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Compréhension de I’écrit

Reading Comprehension
40 questions Durée 60 minutes

Lisez chaque texte, puis choisissez la meilleure réponse, de (1) a (4). Les questions vont des textes de travail
les plus courts aux plus longs; les textes et les questions sont en anglais, comme au vrai test. Prévoyez 60
minutes : le test supervisé accorde 90 minutes pour 60 questions, et ce cahier garde ce rythme.

NIVEAU A - QUESTIONS 1 A 9

Textes courts et courants

Read the following text and answer the question.

Hello,

Please send your completed timesheet to Gabrielle Nguyen by 12:45 p.m. on August 9. If Gabrielle is
away, send it to Isabelle Gagné at the Client Service Centre. Paper copies may be left in room 5D-139
before lunch.

Thank you,
Payroll Support

G According to the email, what should employees do if Gabrielle Nguyen is away?
E] Give the paper copy to Gabrielle Nguyen in room 5D-139.
E] Leave the timesheet in room 5D-139 after lunch.
E] Send the timesheet to Isabelle Gagné.

E] Submit the timesheet on August 9 at the Client Service Centre.
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Hello,

Labour Relations Division employees who need a pool car on September 27 must send the booking
form to Dana Reid by 11:45 a.m. Please do not leave forms in room 1B-483. Quinn Paquette will

collect approved keys from reception after lunch.

Thank you,

Administrative Services

e According to the above email, employees who need a pool car on September 27 must ...
leave the booking form in room 1B-483 before 11:45 a.m.
send the form to Dana Reid before noon

send approved keys to Quinn Paquette by 11:45 a.m.

(2] [e] [e] [=]

pick up approved keys from reception after lunch

Dear colleagues,

New desks and chairs for the Grants and Contributions Office will arrive on March 10. Delivery staff
will begin at 3:30 p.m. Please clear personal items from room 1D-123 before that time. If you have

questions about placement, contact Fiona Rossi.

Sincerely,
Uma Ahmed

e According to the letter, when will delivery staff begin?
[1] On March 10 at 3:30 p.m.
E] After personal items are moved on March 10.
[3] Before March 10 in room 1D-123.

E When Fiona Rossi confirms the furniture placement.
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The Contracting and Procurement Section is holding a clothing drive for a local charity. Clean coats,
gloves and boots may be left in room 5C-252 until 8:30 a.m. on December 14. Julien Girard will take

the donations to the charity that morning. For questions, contact Raphaél Sauvé.

° According to the bulletin, donated clothing must be left...
E] in room 5C-252 before 8:30 a.m. on December 14
@ at the local charity by Julien Girard
@ in the Contracting and Procurement Section after 8:30 a.m.

E with Raphaél Sauvé on December 14

To all staff,

The Geospatial Data Unit will hold an evacuation drill on February 23 at 9:45 a.m. When the alarm
sounds, leave room 3G-479 and meet at the north parking area. Wendy Patel will check attendance

there. Tyler Stewart will reopen the office after the drill.

Thank you.

e According to the memo, staff must...
m report to Tyler Stewart at 9:45 a.m. in the office
@ return to the office with Wendy Patel after the drill
@ wait in room 3G-479 for Wendy Patel

[Z] go to the north parking area when the alarm starts

Notice to staff: The lunchroom in the Contracting and Procurement Section will be closed for
renovation from April 20 to April 24. During that time, employees may use the temporary eating area
in room 3C-311. Questions can be sent to Hannah Martel. The room will reopen on April 27 at 1:45

p.m.

e According to the notice, employees should use ...

the reopened lunchroom on April 20
Hannah Martel's office from April 20 to April 27

room 3C-311 during the renovation period

(2] [e] [e] [2]

the lunchroom until April 24 at 1:45 p.m.
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Hello,

The shuttle between North Tower and Records Centre will stop after April 4. Fleet Management
Section made this change because daily use has fallen and one vehicle must be kept for urgent

deliveries. Staff may use the interbuilding walkway or book a pool car for approved trips.

Thank you,

Fleet Management Section

e According to the above message, the shuttle will stop after April 4 because ...
E] few staff members use it and a vehicle is needed for urgent delivery work.
E] staff may use the walkway or a pool car for approved trips.
@ approved trips will move to a pool car booking process.

E the route serves North Tower and Records Centre after April 4.

Hello,

You will receive a new access card from the Facilities Management Directorate. Your current card
must be replaced because the building readers will be updated on April 10. Please bring your current
card when you pick up the new one. If your card is lost, contact Isabelle Bergeron before the

replacement date.
Thank you,

Facilities Management Directorate

e According to the above message, the card replacement is needed because ...

E] a missing card must be reported before the replacement date.
[2] the old card must be brought when the new card is collected.
E] the entry system will change on April 10.

[4] (None of the above)
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Choose the word or group of words that best completes the text.

Subject: Fleet vehicle bookings
Hello,

Starting March 3, employees must book fleet vehicles through the online calendar before sending a
travel request. B , drivers must check that their licence information is current in the
system before the trip. The Fleet Management Section will confirm each vehicle by email and prepare
the keys and fuel cards after both steps are complete.

Thank you,

Fleet Management Section

o E] Otherwise E] In short

[3] Inaddition [4] However

NIVEAU B - QUESTIONS 10 A 23

Notes de service et messages de travail
Read the following text and answer the question.

Subject: Records Software Access
Hello colleagues,

On 15 May, the new records management software will be available to all regional staff. Use your
network account to sign in; temporary passwords will not be sent. During the first week, please move
new case files into the system instead of saving them on shared drives. Existing files will be
transferred later by IT Support Team. A short user guide is attached, and Victor Gauthier will answer
access questions sent to the help mailbox. We are sending this note so staff can prepare for the change
and know where to get help.

Thank you,
IT Support Team

@ The purpose of the above textis to ...

prepare employees to start using the new records system.

tell staff how to request temporary passwords for the new system.
explain how IT Support Team will transfer existing files later.

ask regional staff to send access questions to Victor Gauthier directly.

() [e] o] [2]
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The Internal Communications Division is preparing summer staffing schedules. To avoid gaps in
service, employees are asked to enter their preferred vacation dates by August 9 at 8:30 a.m.

Managers will then review requests and confirm approved leave by the middle of the following week.

Karine Wong will compile the calendar for the whole division. If two employees from the same team
ask for the same period, the manager may suggest alternate dates. Staff who do not plan to take leave
in July or August should still reply so the draft schedule is complete.

Questions about leave balances should be sent to Francois Gagnon, not to Karine.

0 According to the bulletin, why should employees reply even if they are not taking summer
leave?

m So managers can approve all requests by August 9
[z] So the division can prepare a complete draft schedule
E] So Francois can check their remaining leave balances

E] So Karine can suggest alternate dates to each team

Purchase request process
Hello team,

As of May 28, the Grants and Contributions Office will use a revised purchase request procedure for
routine office supplies. Before sending a request to Noah Simard, employees must first ask their
supervisor to confirm that funds are available. After that, the request form and one price estimate
should be emailed to Odile Leclerc, who will review the file and forward approved requests for
processing. Noah will answer questions at a short information session in room 2H-186 at 10:00 a.m.
on May 28. Attendance is optional, but staff who expect to order supplies in June are encouraged to
join.

Thank you,

Odile Leclerc

Grants and Contributions Office

e According to the above email, employees must ...
m send their form directly to Noah Simard after getting a price estimate
[z] wait until June to email the request form and estimate
E] get a supervisor's confirmation before submitting a supply request

E] attend the May 28 session before any request can be processed
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Hello,

Please confirm by April 27 that you have received this welcome package and that the start date shown
in your letter of offer is correct. The Staffing Unit will then create your employee record and request

your network account.

Before your first day, review the attached checklist and send the completed security declaration
through the secure link provided in the message that follows this letter. If any personal information in
the package is incorrect, note the change in your reply rather than editing the documents. We look

forward to welcoming you to the team and will send orientation materials once your record is opened.
Sincerely,

Manon Okafor
Staffing Unit

@ The person receiving this message must ...
[I] confirm receipt and the start-date information by April 27.
E] correct personal details directly in the attached documents.
E] request a network account before the first day.

E send orientation materials once the employee record is opened.

First day details
Hello Nicolas,

Welcome to the Operations Support Unit. We are looking forward to having you join the team on
April 25. Please come to room 9A-200 at 4:15 p.m. for a short introduction with Etienne Doucet, who
will show you the workspace and explain how we track service requests. After that, you will meet the

rest of the unit and pick up your building pass from reception.

You do not need to bring any equipment on the first day. A laptop and headset have already been set

up for you. If you arrive early, please wait at the front desk and ask them to call our office.

Regards,
Maya Chen
Operations Support Unit

@ According to the above email, Nicolas should first ...
go to room 9A-200 for an introduction
meet the whole unit at the front desk

collect his building pass from reception

(2] [e] [e] [2]

bring his laptop and headset to the office
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To: All staff

From: Professional Development Office
Date: May 9

Subject: New Employee Welcome

Hannah MacDonald has accepted the program adviser position and will join the office today. We have
arranged a short welcome so she can meet colleagues before beginning her orientation file review. On
May o, please be ready at 10:15 a.m. to welcome her and introduce your current files in plain
language. Managers should bring the one-page project summaries they use with new staff. If your
team has urgent service coverage, send one representative and share the notes afterward. The
Professional Development Office will collect any questions about training access after the welcome

and will answer them in a follow-up message.

@ What must staff do on May 9?
[I] Send questions about training access before the welcome begins.
E] Bring urgent service coverage notes for the Professional Development Office.
E] Welcome Hannah MacDonald at 10:15 a.m. and briefly explain their files.

E] Prepare a new orientation file review for the Professional Development Office.

Hello,

The workplace charitable campaign has reached the midpoint, and participation is lower than in
previous years. The Social Activities Committee is extending the campaign to January 22 so that
teams have more time to submit pledge forms or register small fundraising activities. Participation

remains voluntary, and employees may choose any registered Canadian charity.

Managers are asked to share this update with employees who do not regularly read committee
messages. The committee will post a brief progress chart on the intranet next week, but it will show
totals by branch only and will not identify donors. Thank you to everyone who has already
contributed or helped organize an activity.

Regards,

Social Activities Committee

Workplace Services Directorate

G What is the main idea of the above message?

E] The intranet chart will list donors along with branch results.
@ The committee is limiting donations to a selected registered charity.
@ The campaign period is being lengthened to allow additional contributions.

