects 
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FACILITATOR’S NOTES   
Answer Key to Handout 3 

All Disciplines 

Match the engineering concepts on the left with appropriate health and safety issues on the right. 

1) Engineering Economics h a) 

2) Engineering and Project Management c b) 

3) Information Management e c) 

4) Simulation and Modelling g 

 

d) 

5) Customer Relations f e) 

6) Emerging Technologies b f) 

7) Professional and Engineering Ethics a g) 

8) Process Design and Analysis d 

 

h) 

 Federal Safety standards 
 Familiarity with industry and 

consensus standards 
 Risk management, insurance, 

and liability 

 Risk assessment 
 Job safety analysis 
 Epidemiological analysis of new 

materials and substances 

Establishment of safety 
programs and work teams 

 Pre-operations safety planning 
 Measuring safety performance 
 Development of effective 

oral/written safety reports to 
t

 Product safety in acquisition and 
installation of new process 
equipment 

 Toxics use reduction 
Formalized process hazard

 Safety assessment and 
inspection techniques 

 Warnings and hazard 
communication 
Incident investigation and 

 Handling complaints from 
public/users 

 Responding to 
accidents/incidents 
Written communications 

 Process hazard analysis (what-
if, use of checklists, etc.) 

 Material process flow analysis 
 Ergonomics task assessment 

and use of anthropometric data 

 Risk assessment 
 Cost/benefit analysis 
 Cost justification of safety 

projects 
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Handout 4A 
Industrial Engineering Health & Safety Issues 
Match the engineering concepts on the left with appropriate health and safety 
issues on the right. 

1) Mechanics and Kinetics a) 

2) Control Systems b) 

3) Automation c) 

4) Layout and Facility Planning d) 

5) Productivity e) 

6) Strength of Materials f) 

Fire safety in building design 
 Storage and transport of corrosive 

and reactive substances 
 Selection and testing of personal 

protective equipment (hard hats, 
safety shoes, etc.) 

Ergonomic design of workplaces 
 Minimization of materials handling 
 Facility traffic flow and vehicle 

safety 
 Design for fire prevention and 

protection 
Life safety and evacuation 

l i

 Selection and use of controls 
 Human error 
 Layout and positioning of 

controls 

Slip and fall protection
 Properties of floor surfaces and 

optimal coefficients of friction 
 Bio-mechanical assessment of 

musculoskeletal system 
 Health hazards of segmental and 

whole-body vibration  

 Robotics safety 
 Use of automation in the 

prevention of materials handling 
hazards 
Assessment of human tolerance 

Work physiology and fatigue 
 Detrimental effect of shift 

work/overtime 
 Optimization of ambient 

environmental conditions (e.g., 
lighting, temperature, etc.) 
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FACILITATOR’S NOTES   

Answer Key to Handout 4A 
Industrial Engineering 

Match the engineering concepts on the left with appropriate health and safety issues on the right. 

1) Mechanics and Kinetics d a) 

2) Control Systems c b) 

3) Automation e c) 

4) Layout and Facility Planning b d) 

5) Productivity f e) 

6) Strength of Materials a f) 

Fire safety in building design 
 Storage and transport of corrosive 

and reactive substances 
 Selection and testing of personal 

protective equipment (hard hats, 
safety shoes, etc.) 

Ergonomic design of workplaces 
 Minimization of materials handling 
 Facility traffic flow and vehicle 

safety 
 Design for fire prevention and 

protection 
Life safety and evacuation 

l i

 Selection and use of controls 
 Human error 
 Layout and positioning of 

controls 

Slip and fall protection
 Properties of floor surfaces and 

optimal coefficients of friction 
 Bio-mechanical assessment of 

musculoskeletal system 
 Health hazards of segmental and 

whole-body vibration  

 Robotics safety 
 Use of automation in the 

prevention of materials handling 
hazards 
Assessment of human tolerance 

Work physiology and fatigue 
 Detrimental effect of shift 

work/overtime 
 Optimization of ambient 

environmental conditions (e.g., 
lighting, temperature, etc.) 
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Handout 4B 
Chemical Engineering Health & Safety Issues 
Match the engineering concepts on the left with appropriate health and safety 
issues on the right. 

