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INTRODUCTION

"Developing VESL Materials for the Job-Site™ is the fourth in a series of
four workshops funded by Region V, Health and Human Sarvices. The goal of
the series is to improve the skills of refugee service provider staff.

| . | /
The focus of the refur .: programs is on getting refugees employed. In order
to find and maintain employment, refugees need certain language skills which
enable them to function on the job. These skills include both the work and
social related language to carry out specific job tasks. Examples are the
ability to camprehend the supervisor's instructions and explain accidents.
Because each company and job is unique, it is critical for refugee programs
to identify the necessary language and to teach such language to the
refugees. This responsibility often k_glongs to the VESL teacher.

: 4

The goal of this workshop was to train VESL teachers to identify the language
necessary for a particular job and to develop lessons which teach such
language. Workshop activities included presentations on the functicnal
approach to ESL instruction and the process for language-gathering, visits to
a variety of campanies, and actual hands-on VESL lesson writing.

This particular worksnop was offered by N.E.C. two times. The first time was
in Januvary, 1982 for the Illinois Adult Indochinese Refugee Consortium.
Because of the tremendous need for training in this area, the workshop was
repeated as a part of the Region V Technical Assistance Prcject. This
publication is a compilation of the activities and maéeri-als developed from
both workshops. Specific contents include: .

1. A summary of the workshop presentations and handouts

2. A selected list of resources

3. Interview instruments for visits to the job-site

4. Sample VESL lessons fram FY'83 and FY'82 workshops

-2
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The Northwest Educational Cooperative hopes that readers will find these
materials a useful resource for the development of VESL materials.

Interested readers who have questions or would like further information
about the publication or the workshop itself are welcome to call Linda
Mrowicki at (312) 870-4166.

June, 1983
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DEVELOPING VESL MATERIALS FOR THE JOB-SITE

Objectives - Participants
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OVERVIEW OF LANGUAGE NEEDS
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OVERVIEW OF WORKERS' LANGUAGE NEEDS

Within the last two years, several people have been involved in identifying
the language needs of refugees on the job. The results of the research is
found on the following pages. First, there is an article by David Prince
and Julia Gage which provides a detailed overview of job-related English.
Secondly, there is a short summary of a Utah study in which industry
identified the problems and benefits of hiring Indochinese employees.

Thirdly, there is a summary of the Project PRIDE industry survey done in
Illinois. /
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ERIC/CLL News Bulletir

processing
e itions. The smdy identified four-categories -of laoguage
g)‘mu;nmgeﬁot ‘mmediste job dxma. (2) wotk language for

ERIC

Clearinghouse on Languages and Linguistics

Volume 5, No. 3

May 198

SOME CONSIDERATIONS IN ADULT VOCATIONALESL .
| David Prince and Julla Lakey Gage

Emplommthmimmediauwnmfornmwdxum
Sm.rnemgmyofgetﬁngaiobhsdmdquymu.a.eq{iulndo-
:hineer:fugaa.wbomﬁeudeuundpemdcfdnphluywn-
ceive fedeml amistance. Beginning May 1982, the duntion of finan-
&lmnidmaﬂmdnhmxnnm

The most recent refugees are typi (1 AMONZ DEWCOMETS to
hu.smmﬁf&m%mds@;m,&
skills then immigrants past few decades. training
ptog:mfaakiﬂcdpddmmumﬂab}e..iobphmteﬁqn
fmmyt&ugwbmmm-kn!pmm.&nhpbgmm
fewp:iotsh‘lhottnigin;; newlyhnedemployealqmsﬁlk
through on-the-job wining. Voanonalﬁnglnhmbd.m
population might focus oa p dmfuuydevdanp{qmgm

ing and service i ies and on subsequent instruction
to prepare employed refugees for job advancement, .

Engli:b?f.?mibpgmc(ﬂ)hnbemnamnﬂ_pmoi
d:mmpmlmmuy.geml&wmwn
phasized grammatical forms in strucrurally graded . Al
though this approa chptwedmd’nlfou:fugemd: scademic
skills and professional backgrounds, it was far less useful refugess.,

*“Unio of Work" or msks (Fine and Wiley) must be identified s
part of the needs analysis to derermine functional language. Five task
vmidmﬁﬁdsqpiddwmduﬁsbdemMGmnls
(1) deteomining what needs tw be dooe; (2) gathering ‘the necesmr

tools and equipment; (3) completing an ion or process; (4
cbcﬁnguudn;th:quﬁthheﬁnkmmd(»dnﬁq
up.

A series of vocational maining projects with. ESL components has a)
Iwedmwmdmmedsmumdminmmum
maﬁmppmlﬁo&inmleﬁmlmmimighnnhv
fained are presented in this article,

Determining Langusge Demends

Suﬁugimloy-m.lnww.amdymmndnmd{ an
P e i g e o
job retemrcion o . ey
andobmatiouwaecodumdummthanzo'odsim.banh
dudedinbmuimonhowmhenwithlwlevdlmmepmﬁdm

-crobninedd::kiohs.wb:qpaoﬁohﬁcytypinﬂyobaind.m

with litde academic muining; such refogess need ESL programs wath o /7 how they were erained foc their jobs.

M mm i
. m ﬁ'w‘ .

ESL reflect
nonsdmwerenuedmdndej *“Why does the leatner want to know

i lish (z.g., subordinate versus leader, gentle penuader versus
ﬁlf)n;'md () what topics the learner dealt with,

Functional Lengusge Approaches

Industrial Ewglish (Jupp and Hodlin) is the most complete example
ofﬁmcdomlmuimhmduigninamﬁomlm&ng.ln igni
mhﬁmh&&mﬁmw&mhw.kxm

greater flexibility, uou sl situstions, and incressed respoosibility;
(3) social hnguzeﬁwlinplemm; and (4) laoguage for commun-
icating sbout rights and problems.

mdhmm.‘mmwummidu&ﬁdby
Crandall: (1 foc getting a job; (2 for maincain.
(1) language mm ()h:mcc

The suthors provide tachwical assistance and teachber treimimg 10 ESL
Progrems sbrough Wahington Siate and the Cenmter for Applied Lin-

. gwstics.

-7

Workers generally found oymeat with belp from a friend, :
relaive ..m'““mﬁnﬂ counseloc. These intermediarie
mnuyinquimlotknevabomopenings.wldthem‘ about the
LEP job candidate, provided basic information about company w
d:eLEPnndidtu.mdhdpedwizhappliadm.

dWod:um&%finpodﬁmmwlm' ing assembly, sorting, anc
caning openstions, primaty importance in starting & job was the
worker's ability be trained in routine job duries. The most effective

- nucminmmdadme-mpm: (l)tbeminudmm'ud

the operation; (2) the tmainer and mainee performed the operation
W;M(S)dnniwmch:d:hemineepufmdnopm-

tion.
Tookandwo&mcdahmgmﬂypthuedby:h:uinu
pdo;tnd:edunmdon.Afwwszhingamimepufomﬂuup-
eam.thempuvbuwmldluvumberofpiemfwtheminu
wmﬂm.ﬂemimthmldgthenmhurmmedﬁeqmndym
spot check.

Soe Vm.' 'ESL—page ¢

The ERIC/CLL News Bulletin is published three times a yeer
by the ERIC Clearinphouse on Languages and Linguistics:
John L. D. Clark, Director: Mary M. Nisbuhr, Assistant Direc-
tor; John Brosseau, Bulietin Editor, - B

Tha Bulietin is sent fres of charge to domestic subscribers to
the TESOL Quarterty, Foreign Langusge Annats, and the Lin-
guistic Reporter, as well aa to all libraries that receive the
ERIC microfiche collection. Individual issues will be sent on
request. Virite to User Services, ERIC Clearinghouse on Lan-
guages and Linguistics, Center for Appiled Linguistics, 3529
Prispect Street, N.W., Washington, D.C. 20007, (202/296-0292)
-
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Vocational ESL-from page 1

language analysis revealed that aining was based on conerete v=f-
erences. Although 2 miner might speak while dcmonstrating, the
traince could learn the operation by watching closely. Tools or mare-
risls were pointed to or referred to using pronoun substttes just as
frequently as they were mentioned by name. Feedback on quality of
work could also be given using concrete references. Sampies of good
work could be placed next to mistakes and the supervisor could point
out mistakes. In cases where samples were no: awailsble, photographs
were sometimes used. Once the worker was trained, job duties were
usually unvarying. Supervisoss cited the need for LEP workess to lean
verbal acknowledgment of ditections and verbal requests for clasifica-
tivn when direcions were not undertood. However, supervisoss
could ascernain if the worker understood or not by wacching the work-
et perform once.

Meimsaining Employmens. It is difficult w identify the exact mo-
ment st which an cmployee moves from starring 2 job w maineining
z job, Maintenance could be defined a8 2 woeker's stanss upon com-
pistion of waining. However, one report that 2 worker moves
into this stanus when the need for flexibility itseif,

I: 2 seudy (Gage and Prince 1981) of 2 private corporation with over -
workers and scpervi

700 mp‘mo

ability to perform without close supervision, and the ability o per-
form 2 variety of operatioas otfi.e..wbend\ I;nﬁmmmmn;m;u
ncw department or a new job openatioe}. Language analysis

that 2 more flexible worker could expect interruptions and changes in
dutes. A supervisor might greet a worker, ask how much of 2 par-
ricular assignment or order was left, direct the worker to complets a
cernin amount of work before lunch, and then direct the wocker
complete another order that had been started previously. Whereas
startng 2 job involved routine duties with concrete referencing, duties
for maintsining employment required handling unusual circom- ..
meuanduqinghnmdmnds.wmeuhdwuknwbdp
the interruprion and converse on 2 somewhat abstract level, since the
mkmbedonemightnothmbeenebvio;:

Flexibility is au important requirement for maintaining s position
from an employer’s smndpoine. However, the question must also be
raised why an employee might decide ™ terminate employment. Al-
though this has ot been studied, two possible company-relsted rea-
sons (other than a better job opportuanity) for an employee w0 quit are
social isolation in the company and inability to mise concerns with
supervisors. Indications of 2 worker's social isolation are spending
break time alone tod ot sharing in small talk of company gossip. In
addition, isolated workers do pot undesund crlmral week
mmfornidn;mabmpolidamddnﬁs.qudo
present such concerns, they often use nontraditional channels of com-
munication, preferring to find confidants who then might act s in-
terveners.