[Z] Managers need to forward the update to staff who may miss committee messages.
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The Public Enquiries Office has adopted a common tracking note for all written enquiries received
through the general inbox. The change follows a review showing that several files were handled
correctly but were difficult to trace when a client wrote again.

Starting June 3, staff will add one brief note after each reply is sent. The note should state the topic,
the date of the response, and whether another unit supplied information for the answer. Enquiries
that need records from a regional office or that may take more than five business days to resolve
should also be marked for follow-up. Supervisors will check the notes weekly and share examples of

clear wording at the next team discussion.

@ According to the above message, staff must add a follow-up mark when ...

[1] aclient has already written again about the same file.
@ a regional office must provide records for the response.
E] a supervisor plans to review the tracking notes that week.

E another unit supplied information used in the written answer.

Hello,

The Administrative Services Office is sending this reminder because several audiovisual loans have
recently been delayed by incomplete requests. Staff who need a projector, speaker set or web camera
from room 4A-314 should submit the online loan form at least two business days before the
equipment is needed. The request must include the meeting date, the type of equipment and the

name of the employee who will pick it up.

Equipment is signed out for the day of the activity and must be returned to room 4A-314 before the
office closes that same day. If an item stops working, tell the Administrative Services Office when you

return it so that the next booking can be adjusted.
Thank you,

Administrative Services Office

@ What is the main idea of the above message?
E] Staff should request audiovisual equipment on the day of their activity and return it after use.
@ Staff are being asked to report damaged audiovisual items before they pick up equipment.
E] Staff must borrow audiovisual equipment from room 4A-314 only for meetings held there.

E] (None of the above)
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August 8
Dear colleague,

I am writing because the Occupational Health and Safety Committee is updating the annual list of
workplace inspection priorities. Last spring, several employees mentioned storage areas, shared
equipment and outdoor walkways as issues that should be reviewed before winter.

If a concern has been resolved, add a brief note so the committee can remove it from the next
inspection plan. New concerns may also be added, provided they relate to health or safety.

Please send your comments to me by August 18. We will combine the replies and share the revised

priority list with managers later in the month.
Sincerely,

Paul Dubé
Occupational Health and Safety Committee

@ The person receiving this message must ...

remove every storage area from the next inspection plan.
share the revised priority list with managers later in the month.
send comments on the inspection priorities by August 18.

add new concerns even when they are unrelated to safety.

(2] [e] ] [
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To: Public Consultations Unit staff
From: Elise Arsenault

Date: July 6

Subject: Partner Meeting Preparation

Please prepare two short points for next week's discussion with our partner organization. The partner
has reviewed our consultation calendar and wants to understand how we choose communities for

early engagement.

Use the latest planning note as your source, not the older briefing deck saved in the shared folder. The
note includes the current selection factors and a recent example from the northern outreach pilot. If
your work involves online sessions, add one practical lesson about registration or moderation. We do
not need full speaking notes yet; the goal is to agree on the common messages before the meeting

package is drafted.

Send your points to me by July 9 so I can combine them for the unit.

@ According to the above message, ...
E] the northern outreach pilot is the source for all staff.
@ the older briefing deck contains the current selection factors.
E] staff should base their points on the latest planning note.

E the meeting package has already been drafted for the partner.
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To: All branch employees

From: IT Support Team

Date: April 9, 2026

Subject: Shared document folders

Several teams have reported difficulty identifying the current version of shared documents, so we are
introducing a simpler folder structure for the branch drive. Beginning April 20, approved templates
and final reference materials should be saved in Common Resources. Working drafts should remain
in your team folder until they are approved for wider use.

Please use short file names that include the fiscal year and your division acronym. This will help
search results and reduce duplicate copies. On April 24, the IT Support Team will archive older
duplicates found outside the new folders. No documents will be removed without checking with the
owner first. If your team needs help moving a large set of files, send a request through the regular
support portal.

@ What is the purpose of the memo?
E] To explain revised practices for saving and organizing shared branch documents.
E] To require every team to ask for help before moving files to new folders.
@ To announce that older duplicate documents will be removed from the branch drive.

[4] (None of the above)
Choose the word or group of words that best completes the text.

To: Pay Services Division staff
From: Tyler Simard
Date: January 23

Subject: Overtime approval

Several recent overtime claims have been delayed because Pay Services could not confirm that the
extra hours had been approved in advance. Managers must now send written authorization before
employees work extra hours. This [E) must be attached to the claim when it is submitted,
along with the employee's regular timesheet. Claims that include both documents will be processed in
the usual pay cycle. Pay Services will not return a claim [ it arrives without the manager's
authorization. Please use the standard mailbox for questions so that responses can be tracked.

@ [1] request

E] timesheet

@ E] after

@ although

schedule

authorization

because

(2] [ [2) [

unless
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NIVEAU C - QUESTIONS 24 A 40

Textes complexes et nuances fines

Read the following text and answer the question.

Shared data rules improve analysis most when they clarify judgement, not when they simply add
controls. A review by the Data Analysis Unit compared three projects in which analysts requested
access to datasets classified at different sensitivity levels. Security specialists approved the requests
more quickly when analysts explained how variables would be combined, because the explanation
made the privacy risk easier to assess. Where analysts submitted the standard checklist without that

context, specialists asked for several follow-up notes, even though the proposed use was similar.

The finding points to a practical adjustment. Access forms should prompt analysts to describe the
analytical purpose and likely linkages in plain language before security screening begins. The change
would not reduce security review; it would help specialists focus on the risks that are specific to the

proposed analysis.

@ The purpose of the above text is to ...
explain that quicker approvals depend mainly on the sensitivity level assigned to each dataset.
compare sensitivity levels assigned to datasets used in three projects.

recommend that access requests include clearer explanations of intended analysis.

(2] [e] [e] [=]

show that standard checklists should be accepted when proposed uses are similar.

mocko.ai - Préparez I'ELS gratuitement en ligne

15



An internal audit of file handling practices in the Language Services Sector reviewed requests closed
between April and December. The audit did not find evidence that staff were altering records after
approval. However, it noted that several teams keep shadow spreadsheets to track urgent requests

because the central system does not display sequence changes clearly once work is reassigned.

This workaround helped managers respond quickly during peak periods, but it also created
differences between local records and the official system when updates were entered late. As a result,
the audit recommends improving the system display before prohibiting the spreadsheets. Immediate

prohibition could remove a practical control without fixing the source of the inconsistency.

Ryan Stewart will discuss implementation options with Jacques Cloutier on May 18 at 3:15 p.m. in

room 5C-492 before recommendations are finalized.

@ What can be concluded about the audit's position on shadow spreadsheets?

m They created inconsistencies because managers relied on them instead of entering updates in the
official system as required during every reassignment.

They should remain in place until the system problem is addressed.

They are the main proof that staff changed records after approval.

() [¢] [

They improved response times, so the audit proposes keeping them permanently across the
Language Services Sector.
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The Workplace Wellness Office has approved a policy change following a review of complex program
files that involved repeated urgent requests, hostile correspondence or significant overtime. These
files will now include an early mental health risk note prepared by program officers and updated
when conditions change. The note is intended to identify pressures in the work environment before

they become a staffing or service issue.

Program officers are expected to describe observable factors, such as volume spikes, emotionally
charged client contact and competing approval chains. Personal medical details are outside the note.
When a risk is identified, the file lead must decide whether to adjust timelines, add peer review or
request support from the Workplace Wellness Office. The file lead also records the reason when no

change is made.

Responsibility for resolving health concerns remains with the appropriate support channels. The
policy creates a common record so that operational decisions take account of foreseeable

psychological strain as files move through approval.

@ The main idea of the above text is that ...
program officers must list observable factors such as volume spikes and difficult client contact.
mental health risks should be recorded early so operational choices reflect workplace pressure.

file leads may adjust timelines, add peer review or seek wellness support.

(2] [=] [*) [=]

complex files were reviewed because urgent requests and overtime had become common.
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June 22 review
Hello Ines,

Before our discussion in room 1C-462 at 1:00 p.m. on June 22, I want to clarify how the Data Analysis
Unit should frame the program evaluation findings. The current draft gives prominent space to the
satisfaction survey because it is the newest source, but that choice may mislead readers. The survey
reached a large number of participants; however, the response pattern was uneven across regions,
and several of the strongest ratings came from projects that had received extra support during the
pilot year.

For that reason, I do not think we should discard the survey, but we should treat it as supporting
evidence rather than the central measure of program success. Administrative data and follow-up
interviews point in the same direction, although with more modest effects. If we present the survey
first, executives may conclude that outcomes improved uniformly, which the full record does not

show.
Could you revise the summary note before I send it to Laurence Thompson?

Thanks,
Laurence Thompson

Data Analysis Unit

@ Why does the writer want the survey to have a limited role in the evaluation summary?
Its sample was small because few participants responded.

It contradicts the administrative data and the interview findings.

It was collected too recently to be compared with earlier sources.

(2] [e] [ [=]

Its positive results may overstate the program’s overall impact.
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Extract from an internal review prepared by Victor Hughes, Information Management Division, after

a sampling of grants and contributions files closed in the fourth quarter.

The review found that most files contained the documents required to justify payment, but the order
in which they were stored made later verification unnecessarily slow. Program officers often saved
correspondence in personal folders before moving selected messages into the official repository. That
practice did not usually affect the initial funding decision; however, it made it harder to demonstrate,
several months later, why a condition had been waived or amended. In two files, the missing context

was reconstructed from email chains kept outside the repository.

Elise Dubé noted at the April 18 discussion in room 2A-239 that stricter naming rules by themselves
would not solve the problem. The central issue was that staff treated the repository as a final archive
rather than a working record. For that reason, the review recommends earlier capture of key

exchanges during negotiation, even if some documents are later superseded.

@ What does the review identify as the main problem with current filing practices?
E] Waived conditions are usually undocumented in every funding file.
@ Important context is entered into the official record too late.
@ Program officers lack the documents needed to approve payments.

[Z] Staff apply file-naming rules inconsistently across the repository.

Extract from an internal analysis prepared for the Pay Services Division on June 20.

Recent complaints about delayed replies do not show a uniform decline in service quality. The file
review led by Victor Gauthier found that routine enquiries were answered within the published
standard in 88 per cent of cases, a rate close to last year's result. However, the same review noted a
sharper drop for files requiring coordination with another unit, especially when staff had to clarify

incomplete information before a payment could be issued.