1) Product Design a) 

2) Quality b) 

Refer back to the WHMIS lesson and read and discuss in your group the MSDS 
form. 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal) 

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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FACILITATOR’S NOTES   
Answer Key to Handout 4B 

Chemical Engineering Health & Safety Issues 

Match the engineering concepts on the left with appropriate health and safety issues on the right. 

1) Product Design a a) 

2) Quality b b) 

Refer back to the WHMIS lesson and read and discuss in your group the MSDS form. 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal) 

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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Handout 4C 
Mechanical Engineering Health & Safety Issues 
Match the engineering concepts on the left with appropriate health and safety 
issues on the right. 

1. Statics and Dynamics a) 

2. Fluid and Gas Dynamics b) 

3. Thermodynamics c) 

4. Product Design d) 

5. Quality e) 

 

 Control of explosions and other 
unintended releases of energy 

 Safe use of compressed gases 
 Safety of boilers and pressure 

vessels

 Ventilation of air contaminants 
 Design and hydrostatic testing of 

sprinkler systems 
 Safety properties of cryogenic 

fl id

 Calculation of safety factors and 
performance limits 

 Rated capacities of hoists, 
cranes, scaffolding, storage racks, 
etc. 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal)

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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FACILITATOR’S NOTES   
Answer Key to Handout 4C 

Mechanical Engineering Health & Safety Issues 

Match the engineering concepts on the left with appropriate health and safety issues on the right. 

1. Statics and Dynamics d a) 

2. Fluid and Gas Dynamics c b) 

3. Thermodynamics d c) 

4. Product Design e d) 

5. Quality a e) 

 

 Control of explosions and other 
unintended releases of energy 

 Safe use of compressed gases 
 Safety of boilers and pressure 

vessels

 Ventilation of air contaminants 
 Design and hydrostatic testing of 

sprinkler systems 
 Safety properties of cryogenic 

fl id

 Calculation of safety factors and 
performance limits 

 Rated capacities of hoists, 
cranes, scaffolding, storage racks, 
etc. 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal)

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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Handout 4D 
Electrical Engineering Health & Safety Issues 
Match the engineering concepts on the left with appropriate health and safety 
issues on the right. 

1) Electrical Theory and Systems a) 

2) Product Design b) 

3) Electronic Data Processing c) 

4) Quality d) 

 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal)

 Protective and system grounding 
 Lockout/tagout. Zero energy state 
 Prevention of fires and electrical 

shock 

 Safety data storage and retrieval 
 Software safety 
 Hazards of computers and VDTs 

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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FACILITATOR’S NOTES   
Answer Key to Handout 4D 

Electrical Engineering Health & Safety Issues 

Match the engineering concepts on the left with appropriate health and safety issues on the right. 

1) Electrical Theory and Systems c a) 

2) Product Design b b) 

3) Electronic Data Processing a c) 

4) Quality d d) 

 

 Product hazard assessment and 
control 

 Product life-cycle analysis (e.g., 
installation, repair, maintenance, 
disposal)

 Protective and system grounding 
 Lockout/tagout. Zero energy state 
 Prevention of fires and electrical 

shock 

 Safety data storage and retrieval 
 Software safety 
 Hazards of computers and VDTs 

 Detection and analysis of defects 
and system features 

 Hazard identification techniques 
 System safety analyses (e.g., 

FMEA, Fault Tree) 
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Handout 5- Summary Chart 
 

Engineering 
Concepts Safety and Health Examples  Engineering 

Concepts Safety and Health Examples 

Statics and 
Dynamics 

• Calculation of safety factors and 
performance limits 

• Rated capacities of hoists, cranes, 
scaffolding, storage racks, etc. 

• floor loading  

 Productivity • Work physiology and fatigue 
• Detrimental effect of shift work/overtime 
• Optimization of ambient environmental 

conditions (e.g., lighting, temperature, 
etc.) 

Mechanics and 
Kinetics 

• Slip and fall protection 
• Properties of floor surfaces and optimal 

coefficients of friction 
• Biomechanical assessment of 

musculoskeletal system 
• Health hazards of segmental and 

whole-body vibration 

 Product Design • Product hazard assessment and control 
• Product life-cycle analysis (e.g., 

installation, repair, maintenance, 
disposal) 

• Use of CPSC, ASTM and other safety-
related standards. 