Job Advancement. In the same study within one corporation, Iaa-
gusage oeeds'as related to job advancement were examined. Advance-
ment opportusities of two types were noted. Some pay increases were
based on review or leagth of employment. A wodker
inighe feel that be or she did not receive 2 fair incresse, or that an in-
crease was overdue. The wocker bad t© know cultural norms for -
- presting these concerns; he or she might have to rise the concemne

s Ahown slides or phosographs

using asseruve language. The trainet had o disunguish between dif-

ferent roles (e.g., ive versus authoritative), and to seek

aqkdt:owledgm:?t, nalt:lmf' u-.‘lrtl:;on. and provide feedback to trainees

with a variety of personalities. The applicant sccking 2 promotion had

g‘giaczibe his/her qualificaions for 2 desired posinon in a succinct
on.

Desigming Clatsroom Acsivities

The_danhot‘mmetciauylnﬂablcmwialzmquimdnlm-
guage instructor to create macerials based upoo needs amemment.
Thmmgmwdimqucmkw,nddmn.md
mfogmauonnbmtwodpmdmandm.mmﬁmmm-
Sterting Ewployment. Activities should focus oo communication
shl!?'needgdnmaiob.uodundmshmldbeplwiddmw-
d!e-pbqnniggu:bnim.mwdbeﬁmmfdbviqde-
moastragons in assembly, sorting, and cleaning operations,
) Amnql.Smdenumgimpucdcinmmuymw-
ing » pegboard, pegs, and connecting wires. The inmvuctor demon-
’:l.i"h dn:eunpl Y dmm.dﬁ‘iudn:
snd instructors cte 2 pattern . Finally,
qumthmdmdmhwéadmomm&
hndon;c:tingthenim'smdu,geﬁngthm;bdnopemioé.
mdcondndingdnopmdoa.lnaddidoo.lmdempn:dcml:-
dmﬁmuﬁmwa“ﬁhﬁh"mbeww
ﬁgsqdmtwﬁleddng&eopm&mﬁﬁtheimandwﬁk
d_oangualone.lisinginmdon("likzd:’n?”):houldahobepu:-
ticed a5 2 strategy for ing clarificacicn.

Activity 2. Studeats ice fie ing faulty work. Using 2 sample
have been as-

- :bom;orkmdwﬁldbeinmmdwithmtlm—
guage and nh.l‘cranmpk,:fm_mmbly t.n&mdenuan.b‘e

not ignore lmnmg_eforgem‘nga;ob. Lemoos ageia should be ;.
encee, The dass should ;-.avice seating wwic

expen mating
" skills (e.g., "1 an fcllow 2 demonstradon. ') Other rd.-vane infonr...

doo@eum'mdmﬂdbublcwmindndednhgﬂ:d' .
stuction, themmdtbexhod.and&eimm'smpl:e

. sctivities © crv:zory <hiu difenlty are
simple. The issrocr:s should assign & =i (Suhe 2T & summber
items by size) and then inzemmumt with * sl choune 't and redieer:,
the students, sayiig “Do it by coloe."” o surthes aineion yhmud
be gm Upon completion, students should xocapare theit work acd

first with the immediate supervisor and, i still difaadsfied, brngitup- -« di be discuxed &- soe who ignored ¢ tedirectica.
widumapuibly:hepmndoﬁc.. Stadents should dis:sas terms or exprerions used w .. TP e
The second type of advancement-=promotion—was based upon cae. They should ¢ zuss clwificyr oc: echnit: x:s useful [ur much sitaa.
movement t positions of increased responsibility. Supervisors felt tons (e.g., *“Whur was thaz agai-2*").
Mmﬁdediﬁmlqgénn&ng@hawboﬁowdnﬂhyu Awxivity 4. Ummual sivoations may occur | ; however,
be tined and the flexibility to wock otly. However, most nwumpﬁimbknkiwkkmﬂmwzumudmiww
t eventaally led t lead-wocker ’nou,which.uqairad idmtiﬁudoqcfspenﬁc&u'uinmrk.h

the worker to train and instruct wutkess of lower job dassificadion.
The LEP workers wi.o were observed often lacked this abilicy.
language analysis also revealed the imporrance of recognizing and

-8 -
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ing, or adding wires,

In the same manner, other types of operations should be analyzed
for potential errors. In a sorting-counting procedure 2 student may
have w00 few of too many items. At this level, lessons orienting stu.
dents 0 American work practices should again be integrated with
wotk language, Practice in exchanges between workers and supetvisons
and in performance reviews is appropriate. Other topics can focus on
ways to improve work habits and maintuin improved pexforr ance. in
practicing repording finished work (*‘It's done.” “It's pzardy fin-
ished."" *‘It's half dome."’), students might also discuss producticn
goals, cven anending mock deparunental meetings. Social language
should be developed in every phase of vocacional ESL. As Crandall
points out, copversation suancgies should be introduced. These in-
clude "'strategies for beginning conversations, interrupting others, re-
sponding to othets and knowing how t end a conversation (of know-
ing whet. soracone hes already ended it).”

AM&M&Gﬁ&ﬁdmgft:wuvhoﬁ
already employed. A primaty should opment
mmmla:emmshlk. ESL materials development in this ares is
lacking. Assertiveness was also relevant 1o language inneactions at the
two previous Jevels. The following sampling of activities (Lange and
,K;aho-h)ﬁrutinspuhnhuptmmwﬁﬂvhhmum

ts:

1. Inuoductions. Students walk around the room greeting
each other. Then they sit down and recall positive aspects
of a classmare’s greeting (e.g., ‘‘He shook hands firm.
ly.”").

2. Yes-No. Paired m{&enot;:ce a:l:h other, ngic oae
m “” u’“.n m “DO" at same
loudness. The *'yes” person vanies his/her loudness from
quiet to very loud. The *'no"" person mimics the loudoess
level, allowing the *‘yes’’ person to become aware of voice

range.

3. Evalusting Actions. Situations are described (e.g., “X's
pay muise is less than other wotkess'. X decides not to men-.
doa it.”"). Each person in the class then decides whether
that action in that situation was assertive of ponasseruve.

4. Role Playing. Sudents should role play in sitastions in
which they tmin another we ker. The direced worker
mi;h_tbealmtdymimtmud,pasinabom:he
training.

-8, Self-Evalustion. A useful variation in evaluating actions is
10 describe 2 simation and have the learners decide how
they would respond. Responses are then evaluated in dass
discussion 23 aggressive, awsertive, of ponsssertive. Cul-
wnl norms, risk taking and persomal comfort are dis-

Conclusions

“This article has highlighted three broad levels of language needs for
LEP workers who have few mnsfersble job skills.
guage that were described include language for surting 2
guage for maintsining employment, and language for job
ment, The findings from two field studies indicate the need for ori-
enting the student o on-the-job wtaining,-helping the t be-
. comie more flexible in wozk assignments, and helping the student rec-
q:nixcmdmeuetﬁvchngumippmpn’in to’ American work set-

tngs. .

Among the topics that were considered were ordering and inte-
gnu'nf.:otk language, orientation 0 Ametican work practices, and
social Ianguage. Work language should be besed on tasks. In particu-
lar, artention should be given to how jobe are introduced, how and
why workers might be interrupted, and how sssignments might be
changed. In addition, vocational ESL curricula should at=mpt w

e

*

categorize potential wpics (such as types of errors and manners in
which finished work might be ). Finally, onenation to
American work practices should be introduced in relation to tasks. For
cxample, after doing sordng activities io the ESL class, swidens might
take a field wip to varions warchouses or shipping/receiving deparn.
ments.

Program planners should consider multistep program designs. A
program for Step 1 might emphasize oficnting suidens w tining
styles they'll encounter in employment or perhaps even in shon-term
vocational maining programs. Step 2 might emphasize language func-
tions that make the scudent move flexible.

Planners should recogaize the need t act as advocaces for LEP
learners. Planners should build stronger linkages with vocational edu-
carwrs, voatoml counselors, and employen. To do s0, plannen
should make exvlicit to these parties the langusge demands ©
sart, mainnin, and advance in jobs. Furchermore, they should sug-
gest models besed on short- and lung-range goals of sw-
dents, approaching thiese demands in stages.

Finally, 2 mmitistep program design could be particularly effective
in encouraging stdents w ke enury jobs, demonstating w them
that language training doesn’t end when they begin basic employ-
ment. A mulustep would also help alleviate employers’
t:;sdtha.tworbuwillnotbcﬂcxibleenouzh to move on to new jobs

uties,
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SIMMARY OF INDUSTRY'S REACTION TO THE INDOCHINESE
BY JOHN LATRIEWICZ, SALT LAKE CITY, UTAH

PROBLEM 2AREAS
Problems related to daily cammunication and difficulty understanding

verbal instructions during training.
Do not understand company benefits, e.g. insurance, health, etc.

Say "YES" to everything, even though they often do not understand what

is being asked. ,
Quit the job without giving the company prior notice,

Sometimes have hygenic problems related to self cleanliness and the use
of toilet facilities.

Stick together and do not mix well with other workers.
Have transportation prohlems, which result in lateness.

Overly sensitive, quit for little or no good reason. Feelings are
easily hurt,

Have "strange® food habits (ofted Kave offensive odars).
Do not remember to call in when sick.

POSITIVE AREAS
When they learn jol?, quality and production are very good.
Respectful, loyal and cooperative,
Generally have good attendance and work hard,

-10 -
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. Total respondents: 10

1. What specific language difficulties have you encountered as employers of
refugees?

Job functicns and respansibilities, normal job procedures

Written notices

Scme LEP employees speak too fast with thick accent - diffieult to comprehend
Explaining company benefits, job and time cards

Safety wark ruies/shop rules

2. What cultural differences have you found to be problemmatic?

Supervisors get offended by pecple who can't speak English
Sterectype image .

Conpany policy (calling in when sick/late)

Dietary habits

Bealth care practices .

Negative remarks made by "cld timers” - "Why don't you hire Americans?"
Does not like to sit on chairs '

Working through breaks

Understanding union requlaticns

Conflicts among the same ethnic graups

Stick together

[ ] L ] - L ] [ * t 2 ® L ] ® -

3. If yoa were to conduct a training session for your superviscrs and/or other
managers in your company on the topic "how to effectively supervise refugee
emloyees to increase productivity," what specific topic/content wauld you
include? '

. Demonstrate effective cummunication techniques and establish rapport -
more show than tell (non-verbal)

. Provide information where refugees ccme from, why they are here = their
experiences

. Foster patience, anticipate and understand and be aware of differences

. Outline the various cultural differences, e.g. superviscry roles, -
expectations, attitnde towards work, organizational hierachy.

