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CCA Curriculum 2025 – Essential Skills Guide 
 

Essential Skills Guide 
 

The Essential Skills Guide is a training tool used to develop the essential skills and behaviours of a Continuing Care Assistant (CCA). Essential skills, also known 
as soft skills or attributes, are foundational for a CCA to be able to perform in the workplace and develop the required skills to have a successful career as a CCA. 
There is always a level of subjectivity and individuality when identifying and applying essential skills. The intention of this guide is to support learners in building 
self-awareness, using consistent language, and developing a passion to learn and grow the essential skills of a CCA.  
 
Below, the guide defines the 11 CCA essential skills and CCA behaviours and breaks the essential skills into observable and measurable parts.  
 
The guide will assist learners to: 

1 Develop an understanding of what the CCA essential skills are. 
2 Learn how to demonstrate the essential skill through practice.  
3 Develop proficiency by continuously applying the essential skills. 

 
 
 

 
 
 
 
 
 
 

 
 

 
 

By the end of the CCA Program learners should at least reach the level of “Practicing” across all of the 11 CCA essential skills. 
 

This guide is integrated throughout the CCA program in several ways: 
• Independent training tool used by learners to identify, develop, and practice their CCA essential skills. 
• Training tool for instructors to use during group work, simulations, and labs to increase learner’s essential skill development. 
• Used for Progress Check-Ins to identify and discuss performance and progress for developing CCA essential skills. 
• A resource for CCA mentors and learners in Practicum to identify and practice essential skills in the workplace. 
• An assessment rubric for the Integrative Skills Course. 
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Essential Skills Guide 
Interpersonal Communication: Ability to receive, understand, consider, and share information and ideas through speaking, listening, and interacting 
with others. 
Interpersonal communication skills are unique to a person and each person has different preferences and comfort with these skills. The goal is to 
develop the essential skills of body language, communication etiquette, and active listening. These skills must be person-centered—apply this 
philosophy of care when using these skills to support a person to feel safe, comfortable, and calm.  

Skill Developing Practicing Proficient 

Body Language Defines body language and identifies 
signals that make up body language. 

Uses a few body language signals 
inconsistently:  
• Makes eye contact 
• Speaks to the person at their eye level (e.g., 

wheelchair level) 
• Maintains personal space - distance between 

people 
• Smiles 
• Ensures mouth is visible, when able 
• Displays open body language including arm 

position and leg position (supportive 
stance) 

• Positions self in the direction people are 
facing 

Applies most of the following body language 
signals consistently: 
• Makes eye contact 
• Speaks to the person at their eye level (e.g., 

wheelchair level) 
• Maintains personal space - distance 

between people 
• Smiles 
• Ensures mouth is visible, when able 
• Displays open body language including arm 

position and leg position (supportive 
stance) 

• Positions self in the direction people are 
facing 

Communication 
Etiquette 

Defines communication etiquette and 
identifies factors of communication 
etiquette. 

Uses a few communication étiquette 
techniques inconsistently:  
• Tone of voice 
• Volume of voice 
• Facial expressions 
• Posture 
• Gestures 

Applies most of the communication etiquette 
techniques consistently: 
• Tone of voice 
• Volume of voice 
• Facial expressions 
• Posture 
• Gestures  

Active 
Listening 

Defines active listening and identifies 
the signs of active listening. 

Uses a few active listening signs inconsistently: 
• Maintains eye contact 
• Allows silence to let speaker continue 
• Summarizes key points heard 
• Asks relevant questions for clarification 
• Encourages others to speak or share more 

details 

Uses most active listening signs consistently: 
• Maintains eye contact 
• Allows silence to let speaker continue 
• Summarizes key points heard 
• Asks relevant questions for clarification 
• Encourages others to speak or share more 

details 
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Collaboration: Ability to contribute and support others to achieve a common goal by working well with others, valuing diversity and inclusivity, and 
engaging in positive productive discussions. 

Skill Developing Practicing Proficient 

Contributes to 
Group 

Activities 

Defines contribution and identifies ways 
a person can contribute in group 
activities. 

Shares ideas when asked by others. 
Finds opportunities to independently offer 
ideas, new suggestions, or alternative 
solutions that build on the ideas of others. 

Fosters 
Positive Team 

Climate 
Defines a positive team climate. 

Treats team members respectfully when 
engaging with a team member or a group: 
• Asks questions 
• Shares one’s thoughts/opinions  
• Makes attempts to use a positive tone of 

voice 
• Displays friendly facial expressions 
• Displays open body language  

Engages in the team successfully including 
encouraging others to engage by: 
• Asking questions 
• Gaining other’s thoughts/opinions  
• Communicating politely with a positive tone 

of voice 
• Displaying friendly facial expressions 
• Displaying open body language 

Responds to 
Conflict 

Defines conflict and identifies types or 
points of conflict. 