Fluid and Gas 
Dynamics 

• Ventilation of air contaminants 
• design and hydrostatic testing of 

sprinkler systems 
• Safety properties of cryogenic fluids 

 Customer 
Relations 

• Handling complaints from public/users. 
• Responding to accidents/incidents 
• Written communications (warnings, 

instructions, etc.) 
Thermodynamics • Control of explosions and other 

unintended releases of energy 
• Safe use of compressed gases 
• Safety of boilers and pressure vessels 

 Emerging 
Technologies 

• Risk assessment 
• Job safety analysis 
• Epidemiological analysis of new 

materials and substances 
Electrical Theory 
and Systems 

• Protective and system grounding 
• Lockout/tagout – Zero energy state 
• Prevention of fires and electrical shock 

 Process Design 
and Analysis 

• Product safety in acquisition and 
installation of new process equipment 

• Toxics use reduction 
• Formalized process hazard analysis 

Strength of 
Materials 

• Fire safety in building design 
• Storage and transport of corrosive and 

reactive substances 
• Selection and testing of personal 

protective equipment (hard hats, safety 
shoes, etc.) 

 Layout and 
Facility 
Planning 

• Ergonomic design of workplaces 
• Minimization of materials handling 
• Facility traffic flow and vehicle safety 
• Design for fire prevention and protection 
• Life safety and evacuation planning 

Information 
Management 

• Safety assessment and inspection 
techniques 

• Warnings and hazard communication 
• Incident investigation and 

recordkeeping 

 Electronic Data 
Processing 

• Safety data storage and retrieval 
• Software safety 
• Hazards of computers and VDTs 

Engineering 
Economics 

• Risk assessing 
• Cost/benefit analysis 
• Cost justification of safety projects 

 Professional and 
Engineering 
Ethics 

• Federal/state safety standards 
• Familiarity with industry and consensus 

standards 
• Risk management, insurance and 

liability 
Engineering and 
Project Mgmt. 

• Establishment of safety programs and 
work teams 

• Pre-operations safety planning 
• Measuring safety performance 
• Development of effective oral/written 

safety reports to management 

 Automation • Robotics safety 
• Use of automation in the prevention of 

materials handling hazards 
• Assessment of human tolerance for 

speed 

Quality • Detection and analysis of defects and 
system failures 

• Hazard identification techniques 
• System safety analyses (e.g., FMEA, 

Fault Tree) 

 Control 
Systems 

• Selection and use of control 
• Human error 
• Layout and positioning of controls 

Simulation and 
Modeling 

• Process Hazard analysis (“what-if”, use 
of checklists, etc.) 

• Material Process flow analysis 
Ergonomics task assessment and use 
of anthropometric data 

   

Source:  Dembe, A.E.  (1996). “The Future of Safety and Health in Engineering Education.” Journal of Engineering Education: 85. 
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Terminology List  

Pre-Task 1 
 

♦ deregulation  

♦ a means of  

♦ downsizing  

♦ shift  

♦ competence and accountability  

♦ to reap benefits  

♦ notifications  

Generic Health and Safety Terminology 

♦ safety standards ♦ risk management 
♦ industry and consensus standards ♦ risk assessment 
♦ liability ♦ job-safety analysis 
♦ epidemiological analysis ♦ work term 
♦ safety performance ♦ material process flow analysis 
♦ formalized process hazards analyses ♦ ergonomics task assessment 
♦ anthropometric data  
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Facilitator Training Guidelines 
(Definitions for words in boldface can be found in the Glossary.) 

Each Occupational Terminology Workshop is a complete curriculum which 
includes lesson plans, participant handouts, and detailed facilitator’s notes for 
each lesson. Each workshop consists of three modules; within each module 
there are between two and five three-hour lessons.  Each lesson has been 
structured around the Canadian Language Benchmarks in terms of language 
skills, competence areas, and competencies.  The methodology adopted is 
based on a weak approach to task-based learning structured around pre-
tasks, tasks, and post-tasks.  Each kind of task reinforces language 
competencies in different ways. 