4. What helpful tips would you offer to other employers who have never employed
refugees before?

Eire encugh of the same ethnic graxp for group support
Use a translator

1
:
i
E
E
¢
g
q
g
8

Hire at least one that has good Enylish skills to act as an interpreter and
place him/her in a higher position than the rest :

Expect to encounter cultural differences

balance in numbers of varicus ethnic groups hired

Tour and talk to other companies that have hired refugees/entrants
No diffarentia) treatment

i

« 11 -
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VESL CURRICULUM PROCESS

The following article "Designing a Curriculum Outline for the Work
Situation" provides an overview of the entire VESL materials development
process.

p
L 4 24
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D‘esignlng a Curriculum Outline for the Worl

Situation

“Jan Laylin |
Margaret Blackwell

Growing concern for the work-related
language needs of adult immigrants has
led to l?u: cimergesice of programs
$pecifically designed to help people use
English more cfiectively in the work
situntion. Such programs are taking
place on job sites, in Institutlons and in
drop-In, informal scitings. Thelr overall
Fon Is to help lvco’:le function more
ndependently In the Job situatlon.

The scarcity of specialized curriculs,
t malcrinls and experienced ESL siaff

v —nfeflcets the experimental nature of such

“Yproprams In Canada. Although we have
! 'acknowlcdgcd the need, we are ont
beginning to focus scriovs attention on
the spcclﬁu of program developnent,
central to which Is curriculum design,
. For the Instructor or cusriculum
developer the major difTiculty usuall
lies I his “outsider” status, That Is, he
Is not part of the learners’ environment
and, thesefore, docs not come to the
situntion with an understonding of thelr
needs in the work context, lluai
“know" the warkplnce. Thus, he Is
faced primarily with the task of
determining e patterns of language
use in & sociel context to which he (In
most cascs) docs not *belong.’ e must
discover, as Fishman so nvl y puts it
“who speaks (or writes) what language
(or what langunge varicty) to whom
and when and to what end.” (1969, p.
16). Such soclolinguistic information
helns us to Ideatify the communication
F l{lcalch exist for the second

== € dpcaker In & vadlicular erttine

ocs not ..

We propose In this paper to sugﬁesl
one way of systematically approaching
the task of designlng & functional

curticulum outline for a work-orlented

program. That is, how do we get

started? We believe this model Is &
rocess which can he adnpted for
':lslllullonally-bucd, work-oriented
ogranis® as well as for programs held
,:: the workplace, The model attempls
to meet two necds. U provides 1) a
sysicm for planning prior to the
beginning of a program, and 2) a _
framework for on-going curriculom

- development n which the teacher and

the learners participate together. 1t is
based on the identification of
communication situations, organized
into a fhamework for establishin
:redﬂc leaming objectives. We huve

clined the process In terms of six
stages of development, each of which is
bricfly described and illustrated as
applicd to a program held In a garment
factory. We note, where applicable,
distinctive features of institutionally-
based programs,

*By an Instiwtionaly.baved program, we mean
frograms offered by sn educational fnstituilon
tuch 83 8 communiy college or school board,
designed to prepare students for the language-
selated requivements of & particwlar type of wonk,
¢g. office work, smal bushness management,
prexchool/daycare work, Students will come o
elasy whh varicd work experdences end

onmssdatline

-

"

Stape §: Prelhminary Osicntation to the
Work Setting

In th* stnge the teacher/planner should

leam everything posible about the
worl, slm:ylioti. am«nblisle daily
coimnunication with one key resource
$tafT person (e.r.. tralning supervisor),
as well as regniar comnicalcation with
supesvisors and other English-speaking
stafl. Resources such as training
manuals, otlentation booklets, sample
pay cheques, time sheets, slides, etc.
should also be compiled. Specifically,
the teacher should acqalre some
undcrstanding/knowledge of:

~the company’s business operations,
history, sole within the Industry,
financial status, ctc,

--cothpany procedures (e.g., for
arrAngling overtinie), regulations (cs.
salel i toutines (e.g., lunch shifts),
e@]ﬂ!)_)'cc policies and benefits,

~cquipment and meterlals; lypes,
parts, Runctions, malntenance
procedures and problems,

—progress of the product from start to
finish.

—tole of/attitudes towards the union
(and, specifically, the sccond
Innguage speaker's involvement),

~specilic operations performed by the
workers, relevant terminology, work-
related langunge.

~common work-related problems and
repair procedures,

~the wotkers' dally routine,

~an overview of communication
problems: work-relaed, soclal,
culiural, etc,

Planning for the Institutionally-based
program will be more difvicolt. Since

the Jub sitwation. Is cssentlally a
luy'rmlncllcnl one, siwilar kinds of
Information will have to be collected,
but from a vardety of sources, For
cxample, & person designing curiculum
for office wotkers will need information
from instivutions otfering comnercinl
training (e.g., busincss or coimmunity
wolleges) us well as from grotentinl
employers (e.g., Intge firms, such as the
Insurance Corporatlun of Diitish
Columbin, or small cmployers such as
focal seclal service agencies). :

1t will also be nceessary lo establish
contacts with persons in the community
who can act as resonrce people in
curtlculum planning. For an office
workers course, for example, such
person might be a commercial training
progeam (nstructor, or & personnel
dircctor responsible for in-service
luinlnr Ina eomr[mny employing ..
large clertunl staf”,

Stage 2: Viswallzing the
Conwunleationy Network

In this mge the teacher/planner beging
to look at ‘who talks to whom' In the
sctual Job situation. ‘The soclogram
below Indicates direct and indirecy
communication patterns In » parment
factory. ‘The sewlng operator, who may
well be n second langunge speaker, Is
centeal to this Mustration because her
needs, in this instance, are our foremost
conicern. The notlon of fndircet
conununication Is important becanse i
Is Information teceived second-hand
that 30 often results I
misunderzinnding, creating special

roblems for the second Innguage
criner, Sce Figure |,

BEST COPY avail ami c 1
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Fighre 1 ;A seciogram for an Institutionally- conmunication patterns between.
Scclogram for Workplace bascd program will be based either on _ entegoties of persons. Botl types ate
a hypothelical work situation or on " Wlestrated in Figure 2.
Commuricatos whh ' Figure 2
*ESL learnor 4
Soclograms for Institutionnlly-bosed Program
Typo 1: Hypothetic Soclogram
Boss 4%
1 /
Warchouse
\ -\ Employes
Mechanic £
Type Z: Soclogram
Dased on Calegories
, - [ vetophone of Persons
' : . CaNers Boss
N ".' \
™ ' ¢ >1 Receptiontst >
Quakty .
audilor
LY

Otfice :
A Monwgeis \ Suppllers Ilg N
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TESL 1ol nicwlum for the Woi Sitution

m

élnue 3: ldentlfylng Weork
Responsibitliles

I the overall comse objective Is to help

le function more Independently in
the Job situation, work-related langnage
needs ninst be identified, That Is, the
teacher/planner nceds (o know what
people do in thelr work for which they
nced language and, thus, the purpose
which language scrves. A goud source
here ls the job description, available In
mnn{ companles. Stafl, of course, can
‘mw de defails. The process would be
o:

1. list the work dutics of the
. (potential) learness In detail.
2. list the wotk dutics of the

crson(s) with whom the secerdd . In » program sponsored by an
anguage speakers nced to educational institution for persons
commivinicate (bascd on the Involvest in of Interested in doing a
soclogeam, siage 2). pasticulor kind of job, It will be
3. list the work responsibilities of  necessary 10 develop a hypothetical Job
people outside the workplace with description from a varlely of actunl
whom the learners need or might  descriptions collected In Stage 1. For an
wish to communicate (e.g., a oflice workers’ program, for example, &
teccplionist will deal with Job description would have to be
salesmen, clicnts, telephone assenbled from a varlety of different
callers, etc.). : kinds of office Jobs, e.g., sccretary,
4. link those dutics which may or  seceptionist, typlst, file clerk. In the
will Involve some coinmunicatlon  preliminary planning, the planner
between the second Innguage “should fucus on jobs which second
speaker and anyone else In the  janguage speakers tend to hold or are
work setling, likely to obtain, Once the class begins,
 the actual expesicnces and aspliations
of the learncrs will becorme the basls for
on-going development.
.Ftom this point on we will make no

Figure 3 Hlusteates this singe.

Figure 3 raﬂlwlu mention of distinctive
Work Responsibititles " Featurcs of Institntionally-based
= ,‘[n‘o?ums. The remaining stages can be
Utitliy gir) *applied to any fype of program
organization,
(2) - distributes work /supplies/ _
accessorics/reculs.
)Sewlng operator (ESL Learner) (3) = returns dlll{ﬂmplo tly sewn
I. performs sewing operations as pleces for cleaning/repair sesp,

requesied
2. scquests work /v pplics/accessorics/
feculs .
). watches quality
~repalrs own crrors
~tetuns lmpropesdy
scwn picces for repalr.
—tcturns dhity plcces
for cleaning
maintaing .ewing machine
fills out ti. e sheet .
calculate/kecp track of carnings.
notify company when ill.
arrange for thme off, leave,
overtime.

(4) — cequests mechanic,
(5) - collccts time sheets.

Stnge 4: Identlfylng Conmmuanleation
Sttuntlons

Once the work sesponsibilities arc
complled, the uext stage Is to Identiry
communleation situations which can
scrve as @ basls for Iesson planning,. Dy
maiching the Job desceiptions of ESI,
workers aud English-speaking stafl, we
can now Ideatify coommunlcation nceds
which are mnote critical to the worker in
Imrmmlng his jub dulics competently,
"or example, I the sewing operator is
responsible for malntaining the sewing
machine, the utility girl for contacting
the n-cchanle, then a communication
sltuation occurs when the sewing
operator asks the wiility giel to send the
mechantce, :

This stage helps to clutify the notlon
of communication as boh an initiating
and responding process. lor example,

If one conshders the wurk dutles related
to the distribution of supplies, the
learner may, on one occaslon, Initiate &
request for mote supplics, while on
another occasion, may have to respond
to the utility ghil's question, “Are you
ready for more work?” Figure 4
provides sonic examples of this stage.-

Supervisor Figure 4
(N&(2)— decides aliocation of _ Communlcatlon Sltuations
work SEWINQOTERATORUTILITYQIRL  SEWING OPERATOR<SSUPERVISOR

(1) — tesponsible for machine

mainlenance,

(N&3)—~ responsible for quality
of work
— glves Instructions

. — obtaining/providing work/
supplles{ucccssoties/tcmu
~ gepale/cleaning of picces
. — ananging for machine repals
~ralns scwers ~ llling out/tuming in/cullecting

(5) — checks tinie sheets time sheels, dally eaming stips,
(8) — arranges overtinie/thne off/leave sic.

for workers & re-assignment, ~ soclalizing
(6) — mcdiates for workers te carningy/
pessonal matters

~ delegating /cnrrying out work
tesponsibilities

— mamuining machincs

— arranging for overtime, c-

asslfnmcm, time off,

~ clanifying wage problems &

roccdures
~ keeping tinck of thne/work

roduced, elc. H e
— tocialirine : s~
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| Stage 5: Identifying speclll{ Language
; Functlous '

e

beiefly dzscribe and consides some of
the issucs invalved in cach of these
componcns.