Attempts to resolve or diffuse conflict through 
verbal or physical actions or inactions 
inconsistently. 

Attempts to resolve or diffuse conflict through 
verbal or physical actions or inactions 
consistently. 

Self-Awareness: Ability to recognize one’s own personality, character, and feelings including strengths, weaknesses, thoughts, behaviors, beliefs, 
motivation, and emotions. 

Skill Developing Practicing Proficient 

Emotional 
Identification Defines different types of emotions. Identifies specific emotions felt or expressed 

(verbally or non-verbally) by another person. 
Identifies one’s own and others’ emotions felt 
or expressed (verbally or non-verbally). 

Self-Reflection Defines self-reflection. 
At times, can look back on previous 
experiences or prior learning to revisit and talk 
about those experiences.  

Looks back on previous experiences or prior 
learning to revisit and make connections 
between the past experiences to the new 
things being learned. 

Perspective 
Taking Defines perspective. Identifies alternative perspectives on a subject 

or task.  

Identifies alternative perspectives by asking 
others to provide their perspectives and views 
and uses these views to shift one’s own 
personal perspective.  

Asking For 
Help / Support 

Talks about the importance of asking for 
help. 

Acknowledges that help or support was 
needed. Asks for help and support when it is needed. 
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Cultural Humility: Ability to communicate and work effectively with individuals from distinct cultures, races, ages, religions, lifestyles and points of 
view. 

Skill Developing Practicing Proficient 

Cultural Self-
Awareness 

Identifies that there are different equity 
identities. 

Identifies that actions and viewpoints are 
influenced by a person’s own equity identities 
and biases.  

Discusses how one’s equity identities and 
biases impact personal perspectives. 

Empathy Defines empathy. 
Identifies that there could be potential 
differences in perspectives or feelings for a 
situation/context based on equity identities. 

Asks about the experiences of others and 
shifts a perspective to viewing a 
situation/context through the lens of the other 
person to see a situation/context in a different 
way. 

 
 
 
 

Use of 
Language 

 
 

Talks about the importance of using 
sensitive and appropriate language. 

Recognizes the different languages used to 
communicate about equity identities, such as: 
• Culture 
• Religion 
• Ethnicity 
• Pronouns 
• Avoidance of slang or labels 

Modifies, and/or makes attempts to modify, 
verbal communication based on equity 
identities such as: 
• Culture 
• Religion 
• Ethnicity 
• Pronouns 
• Avoidance of slang or labels 

Curiosity Identifies that there are different 
cultures. 

Expresses an interest to learn more about 
different cultures. 

Takes action to participate in learning 
opportunities and/or self-educates about 
cultural practices, beliefs, and perspectives 
that are different from one’s own such as 
reading, researching, etc. 

Decision Making: Ability to understand information to make a timely judgement considering one’s responsibility and the consequences. 
Skill Developing Practicing Proficient 

Identification of 
a Decision Defines a decision.  Can identify that a decision needs to be made. Identifies when a decision needs to be made 

and the options for the decision. 

Conclusions Defines a conclusion/answer.  
States an answer / conclusion some of the time 
but may miss incorporating key pieces of 
information provided.  

States accurate answers / conclusions 
consistently and clearly which are directly 
related to the information provided. 
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Adaptability: Ability to achieve or adjust goals and behaviours when expected or unexpected change occurs. 
Skill Developing Practicing Proficient 

Responding to 
Change Identifies that change occurs. 

Switches between familiar roles, tasks, or 
processes when expected change occurs, but 
prefers to stick to established routines and way 
of doing things. 

Switches among unfamiliar roles, tasks, or 
processes that are unexpected with an 
openness to adjusting to align with new 
conditions. 

Works in 
Uncertainty / 

Ambiguity 
Identifies that situations / context may 
be unfamiliar, uncertain, or ambiguous. 

With direction/guidance can navigate 
unfamiliar, uncertain, or ambiguous situations.  

Consistently navigates without 
direction/guidance unfamiliar, uncertain, or 
ambiguous situations by using tools and 
resources available to find best approaches or 
solutions. 

Resilience: Ability to recover from difficulties or changes, one has had to face, to bounce back and then move forward. 
Skill Developing Practicing Proficient 

Persistence Defines persistence. 

When faced with a challenge or obstacle the 
usual approach to the situation typically 
consists of an “I can’t” attitude and will wait for 
help or assistance. 

When faced with a challenge or obstacle the 
usual approach to the situation typically 
consists of an “I can” attitude and will make 
several attempts to solve the challenge or seek 
out help. 

Stress 
Management 

Defines stress and a few stress 
management techniques. 