Raphaél Poulin cautioned at the 9:45 a.m. discussion in room 3D-379 that adding a second approval
step to every request would make the statistics appear stricter without addressing the source of delay.
He argued instead for earlier contact with employees whose forms are missing essential details, since
these files remain inactive for several days before an advisor follows up. The analysis therefore
recommends a targeted response: revise the public guidance for complex cases and test a triage script
before changing the general service standard.

@ According to the above extract, the analysis recommends that the division ...
E] apply a second approval step to all pay requests
@ delay follow-up until missing information has been fully verified
[E] focus on complex files before altering the overall standard

[4] treat routine enquiries as the main source of service decline
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Dear Jasmine Taylor,

Further to our discussion of March 19 at 11:45 a.m. in room 8A-404, I am writing to clarify the
Program Evaluation Directorate's position on the proposed change to team lead assignments during

the bargaining consultation period.

The Directorate is not contesting the union's concern that repeated short-term reassignments can
create uncertainty for employees. Our concern is narrower. The draft approach would require prior
consultation for any temporary redistribution of supervisory duties, including situations lasting only a
few days because of illness or travel. In our view, that threshold would reduce a manager's ability to
maintain service continuity and would shift discussion away from the cases that genuinely alter

reporting relationships.

We would therefore support a requirement to consult where a temporary assignment is expected to
exceed fifteen working days or where it changes the employee's substantive reporting line. Evan Patel
can provide examples from recent files if that would assist your review. This position seeks a workable

distinction, not an exemption from consultation.

Sincerely,
Evan Patel

Program Evaluation Directorate

@ Why does the author oppose the draft approach as written?

It would prevent consultation on changes that last more than fifteen working days.
It would make all supervisory changes permanent during bargaining.

It would transfer staffing authority from managers to the union.

It would require consultation even for very brief duty changes.

(2] [e] ] [
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Choose the word or group of words that best completes the text.

After several remote-access alerts were linked to expired contractor accounts, affected employees
were told that some credentials may be suspended while the Information Security Unit reviews access
histories. Program officers support a firmer control, because dormant accounts create audit findings
and make incident tracing slower. Automatic lockout is a familiar remedy in the secure portal and
would reduce the number of exceptions that officers must justify. m , applying the same
rule to shared testing accounts before ownership is confirmed would interrupt evidence collection for
two grant systems under review. The unit is therefore proposing a staged suspension: personal
accounts with no recent activity will be disabled first, while shared accounts will be mapped to
business owners before action is taken. Employees are asked to report unexpected access prompts, as

those reports will help distinguish misuse from incomplete account records.

@ [1] However [2] Consequently

E} In other words E] In that case

To: Branch Heads

From: Ines Simard

Date: 12 May 2026

Subject: Workplace Language Survey

Several branches have reported that employees hesitate to use the official language of their choice
during collaborative work, even where bilingual capacity exists. The Official Languages Secretariat
will circulate a confidential survey to better understand how these situations arise. The questions ask
which language employees use in meetings, how supervisors manage bilingual discussions, whether
shared tools are available in both official languages and whether translated templates arrive in time to
support the work. Responses will be summarized by branch and kept apart from performance
discussions; recurring issues that require a formal remedy will be referred through existing channels
after the analysis. The Secretariat will use the results to assess the E in each branch
before recommending targeted measures. Branch heads should encourage participation by explaining

that the exercise concerns daily work practices and practical barriers observed by employees.

@ [1] document translation workload [2] individual language proficiency

[3] formal remedy process [4] day-to-day language environment
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Read the following sentence and answer the question.

Although union representatives raised access concerns, the Sustainable Development Division asked

security specialists to review depot-entry data to support planned charging stations.

@ Which of the following BEST DESCRIBES the above sentence?

[1]

(2]
B
(4]

Because union representatives raised access concerns, the Division asked security specialists to
examine depot-entry data for planned charging stations.

After access concerns were raised, security specialists asked the Division to review depot-entry data
supporting planned charging stations.

Union representatives raised access concerns, and the Division sought a security review that
confirmed depot-entry access for planned charging stations.

Access concerns from union representatives did not prevent the Division from seeking security
specialists’ review of depot-entry data for planned charging stations.

Although regional teams have completed the password audit requested by the Information Security

Unit, program officers must still verify high-risk accounts before expanded remote access is approved.

@ Which of the following BEST DESCRIBES the above sentence?

(1]

(2]
(]
(4]

With the regional audit finished, program officers are required to review every account before
expanded remote access receives approval.

Completion of the unit's password audit by regional teams leaves program officers responsible for
checking high-risk accounts ahead of broader remote access approval.

The audit's completion by regional teams is presented as the reason program officers have to
examine high-risk accounts before wider access is cleared.

Regional teams still need to finish the unit's password audit, while program officers screen high-risk
accounts before remote access expands.
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Read the following text and answer the question.

Although external partners already use encrypted channels for most exchanges, the Information
Security Unit found that managers still approve exceptions inconsistently. The unit advises managers
to document each approved exception so external partners receive timely access without weakening

the rationale for security controls.

@ Which of the following BEST DESCRIBES the above text?

[1]

(2]
B
(4]

Even with encryption used for every partner exchange, the unit noted uneven managerial approvals
and recommended managers' records for access and security reasons.

In spite of routine partner encryption, uneven exception approvals led the unit to ask partners for
records supporting access and security reasons.

Despite partners' usual encryption, the unit found uneven managerial exception approvals and
advised managers to record them for partner access and security reasons.

Partners' regular encryption was the reason the unit noted inconsistent managerial approvals and
proposed managers' records for partner access and security justification.

The Contracting and Procurement Section recommends that senior management ask external
partners to disclose potential conflicts before new service arrangements are approved. Although this
step may lengthen early negotiations, it is intended to strengthen procurement integrity by giving
reviewers a fuller basis for assessing risks.

@ Which of the following BEST DESCRIBES the above text?

[1]

(2]
B
(4]

Senior leaders should seek partners’ conflict declarations before approval, despite possible early
delays, to give reviewers better grounds for integrity decisions.

Leaders are advised to collect partner conflict declarations before approval, accepting possible
delays and reporting stronger integrity from better risk review.

The section advises external partners to obtain conflict statements from senior management before
approval, despite possible negotiation delays and for stronger integrity checks.

The section requires leaders to obtain conflict declarations from partners before approval, accepting
possible delays to support integrity through better risk review.
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Read the following text and answer the two questions.

Several recent procurement files in the Contracting and Procurement Section have involved suppliers
that previously worked with program areas on advisory tasks. The files were compliant with delegated
authorities, yet the sequence of early market soundings, draft statements of work and evaluation

planning created an appearance risk beyond checklist completion.

Program officers remain best placed to describe operational needs, and their contact with industry
can improve technical accuracy when it is recorded promptly. However, when the same officers help
refine requirements after receiving informal supplier input, managers should consider whether a
second review is needed before the solicitation is released. The review would examine the record of
communications, the rationale for mandatory criteria and the proposed evaluation roles. It would be
proportionate: a low-value purchase with routine specifications may need only a brief note, while a

complex or sensitive file may require documented challenge by a manager outside the project team.

This approach is recommended because integrity concerns usually arise from a pattern of decisions
more than from a single prohibited act. Applying identical scrutiny to each file would slow urgent
purchases with little gain in fairness. A targeted managerial review would give program officers a
clearer basis for continuing necessary discussions while showing suppliers that potential advantage

has been considered before award.

@ It can be inferred from the above text that ...
E] recorded industry contact generally removes the need for added scrutiny.
@ some formally compliant procurements may call for additional managerial attention.
E} managers outside the project team should challenge routine low-value purchases in writing.

[4] (None of the above)

@ The purpose of the above textis to ...

E] assign external managers to document challenges on low-value purchases with routine
specifications.

@ show that completed checklists adequately address appearance risks in compliant procurement
files.

E] require program officers to seek a second review for routine purchases involving industry contact.

E (None of the above)

mocko.ai - Préparez I'ELS gratuitement en ligne

24



The Internal Audit Section found that the control framework for workplace accommodation files is
generally well documented, but its effectiveness depends on consultation that currently occurs too

late in several branches.

Managers have introduced checklists, approval thresholds and sample reviews to improve
consistency. Union representatives, however, reported that they usually see these tools after local
procedures have been drafted. As a result, comments about privacy wording, workload assumptions
and the sequencing of employee contacts are handled as exceptions instead of being considered when
the control is designed. Files reviewed by the audit team showed fewer revisions when managers
sought union observations before confirming the local procedure, even when the final decision

remained with management.

The audit also noted that informal exchanges are frequent and constructive, yet they leave little
evidence that recurring concerns are being tracked across branches. Managers described the absence
of a common record as efficient, because sensitive issues can be settled quickly. Union representatives
saw the same practice as uneven, since one office may resolve a concern that another office continues

to repeat.

The Internal Audit Section therefore treats early, documented engagement as a control activity that
also supports labour-relations considerations. A short record of the issue raised, the response and the
reason for accepting or declining a suggestion would help demonstrate fairness without requiring
managers to share personal case details. This approach would preserve managerial accountability

while making the design of controls more reliable.

@ It can be inferred from the above text that ...
E] a common record would mainly help managers settle sensitive issues more quickly.
E] informal exchanges are most useful when sensitive issues must be settled quickly.
E] privacy wording concerns arise chiefly because branches lack checklists and sample reviews.

E] early union input can prevent repeated adjustments to local control procedures.

@ The author of the above text suggests that ...

E] informal exchanges are constructive enough when managers use them to resolve sensitive cases
efficiently.

@ documented engagement should be valued chiefly because it settles sensitive issues quickly across
branches.

E] union input is most useful after tools have been drafted and local procedures confirmed.

E] early recorded consultation can strengthen controls while leaving managerial authority intact.
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Expression écrite

Written Expression

40 questions Durée 55 minutes

Deux types de questions. Texte a compléter : choisissez le mot ou le groupe de mots qui compléte le mieux
le texte. Erreur en gras : choisissez la section en gras qui contient une ou plusieurs erreurs, ou (4) si aucune
n’en contient. Prévoyez 55 minutes, le rythme du test supervisé (90 minutes pour 65 questions).

NIVEAU A - QUESTIONS 1 A 10

Structures fréquentes
Choose the word or group of words that best completes the text.

Subject: Laptop loans
Hello,
Several teams [Elj} loaner laptops for field visits last week. The Administrative Services

Office will send a confirmation message when each employee returns the equipment.
Thank you,

Administrative Services Office

0 E] request E, requested

E] will request E] are requesting

Subject: Drill Instructions
Good morning,

Because an evacuation drill is planned for March 7, the members of the Occupational Health and
Safety Committee H employees to attend a short briefing in room 5H-468 before the
exercise.