I. work-related: 10 assist the learness  For cxample, consider the
in thelr actual job pesformance.  communication situntion of arrenging
2. expressive: 10 7.ssist the learners In for machine repair. A work-relate
explessing . 1sonal needs, . objective might be to describe the The selection of & convnunicaiion
emdtions, opinlons, etc., In mechauical problem to the willity ghl situarlon from an assessment of
relation to the shuation. oo ﬂl{wlvlsot. An expressive objective rrlolillcs in the workplace provides the
. Integrative: 10 enable the leamers  might be to exrrcss onc’s annoyance or ' cnminq focus (=.g., “carrying oul work
to stlate effectively on an -y frustration whth the stoppage of work responsibilitics’). Next, we cammine the
intespersonal level with co- - caused by the breakdown of the situation we have choscn (or the

The teacher/planner now nLecls a ‘way
of organizing the Informatidn which

{ has now been complied intg a .
'managenble fiamework for on-golng, - 3
. development. We suggest a‘matrix

- which provides for the analysls of these
_communication situations Idto three

; workess. machine. An Integrative objective could tcamers have requested) and idctify
fc‘"cl""c’ of learning objecilves: , be getting the supervisor's atiention specific language finctions pertnining to
' | , : sppropaiately. work-related, expressive and integralive
I Figure 5 : * All sltuations will not necessarily, of needs, selecting ane or more pertaining
i Language Fonctions I coutse, have all thice components as fearning objectives. ‘The functlons
3 !

Commun. Slivation

Commun. Sltuation

Commun. Shuation

| Atranging for

_“slthough we clcaly ofticn use these

“nypects simuliancously, We have found,
‘that the irore cotnplex, emotional

will detennlne the cholce of structure
which can now be chosen on the basis
of 1) overall usclulness and

Asranging for Carnrying Out aspects of communication can be applicability and 2) appropuiatencss 1o
Overtime/Time- Repair (nachine/ Work Responsibilities overlooked when teachers sre the lensntrs’ competency. f:m example,
off g""“’"‘) : ' coticerncd ‘with ‘useful’® or ‘functional’ in order to request instructions, a
____'l _ ) 3) Innguage. We hope, then, to offer an ‘beginnlng’ feares wiil fosm dircct
' Specific Functions Specific Functions Specific Functions [ approach to needs annlysis which  ~ ucstions, sn ‘Intermedinte’ leniner will
> <] encompasses the total range of the ESL, m Indirect questions. Or, In
—slate nced ~desctibe problem —describe procedure " kesrner's communication needs. expressing confusion a ‘beginning’
! —stale drtails —state nced * —read work order Figure S provides further Hllusteation leamcr will form negative stalements

J  —tequest wage Info, card «of this stage. (c.g. “1 don’t understand™) whil: an
) ~fequest permission ~request assistance ° —request help, ‘Intesmedinte’ learner will fonn
) ~explain problem —sespond to Instructior:s, | Stage 62 Designing a Lesson stniements such as “I'm afraid (that) |
—tespond (o req. questions clatification ‘One of the problems with curricula don't quite. .. I”.
for overtime ~understand response | < which mc,c‘; state objectives Is the gap b l\lVe slw|ul|('l noll"': l!nclc llulll irlwc
; —tepeat explanation. | between the cusriculum and the fc °‘|'° '"l" ’l“' | “"" what Is d
—gain persor’s classroons. That bs, there Is Tittle in the ':l"c'.o"“"“l’ ! wl ' "c;" ’d“ °'."°° not
attention politely, , stiucture of the curriculum to tell us, as adop "; ditlona’ mcl ;o sd?llll "
—greel > | teachiers, how It can be used. A 'c‘!;"’"c.?a '""c'";el‘l na sl °"" e
—express apprec. cunticulum, then, must Incosporate a no ;"' l(l’l e acqu "' "';l" 0 ":c‘r'"" s
Linterrupt politely Vlesson' or ‘classioom’ component a :p ralling Juocc':\s's' mp ‘:s ) "
~sfale reason ~deny responsibility —accept/den csablishing ths link. ;lel::l.c:‘l.c:':le":l:osc:‘?l'::yo\'::lll‘:ppral
for mistake lcsponslblI{ly I:}s lcs'zon‘ dcsl'gn. not g:lb: co""{""d repeatedly In relntion lo many
~apologize for —slale oplnion —express confusion ::c ,. sson plan, cstablishes this link cummunication shiuations. ‘The
Inability to I Iween Ilulz\c':niculuml snd “wl [ reinfoscemznt component, then. Is built
comply w/teq. —express snnoyance, ~apologize for ¢ mﬁ”"' It ';0“ ::c' BN cousists o " into this approach. Thns, we need not
frusieation mistake el o "“; fo“ ow 'l'ls 'i" on'c'omp:mcnu. Insist on the ‘absulute’ learning of »
~express dissalis- —~zespond o comaiin catton situatons; fangiage . stiucture at any vie tine, though we

faction, anger.

[}

4y |

rudencss, anges

—Justify behavior

—faise anxiety

funcfions; structure; expressions and
vocabulary; learnlng activities; and
tesunrces. We will now proceed to

" and vocabulary. This will help

mny choose 1o focus on it.
The next step Is to Isolute expressions
s
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determine the form our structural
chuices will take as well as hightight
idiomatic uses of language. Tic
expressions may fonn the core of the
communicative activitics In 1%e
classrouin. '

Now we must make declsions about
specific kearning activities. This
wm!mncnl becomes thre Initial stage of
specific lesson planning and focuses on
the integration of language skills. That
Is, what kind of listenlng, speaking,
rending and wiiting actlvitles will 1)

facilitate the acquisition of functiong! ~ of this siage.
Fgure 6
Sample Lesson Design

. Gommunication Situation:
—~Carrylng out work responsibllitics

. Language Functlons: N
Work-related: Integrative Expressive N
—request Instructions, -—Fccl superv, —apologize for mistnke

help, clarification. —intcerupt politely,

--undcrstand sesponse lo
ahove.

—rtcad work order card

~1ill out timé sheet

—request more work

HI. Structure:

—simple, polite requests
—fndlrcet requests
—negnlives —modals

IV. Expressions & Vocabulary: -

—how do (should) I.. .7
—could you Ic)l me how lo...1
~[ixcuse me,...
--I'tis sorry, but. ..
~I'malaid I...

N

/ s

langunge and 2) foster awarcness of the
Irtegrated nature of comurunication.
V/e louk specifically here al reading
and writing nceds as well as speaking.
And finally, we determine and artange
for resources, class-oom alds,
participation of English speakers and
related out-af-class activities. I\ is
linportant to note, too, that impliclt In
this process Is the building In of air

. informational) i.c., what content Is to
be incorporated?) and cultural
component. Flgure 6 glves au cxample

—accepl/deny resp.

—Jusiify behavior

—~stalcments with clauses
—wortd order

—garment pleces/accessory
machine tcrms

~locational prepositions

~instructional tcrms

Covadeolume o the Wank Situathon

BEST COPY AVAILABLF

V. Learning Activitics (samples)

Listening:

Speaking: Learncers su
Reading: carners rea
Wrelting:

. Resources/Aids
—scwing machine

~thne sheels

Learness lisicn to and follow scrics of instructions,
cst and practice types cf requeats:
[mcllcc glv 1:'5 snd responding in palis.
and cxplain work order card.
Leamcrs corplcie time shect according to previous day's wasl..

—finished guninent —work order cnrds
~plcces ~tape measure
~thread

V. Particpatica of English (L)) Spcakers/Out of Class Activities

—l,' supervisors bralnstorm Instructionat
identify language needed for speciiic C
13 participate In classsoom — give Instructions, respond {o requests, elc.

~superv

Kroblcms with L, workers. Attempt to

~leamers assigned task: report next day on one conversational eachange with

_ | Mility glel/supervisor (repeat conv.)
i ~leanicry assigned task: repeat one conversatlonal exchange between L, 1 worker

and supervisor.

Concluslon

We would like to note sonie Issues
which are fundnmental to the
exploration of work-related progranss.

b Whal Is the range of nceds we
have a sight nmf/m obligation (0
deal with In the work contexi?
Where does our emphasis lic?
That Is, are we trylng 1o help the
worker cope with the work
situation, or are'we niore
Interesied In gelting him oul of
the situation ?aml nio a better
onc)? Do we teach him work
skills, lm’ml Information (e.g.,
worker rights), foster resistance (o
“he system?’ There are some
philosophical lssues here which
we must address, for we need to
be clear in our direction. And
finally, 1o what extent should we
deal with the worker's necds
outside of the workplace?

2. Now can the learncrs and the
English-spcakers In the workplace
participaie cooperatively in necds
determination? How much do we
have the right 10 declde for then?

J. Now can we usc this approach
for long-term planning? How ean
we combine long-tesni planning
(for conlinuity and pursul of
goals) with the flexibitity of
planuing ‘as it happenst*

4. And finally, how citectively do
adults learn fn such a progenm?
Whal scems opparent, thew, is the
weed for comprehensive research
and evalnation of work-related
programs in order that such
programs may be seen as viable
alternative to our current
approuches to English insteuction
for hmmigeant adults, '

Jan Laylin and Margaret Blackwell are
with the Vancouvcr Community Coliege.
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PROCEDURES FOR GATHERING INFORMATION AT THE JOB-SITE

The first step in setting up a VESL class is to visit the job-site and

identify important information. Suggested procedures are listed on the
following handout,

By ’
L Ve 4
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INFORMATION GATHERING AT THE JOB SITE

1.0 Talk to the personnel department, supervisor(s), workers - both English
speaking and limited English speaking, union representatives/officers.