Tasks have been defined as real-world communicative acts similar to ones that 
participants will encounter in their pursuit of employment in their occupation.  
Expected learning outcomes are outlined at the beginning of each lesson. 

Although each lesson is complete in terms of facilitator preparation requirements 
and methodology, the following guidelines may be useful in providing background 
information needed by the facilitator in terms of theory, content, and language-
learning approach.  The guidelines also familiarize the facilitator with the format 
of the lessons.  The guidelines can be used independently to assist the facilitator 
in preparing to deliver the curriculum. They can also be used to provide a 
framework for the development of a facilitator-training program. It should be 
noted that the curriculum and the facilitator’s notes assume that an experienced 
ESL instructor will deliver the workshop.  In addition, a background in 
engineering is required. 
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Communicative Language Learning 

Familiarity with basic language learning and teaching approaches is essential for 
the facilitator.  For example, it is assumed that the facilitator is aware of 
communicative approaches to language learning.  Although absolute consensus 
is lacking in the theory and research of second language acquisition, all 
communicative approaches promote the importance of learning and acquiring a 
language through meaningful practice in relevant contexts.  In the terminology 
workshop, oral negotiation of terminology forms a critical part of vocabulary and 
language learning. 

A central principle governing the development of this curriculum is that the role of 
the facilitator is to help the participants express their own ideas more clearly.  
The internationally-trained professionals who participate in the terminology 
workshop have extensive knowledge in their field; it is important that the 
facilitator acknowledge this expertise throughout the workshop. In fact, the 
success of the workshop depends on participants sharing their professional 
knowledge and expertise with each other.  

The issue of error correction in communicative language approaches is 
important. The research literature suggests that correcting grammatical errors 
during tasks impedes the development of language fluency.  In the terminology 
workshops, we propose that error correction take place primarily during pre-tasks 
and post-tasks. During tasks participants should focus on fluency in the 
performance of real-world language activities. 

We suggest that the facilitator employ a variety of activities, including pair and 
small group activities, to provide maximum opportunity for communicative 
practice. In addition, co-operative learning strategies such as assigning roles to 
group members (e.g., the ideas person, the note-taker, the speaker) encourage 
all participants to contribute.  Group or team work is a requirement of today’s 
workplace and these activities in the classroom mirror the communication 
requirements of the workplace. 

Facilitators should be sensitive to participants’ prior experiences and 
expectations of learning new terminology.  In some cases, providing a rationale 
for the approach may be necessary. The Participant Introductory Handout, 
included in the first lesson, explains the workshop’s vocabulary-learning 
methodology.  The facilitator should be prepared to expand on the concept of 
“knowing a word” by providing examples.  This concept is further explained 
below. 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 6: Engineering Concepts and Health and Safety Issues 

248 

Vocabulary Acquisition 

The terminology workshop curriculum is based on principles of second-language 
learning and vocabulary acquisition.  There is general agreement among SLA 
researchers that vocabulary is learned by degree, and learned best through 
repeated exposure in a variety of contexts and media.  The distinction between 
quantitative and qualitative vocabulary knowledge is an important one.  
Quantitative vocabulary knowledge refers to the number of words one knows, 
whereas qualitative knowledge refers to what we know about those words.  
Although we assume that we “know” a word, this knowledge may be only 
superficial or partial.  For example, we might successfully infer the meaning of a 
word when we hear or read it in a specific context, but be unable to use it 
ourselves either in speech or writing. Ellis (1996) describes six competencies that 
characterize in-depth vocabulary knowledge, pertaining to both receptive 
(reading and listening) and productive (writing and speaking) language skills.  
Learners should be able to: 

1. both speak and write the word 
2. understand the word’s denotative reference 
3. understand the word’s connotative meaning 
4. know in what grammatical patterns the word can be used 
5. know with what words it collocates 
6. know with what other words it is typically associated 

This depth of vocabulary knowledge is best achieved when both intentional and 
incidental learning activities take place in the classroom.  In intentional learning, 
the primary focus is on the form and/or intrinsic properties of words (e.g., parts of 
speech, pronunciation, etc.).  In incidental learning, vocabulary development is a 
secondary outcome of successful task performance.  This curriculum employs 
both intentional and incidental learning activities that are mutually reinforcing in 
the process of vocabulary acquisition. (For further reading on vocabulary 
acquisition, please refer to the bibliography). 
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Pronunciation and Occupational Terminology 