Thank you,

The committee

e E is reminding E remind

[8] reminding [4] reminds
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Subject: Pay information session
Hello,

You are invited to a pay information session on November 7. The Pay Services Division will explain
how to read a statement and give a [[E}] review of common pay questions.

Regards,

Pay Services Division

e [1] briefing [2] briefly
@ brief E briefed

Subject: Timesheet deadline
Hello,

March 18 is the deadline for timesheets for this pay period. Please allow [} hour for the
confirmation email to arrive. If any line is unclear, add a brief [E} in the comment field. We

will return forms that are missing basic information.
Thank you,

Bethany Cloutier
Administrative Services Office

o m the EI a
[3] an [4] some

e [1] explanatory [2] explanation
@ explain E explained

Subject: New mail room schedule

Hello,

Please remember [} the new mail room schedule by February 25. A copy of the new
schedule [Ef} available on the service page. The Mail and Distribution Service will use the
new pickup days next month. Thank you for checking the schedule before sending urgent items.

Regards,
Mail and Distribution Service

e E] to check E] check

E] checked E] checking
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Subject: Building maintenance work
Hello,

The Facilities Management Directorate has approved a [E}] maintenance visit for
September 7. The work will take place [E}] the west entrance and the service counter. Please
use the side door during the visit. Extra signs will be placed near the doors; please do not move

[ 10 . We will post an update when the entrance is available again.

Thank you,

Facilities Management Directorate

e m schedules

|Z| scheduled
E scheduling E schedule
o E} through E] among
[3] during [4] between
@ E they |Z| their
E them II’ it

NIVEAU B - QUESTIONS 11 A 24

Grammaire et usage courants

Choose the word or group of words that best completes the text.

Please note that, before the December 7 review, the Information Management Division needs a list of

shared documents in room 3A-404 that are stored outside the approved folder structure

B

m [1] in present [2] atpresent
[3] atactual [4] actually
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Notice: Staff in the Information Management Division who expect to work beyond regular hours on
March 23 must obtain written approval from Bethany Paquette before m any overtime.

Requests received after 2:15 p.m. may be processed the next business day.

@ [1] claimed [2] claim
[3] toclaim [4] claiming

Hello Jasmine,

Valérie Ahmed will give a short demonstration of the new records management software in room 6C-
210 on September 21 at 9:15 a.m. Please arrive ten minutes early and sign [[§J at the
reception desk so the Grants and Contributions Office can track attendance.

@ [1] on [2] for
E]in E]at

Memo to all employees in the Data Analysis Unit: the mentoring program begins on January 23. If
you want to take part, please m the attached form to Vincent Ahmed before the

information meeting in room 1F-105 at 4:00 p.m., where Farid Dubé will answer questions.

@ E return |Z| inscribe
[3] assist [4] register

To: Employees in bilingual positions
From: Official Languages Secretariat
Date: May 26

Subject: Language training plans

You are asked to review your second language training plan before the summer session. Your
manager must confirm that the training is m to your current duties. Before the plan is
sent to the provider, please m the documents for missing signatures and dates. We will

return incomplete files to the employee's unit for correction.

@ E] relevance

@ relate
[3] relevant [4] relevantly

@ [1] control [2] check
[3] revise [4] supervise
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By 15 May 2026, the Digital Services Directorate must finish revising the online form used for service
requests. Because the pilot may later include clients outside government, the new wording must be
clear to m public. User testing also showed that employees often asked the help desk to
change contact details. The revised instructions should therefore show employees how to update
those details [[§) . After approval, the directorate will post the form and a short guide on the

intranet.

® O 7] the
[3] one [4] a
@ [1] by itself when needed [2] by himself when needed

[3] by ourselves when needed [4] by themselves when needed

The Staffing Unit is updating the mentoring program because several employees asked for clearer
nomination steps. Under the revised process, participants 'E by the Staffing Unit after
supervisors confirm learning goals. Supervisors must not include m information, such as
medical details or performance ratings, in the nomination form. Since the pilot began in May, the
Staffing Unit m several questions about how matches are recorded. A short guide will be
posted on the internal site when the review is complete.

@ [I] are matching with mentors

are match with mentors

E] are matched with mentors match with mentors

@ E] sensitively

2]
4]
[2] sensitive
[3] sensible [4] sensibility
@ [1] has received [2] receives
[3] had received [4] received
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Subject: Workplace Charitable Campaign
Hello,

You can help the Social Activities Committee keep this year's workplace charitable campaign
organized. If you replace a pledge form before sending it, please [ the files from your
draft folder so that outdated versions are not attached later. Your E in recording each

donor's unit helps us prepare a clear summary for Finance after the campaign closes. At the end of the
week, use E' campaign code provided in this message; it is the only code for this drive.

Thank you,

Social Activities Committee

@ E suppress

[2] cancel
[3] abolish [4] delete
@ [1] accurate [2] accurately
[3] accuracies [4] accuracy
@ [1] the [2] each
(3] any [4] a

NIVEAU C - QUESTIONS 25 A 40

Grammaire avancée, vocabulaire précis et connecteurs

Choose the word or group of words that best completes the text.

Recent temporary assignments have led affected employees to ask whether their language-of-work
rights change when duties are moved between teams. The Official Languages Secretariat is preparing
guidance for managers and union representatives. Because rights may be limited only after
consultation, the guidance states that meaningful discussion E rather than follow it.

@ |I] must exceed any temporary arrangement

must precede any temporary arrangement
[38] must proceed any temporary arrangement

E] must preclude any temporary arrangement

mocko.ai - Préparez I'ELS gratuitement en ligne

31



To: Service Design Managers
From: Digital Services Directorate
Date: 16 June 2026

Subject: Al Service Reviews

Several service centres are testing tools that draft responses to routine questions from the public. The
combination of automated suggestions, human review protocols and regional service standards,
despite the apparent similarity of the pilot sites, E a common assessment framework
before any guidance is issued. Please send comments on client notice wording to the Digital Services

Directorate.

@ E] require @ are required

[3] have required [4] requires

At the workforce planning meeting scheduled for June 6 at 9:30 a.m. in room 3D-256, the Data
Analysis Unit will review retirements, vacancies, and training needs for the next fiscal year. Wei
Cloutier has drafted a note for Isabelle Doucet stating that the branch may need additional analysts in
the autumn; however, before any staffing action is considered, managers must m the

projected workload and confirm that internal deployment options have been examined thoroughly.

e [1] motivate [2] precise

[3] eventually justify [4] justify

To: Directors

From: Strategic Planning Office
Date: June 3, 2026

Subject: Workforce Planning

The Strategic Planning Office is issuing this memo because next year's inspection cycle will require
analysts with specialized costing experience. Each directorate should [E identified in its
quarterly workforce forecast and explain any reliance on short-term assignments. The consolidated
plan, including proposed reallocations and hiring priorities for positions that are expected to become
vacant next spring, will be released to directors once it m approved by the executive

committee.
@ [1] address the staffing pressures [2] answer the staffing pressures
[3] process the staffing pressures [4] treat the staffing pressures
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@ [1] isbeing [2] has been
[3] will be [4] had been

To: Staffing advisors
From: Quinn Martel, Staffing Unit
Date: 14 April 2026

Subject: Labour Relations Files

By 30 April 2026, each advisor must confirm which staffing records relate to an active labour
relations file. The review must first identify documents already retained in the appointment file;
m allow the Staffing Unit to answer bargaining-agent questions without collecting
duplicate material. If a manager needs to m a concern about the wording of a proposed
response, I will coordinate the review before it is shared. The summary of staffing actions related to
the reclassification request, together with the draft response to the bargaining agent, E

until I confirm that the file can be closed.

@ m this instead will

E] this conversely will

@ [1] produce
@ raise

@ m remain subject to review

[3] were subject to review

this in turn will

this nonetheless will

lift

pose

remains subject to review

are subject to review

) [ B B

Choose the section in bold that contains one or more errors. If there is no error, choose "None of the above."

Following an internal accessibility review, the Accessibility Office is revising its guidance because the
audit committee found that accommodation records did not always show how barriers were removed.

The draft asks program officers (1) to examine barriers and record evidence before

recommending service changes, (2) to prioritize fixes and documenting costs for the annual

implementation plan, and (3) to brief the audit committee on issues that require policy

direction.

@ E] to examine barriers and record evidence
[2] to prioritize fixes and documenting costs
E] to brief the audit committee on issues

E None of the above.
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Because several functions will shift during the next planning cycle, the Human Resources Directorate
is issuing guidance to make workforce planning decisions transparent. Any proposal to redeploy staff

must remain (1) consistent with established staffing principles and must explain how service

levels will be protected. Managers are (2) accountable of notifying affected employees before

options are finalized, and supporting analyses will be (3) subject to review by managers who were

not involved in drafting the proposal.

@ E] consistent with established staffing principles
@ accountable of notifying affected employees
@ subject to review by managers

E None of the above.

The Information Security Unit found that the revised authentication procedure was sound, but that

consultation was not completed early enough. Union representatives (1) should have notified of

the change before program officers were asked to apply the new procedure to case files. The finding

does not affect the validity of the security control; however, any exception (2) must be documented

in writing and approved by the unit. Future technical directions (3) will be reviewed before

implementation so that operational concerns are identified without delaying urgent protection

measures.
@ E] should have notified of the change @ must be documented in writing
[3] will be reviewed before implementation [4] None of the above.

Because senior management needs evidence before approving another phase of greening government
operations, the Sustainable Development Division is presenting the limits of the current analysis. The

projected reductions in energy use from secured printing and device consolidation (1) is insufficient

to support an immediate expansion, especially after security specialists, (2) having reviewed

access implications, identified exceptions for protected networks. Measures that affect restricted

areas (3) require additional privacy review before they can be added to the implementation

schedule or reported as savings in the annual operations statement.

@ [1] isinsufficient to support [2] having reviewed access implications

@ require additional privacy review E None of the above.



The Sustainable Development Division finds that modest changes to device use can lower energy
demand without weakening safeguards, but the finding is limited to offices where managers control

local purchasing. Under the proposed standard, managers (1) can further reduce emissions by

consolidating printers and delaying replacement of serviceable monitors, while security specialists

(20 must also document exceptions when encryption or access controls require dedicated

equipment. Because the environmental gain depends on consistent screening across programs,

security specialists (3) should systematic review requests for new networked devices before

managers approve them.

@ [1] can further reduce emissions [2] must also document exceptions

E] should systematic review requests E] None of the above.