1.1. Find out about the factory.

1. Its history

2. Its organization

3. Its operations

4. Its size

Its procedures

Its impact on the community

The role of unions

The daily schedule

The opportunities for training and advancement

1.2. Find out about the factory and its experience with the limited English

peacing.

L T Wooo~NNoYOn

1. “he numper/per cent of limited English speaking vtrkers - botn past and
present.

2. The number/per cent of bilingual supervisors.

3. The ethnic backgrounds of tte 1imited English speaking.

4. Communication, work-velated, or cultural problems that have occurred between
worter & personnel staff. Between worker & supervisors. Between worker .&

. worker, .

5. Staff opinions regarding language™ negds.

J

'71.3.‘ Find out about the specific job(s) that are open

. Specific job tasks,

Prerequisite skills

. Working conditicns

. Working relationships with other people

. Opportunities for training and advancement

BN -2

1.4. Find out about the language needed for .the specific job.

1. The situations and settings
2. The people whom the LESA will be communicaiing with

3. The actual language ( vocabulary and structures), .communication. functions,
and language skills.

-~

Instructional Coordinators and Support Staff Workshop, September 12, 1980
Indochina Professional Training Center, Arlington Heights, I11inois 60005
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1.5 Find out about the language needs for social interaction on the job.

1. The situations and settings.

2. The peaple whom the LESA will be communicating with.

3. The specific language (vocabulary and structures), communication functions,
and language skills.

1.6 Collect zuy written materials that the LESA will be exposed to

Examples: forms]- time sheets, requests for leave, etc.
manuals
memo - regarding overtime, company policies, safety
schedules

2.0 Touf the factory

2.1 Confirm what the staff told you about the factory.
2.2 Observe/note safety signs on walls, machinery, etc.
2.3 Record interactions if possible.

Worker - worker

Worker - supervisor

.‘i.r 4
LAv2 4

References: Industri;] English, T.C. Jupp and S. Hodlin. Heinemann Educational .. . ....._.
. OO » ] (]

"Designing a Curriculum Outline for the Work Situation," Jan Laylin
and Margaret Blackwell. TESL Talk, Winter/Spring 1979. .

gred by: Linda G. Mrowicki, Indochina Professional Training
ERICton Heights, I1linofs 60005. Instrurtégpgg‘Coordinators a
. ~ - e 'Y

od"EETe# Workshop 9/12/80



INTERVIEN INSTRUMENTS

At the first N.E.C. workshop, pa.rt:.clpants drafted and field-tested three

questionnaires to be used when v:.sitmg/a Jjob-site and interviewing campany -
staff. These questionnaires were also used at the Region V workshop. They
can be found on the following pages.

[4 ()
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— e - . . . Cms Tame ¢ S « Oh T v, o

w FCR _PERSONNEL

1. What is the goal of the company?

2. What is the role of the company in the coomunity?

3. What is the crganizationa) structure of the company?

4. Eow many levels of management ‘are thers?

S. How large is the company?

6. How many employees are thera? Salaried? Hﬁ::ly? !
- 7. What are the various skill levels of the employees?

§. What is the ethnic background of the workers? Supervisars? Management?
9. Are there any bilingual staff in supervisory positions?
~ 10. What experience has the company had with Indochinese (LEP)?

1l. What are the companies hiring procedures?

a. .How are the application forms filled cut? On-site, cutside the
coopany arnd majiled in, ete.? .- '-7/:/ AT .

b. What kinds of intarviews are there? Who interviews? Bow ars the
interviews judged?

C. What kind of tests are there? Physical, psychological, language,

d. What is the policy on hiring family members/relatives?

12. What are the employment policies? Bours/shifts, benefits (life, health,
. educaticn), vacaticn, workdays, sick days, docking, overtimas? '

13. What are the policies for advancement /promotion?

14, What would be scme characteristics or personal qualities that you think
are lmortant for the jobs you have available? :

15. Ave there machines that require the cperator to have certain physical .
abilities? -

wrk experience, training, equisite skills, experi working in
Amricancaxpmiumwith%ve English speskars, ‘t:.u):e
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QUESTIONNAIRE FOR SUPERVISORS

1. What kind of experiences have you had with Indochinese (LEP)?
If the company has experience with Indochinese or limited English speakers:

a. What is your opinion about Indochinese workers (LEP's)?

b. How are the Indochinese (LEP) work habits? (Punctuality, reliability,
ete, )

c. Bow do the English speaking co-workers feel about the Indochinese or
(IEP)? ) !

d. What can the Indochinese (LEP) do to improve relations with the Americans
on the job and on the breaks?

e. Are there any tachnical skill areas in which Indochinese (LEP) workers
need to be better prepared?

£. Do the Indochinese (LEP) use their own language at work? Are there any
problems because of it? If yes, what kind of prcblems?

2. What is the physical layout of your factory? (Lunch room, restroans, time
clock, parking, locker, first aid, maintenance).

3. Wbatmipmnto:too]suem;ppﬁéabythecmpanymdwmtmstbesuppued
by the emloyee?

4. What clothing is appropriate/required/furnished?

S. What equipment is appropriate/required?

6. What is the role of the union?

7. What procedures do you follow for absenteeism and tardiness?
8. Wkt safety procedures would you like them to know?

9. What is the procedure for checking in and cut?

10. What is the daily rcutine of a worker? |

11. What type of breaks are there? (For lunch, coffee. etc.)

12, Who would the workers report to if they are hurt? If they have paycheck
qQuestions? If they need new material? If they have broken machinery?

- 25 -
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QUESTIONNAIRE FOR SUPER\.ISORS (Cont.)

14.
15.
16.
17.
18.

. 20,

Who else do the workers report or talk to?

What areas of English do the workers need help in?

What forms do the employees need to £i11 out? May we have copies?
Amtharecmmnptmmorm:dsmidaﬂnmdochinese(m)misunderswﬂ?
What slang terms do you use that the Indochinese (LEP) have trouble with?
What aress of English do the Indochinese (LEP) need help in? /
Whataretbecamnnmisfmctimsofthemchinesandtbeslangtems?

What can we do to help as VESL teachers?

'xr 4
| Ve 4
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l. What do you do on breaks? Where do you go?
2. What do the Indochinese (IEP) do during breaks?

3. Is conversation allowed during worke
What are the main topics of conversation during breaks?

4. What kinds of things & you talk about? (Workers' families, supervisors,
ca:pagypoucy,sparts,otc.) _

5. What d you talk about with your Indochinese (LEF) co-worker? ’

6. Have the Indochinese (IFP) had di2fieulties? If ves, what kind of
difficulties? (Getting to work cn time, etc.)

7. mtinptssimsdoymmveot.themytbemdocbinae(m)hanﬂnm
Job?

8. In what way does the Indochinese (LEP) co-worker react to the
supervisor's instruction?
9. mﬁtmmmmcm@)mmw
. 10. matdouturnaochinae(m)mq«rhwbanﬁarauaprcbmmm
- Job? Are his cr her actions appicfifiats or inappropriate, effective or
ineffective, and why? Bow does it contrast with the American worker's
handling of the problem?
1. lbwbatutentdoymsodaliuwitbyaxlndochinae(m)cow

12. -&w&mmmmm(m)mmmm
own language? If it bothars you, why?

13. &w-ddymmdifyymmgmnmulwfwthemwlanguagelml?

4. mmw.mmmmm If yes, what are

15, Haveymhadanymismﬂmhndingawithtbemdochinm(m)ms?
Bow did you handle the situation? '

“

L]

Full Tt Provided by ERIC.
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TIPS FOR PLANNING AND CONDUCTING JOB-SITE VISITS

After Region V workshop participants visited the sites, they brainstormed a
list of suggestions for making such visits successful.

A. Planning the Visit

1,

Begin by finding out as much information as you can about the

company - its size, type of product or service, etc. Such

information can be found by:

a. Asking the Chamber of Commerce for information.

b. Using the Industrial Guide

¢. Using the Dun and Bradstreet printouts, available through the
Department of Commerce and Cammnity Affairs

d. Using the Yellow Pages

e.. Asking other people who know the company

f. Calling the campany directly and asking

Do not be afraid to call af;d ask for information about the campany.

Write a letter explaining who'y/gx are and why you will be contacting
the company EEFORE you make the call.

Have an agency staff member who is familiar with the campany staff
mie the initial phone call.

Call the campany to confirm your visit 2-3 days before the
designated date,

Plan your questions before the visit.

Find cut if there is a union. (This may affect the type of
questions you will ask.) :

Select the best staff person to make the visit. The person should
have the ability to ask questions, be concise, and sumnarize.

Consider gending 2 or more pecple if possible. Each person can loock
for different things or talk to different people,

- 28 -
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B. Conducting the Interviews

1.
2.

10.

11,

14.

Dress appropriately.

Clearly explain the purpose of the visit at the beginning of the
visit. Re-explain the purpose to each person you meet,

In your introductions, tell the company staff that the information
is confidential., Indicate that the visit is an educational
experience for you (us) and that it is not public information.

Be clear on the information you need. BAsk specific questions and
stay on task,

Identify all possible employment areas for refugees. Make
suggestions for possible jobs - the employer may not realize the
possibilities. .

Ask for printed materials - jcb orientation manual, job
descriptions, etc.

Find out if job descriptions overlap and if employees parform other
tasks in addition to what they were hired to do.

Check advancement and job security opportunities.

Walk arcund and formally or infom}:lly talk to the employers and
employees, T Vo |

Observe the working and social interaction. Do the employees and
foreman spend the break together or Separately? Is the atmosphere
“open" or "closed"?

Identify the staff who train the employers and the kind of training
offered.

Write down the language you hear. Ask the employer how much and
what kind of English is needed in the skill areas of listening,
speaking, reading, and writing., Assess the language needed for
filling out forms and performing tasks.

Do not be afraid to ask clarifying questions, especially when
special vocabulary or jargon is used, as " johny mop".

Send a follow-p thank you letter.

- 29 =
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THE FUNCTIONAL APPROACH TO VESL MATERIALS DEVELOBMENT

Ai.r
* Iy
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RESOURCES FOR IDENTIFYING COMMUNICATIVE FUNCTIONS

The first stage of VESL materials development involves the identification of
the roles and communication functions, that is, who is talking to whom, what
the situation is and "why" they are carmunicating, There are two useful
saurces for communicative functions that relate to the job=-site. The first
is the list of functions from Industrial English and the second is the list
of functions covered in the text English for Your First Job. Both are

useful references for VESIL teachers who are trying to identify the language
Vil 4
requirements for a job.
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B.
le6.