Teaching pronunciation is as necessary as teaching any other language skill. 
Speakers with poor pronunciation may be misunderstood or deemed 
incompetent in their second language. Individuals who otherwise have excellent 
professional qualifications may be denied employment due to poor pronunciation. 
Regardless of level, most ESL learners could achieve more native-like 
pronunciation in English if they received explicit instruction and targeted practice 
in pronunciation. Therefore, pronunciation should be viewed as an integral part of 
language training.  

The facilitator can include pronunciation practice throughout the delivery of the 
Occupational Terminology curriculum, as the need arises. Some first language 
groups may have characteristic difficulties and could benefit from focused 
instruction on aspects of pronunciation such as phonemes (individual vowel and 
consonant sounds), consonant clusters, suffixes, etc. Other learners may benefit 
from practice in sentence stress and intonation.  Pronunciation can be included in 
a lesson as part of the pre-task activities.  After the learners have practised an 
aspect of pronunciation in a focused manner, they can be encouraged to practise 
it in the task that follows. 

The facilitator can refer to the following chart for a list of suggested areas for 
pronunciation instruction and practice. 
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Suggested Areas for Pronunciation Instruction and Practice 

phonemes – vowels  

phonemes – consonants  

non-released final consonants  

consonant clusters  

consonant combinations in phrases  

glottal stop / flap / negative contractions  

syllables:  stressed / unstressed  

sentence stress  

sentence focus  

inflectional endings  

suffixes  

reductions / assimilations / ellipsis / schwa  

linking  

voicing / de-voicing  

rhythm – content & functions words  

intonation – rising / falling  

pitch  

OTHER:  

  

  

 

(Source:  TCSB Adult ESL Curriculum Guidelines, 1996) 
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Components of a Task-based Curriculum 

In order to incorporate vocabulary acquisition theories into a practical second 
language-learning program, this terminology workshop is based on a weak form 
of a task-based curriculum. Workshop participants are presented with 
opportunities to explore the terminology both in form and meaning and in 
different contexts, thus increasing the depth of their word knowledge.  Pre-tasks 
or pedagogical tasks provide explicit (or intentional) focus on the language 
components that enable the participants to accomplish the tasks. Pre-tasks are 
followed by real-world tasks, in which participants use newly acquired 
terminology in the context of tasks related to licensing, work search, and 
workplace communication.  Post-tasks ensure that learning has taken place by 
analyzing, repeating, or evaluating pre-tasks and tasks. 

Recent research strongly suggests that the oral negotiation of new vocabulary 
increases and reinforces word knowledge.  Accordingly, all task types in this 
document are organized in such a way that group or pair learning is an integral 
part of classroom procedure. (For further reading on task-based learning, please 
refer to the bibliography.) 
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Curriculum Format and Canadian Language Benchmarks 

The curriculum is divided into three modules: licensing, work search, and 
workplace communication and terminology.  Each module contains between two 
and five lessons.  At the beginning of each lesson, learning outcomes, including 
terminology outcomes, are identified.  A chart in which language and vocabulary 
activities and tasks are summarized provides an overview of the lesson. This 
chart incorporates the Canadian Language Benchmarks framework in terms of 
skills, competence areas, and competencies.  For each of twelve benchmark 
levels of language proficiency, the CLB identifies the four areas of competence 
that have been selected for each skill area (see below).  Within these areas of 
competence, further competencies are delineated which identify the precise 
language abilities for that benchmark. 

Listening/Speaking A. following and giving instructions 
B. social interaction 
C. exchanging information 
D. suasion (getting things done) 

Reading A. reading instructions 
B. reading formatted texts 
C. reading unformatted texts 
D. reading informational texts – analysis and 

evaluation 

Writing A. information – copying, reproducing 
B. formatted text – filling out/construction 
C. unformatted text – describing 
D. expressing ideas – conveying messages 

analysis, evaluation, suasion 

(source:  Canadian Language Benchmarks, p.1) 
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Facilitator Preparation 

The facilitator’s notes at the beginning of each lesson contain a preparation 
component for both content and delivery of the lesson. It is very important that 
the facilitator be prepared to deliver the lesson efficiently in order to stay within 
the timelines provided for each element of the lesson. 