The Internal Communications Division has decided to publish a summary of the public consultations
rather than a full transcript, because participants repeatedly asked that comments be presented

without identifying details. The recommendation was developed (1) after discussions with senior

management and refined (2) through a review by the audit committee, which questioned

whether the themes were supported by enough evidence. The division therefore concluded that a

thematic summary would respond (3) toward concerns raised during consultations while

preserving the limits of the evidence and the confidentiality commitments made to participants.

@ [1] after discussions with senior management
E] through a review by the audit committee
E] toward concerns raised during consultations

E] None of the above.

The pilot found that hybrid work can improve analytical coverage when access rules are explicit and
when collaboration methods are documented. Analysts who exchange protected drafts (1) with

external partners must use the approved workspace rather than personal accounts, because the

Human Resources Directorate cannot rely on informal safeguards. For files involving mixed teams,

the analyst (2) in charge of joint analysis records which data may be viewed off site and which

must remain internal. The same handling requirements apply (3) regardless of work location,

even when a partner's organization uses a different platform.

@ [1] with external partners [2] in charge of joint analysis

[3] regardless of work location [4] None of the above.



A narrower consultation approach has been approved for the renewal file because earlier sessions

produced consistent comments and no new statutory issues. The Partnerships Division (1) has

limited the invitation list to organizations affected by implementation details, while preserving a
public record of the rationale. Before the plan is finalized, the file lead (2) will consult with the

audit committee on the sampling method, since the committee's role is to test whether the evidence

supports the recommendation. All summaries, including comments not used in the analysis, (3) must
be retained by the file lead for review.

@ [1] has limited the invitation list [2] will consult with the audit committee

@ must be retained by the file lead E None of the above.
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Evaluation de langue orale

Oral Language Assessment

11 questions Durée environ 20 minutes

La véritable Evaluation de langue orale est une conversation avec un évaluateur de la CFP qui monte des
questions de niveau A a celles de niveau C. Ici, c’est une échelle de 11 questions enregistrées. Pour
chacune, écoutez ou lisez la question, réfléchissez pendant le temps indiqué, puis répondez a voix haute
pendant le temps indiqué au plus. Parlez pendant la plus grande partie du temps et, si possible, enregistrez-
Vous.

» Piste compléte de I'oral

Scannez le code ou touchez le bouton. La piste fait entendre chaque question et laisse le temps de réflexion
en silence; un signal aigu indique de commencer a répondre, un signal grave, la fin du temps de réponse.

NIVEAU A - QUESTIONS 1 A 3

Sujets concrets et habituels

° A1 Réflexion 10 s Réponse 45 s au plus » Ecouter la question ’

What is your weekly schedule, and when do you usually take lunch?

e A2 Réflexion 10 s Réponse 45 s au plus » Ecouter la question

What is one task you do often, and how long does it usually take?

e A3 Réflexion 10 s Réponse 45 s au plus » Ecouter la question ’

How do you start a typical day, and what are your first tasks?
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https://supabase.mocko.ai/storage/v1/object/public/audio/sample-exams/sle-english/2026-10/oral-full-track.mp3
https://supabase.mocko.ai/storage/v1/object/public/audio/sample-exams/sle-english/2026-10/oral-full-track.mp3
https://supabase.mocko.ai/storage/v1/object/public/audio/sample-exams/sle-english/2026-10/oral-question-01-a1.mp3
https://supabase.mocko.ai/storage/v1/object/public/audio/sample-exams/sle-english/2026-10/oral-question-02-a2.mp3
https://supabase.mocko.ai/storage/v1/object/public/audio/sample-exams/sle-english/2026-10/oral-question-03-a3.mp3

NIVEAU B - QUESTIONS 4 A 7

Décrire, raconter, planifier et comparer

B1 Réflexion 15 s Réponse 90 s au plus » Ecouter la question

At work, how do you get a document approved, from the first draft to the final
approval?

NOTES

B2 Réflexion 15 s Réponse 90 s au plus » Ecouter la question

Tell me about a time when you met a tight deadline just in time. What happened,
and how did you finish the work?

NOTES

B3 Réflexion 15 s Réponse 90 s au plus » Ecouter la question

Describe a busy period coming up in your work. What will make it busy, and how
are you preparing for it?

NOTES

B4 Réflexion 15 s Réponse 90 s au plus » Ecouter la question

Think of a time when you received two urgent requests at the same time. What
were the two options, which one did you choose, and why?

NOTES
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NIVEAU C - QUESTIONS 8 A 11

Expliquer, formuler des hypotheéses et défendre une opinion

e C1 Réflexion 30 s Réponse 120 s au plus » Ecouter la question

A colleague on your team is unexpectedly absent, and you help cover part of their work for a few days.

Explain the impact of helping a colleague in this way on your own workload and

on the team's service to clients.

NOTES

e c2 Réflexion 30 s Réponse 120 s au plus » Ecouter la question

A colleague asks for help on a time-sensitive task, but your own priority file is also due today.
What would you do if helping them might put your own deadline at risk?

NOTES

@ c3 Réflexion 30 s Réponse 120 s au plus » Ecouter la question

Your directorate is discussing how much information managers should share about the reasons for
staffing, workload and budget decisions.

Do you agree that transparent management decisions build trust even when
employees dislike the decision itself, and why?

NOTES

Q Cc4 Réflexion 20 s Réponse 120 s au plus » Ecouter la question

A colleague argues that full transparency about management decisions is always
harmful because it creates complaints and slows action. What would you say to
this colleague, and where do you stand now?

NOTES
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CORRIGES

Corrigés et niveaux

Un point par bonne réponse, sans pénalité pour les mauvaises réponses. Comptez vos bonnes réponses a
chaque test, puis lisez votre niveau dans le tableau qui suit son corrigé.

Test 1. Compréhension de I’écrit

01 @ o2 (@ o3 (1 o4 (1 o5 @4 o @ o7 (1 o8 @)
09 @ 10 1 @ 12 @ 1 1 4 (1 5 @ 16 @)
17 (2) 18 (4) 19 (3) 20 (3) 21 (1) 22 (4) 23 (4) 24 3)
25 (2) 26 (2 27 (4) 28 (2) 29 (3) 30 (4) 31 (1) 32 (4)

33 (4) 34 (2) 35 (3) 36 (1) 37 (2) 38 (4) 39 (4) 40 (4)

N° Rép. Type Bonne réponse

1 (3) Niveau A - Texte et question Send the timesheet to Isabelle Gagné.

Vous deviez repérer la consigne de remplacement. La preuve est dans la phrase
« If Gabrielle is away, send it to Isabelle Gagné at the Client Service Centre. »

2 (2) Niveau A - Texte et question send the form to Dana Reid before noon

Vous devez repérer I'action demandée aux employés qui veulent une voiture. La
preuve est dans « Labour Relations Division employees who need a pool car on
September 27 must send the booking form to Dana Reid by 11:45 a.m. » ;

« before noon » reformule correctement « by 11:45 a.m. ».

3 (1) Niveau A - Texte et question On March 10 at 3:30 p.m.

La réponse se trouve dans une phrase explicite sur I’horaire. La preuve est

« Delivery staff will begin at 3:30 p.m. » et I'autre phrase donne la date du méme
envoi : « New desks and chairs for the Grants and Contributions Office will arrive
on March 10. »

4 (1) Niveau A - Texte et question in room 5C-252 before 8:30 a.m. on December 14

Il fallait repérer le lieu et I'heure limite de dépét. La preuve est dans « Clean coats,
gloves and boots may be left in room 5C-252 until 8:30 a.m. on December 14. »

5 4) Niveau A - Texte et question go to the north parking area when the alarm starts

La consigne a suivre pendant |'exercice est donnée directement. La preuve est
dans « When the alarm sounds, leave room 3G-479 and meet at the north parking
area. »

6 (3) Niveau A - Texte et question room 3C-311 during the renovation period

Le texte indique clairement quel endroit utiliser pendant les travaux. La preuve est
« During that time, employees may use the temporary eating area in room 3C-
311.»
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Bonne réponse

Texte et question few staff members use it and a vehicle is needed for urgent delivery
work.

La phrase « Fleet Management Section made this change because daily use has
fallen and one vehicle must be kept for urgent deliveries. » donne la raison : il y a
moins d'utilisation et le véhicule doit servir aux livraisons urgentes.

Texte et question the entry system will change on April 10.

La raison est donnée dans la phrase « Your current card must be replaced
because the building readers will be updated on April 10. » Elle indique que le
systeme d'acces changera le 10 avril.

Texte a compléter In addition

Le texte présente deux démarches a accomplir avant la préparation des clés. La
phrase avec I'espace devient : « In addition, drivers must check that their licence
information is current in the system before the trip. » L'indice est « The Fleet
Management Section will confirm each vehicle by email and prepare the keys and
fuel cards after both steps are complete. »

Texte et question prepare employees to start using the new records system.
Le courriel annonce le lancement et les étapes de préparation. La preuve est :
« We are sending this note so staff can prepare for the change and know where to
get help. »

Texte et question So the division can prepare a complete draft schedule
Le bulletin donne la raison explicitement. La preuve est dans « Staff who do not
plan to take leave in July or August should still reply so the draft schedule is
complete. ».

Texte et question get a supervisor's confirmation before submitting a supply request
Vous devez d'abord obtenir la confirmation de votre gestionnaire avant d'envoyer
la demande. La preuve se trouve dans la phrase « Before sending a request to

Noah Simard, employees must first ask their supervisor to confirm that funds are
available. »

Texte et question confirm receipt and the start-date information by April 27.

La personne doit confirmer deux renseignements avant la date indiquée; la
preuve est « Please confirm by April 27 that you have received this welcome
package and that the start date shown in your letter of offer is correct. »

Texte et question go to room 9A-200 for an introduction

Le message indique clairement la premiére démarche a faire. La preuve se trouve
dans « Please come to room 9A-200 at 4:15 p.m. for a short introduction with
Etienne Doucet ».

Texte et question Welcome Hannah MacDonald at 10:15 a.m. and briefly explain their
files.
Le personnel doit accueillir la nouvelle collégue a 10 h 15 et présenter brievement

ses dossiers. La preuve est la phrase « On May 9, please be ready at 10:15 a.m.
to welcome her and introduce your current files in plain language. »

Texte et question The campaign period is being lengthened to allow additional
contributions.
L'idée principale est la prolongation de la campagne afin de donner plus de
temps pour participer; la preuve est « The Social Activities Committee is

extending the campaign to January 22 so that teams have more time to submit
pledge forms or register small fundraising activities. »
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17 (2 Niveau B - Texte et question

18 (4) Niveau B - Texte et question

19 (3) Niveau B - Texte et question

20 (3) Niveau B - Texte et question

21 (1) Niveau B - Texte et question

22 (4) Niveau B - Texte a compléter

23 (4) Niveau B - Texte a compléter

24 (3) Niveau C - Texte et question

25 (2) Niveau C - Texte et question
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Bonne réponse

a regional office must provide records for the response.