17.
18,

19.
20.
21.
22.
a3.
24.

5.
26.

26,
' 27.
28,
29,

30.
al.

ERIC

Full Tt Provided by ERIC.

IANGUAGE FUNCTIONS

. Numbers: counting.

your name

Spelling .
. Identifying cbijects by codes.

Identifying yourself at work.

. Simple physical instructions.

Correcting someone politely.

Pronouncing and spelling your
name clearly.

. Greetings and farewells.
. Sinmple physical instructions.
. Identifying a personal cbject.

Instructions for a simple
marmal sjob,

Talking about your family.

Greeting: after a weekend,

Telling the time, asking and
answering questions about
time

Reading printed times,

Greetings: at the start of
the day.

Greeting and respending.

Instructions for a job

sequence,

Alerting someone to look out
for samething in a job
sequence,

Instructions for collecting.

Introducing yourself.

Introducing other people.

Farewell at the end of the
day.

Indicating location of an
objective,

Polite requests,

Making personal contact with
a colleague,

Exchanging personal infor-
mation with a colleague.

Ide;xtifying yourself in the

actory.
Indicating location,
Instructions,
Talking about measurements.

Repeating and responding
when not understood.

32. Indicating failure to
hear or understand.

33. Requesting help.

34. Repeating instructions
back.

35. Writing down measured
quantities.

36. Talking about weight.

37. Repeating what scmeone
has said to a third
person.

38. Listening and repeating
the basic essentials
of a message.

39. Responding to a request
for help.

40. Passing on information
to a third person.

41. Reporting back a message.

42. Listening to, repeating,
and passing on infcr-
mation.

43, Apologizing.

44. Asking for an explanation
about something wrong.

Y ,45. Rsking for attention and

acknowledging.

46. Giving information about
your workplace and job.

47. Describing a person's
appearance.

48. Indicating physical posi-
tion and directions.

49. Showing somsone around home
and workplace,

50. Understanding and talking

about a di

agram.
51. Describing mechanical
processes
52. Indica

logical relationships in

a process.
53. Understand and talking
a diagram. .
54. Indicating importait per-

sonal responsibilities.

S5. Explaining how you carry

cut a process.



56. Explaining how you
carry out a

process.,

57. Describing the actions
in sequence of your

pb.
58.
59.
dangers.
60.

jobs.

FROM: Industrial English,
Linda Mrowicki,

1/20/82:sbm

ERIC
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LANGUAGE FUNCTIONS

6l. Pointing out a hazard.

62. Reporting minor personal
injur
63. Understanding safety notices.
64. Understanding fire precautions.

ies,

65. Asking for and giving an ex-
planation of a fault.

Giving warning of danger.
Inquiring about possible

Instructions on safety for

Sy ’
¥ Ity

T.C. Jupp and S. Hodlin,

- 33 -
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FUNCTIONAL UVERVIEW OF TEXT

Asking about and identifying fellow workars and supervisors
Reading name tags

Underscanding alphabetical sequence

Unic 3

Following directions o maka scuathing by watching another perscn /

Following direccions to make someching by looking at a model or
sample piece of finishad work

Following direcctions to make somethirg, when such direccions
have color-cndc¢ patterns

Understanding number sequences

IntTeducing yoursell to a co=worker

€2
B
4]
O

. v

e ip ’ . R
Following spoken directicns vict! &companying gestures in ordar
€0 put things away, based on a code systen. (e.g., 2 warshouse)

Reading letcter sand number codes

Requasting repecition of dirsctions, by indicating thar directions
8iven have not been underscoad

Acknowledging that you undarstand direccions given

Following spoken directions co get or bring an item from
iavencory or warshouse stock

Following spoken direcczions for cleaning

Undersctanding spoken directions which have veferences to places
or objects in the immediace work area

Understanding. spatial cerms when spokan

Understanding physical gestures used to indicace spatial cerms
Asking clarification about Job assignmencs and direccions
following a series of spokan directions

Orally reporting that work is complatad

- 34 -1,



‘nit E * Understanding oral faedback abour quality of work in
relacion to mistakes in assembly
* Underscanding oral feedback about wiscakes made in putting
things away
* Undersczanding oral feedback about working too slowly and
about incomplete work
* Acknowledging positive or negative oral feedback
Cais F * Recognizing safe and unsafa Pracuices in relacion to:
Testoicted areas
special clothes
suoking
fire
li::ing
revying actention
Pu.Cing things away
Lals G * Reading work schedules e e s e
* Reading cowpany rules for work Wours
* Reading time cards and tima clocks
* Talking to fellow workers about preferences in work schedules
* Talkiag to fellow workars about daily schedules
Unic ¥ * Asking a fellow workar to join you on a break

Understanding company pol.:y about where and when to take braaks
Asking/celling vhers a fellow vorker is N -
Talking to a fellow worker about last veekend

Talking no a fellow vorker about next weekend

- 35 -4,



nig I * Telephoning in sick for yourself, in a large faccory
* Telephoning in sick for yourself, in a small business
* Telephoning in sick for anocher person (family zember)
* Reading company rulas for reporting sick
* Descriding simple illnessas
* Talking or asking about a fellow worker who is out sick
* Gresaeting a fellow worker Just satuming from being cut sick

Uase J * Asking for your paycheck
* Sigaing for your paycheck

» Reading a paycheck to identify gross pay, net pay, and
deduczions , e

* Filling out a W=d form

v . .

* Talking about your family wich ;ﬁgollcw worker

47

ro RICglish For Your First Job, D. Prince & J. Gage, 1981,




VESL LESSONS

Each VESL lesson should identify the ¢amunication function, sitwation,
grammatical structures and necessary information about the culture and the

comunication. Participants examined and discussed sample lessons which
could be used at various work-sites.




INFORMATION INFORMATION
GRAMMATICAL ABOUT ABOUT
FUNCTION STRUCTURES VOCABULARY SITUATIONS COMMUNICATION CULTURE
MEXAMPLE ONE -~ UNIT TWO - "SAYING GOODBYE
Leavetaking Previous: - Goodbye At work Importance of | Importance of
confiming being punctual
Confirming New: Tamorrow
See you at (time)
(receptive) ’
*EXAMPLE TWO - UNIT 103 - “meeting New People"
Initiating Previous: - wh Occupations Break-time Reciprocal Acceptability
social questions with at work questions of initiating
contact presenc tense sccial contact
with other
workers

*

* From A New Start, Mrowicki/Furnborough, Heinemann, 1982.
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Mary. - Hello, How are you? o
... Somsy: F'ne. thank you. | How zre you?
' Mary' Fine, thanks.

e e o+ @i e

(V274

John: Goodbye. Moua.

Moua: Goodbye.

John:  See you tomorrow at 9:00.
- Moua: Yes, tomorrow at9.

1 From: A NEW s'rm. Mrowicki and Futnborongh
Heinemann Educational Books, Inec,

——
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. John: Hello, What's your name?

777 Tuan ™ Tran Anh Tuan. What's yours?

- Johr:.. I'm John Smith. What do you do?
Tuan? I'm an assembler, What's your job?

. Johr:- I'm a mechanic.

Tuan:.. | see,
Johr: Do you live near here?
Tuan:- Yes, on Gold Street. Where do you live? -

John:_ " On Gold Strest, too! Oh, there's the foreman. See you later,
Tuan:" . Bye. | | .

-

133 From: A NEW STM.?, Mrowicki and Purnborough, .
Heinemann Educational Books, Ine., - ‘

- 40 -
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ASKING THE SUPERVISOR'S/SISTER'S PERMISSION

Context: The domestic's routine is likely to be fairly rigid, and any
deviations from it will need permission.

. lanquage Punction: The domestic asks permission of a supervisor/murse.
Structure: Present simple questions with Can,
Equipment: Slides, clockfaces, etc,

Present a number of situations in which a domestic might need to ask
permission of a supervisor or nmurse, using slides, or mime,

Damples: going off duty early

giving ‘tea to a patient on a diet
cléninganoﬁﬁceataputiaﬂa:ﬁm
leaving the ward for a personal reason, etc,

Pmmtandpracﬁathefouawingmyofaslﬁngm@.

Can I go off early this afterncon, please?
Can I clean your office now, sister?

Can I leave the floor till tomrrow?

Can I go down for coffee now please?

Can I go to see the staff health muse please?
Can I wake Mr, Evans for his tea?

Can I give some water to Mrs. Jones?

fran: English for Demastic Staff, by Elizabeth Iair.d, Pativuy Centre,
Scuthhall, Unitad Kingdom,

Linda Mrowicki, "Develcping VESL Matarials for the Job-site”, Jamary 26
and 27, 1982

1/21/82
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HOW TO TELL SOMEONE YOUR NAME

Context: Students may panic if they are nc“: understood immediately
when giving their name. They may repeat their name hurriedly and
unclearly or may relapse into silence. This item aims to teach them
to repeat themselves slowly and clearly.

Lanquage function: Clarifying a misunderstanding. The student takes
the part both of initiating and responding.

Structure: Present tense question. What's your name?

Pronunciation: It is important to get the idea of misprounciation -
over to the class, and the idea that other people may have difficulty
in pronouncing students' names.

Method: Present the following dialogue with your own name, acting
out both sides youself, and using the puppet, cut-out or flashcard to
indicate the other person in the dialogue.

Present the following tape item:

Tape item 5: What's your name?
Tony Perkins,
Tony Parker?
No, Tony Perkins '
To-ny Per-king. ° I,
Oh, I see, Tony Perkins.
Yes, that's right.

Listen

Now get the whole class to respond with their cwn rames to the second
part of the tape item.

What's your name?
Sorry?
I beg your pardon?

O, I see, I've got if: now.

-

C e e vt ¢ e wos

FROM: Enqglish for Cater% Staff, Elizabeth lLaird, Pathway Centre,
- Sou e U .

Linda Mrowicki, "Developing VESL Materials For The Job-Site.” January
26 and 27, 1982

1/21/82:sbm
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LERRNING ACTIVITIES

There is a wide variety of ESL activities which can be incorporated into

VESL materials, Three of the most useful are described in the following
handouts,

Sy ’
v iy
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WHAT THEY ARE:

WRITING A DIALOG:

COMMUNICATIVE DIALOGS

Interchanges between people in a "real-life" situation. An example
is the interchange between a foreman and assembler in a factory.
The students practice the role that is relevant to them (the
assembler), The other role is intended for listening comprehension

(foreman).