A.  Content 

It is possible to prepare to deliver this curriculum solely using the facilitator’s 
notes for each lesson. However, it is strongly recommended that instructors seek 
out additional resource material. A wealth of material is available on the Internet, 
as well as from individual regulatory bodies.   

B.  Delivery 

Under this heading, the facilitator’s notes list the handouts, overheads, and other 
materials required by the lesson. Any materials that need to be prepared in 
advance by the instructor are also noted here. 

 

Methodology 

The methodology component of the facilitator’s notes provides detailed 
instructions for facilitating the four components of each lesson: the introduction, 
pre-tasks, task, and post-task.  The introduction usually draws upon  participants’ 
prior experience and knowledge of the topic.  Pre-tasks prepare participants for 
tasks, in which they will use both productive and receptive knowledge of 
terminology learned in the pre-tasks. The post-task serves to reinforce elements 
of the lesson.  Each lesson is timed to help the facilitator ensure completion of 
the tasks and pacing of the lesson.  Most lessons conform to this framework.  
There are some exceptions, however, and a few lessons extend this framework 
over several sessions.  
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Handouts and Facilitator’s Notes / Answer Keys 

Participant handouts are included for all tasks in each lesson.  Overheads are 
also included; these need to be photocopied onto transparencies for use with an 
overhead projector. Most handouts are accompanied by a facilitator’s answer 
key. Facilitators are encouraged to work through the activities themselves, 
however, and not rely solely on the answer key.  This is an important part of 
facilitator preparation. 

It is important to update the content of this curriculum regularly, especially the 
authentic materials such as job ads and information from regulatory bodies. 

Facilitators should be aware that the Occupational Terminology Workshop is part 
of a comprehensive occupation-specific training model for internationally-trained 
professionals.  Familiarity with the contents of the Orientation and Overview 
Workshop, the computerized profile-building software, and career action plan will 
enhance the delivery of the terminology workshop. 

 
Christina Yurchuk,  Project Team Leader 
Brian Morgan,  Curriculum Advisor 
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Evaluation Design 
The object of language-program evaluation is to provide accurate evidence or 
measurement of the effects of a program’s design and implementation.   The 
choice of evaluation instruments should reflect the needs of the various 
stakeholders involved.  These can range from generating statistical evidence for 
funding agencies to providing participant feedback for curriculum designers, 
which can be used to improve the program on an ongoing basis. 

Given the scope and design of the occupational terminology project, we feel that 
a combination of quantitative and qualitative evaluation tools may be the best 
option available.  The absence of control factors such as a large sample size of 
participants, the non-random selection of participants, and a comparison study 
group, necessarily limits the types of validity claims that can be made based on 
quantitative data generated through testing.  Such evaluation tools are primarily 
summative or product-oriented in that they measure end results but provide little 
information about specific classroom processes used during program delivery.  
To overcome such limitations, students and facilitators can be consulted through 
program questionnaires designed to generate qualitative data on both the 
strengths and weaknesses of materials and methods implemented. 

We propose the following evaluation instruments for the workplace terminology 
project: 

1. A participant questionnaire has been developed to evaluate activities and 
gather general observations at the end of each module or lesson.  As well, 
suggestions for program improvement can be requested. A second 
participant questionnaire has been developed for overall program 
evaluation, to be completed by participants at the conclusion of the 
terminology workshop. 

2. A facilitator questionnaire has been designed similar to the lesson/module 
version for participants.   

The data collected by these evaluation instruments can provide useful 
information with which to analyze and interpret the effects of the program on 
participants. 
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Participant Evaluation Questionnaires 

There are two participant evaluation questionnaires. One is appropriate for 
participants to complete at the end of each lesson or module.  The second is an 
overall program evaluation, which participants can fill out at the end of the 
terminology workshop. Participants should be given at least 30 minutes to 
complete these questionnaires.  