La marque de suivi s'applique notamment lorsque des documents doivent venir
d'un bureau régional. La preuve est la phrase « Enquiries that need records from a
regional office or that may take more than five business days to resolve should
also be marked for follow-up. »

(None of the above)

Aucun choix proposé ne résume correctement le message. Le choix qui parle du
jour méme contredit « Staff who need a projector, speaker set or web camera
from room 4A-314 should submit the online loan form at least two business days
before the equipment is needed. »; celui qui parle de signaler les problémes avant
I'emprunt déforme le moment du signalement, et celui qui limite les réunions a la
salle ajoute une condition absente.

send comments on the inspection priorities by August 18.

La personne qui recoit la lettre doit envoyer ses commentaires avant la date
indiquée. La phrase qui le montre est : « Please send your comments to me by
August 18. »

staff should base their points on the latest planning note.

Le mémo précise quel document doit servir de base aux points préparés. La
preuve est : « Use the latest planning note as your source, not the older briefing
deck saved in the shared folder. »

To explain revised practices for saving and organizing shared branch
documents.

Le message présente une nouvelle fagon de classer les documents partagés et
donne les consignes qui I'accompagnent. La preuve est la phrase « Several
teams have reported difficulty identifying the current version of shared
documents, so we are introducing a simpler folder structure for the branch
drive. »

authorization

Le mot « authorization » reprend le document que les gestionnaires doivent
envoyer avant les heures supplémentaires. Dans la phrase « This authorization
must be attached to the claim when it is submitted, along with the employee's
regular timesheet. », il s'agit du document exigé pour traiter la demande.

unless

Le mot « unless » établit la condition qui entraine le retour de la demande. La
phrase compléte est « Pay Services will not return a claim unless it arrives without
the manager's authorization. », ce qui correspond a la regle selon laquelle les
demandes complétes sont traitées normalement.

recommend that access requests include clearer explanations of
intended analysis.

Le but ressort de « Access forms should prompt analysts to describe the
analytical purpose and likely linkages in plain language before security screening

begins. » Le texte présente donc une amélioration précise aux formulaires de
demande d'acces.

They should remain in place until the system problem is addressed.

Vous deviez inférer une position nuancée, non une approbation générale. La
phrase décisive est « As a result, the audit recommends improving the system
display before prohibiting the spreadsheets. »
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26 (2) Niveau C - Texte et question mental health risks should be recorded early so operational choices
reflect workplace pressure.

Le texte présente une politique qui formalise un relevé précoce des risques afin
d'intégrer la pression psychologique aux décisions opérationnelles. La phrase clé
est : « The policy creates a common record so that operational decisions take
account of foreseeable psychological strain as files move through approval. »

27 (4) Niveau C - Texte et question Its positive results may overstate the program’s overall impact.

Le courriel explique que le sondage ne doit pas étre la mesure centrale parce qu’il
pourrait donner une image trop favorable et trop uniforme des résultats. La
preuve se trouve dans « If we present the survey first, executives may conclude
that outcomes improved uniformly, which the full record does not show. »

28 (2) Niveau C - Texte et question Important context is entered into the official record too late.

Vous deviez relever I'idée centrale de I'analyse, pas un détail secondaire. La
preuve se trouve dans « The central issue was that staff treated the repository as
a final archive rather than a working record. »; cela appuie I'idée que I'information
contextuelle est versée trop tard au dossier officiel.

29 (3) Niveau C - Texte et question focus on complex files before altering the overall standard

Vous devez retenir la recommandation nuancée de la conclusion. La preuve est
dans « The analysis therefore recommends a targeted response: revise the public
guidance for complex cases and test a triage script before changing the general
service standard. »

30 (4) Niveau C - Texte et question It would require consultation even for very brief duty changes.

L'auteur ne rejette pas la consultation en général; il critique la portée trop large de
la version proposée. La preuve est dans « The draft approach would require prior
consultation for any temporary redistribution of supervisory duties, including
situations lasting only a few days because of iliness or travel. »

31 (1) Niveau C - Texte a compléter ~ However

La phrase oppose I'avantage général du verrouillage automatique a un effet
problématique dans un cas particulier : « However, applying the same rule to
shared testing accounts before ownership is confirmed would interrupt evidence
collection for two grant systems under review. » La nuance est confirmée par la
solution graduelle : « The unit is therefore proposing a staged suspension:
personal accounts with no recent activity will be disabled first, while shared
accounts will be mapped to business owners before action is taken. »

32 4) Niveau C - Texte a compléter day-to-day language environment

L'expression choisie couvre |I'ensemble des pratiques quotidiennes visées par le
sondage : « The Secretariat will use the results to assess the day-to-day language
environment in each branch before recommending targeted measures. » L'indice
est « The questions ask which language employees use in meetings, how
supervisors manage bilingual discussions, whether shared tools are available in
both official languages and whether translated templates arrive in time to support

the work. »
33 (4) Niveau C - Meilleure Access concerns from union representatives did not prevent the
description Division from seeking security specialists’ review of depot-entry data

for planned charging stations.

La reformulation conserve |'idée que les préoccupations n'ont pas empéché la
demande de révision. La preuve est « Although union representatives raised
access concerns, the Sustainable Development Division asked security
specialists to review depot-entry data to support planned charging stations. »
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34 (2) Niveau C - Meilleure
description

35 (3) Niveau C - Meilleure
description

36 (1) Niveau C - Meilleure
description

37 (2 Niveau C - Texte et deux
questions

38 (4) Niveau C - Texte et deux
questions

39 (4) Niveau C - Texte et deux
questions
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Bonne réponse

Completion of the unit's password audit by regional teams leaves
program officers responsible for checking high-risk accounts ahead of
broader remote access approval.

La phrase indique que I'audit est terminé tout en maintenant une vérification
ciblée avant I'accés élargi. La preuve est « Although regional teams have
completed the password audit requested by the Information Security Unit,
program officers must still verify high-risk accounts before expanded remote
access is approved. »

Despite partners' usual encryption, the unit found uneven managerial
exception approvals and advised managers to record them for partner
access and security reasons.

La reformulation conserve la concession, le constat d'approbations inégales et le
but de la documentation : « Although external partners already use encrypted
channels for most exchanges, the Information Security Unit found that managers
still approve exceptions inconsistently. The unit advises managers to document
each approved exception so external partners receive timely access without
weakening the rationale for security controls. »

Senior leaders should seek partners’ conflict declarations before
approval, despite possible early delays, to give reviewers better
grounds for integrity decisions.

La reformulation garde la recommandation aux cadres supérieurs, les
déclarations demandées aux partenaires externes, le délai possible et le but lié a
I'intégrité. La preuve se trouve surtout dans « Although this step may lengthen
early negotiations, it is intended to strengthen procurement integrity by giving
reviewers a fuller basis for assessing risks. »

some formally compliant procurements may call for additional
managerial attention.

Le texte oppose la conformité administrative au risque d'apparence : « The files
were compliant with delegated authorities, yet the sequence of early market
soundings, draft statements of work and evaluation planning created an
appearance risk beyond checklist completion. » On peut donc conclure que
certains dossiers conformes peuvent nécessiter une attention de gestion
supplémentaire.

(None of the above)

Aucune des trois formulations proposées ne rend I'objectif du texte, qui
recommande un examen ciblé et proportionné lorsque I'impartialité pourrait étre
mise en doute : « A targeted managerial review would give program officers a
clearer basis for continuing necessary discussions while showing suppliers that
potential advantage has been considered before award. » Le choix qui impose un
examen aux achats courants exagere la portée; celui qui dit que les listes
suffisent inverse la position; celui qui vise les dossiers de faible valeur confond les
cas visés.

early union input can prevent repeated adjustments to local control
procedures.

L'inférence repose sur le lien entre une consultation plus précoce et moins de
reprises dans les dossiers. La preuve est : « Files reviewed by the audit team
showed fewer revisions when managers sought union observations before
confirming the local procedure, even when the final decision remained with
management. »
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40 4) Niveau C - Texte et deux early recorded consultation can strengthen controls while leaving
questions managerial authority intact.

L'auteur appuie une consultation consignée qui améliore les contrbles sans retirer
la responsabilité des gestionnaires. La preuve est : « This approach would
preserve managerial accountability while making the design of controls more
reliable. »

Votre niveau en compréhension de I’écrit

Mocko note un test complet a la maniéere de la CFP : vos bonnes réponses sont ramenées sur 50 points, puis comparées aux
seuils de niveau. Voici cette échelle pour les 40 questions de ce cahier.