1. Identify the communication needs of the students.

2. Choose situations and topics that are relevant to students.

3. Keep the language naturall

The language for the students' role should be controlled, etc.
= the utterances should be within their linguistic capacity.
The language for the "other role" should not be as tightly
controlled. Remember - in the "real world”, students have to
interact with people who do not limit their utterances to the
language students have "mastered”.

1. Set the context. (Visuals, realia,

explanation of setting, ete.).

2. Say the dialog. ° Students listen.
Students respond

3. Ask comprehension questions as (individually).

appropriate. (Who is talking?/
Why are they talkind?/”

Where are they talking?/

What are the emotional states of
each person?, etc.)

4. Say the dialog again. Students listen.

5. Say the dialog. Students repeat the
role(s)targeted for them to
learn. (Class/group/
individually).

6. Say the "other part". Students f£ill-in the
targeted role.
(Class/group/individually).

7. Role-play:

Ask-a student to came to

the front of the class.
Role-play the situation.

Vary your speed and language
to more closely approximate
the uncontrolled, unstructured
situations in the real world.



Receptive:

Productive:

EXERCISE FOR PRACTICING ORAL INSTRUCTIONS

Say the instructionms,

Say each and perform
the action.

Say the instructions.,

Say each instruction.

Direct students to say the
instructions.

Perform the appropriate action
after each instruction is given
you. - -;r 7t

Divide students into pairs.

- 45 -
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Students listen.
Students listen and watch.

Students perform the
actions, :
(Class or individually).

Students repeat.
(class/group/individually).

Students say the
instructions.

actions.
Students reverse roles.



EXERCISE FOR TEACHING SIGNS

1. Establish the meaning of
the language on the sign.
(Demonstration, explanatin, |
translation, etc.) /

2. Say the language. Students demonstrate
' comprehension.
Written: 3. Show the sign or write

the language on the
blackboard

4. Read the sign. ™ 7V, ' Students listen.
5. Read the sign again. Smdehts repeat,
‘ (Class/group/individually)

6. Show distinguishing
features of the words:
saunds, patterns, etc.

7. Point to the sign. Students read.
(Class/group// ndividually)




WORRSHOP PARTICIPANTS'S LESSONS
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MAY 1983 WORKSHOP

Workshop participants had the opportunity to visit a bank, assembly
factory, or hotel. The purpose of the visit was to identify information
and language which would be the basis for VESL materials. After the visit,
participants wrote a brief description of the campany, a description of a
warker's job tasks and commmication requirements, and a VESL lesson.

4 ’
* iy
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ASSEMELY FACTORY DESCRIPTION AND VESL LESSON

.'..' 4
1 L4
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Size
Location
Tvpes of Jobs

levels of English

Camnpany Wants:
Levels of Management:

Wages/Advancement,/
Job Security:
unions:

Ethnic Make-up:

Dress:

Experience with

Ethnic Groups:
Problems:

Peter Walton

DESCRIPTION: Assembly Factory

400 employees and 35 managers

Urban, industrial

Assembly and simple machines, non-skilled, technical-skilled
No English is needed for non-skilled worker

Croup leader, foreman and management

Approximately $5/hour. (20¢/hr. more for night shift)
Closed shop _ |

65% Spanish, 25% Polish, 10% mixed ’

Not specific

The majority are always Spanish.

No real problems - only isolated problems,
considered good.

Situation is

General Communication: Newsletters in English, Polish, Spanish, when 30% of the

Management :

ﬁiring Procedures :

company is composed of one ethnic group the new language is '
- added

Group leaders ‘;‘i'evsiﬁanish and one Polish. Same foremen are
bilingual. Most workers and most management are monolingual.

Application forms are picked up fram the office and mailed
in. They can be filled out by the individual or a surrogate,
Experience is considered in hiring within quotas. Answer to
reaction of hiring first Indochinese - hire morel

Cammnity Relationships: Campany moved from a Spanish area to a Polish area. Now

Work Hours:

Future Opportunities:

Lay Offs:

Special Observations:

Problems/Complaints:

©

ERIC

JAruitoxt Provided

ERIC.

enployees are Foles.

2 shifts, 2 coffee breaks, lunch or dinner break. Night
shift is not at full level.

Restricted hiring,
Based on seniority e

Safety rules are demonstrated to non-Spanish/Polish/Fnglish._
Competition is encouraged lLetween lines which do the same
work. They are paid hourly - not per amount produced. The
foreman interviewed is convinced he can demonstrate a job to
anyone. General information is explained to new employees in
their own language (JVS supplies translators).

(Content: sickness, toilet, pay, ete.)

Worker complaints go to the foreman and then Personnel.

No camplaints or problems with the Indochinese.

Names kept on books for 6 months,



I. Job Task: - 1,

ASSEMBLY WORKER
Operates a machine

2. Assembles parts

IT. Sociogram:

- The assembly worker interacts with:

Peter Walton

e . e

Co~workers
Inspectors Group Leader
Union Staff ASSFMBLY Foreman
WORKER
JVS B ";r /:r‘ ' Personnel
Interpreter Office
III. Cammnication
Functions: Between the drill operator and the group leader and/or foreman:
Drill Operator Group Leader/Foreman
Work: Requesting part:s Requests information

parts or machines
Camplaining
Describing illness

Reporting errors ar problems with

about problems

-5] -
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Peter Walton
Assembly Worker VESL lLesson

Function: Requesting.

Vocabulary: Previously learned: Washers, bobbins, I-bars, brackets, rotors.
New: A lot of/a few,

Grammatical

Structure: Count and non-count nouns.

Situation: The assembler requests parts from a co-worker.

Materials: Containers of washers, bobbins, I-bars, etc.

Activities: 1. Take the washers and put a few into one container

and a lot into another.
Say: "I put a lot of washers into one container," ’
"I put a few washers into the other container,”

2. Point to one container,
Say: A lot of wshers. Students listen.
Say: A lot of washers. Students repeat.

Point to the other container,
Say: A few washers, Students listen,
Say: A few washers., Students repeat,

Point to one container.
Ask:. “How many?" ... . -
Students say: "2 few X&’lot)."

3. Continue the above steps with bobbins, I-bers,
etc,

After all students have correctly responded, go on to the
next step.

4. Give a student all the washers. .
Say: "I want the washers.” The student gives them
to you,
Introduce "I need"” in the above manner.
Use all the various parts,

5. Give a student the washers.
Say: "I need a few washers." The student
gives you a few,

Continue with all parts and va.y the requests with
"a few" and "a lot of."

6. Say: "I want a few washers." Studei ‘. repeat. Continue
to model all statements with students rapeating.

7. Divide students into pairs or small groups.
Pass out the parts.
Students request parts from each other using the language
practiced.
o - 52 =
ERIC [

Full Tt Provided by ERIC.



BANK DESCRIPTION AND VESL LESSONS
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Marian Thacher
DESCRIPTION: DRank

Size: 135 employees

Location: Northwest side of Chicago (urban, white, ethnic)

Types of Jobs: Proof operator, vault clerk, check filer, mail room clerk,
typist, teller

Level of English Variable, fram "enough to be interviewed" to "good
Required far Job camunication skills"

Levels of Management: Many different job levels

Union: None
Ethnic Make-up: 28 language groups, largest group was about 7 Russians. No

large proportion of any one group. Wide variety, including
Russian, Ethiopian, Pakistan, Iranian, Hispanic, Chinese, etc.

Dress: Formal

Problems with some 1. Same language problems, especially with talking on phone to
Ethnic Groups: customers i . .
2. Campaints frdii othey employees about groups sticking
together and speaking native language
3. Rule that native language spoken on breaks only
4. Few if any black foreign born

Management s Monolingual N
Camunity Relationship: Like to hire people in the neighborhood e e
Hours: Both day and afternoon shift . . —
Hiring: Almost never place a newspaper ad. (Except for management
positions) Hire walk-ins and referrals from current
employees.

Special Observations: 1. Customers calling in are often mad or frustrated already;
they are difficult to deal with,
2. A cawpany picnic is held every year; all groups come.
There is also an ethnic potluck once a year.

-54 =
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I. Job Tasks - 1. Takes customer requests
2. Answers the phone
3. Does scme paperwork and recordkeeping (such as, filling ocut
sign-in sheets)
4. Files checks (requires ability to alphabetize and read names
and addresses)
II. Sociogram -~ The safe deposite vault desk clerk interacts with:
Other
Workers Supervisor
Safe
»  Deposit
Clerk
Customers Departinent
in | J Staff
Person c.us'r oy in Banks
T (on
Phone)

SAFE DEPOSIT VAULT DESK CLERK

Mariwn Thacher

III. Comunicative Functions between the clerk and the supervisors:

Work

Social

Clerk

Requests help or explanation

Requests raises, time-off, etc.,
"argues" politely

Greetings

Social conversation

Supervisor
Gives instructions, makes requests

to clerk to do something
Sets deadlines

Responds to requests

-

Greetings

Social conversation

e e —
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I. Job

Marian Thacher

CHECK FILER IN A BANK

Tasks -~ 1. File checks

2. Takes phone requests for information from tellers

II. Sociograms - The check filer interacts with:
Personnel
Supervisor Other
(in Filers
Person) /
Check o
Filer [ '
Custamers T Vo | Tellers
(by phone) (by phone)

III. Commmicative Functions between the check filer ard the bank teller: _ =

Work

Social

M o ne—— —" ioioiis aaho. s s. b

Check Filer

Teller

Looks up information and gives
it over, the phone

Asks for clarification

Greetings
Social exchange

Requests informtion
Answers

Greetings

Social exchange

PR

Yo
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Marian Thacher

MAIL ROOM CLERK IN A BANK
I. Job tasks - 1. Receiving mail

2. Delivers packages to banks downstown and brings packages to
bank (sometimes carries $3 million). Requires ability to read
‘maps, street signs, names and addresses,

II. Sociogram - The mail room clerk interacts with:
Department Other
Staff in Mailroom
Other Banks Clerks
| Mail -
Roam
Clerk
Other
Employers vy . Supervisor
v sy

III. Caommnicative Functions between mail clerk and other bank staff

Work Asks directions Requests the clerk to wait

Introduces self Requests the clerk to come to the
bank

Relays messages

Requests the clerk to sign
Requests return packages papers

Gives directions

“~

Social Asks for directions

Greetings Greetings
Social conversation Social conversation
— = e

‘ ' & t,




Function:

Grammatical
Structures:

Situation:

Information about
camunication and
culture:

Activities:.