 

 

 

 

 

 

 

 

 

 

 

 

 

(Source: Lynch, K. Brian. Language Program Evaluation, Cambridge University Press, 1996. fig 7.10, UCLA Student 
Questionnaire developed by A. Kahn and B. Lynch.) 
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Participant Evaluation Questionnaire – End of 
Lesson/Module 

A. Please answer the following questions regarding the lesson or module just 
completed in as much detail as possible. 

 1. Describe one or two activities that you found to be useful and explain 
why. 

 

 

 

 2. Describe one or two activities that you found to be less useful and 
explain why. 

 

 

 

 3. What do you think should be added to the lesson or module? 

 

 

 

 4. What do you think should be left out of the lesson or module? 
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Participant Evaluation Questionnaire 
B. General Comments 

Please comment in more depth about any of the above statements, or any other 
aspect of the Accounting Terminology Workshop in the space below.  Your 
comments and suggestions are very useful to help us evaluate and modify the 
workshop. 
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Occupational Terminology 

Evaluation 
 
Session & Year:    
Profession: ❐   Accounting ❐   Engineering ❐  Health Care 
Facilitator:    

 
1. The workshop helped me to ask the right questions of 

the regulatory body in charge of my profession (PEO, 
OACETT, ICAO, CGA, CMA, or Colleges of Midwives, 
Nurses, Physiotherapists, Pharmacists, etc). 

 
     If you disagree, please explain. 

 
 

❐  Strongly Agree 
❐  Agree 
❐  Disagree 
❐  Strongly disagree  
 

 
 

 

 
2. The job search exercises helped me to understand 

words used in newspaper job advertisements. 

 
❐  Strongly Agree 
❐  Agree 
❐  Disagree 
❐  Strongly disagree  

      If you disagree, please explain.  
 
 

 

 
 

 

  
3. I received enough practice describing my skills and 

experience in English. 
❐  Strongly Agree 
❐  Agree 
❐  Disagree 
❐  Strongly disagree 
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4. I learned English terminology that will help me in the 

workplace. 
❐  Strongly Agree 
❐  Agree 
❐  Disagree 
❐  Strongly disagree  
 

 
 
 
 
5. What I liked best about the Occupational Terminology class…. 
 
 
 
 
 
 
  
6.  What I liked least about the Occupational Terminology class… 
 
 
 
 
 
 

  
 

 

 

Thank you for completing this evaluation.  With your input we will be able to 
improve the quality of the Accounting Terminology Workshop. 
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Facilitator’s Feedback Questionnaire 

This questionnaire is a component of the Program Evaluation, which can be 
completed by the facilitator at the end of each lesson or module. 

A. Please answer the following questions regarding the module or lesson just 
completed in as much detail as possible. 

 1. Describe one or two activities that you found to be useful and explain 
why. 

 

 

 2. Describe one or two activities that you found to be less useful and 
explain why. 

 

 

 3. What do you think should be added to the module or lesson? 

 

 

 4. What do you think should be left out of the module or lesson? 
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Facilitator Feedback Questionnaire 

B. General Comments 

 Please comment in more depth about any of the above statements.  Also, 
please comment on any difficulties you had delivering the curriculum 
based on the particular context of your workplace and the experiences of 
the participants. 
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Glossary 
Canadian Language Benchmarks (CLB) – CLB is an initiative of Citizenship 

and Immigration Canada to establish nation-wide benchmarks for English 
as a Second Language proficiency levels.  It is a “task-based descriptive 
scale of language proficiency in ESL, expressed in terms of 
communicative competence as twelve benchmarks (or reference points).” 
Since 1996, the Centre for Canadian Language Benchmarks has 
undertaken a variety of projects, including the Canadian Benchmarks 
2000 series of publications. For more information, visit 
http://www.language.ca.  

competence area – as defined by the CLB, is a general statement of intended 
outcome of learning, which can be broken down into more specific 
competencies. 

competencies – as defined by the CLB, are what a person can do, which 
indicates the range of a person’s language ability. 

context  –  is defined as the socio-cultural milieu in which a communicative act 
(i.e., task) takes place.  Identifying the context of a task influences choice 
of vocabulary and it takes into account the purpose of the communication, 
the medium, and the role relationships of the speakers/writers-readers. 