Niveau Bonnes réponses

E (niveau d’exemption) 36 440
C 30a35
B 222329
A 14 a 21
X (sous le niveau A) 0a1i3

Test 2. Expression écrite

01 @ o2 (2 o0 @ o0 @ o5 (2 o0 (1) o7 (2 o0 (2
o0 (4 10 @) @ 2 @ = @ 1« (1) 5 @) 1 (2
7 (2 1’ @4 19 @) 20 (2 2 Mm 22 @ 22 @ 2 (1)
5 (@ 22 @ 22 (@ 228 (1) 20 (2 3 (2 31 @ 32 @

33 (2) 34 (2 35 (1) 36 (1) 37 (3) 38 (3) 39 (4) 40 (4)

N° Rép. Type Bonne réponse
1 (2) Niveau A - Texte a compléter requested
Dans « Several teams requested loaner laptops for field visits last week. », l'indice
« last week » exige le prétérit; « requested » marque une action terminée dans le
passé.
2 (2) Niveau A - Texte a compléter remind

Le sujet pluriel « the members of the Occupational Health and Safety Committee »
commande le verbe au présent sans terminaison de troisieme personne du
singulier, donc « remind ». La phrase complétée dit : « Because an evacuation drill
is planned for March 7, the members of the Occupational Health and Safety
Committee remind employees to attend a short briefing in room 5H-468 before
the exercise. »
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Niveau B - Texte a compléter
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Bonne réponse

brief

Dans « The Pay Services Division will explain how to read a statement and give a
brief review of common pay questions. », le nom « review » doit étre qualifié par
I'adjectif « brief » apres I'article « a ».

an

Dans « Please allow an hour for the confirmation email to arrive. », le mot qui suit
commence par un son vocalique. L'article indéfini requis devant « hour » est donc
« an ».

explanation

Dans « If any line is unclear, add a brief explanation in the comment field. », le
groupe « a brief » introduit un nom singulier. Le nom requis est « explanation ».

to check

Dans « Please remember to check the new mail room schedule by February 25. »,
« remember » prend l'infinitif « to check » lorsqu'il s'agit d'une action a faire.
L'indice « by February 25 » montre qu'il s'agit d'une action a accomplir avant
cette date.

is
Dans « A copy of the new schedule is available on the service page. », le sujet

grammatical est « A copy of the new schedule ». Le nom principal « copy » est
singulier; le verbe doit donc étre « is ».

scheduled

Dans « The Facilities Management Directorate has approved a scheduled
maintenance visit for September 7. », le mot « scheduled » est un adjectif placé
devant le nom « maintenance visit ». La date « September 7 » confirme que la
visite est fixée.

between

Dans « The work will take place between the west entrance and the service
counter. », « between » relie deux lieux précis. L'indice est « the west entrance
and the service counter ».

them

Dans « Extra signs will be placed near the doors; please do not move them. »,
« them » est le pronom complément pluriel qui reprend « Extra signs ». Apres
« move », il faut un complément d'objet.

at present

La locution « at present » signifie « en ce moment » et convient avec l'indice
temporel « before the December 7 review » dans « Please note that, before the
December 7 review, the Information Management Division needs a list of shared
documents in room 3A-404 that are stored outside the approved folder structure
at present. »

claiming
Apres la préposition « before », I'anglais emploie normalement un gérondif. La
preuve est dans la phrase « Staff in the Information Management Division who

expect to work beyond regular hours on March 23 must obtain written approval
from Bethany Paquette before claiming any overtime. »
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Bonne réponse

in
Vous devez employer le verbe a particule correct pour une inscription a I'arrivée :
« sign in ». La preuve se trouve dans la phrase « Please arrive ten minutes early

and sign in at the reception desk so the Grants and Contributions Office can track
attendance. »

return

Dans le contexte d’un formulaire joint que vous devez envoyer a une personne, le
verbe juste est celui qui exprime I'idée de le renvoyer. La phrase compléte est « If
you want to take part, please return the attached form to Vincent Ahmed before
the information meeting in room 1F-105 at 4:00 p.m., where Farid Dubé will
answer questions. »

relevant

Dans la phrase « Your manager must confirm that the training is relevant to your
current duties. », « relevant » est |'adjectif complément exigé aprés le verbe de
liaison « is ». L'indice « to your current duties » précise le lien a exprimer.

check

Dans la phrase « Before the plan is sent to the provider, please check the
documents for missing signatures and dates. », « check » signifie vérifier. L'indice
« for missing signatures and dates » montre qu'il s'agit d'un contrdle de présence
d'information, non d'une direction des documents.

the

Dans la phrase « Because the pilot may later include clients outside government,
the new wording must be clear to the public. », le nom collectif qui désigne la
population en général se construit avec I'article défini « the » dans « the public ».
L'indice « clients outside government » montre qu'il s'agit de la population visée
de fagcon générale.

by themselves when needed

Dans la phrase « The revised instructions should therefore show employees how
to update those details by themselves when needed. », le pronom réfléchi doit
renvoyer a « employees », un nom pluriel de troisieme personne. La forme exigée
est donc « themselves » dans le groupe « by themselves when needed ».

are matched with mentors

Dans « Under the revised process, participants are matched with mentors by the
Staffing Unit after supervisors confirm learning goals. », « are matched with
mentors » forme la voix passive avec « be » et un participe passé. L'indice est

« by the Staffing Unit ».

sensitive

Dans « Supervisors must not include sensitive information, such as medical
details or performance ratings, in the nomination form. », « sensitive » est |'adjectif
qui qualifie des renseignements délicats ou personnels. L'indice est « medical
details or performance ratings ».

has received

Dans « Since the pilot began in May, the Staffing Unit has received several
questions about how matches are recorded. », « has received » est le present
perfect exigé par « Since the pilot began in May ». Cette construction décrit une
période commencée dans le passé et encore liée au présent.
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22 4) Niveau B - Texte a compléter

23 (4) Niveau B - Texte a compléter

24 (1) Niveau B - Texte a compléter

25 (2) Niveau C - Texte a compléter

26 4) Niveau C - Texte a compléter

27 (4) Niveau C - Texte a compléter

28 (1) Niveau C - Texte a compléter

29 (2) Niveau C - Texte a compléter
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Bonne réponse

delete

Le verbe « delete » convient avec « the files » pour parler de fichiers retirés d'un
dossier. La phrase compléte est « If you replace a pledge form before sending it,
please delete the files from your draft folder so that outdated versions are not
attached later. »

accuracy

Le nom « accuracy » forme avec « Your » le groupe nominal sujet du verbe
« helps ». La phrase complete est « Your accuracy in recording each donor's unit
helps us prepare a clear summary for Finance after the campaign closes. »

the

L'article défini « the » est exigé parce que le code est précis et unique, comme
I'indique « it is the only code for this drive ». La phrase compléte est « At the end
of the week, use the campaign code provided in this message; it is the only code
for this drive. »

must precede any temporary arrangement

L'indice « only after consultation » et le contraste « rather than follow it » exigent

« must precede any temporary arrangement », car « precede » signifie venir avant.

La phrase compléte est « Because rights may be limited only after consultation,
the guidance states that meaningful discussion must precede any temporary
arrangement rather than follow it. »

requires

« requires » s'accorde avec le noyau singulier du sujet, « combination », méme si
plusieurs noms pluriels interviennent avant le verbe. La phrase complétée est

« The combination of automated suggestions, human review protocols and
regional service standards, despite the apparent similarity of the pilot sites,
requires a common assessment framework before any guidance is issued. »

justify

Dans le registre administratif, il faut un verbe précis qui exprime I'obligation
d’appuyer une décision par des motifs. La phrase « Wei Cloutier has drafted a
note for Isabelle Doucet stating that the branch may need additional analysts in
the autumn; however, before any staffing action is considered, managers must
justify the projected workload and confirm that internal deployment options have
been examined thoroughly. » montre que les gestionnaires doivent démontrer le
bien-fondé de I'action envisagée.

address the staffing pressures

Dans « Each directorate should address the staffing pressures identified in its
quarterly workforce forecast and explain any reliance on short-term
assignments. », la collocation administrative est « address the staffing
pressures », qui signifie prendre des mesures pour régler le probléme signalé.

has been

Dans « The consolidated plan, including proposed reallocations and hiring
priorities for positions that are expected to become vacant next spring, will be
released to directors once it has been approved by the executive committee. », la
Voix passive exige « has been » devant le participe passé « approved » parce que
le plan recoit I'action de I'approbation.
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30 (2) Niveau C - Texte a compléter  this in turn will

Le groupe « this in turn will » indique qu'une premiere action entraine I'action
suivante. Dans « The review must first identify documents already retained in the
appointment file; this in turn will allow the Staffing Unit to answer bargaining-
agent questions without collecting duplicate material. », les mots « must first
identify » établissent cette suite logique.

31 (3) Niveau C - Texte a compléter raise

La collocation administrative est « raise a concern » lorsqu'une personne signale
une préoccupation. Dans la phrase « If a manager needs to raise a concern about
the wording of a proposed response, | will coordinate the review before it is
shared. », le sujet est « a manager », donc le verbe doit étre « raise ».

32 (2 Niveau C - Texte a compléter remains subject to review

Le noyau du sujet est « The summary », un nom singulier; le groupe « together
with the draft response to the bargaining agent » est intercalé et ne commande
pas l'accord. La phrase « The summary of staffing actions related to the
reclassification request, together with the draft response to the bargaining agent,
remains subject to review until | confirm that the file can be closed. » exige donc
« remains subject to review ».

33 (2 Niveau C - Erreur en gras to prioritize fixes and documenting costs

La série exige des formes paralleles aprés le verbe qui introduit les taches : « to
prioritize fixes and document costs » garde deux bases verbales sous le méme
infinitif. La rupture apparait dans « The draft asks program officers to examine
barriers and record evidence before recommending service changes, to prioritize
fixes and documenting costs for the annual implementation plan, and to brief the
audit committee on issues that require policy direction. »

34 (2) Niveau C - Erreur en gras accountable of notifying affected employees

La construction correcte est « accountable for notifying affected employees » :
|'adjectif « accountable » se construit avec « for » devant le gérondif lorsqu'il
indigue une responsabilité. La phrase fautive se lit « Managers are accountable of
notifying affected employees before options are finalized, and supporting
analyses will be subject to review by managers who were not involved in drafting
the proposal. »

35 (1) Niveau C - Erreur en gras should have notified of the change

Apres « should have », la voix passive exige « been » devant le participe passé : il
faut écrire « should have been notified of the change ». La phrase montre que les
représentants syndicaux devaient recevoir I'avis, non I'envoyer : « Union
representatives should have been notified of the change before program officers
were asked to apply the new procedure to case files. »

36 (1) Niveau C - Erreur en gras is insufficient to support

Le segment « is insufficient to support » enfreint I'accord sujet-verbe : le sujet est
« The projected reductions in energy use from secured printing and device
consolidation », donc le verbe doit étre au pluriel, « are insufficient to support ».
Les autres segments respectent leur construction grammaticale dans la phrase.

37 (3) Niveau C - Erreur en gras should systematic review requests

Dans « should systematic review requests », |'adjectif « systematic » est employé
la ou un adverbe doit modifier le verbe « review »; il faut écrire « should
systematically review requests ». La phrase « Because the environmental gain
depends on consistent screening across programs, security specialists should
systematically review requests for new networked devices before managers
approve them. » exige un adverbe pour préciser la maniére dont I'examen est
effectué.
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N° Rép. Type Bonne réponse

38 (3) Niveau C - Erreur en gras toward concerns raised during consultations

Le verbe cité exige « to » : il faut écrire « respond to concerns raised during
consultations ». La phrase corrigée est « The division therefore concluded that a
thematic summary would respond to concerns raised during consultations while
preserving the limits of the evidence and the confidentiality commitments made to
participants. »

39 (4) Niveau C - Erreur en gras None of the above.

Les trois segments sont corrects. « with external partners » suit la construction
« exchange something with someone »; « in charge of joint analysis » suit la
construction « in charge of » avec un nom; « regardless of work location » suit la
construction « regardless of » avec un nom.