Identifies situations when stress levels may be 
elevated due to challenging situations or 
setbacks and identifies a few stress 
management techniques that could be used: 
• Asks for help 
• Deep breathing 
• Reframes  
• Breaks issue into smaller step 
• Gets fresh air 
• Meditates 
• Journals 

During challenging situations or after facing an 
obstacle, independently identifies one’s own 
stress and implements a personal stress 
management technique: 
• Asks for help 
• Deep breathing 
• Reframes  
• Breaks issue into smaller step 
• Gets fresh air 
• Meditates 
• Journals 

Attention to Detail: The quality of being meticulous in the execution of tasks ensuring accuracy, precision, and completeness. 
Skill Developing Practicing Proficient 

Accuracy of 
Task Identifies the task. 

Completes tasks / assignments following 80% 
of the requirements (e.g., completes 80% of a 
lab checklist, includes 80% of the required 
content, follows 80% of the assignment 
instructions). 

Completes tasks / assignments following 100% 
of the requirements. 
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Time Management: Ability to organize one's own time across several tasks at once and be able to set priorities and allocate time efficiently in order 
to meet deadlines. 

Skill Developing Practicing Proficient 

Meeting 
Deadlines Identifies deadline dates. 

Meets 80% of the course deadlines and 
communicates when accommodation is 
needed. 

Meets 100% of the course deadlines and 
communicates when accommodation is 
needed. 

Time Tracking 
Repeats or acknowledges the time 
frame required to complete a 
task/activity. 

Completes a task/activity within a given time 
frame with some check-ins or reminders.  

Completes a task/activity within a given time 
frame independently without check-ins or 
reminders. 

Critical Thinking: Ability to analyze information and use logic to address issues and problems. 
Skill Developing Practicing Proficient 

Define a 
Problem Defines a problem/issue. 

Identifies that there is a problem/issue but 
requires follow up questions to clearly state and 
describe the problem.  

Identifies that there is a problem/issue clearly 
and concisely.  

Using Evidence Identifies that there is other information 
beyond their opinion, thoughts, or ideas. 

Applies information from a single source 
without critically analyzing or interpreting the 
information, taking the information at face 
value. 

Gathers information from multiple sources and 
interprets/evaluates the credibility of the 
source, the accuracy, and the relevance of the 
information before applying it. 

Related 
Outcomes 

Defines an outcome and can describe 
how an outcome relates to a problem. 

Identifies an outcome, but the outcome does 
not clearly connect back to the problem/issue. 

Identifies 1 or more outcomes that directly 
relate back to the problem/issue. 

Problem Solving: Ability to identify, analyze, propose solutions, and make decisions. 
Skill Developing Practicing Proficient 

Identify 
Solution Defines a solution. Identifies one solution for solving a problem. Identifies multiple solutions for solving a 

problem.  

Implement 
Solution 

Identifies that a solution is needed to 
solve a problem. 

Applies a solution that addresses some parts of 
the problem but does not solve the entire 
problem.   

Applies a solution that addresses and solves 
the entire problem.  

Evaluation Identifies the problem has been solved. Identifies the outcome or results of the solution 
to address the problem.  

Identifies the outcome or results of the solution 
and shares ways to reduce the problem from 
potentially happening again in the future. 
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CCA Behaviours 
Behaviours are observable actions, responses, and patterns of activity exhibited by a person, organism, or system. As you begin to develop and build proficiency 
in the CCA essential skills, CCA behaviours will start to show. The following are key behaviours of a CCA:  

Demonstrates care and 
respect towards others 

Shows compassion and 
cultural sensitivity to a 

persons’ needs, preferences, 
and emotions 

Communicates effectively 
and respectfully (verbally and 

non-verbally) 

Advocates for a persons’ 
needs, preferences, and 

changes in condition verbally 
and in writing using 

appropriate language and 
reporting processes 

Establishes and maintains an 
individualized approach to 
care through EDIRA and 

person-centered 
communication 

Displays a positive, friendly, 
helpful, courteous attitude 

Applies critical thinking by 
identifying a problem, 
gathering information, 

evaluating the information, 
and formulating a decision for 

action 

Adapts effectively to change 
with a positive attitude 

Applies stress management 
techniques by recognizing 

how one’s approach, values 
and preferences impact care 

Engages in continuous 
learning by advocating for 
learning opportunities to 

continuously enhance skills 
and knowledge 

Respects confidentiality 
through honesty, ethics, and 

reliability 

Applies time management 
strategies through 

punctuality, preparedness, 
and prioritizing workloads 

Applies health-related 
knowledge when assessing 

and providing care in 
accordance with the CCA 

Standards of Practice 

Promotes independence by 
supporting individual 

capabilities, needs, and 
preferences 

Functions as an effective 
team player that actively 

contributes, offers support, 
and is dependable and 

accountable 
 
By developing and practicing essential CCA skills you will begin to act, respond, and build patterns of activities aligned with the CCA behaviours. Throughout the 
program find opportunities to identify and practice shaping these behaviours.
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