formatted text – according to the CLB, written texts that are standardized in a 
recognizable format.  In this document, texts whose primary meanings and 
functions can be easily inferred from its visual layout or organization (e.g., 
office memo, résumé, menu) are considered to be formatted texts. 

incidental learning – in this document, incidental learning refers to vocabulary 
development that occurs as a secondary outcome of task performance. 

intentional learning – in this document, intentional learning refers to vocabulary 
development that occurs when the primary focus is on the form and/or 
intrinsic properties of words. 

module – the division of the curriculum that addresses the use of language 
according to different contexts.  The three modules are communication 
and terminology for the workplace, for licensing, and for work search. 

pedagogical task – see task. 
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pre-task – in this document, pre-tasks are related to tasks (see below):  
instruction is focused on specific features and properties of language 
relevant to task performance. 

post-task – in this document, post-tasks are a reinforcement of previous learning 
and can take the form of performance, analysis, and/or testing. 

productive knowledge of vocabulary – usually means knowledge of how to 
use a word in speech and writing. 

quantitative vocabulary knowledge – refers to the number or quantity of words 
one knows. 

qualitative vocabulary knowledge – refers to the depth of vocabulary 
knowledge as described  by Ellis (1996). 

real-world task – see task. 

receptive knowledge of vocabulary – usually means knowledge of a word that 
is heard or read in the context of listening or reading. 

sector, sub-sector – a sector is a broad field, profession, or trade.  Sub-sectors 
are more specialized fields within sectors (e.g.,  within the engineering 
sector, chemical engineering is a sub-sector). 

skill – as defined by the CLB, skills are any of the four modalities:  speaking, 
listening, reading, and writing. 

sector expert – is a person with expert knowledge of a particular sector who was 
consulted during the development of the curriculum in order to gain 
insights into market trends, communication needs, requirements of 
employers, etc..  Recently arrived and unemployed internationally-trained 
professionals  can also be sector experts. 



ENGINEERING  TERMINOLOGY  WORKSHOP 

Module 3: Communication and Terminology for the Workplace 
Topic 6: Engineering Concepts and Health and Safety Issues 

267 

strong form of task-based curriculum – in this type of curriculum, the task 
function is the primary organizing feature of teaching, and all instruction 
focuses on its successful performance.  In terms of vocabulary, this would 
suggest that performance of the task alone provides sufficient exposure to 
develop the depth of word knowledge described by Ellis (1996).  
Vocabulary development is considered to be incidental and an indirect 
outcome of meaning-directed activities.  This formulation is consistent with 
Nunan’s definition of task:  “We learn to communicate by communicating;  
we cannot so easily separate the target from the means of achieving it.”  
(See weak form of task-based curriculum.) 

task – for the purpose of this curriculum, task is broadly defined as the use of 
language to accomplish a particular purpose within a specific social 
context.  In the literature, many researchers have distinguished two 
primary task types: pedagogical tasks and real-world tasks.  Pedagogical 
tasks are specific to teaching and learning about language.  In contrast, 
real-world tasks are focused on real communication outside the 
classroom.  In this curriculum, this means that pedagogical tasks focus 
attention explicitly on features of the vocabulary (e.g., pronunciation, 
denotative meaning, associations, etc.) needed for task performance in a 
given context (e.g., licensing or job search.)  In real-world tasks, 
classroom activities are designed to reflect the specific types of language 
situations that participants will encounter in their professional lives. 

unformatted text – text whose primary function and meaning are not easily 
inferred visually from their layout or organization. 

weak form of task-based curriculum – in this approach to task-based learning, 
tasks are a vital part of language instruction, but they are embedded in a 
more complex pedagogical context: preceded by focused instruction, or 
pre-tasks and succeeded by follow-up activities or post-tasks).  In terms of 
vocabulary, this approach allows for greater attention to be placed on 
words in pre-task activities.  For example, explicit instruction is focused on 
the intrinsic qualities of the word (i.e., denotative meanings, pronunciation, 
root forms).  Such an approach provides an enriched input that not only 
increases depth of vocabulary knowledge, but also enhances performance 
of tasks. (See strong form of task-based curriculum.) 

 
 