40 4) Niveau C - Erreur en gras None of the above.

Les trois segments sont corrects. « has limited the invitation list » emploie le
present perfect pour une décision qui a un effet sur le dossier actuel; « will
consult with the audit committee » est correct parce que « consult with » signifie
s'entretenir avec un groupe; « must be retained by the file lead » emploie
correctement la voix passive avec modal pour une exigence de conservation.

Votre niveau en expression écrite

Mocko note un test complet a la maniere de la CFP : vos bonnes réponses sont ramenées sur 55 points, puis comparées aux
seuils de niveau. Voici cette échelle pour les 40 questions de ce cahier.

Niveau Bonnes réponses

E (niveau d’exemption) 38 3440
C 31a37
B 23230
A 15a22
X (sous le niveau A) 0ai4
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Evaluation de langue orale : notation et exemples de réponses

L’oral recoit un seul niveau global, pas une note par question. L’évaluateur cherche le niveau le plus élevé dont vous
maintenez les taches sur ’ensemble de ses questions, avec la justesse attendue a ce niveau.

Ce qui est évalué

¢ Aisance et étendue : la durée et la fluidité de votre discours.

¢ Vocabulaire : I'étendue et la précision pour le sujet.

e Grammaire : la variété des structures et leur maitrise.

¢ Prononciation : la facilité avec laquelle on vous comprend.

¢ Compréhension : chaque réponse traite-t-elle bien la question posée?

Ce que demande chaque niveau

A Des réponses courtes sur des sujets concrets et habituels : votre travail, votre équipe, votre horaire. Des structures
simples et un vocabulaire de base; les pauses sont normales.

B Des descriptions et des récits clairs, assez détaillés : les étapes d’un processus, un événement passé, des projets,
la comparaison de deux options. Des idées enchainées, généralement justes aux temps courants.

C Des explications détaillées sur des sujets complexes ou abstraits, des questions hypothétiques et une opinion que
vous justifiez et défendez. Un vocabulaire et des structures variés, un débit assez naturel et des erreurs qui génent
rarement la compréhension.

1. A1
What is your weekly schedule, and when do you usually take lunch?

CE QU’UNE BONNE REPONSE COUVRE

e Describes their weekly schedule.

e Says when they usually take lunch.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

A level answer uses simple present tense, basic time expressions and short sentences about familiar work routines.

EXEMPLE DE REPONSE DE NIVEAU A

I work from Monday to Friday. My usual hours are 8:30 to 4:30. I take lunch around noon, usually from 12:00 to
12:30. Sometimes I take it a little later if I have a meeting.

2. A2
What is one task you do often, and how long does it usually take?

CE QU'UNE BONNE REPONSE COUVRE
¢ Names one task they do often.

e Says how long it usually takes.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

A level answer gives concrete information in simple present tense with basic vocabulary and clear time expressions.

EXEMPLE DE REPONSE DE NIVEAU A

One task I do often is checking messages from my team. I read the emails and answer simple questions. This

usually takes about thirty minutes in the morning. If there are many messages, it can take longer.

mocko.ai - Préparez I'ELS gratuitement en ligne



3.A3
How do you start a typical day, and what are your first tasks?

CE QU’UNE BONNE REPONSE COUVRE

e Describes how they start a typical day.

e Names their first tasks.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

A level answer uses short, clear sentences in sequence and describes familiar actions in the present tense.

EXEMPLE DE REPONSE DE NIVEAU A

I start my day by opening my computer and checking my calendar. Then I read my emails. My first tasks are

usually to answer urgent messages and look at my list for the day. After that, I prepare for meetings.

4.B1

At work, how do you get a document approved, from the first draft to the final approval?
CE QU’UNE BONNE REPONSE COUVRE

¢ Names steps in order from the first draft to final approval.

e Explains how the document is approved.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

B level answer presents a clear sequence of concrete steps using connectors and accurate present tense forms.

EXEMPLE DE REPONSE DE NIVEAU B

First, I prepare a draft and check that the main information is clear. Then I send it to a colleague or my team lead
for comments. I make the changes and check the format, spelling and dates. After that, I send the revised version
to my manager with a short message explaining what has changed. If my manager has questions, I answer them

or update the text again. When everything is ready, my manager gives final approval, usually by email.

5. B2

Tell me about a time when you met a tight deadline just in time. What happened, and how did you finish the
work?

CE QU’UNE BONNE REPONSE COUVRE

e Describes what happened during the tight deadline.
e Explains how they finished the work.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

B level answer narrates a past event with enough detail, appropriate past tenses and simple links between actions.

EXEMPLE DE REPONSE DE NIVEAU B

Last year, my team had to send a briefing note before the end of the day. In the morning, we learned that some
numbers were missing, so the draft was not ready. I contacted two people who had the information, and I kept
my manager informed. While I waited, I cleaned up the parts that were already complete. At about three o’clock,
I received the final numbers. I added them, checked the document and sent it for review. We submitted it a few
minutes before the deadline.
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6. B3

Describe a busy period coming up in your work. What will make it busy, and how are you preparing for it?
CE QU’UNE BONNE REPONSE COUVRE

e Describes a busy period coming up.

e Explains what will make it busy.

e Explains how they are preparing for it.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

B level answer describes future work clearly, uses future forms and explains preparation with simple supporting details.

EXEMPLE DE REPONSE DE NIVEAU B

The next few weeks will be busy because our team has several deadlines close together. We have regular work,
meetings and a few documents that need review at the same time. To prepare, I am updating my task list and
checking the due dates with my manager. I am also blocking time in my calendar for focused work. If I see a risk,
I will raise it early so the team can adjust priorities.

7. B4

Think of a time when you received two urgent requests at the same time. What were the two options, which
one did you choose, and why?

CE QU’UNE BONNE REPONSE COUVRE

¢ |dentifies the two options they had

e States which option was chosen

e Explains why the chosen option was selected

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

B level answer recounts a real past complication, uses past tenses clearly and gives a concrete reason for the choice made.

EXEMPLE DE REPONSE DE NIVEAU B

A few months ago, I received two urgent requests on the same morning. One option was to prepare information
for my manager for a meeting that afternoon. The other option was to answer a request from another unit that
also had a short deadline. I chose to prepare the information for my manager first because the meeting time was
fixed and the information was needed for a decision. I told the other unit when I could answer and sent a quick

message to explain the delay. After the meeting package was ready, I worked on the second request and sent the
answer later that day.
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8.C1

Explain the impact of helping a colleague in this way on your own workload and on the team's service to
clients.

CE QU’UNE BONNE REPONSE COUVRE
e Explains one impact on their own workload.

e Explains one impact on the team's service to clients.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

C level answer explains cause and effect in detail, balances positive and negative impacts and uses precise, connected
language.

EXEMPLE DE REPONSE DE NIVEAU C

When I help cover a colleague’s work for a few days, the first impact is on my workload. I have to reorganize my
priorities, postpone tasks that are less urgent and sometimes work in shorter blocks of time. That can create
pressure, especially if my own deadlines remain unchanged. However, it can also give me a better understanding
of the team’s work and make future collaboration easier. For the team’s service to clients, the impact is generally
positive if the support is organized. Clients still receive answers, urgent items do not wait and the team looks
reliable. The risk is that service becomes uneven if I do not have enough context or authority to make decisions.
For that reason, I would ask for clear instructions, confirm priorities with my manager and document what I have
done.

9.C2

What would you do if helping them might put your own deadline at risk?
CE QU’UNE BONNE REPONSE COUVRE

¢ Explains what they would do if asked to help.

e Explains how they would manage the risk to their own deadline.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

C level answer handles a hypothetical workplace conflict with judgment, clear prioritization and tactful language.

EXEMPLE DE REPONSE DE NIVEAU C

I would not simply say yes or no immediately. First, I would ask the colleague what is needed, how urgent it is
and whether the task truly requires my help. Then I would look at my own deadline and estimate how much time
I could give without creating a serious risk. If the request was short, I might help right away and then return to
my file. If it was larger, I would speak with my manager before changing priorities. I would explain the two
deadlines and ask which one should come first. I might also offer a limited form of support, such as reviewing
one section, sharing a template or connecting the colleague with someone else. That way, I would be helpful
without silently accepting a risk that affects my own deliverable.
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10.C3

Do you agree that transparent management decisions build trust even when employees dislike the decision
itself, and why?

CE QU’UNE BONNE REPONSE COUVRE

¢ States whether they agree with the claim.

e Explains why transparent management decisions affect trust.

e Addresses decisions employees dislike.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

C level answer gives a justified opinion on an abstract workplace issue, supports it with reasoning and includes appropriate

nuance.

EXEMPLE DE REPONSE DE NIVEAU C

I generally agree, but I think the quality of the explanation matters as much as the amount of information shared.
Employees do not expect to agree with every staffing, workload or budget decision. However, they are more likely
to accept a difficult decision if they understand the constraints, the criteria used and the alternatives that were
considered. Transparency reduces rumours because people are not left to invent explanations. It also shows
respect for employees’ judgment. That said, transparency does not mean sharing confidential personal
information or every internal discussion. Managers need to explain the decision at the right level: what problem
they were trying to solve, what factors guided the choice and what the impact will be. If they only announce the
result without context, even a reasonable decision can look arbitrary. So, in my view, transparency builds trust

when it is honest, timely and responsible.

11. C4

A colleague argues that full transparency about management decisions is always harmful because it creates
complaints and slows action. What would you say to this colleague, and where do you stand now?

CE QU’UNE BONNE REPONSE COUVRE
e Explains what they would say to this colleague.

e States where they stand now.

CE QUI EN FAIT UNE REPONSE DE CE NIVEAU

C level answer responds to an opposing view diplomatically, refines or maintains a position and supports it with precise
reasoning.

EXEMPLE DE REPONSE DE NIVEAU C

I would tell my colleague that I understand the concern. Poorly handled transparency can create confusion,
especially if information is shared without context or before decisions are ready. It can also lead to complaints if
employees feel invited to reopen every issue. However, I would not agree that transparency is always harmful. In
many cases, the absence of information slows action more, because people hesitate, speculate or lose confidence
in the direction. I would distinguish between full disclosure and meaningful explanation. Managers should not
share confidential details or every debate behind closed doors, but they should explain the reasons, constraints
and expected impacts of important decisions. My position remains that transparency is necessary, but it has to be
disciplined. It should clarify decisions, not turn every decision into a consultation after the fact.
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