Marian Thacher
Check Filer VESL Lesson

(Responding to a request and giving information)

Taking phone request for information.

Amount Account. number

Signature Name

Date Address etc,
BEalance Look up Find out

Statement Give me

1.

Receptive - information questions

"How much is...

"How many checks...

*what check number. "

Productive - Polite forms of request and response
"Would you..." "could you..." "Can you..."

"OK" "Hang on" "Just a winute,"

Check filer receives a phone request for information from a
teller,

It is OK to ask for clarification or repetition. Ask specific
questions, as "Spell the name, please?”, rather than "what did
you say?*®,

1.

2.

Give every stident & copy of a check or a sample check.
Explain the meaning of and discuss the vocabulary listed

Practice giving information from the check.
Say "Please give me the check number.”
Students say the number.

Say "Could you read the amount?”

Students say the amount,

ne-sided commnicative dialog.

Teller: "Hi, this is Mary. Can you get me the last check
number for Andersen, John P,?"

Clerk: "Hi, Mary. Could you spell the last name
please?"

Teller: A as in apple, n-d-e-r-s-e-n.

Qerk: "e-n?"

Teller: That's right.

Clerk: Okay, hang on... That's e-n-d-e...

Teller: No, A-n-d,

Clerk: Oh, sorry. Just a minute. Here it is,
John P, Andersen, number 1027 for $12.95.

Teller: Thanks a lot.

Clerk: You're welcome,

a. Students listen to the dialog.

b. Students repeat the clerk's part.

Cc. Student's file in the clerk's part..

d. Role-play -

Teacher varies the name, request, spelling, etc,
- 58 -
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Check Filer VESL ILesson (Cont.)

Activities: (Cont.)

4. Practice word examples for letters:
B as in baby,
D as in dog.
This could be a game. Divide into 2 teams and give
alternately one person from each team a letter. The team
gets one point for appropriate response, e.g.
Teacher: C
Student: C as in czt.

'.r ’
Ity
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HOTEL INFORMATION AND VESL LESSONS
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Size:

Location

1‘2&: of Jobs:
Housekeeping

Stewards

Utility persen

Clerical/reception

Laundry
Levels of Managerent

ERIC

Aruitoxt provided by Eic:

Mary Lofquist
Marti Matthews
Jaime Robinson
Mayuree Sciacca
Kathleen Sickles

DESCRIPTION: Hotel
400 employees, 800 rooms.
Urban, downtown.

Title Skill Level
Housekeeping-general semi~skilled, high beginning
(Level 2) BEnglish
Room attendents (maids) unskilled, high “eginning
(Level 2)
Housemen (janitors) unskilled, high beginning
(Level 2)
Cooks skilled, intermediate (lLevel 3)
Dishwashers high beginning (Level 2)
Waiters semi-gkilled advanced (level 4)
Stewards semi-gkilled, high beginning
intermediate
Night cleaners unskilled, high beginning
oy (Level 2)
r /tr .
PEX (telephmne switchboard) semi-skilled, advanced (level 4)
Reservation clerk semi-skilled, advanced (level 4)
Bel lboy unskilled, intermediate (Ievel 3
Security skilled, advanced (Level 4)
contracted out

Owners (used to be a manage-

ment company in charge)

Hotel Manager

(same level) Personnel Director
Department Heads
Supervisors
Crew workers

Review every 60 days (union rule) Wage raise every year
according to union policy (contract)

Wage raise is based on high perfarmance or good conduct.,
Annual performance review as well as the 60 day reviews.

Income inconsistent - it depends on business .. - N
Union policy determines scme pramotion from within,
Prawtion is based on performance.

Department heads are recruited from outside the hotel.

-6l -
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DESCRIPTION: Hotel (Cont.)

Ethnic Make-up:

Dress:
Distinguishing
Characteristics:

General
Caommnication:

Hiring Procedures:

Communi ty
Relationship:

Work Hours and
Shifts:

Future
Opporltunities:

300 minority and foreign born employees, (Total is 400 employees)
Uniforms as stated in the employee policy.

Luxury hotel
Experienced with ethnic groups. Hired refugees before but there
were problems with cammuinication, absenteeism and "call-in® policy

pe

Bilingual staff in food service, but there is a need to deal
directly with the worker IN ENGLISH. (Not through translator or
agency)

Written posters and employee notices in English on bulletin boards

Bilingual supervisors

l. Oral screening by Personel Manager
2. Application

3. Department head meeting

4. Reference check

No tests are administered

n/a

4

7:45a - 4:15p - Businéss has 24 hour operation/3 shifts
Work hours: less seniority, fewer hours jin housekeeping
if business slows down. "Old-timers" get full time hours
if possible. :

Policy is receptive to the hotel hiring non-native Americans
(onducts its own training

.62 /1



I, Job Tasks:

II. Sociogram:

e e - e o

10.
11.
12,
130

Mayuree Sciacca
Rathleen Sickles

HOTEL GENERAL HOUSEKEEPEP.
(Janitorial Duties)

Vacuums

Picks up trash

Empties ask trays

Cleans and stocks public washroams

Dusts

Cleans mirrors and windows

Cleans staircase

Polishes staircase railings

Responsible for spills, accidents, wet floors, etc.
Polishes furniture

Waters the plants

Gives information to guests (informal basis)
Clezns office/recepticn/frent desk area

(May f£ill in as room attendent as needed)

The general housekeeper interacts with:

Housekeeping

Guests

Supen¥isor

——— . e

a——n me s amae

Rcom

- Attendants

ERIC

Aruitoxt provided by Eic:

Personnel,
Manager/
Officar *
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Hotel General Housekeeper (Cont.)
III. Communication Functions - between the housekeeper general and the other staff

Work: Following directors
Providing information to guests
Giving directions
Telling time
Responding to requests for help
Reporting tasks done
Indicating location of an object
Following a process
Asserting one's self in recognition of incorrect information exchange
Understanding perscnal descriptions (clothing, height, color, etc.)
Providing emergency procedures and information
Indicating a failure to hear or understand
Reporting the location
Scmething wrong
Requesting equipment and supplies

Social: Introducing oneself or other people
Talking about family
Greetings
Exchanging information with co~worker
Making polite requests

“ep
Iy
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Function:

Grammatical
Structures:

Situation:

Materials:

Activities:

ERIC

Full Tt Provided by ERIC.

Mayuree Sciacca
Rathleen Sickles

Hotel Housekeeping General VESI, Lesson

Following directions.

Prepositions of location (previously taught).

Imperative,

Janitor responds to supervision instructions to clean up a spill
on the floor.

Teacher Aides: Pictures of activities (dusting, etc.),

prepositional review (by, next, around, etc...)

Diagram of hotel (simplified, showing lobby).
l. One-Sided Cammnicative Dialogs

Tom: "Mr. Davis wants to see you,"
Rung: "ow?*
Tom: "Yes, right now." Mr. Davis: “Come in, Hung."
Rung: "Fello. Do you want me?" 1
[ ° ' . » E)
Mr. Dav:s. Jlegtaﬂung.mso to the lobby: and
Bung: "Wiare?"

Mr. Davis: "In the lobbyl, near the front desk3,"
"Make sure the floor is dry."

Hung: "Okay."

Mr. Davis: "Thanks, a lot."

a. Students listen to the dialog,
Students repeat Hung's role.
Students £ill-in Hung's cole.

b. Substitution - Role-play the dialogs with the
following substitutions.

1. elevator 2, sweep 3. by the door

2nd floor dust at Roam 174
~ conference room clean next to the offic
hallway pick up around the corne:

manager's office erpty downstairs



I.

II.

III.

Work

HOTEL ROOM ATTENDENT

Mary Lofquist
Jamie Robinson

. Cleans roams according to standards listed

Department

Attendants

B T S,

Job Tasks - 1
(16 per day)
2, Campletes a checklist for each room
3. Accammodates guest's requests
4. Asks for needed cleaning supplies
Sociogram - The room attendant interacts with:
Houseman
Guests
Roam
T Attendant
Security / X AT
i
Supervisors

Camminicative Functions between the room attendant and the supervisor

__Roam Attendant

Supervisor

Carries out instructions or
asks for clarification

Requests additional supplies

Gives instructions

Tells who to contact for
supplies

- 66 =
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Function:
Vocabulary:

Grammatical
Structure:

Situation:

Materials:

Activities:

Mary Lofquist
Jamie Robinson
Hotel Roam Attendant VESL lesson

Understanding and initiating requests. Confimming.

Linen - trwels, washclothes, sheets, bathmat, pillow cases,

L, dspread. Laundry.
Names f2o other workers - guests, houseman, department head,
security, supervisor, room attendants.
Colors - purple, pink, blue (colors are used to differentiate
among cleaning solutions. another VESL lesson will concentrate
on what solutions are for.)
Clean, phone, call, vacuum.

V%gx Eeviouslz introduced in another VESL lesson - hand
soap, key, , dresser, , table, lights. '

Imperative,

Roam attendant and supervisor discuss work assignments and a
lack of materials.

Realia for vocabulary listed above and photos of staff,

If sible, x1d the class in a hotel room., —
l. V Instruction _
a. V : RQVJ-Q’ .

Point to varibd¥ items in the room and students say the
name of the item,
b. Use realia for the linen items.
- Show the item,
Say the name, Students listen,
Say the name, Students repeat.
Show various items, Students say the correct name.
c. Use photos for the names of other workers.
Show the photo
Say the position title. Students listen,
Say the position title. Students repeat,
s:iaw varicus photos. Students say the correct position
tle,
d. Show the various clearning soluticns and point to the
colors.
Say the color. Students listen.
Say the color. Students repeat,
Point to the color. Students say the correct color.
e. Use demonstrations for the verbs.
Demonstrate "calling" o the telephone,
Ask students and "call" the supervisor. Students
perform the activity.
Students direct other to "call®.
Continue. to practice with the other verbs.

- g7 -
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Hotel Rocm Attendant VESI, Iesson (Cont.)

Activities:

(Cont.)

2.

One-Sided Cammmicative Dialogs

Supervisor - I want you to go to the 3rd floor and

clean all the rooms in the north wing,
(4th floor, south wing)

Room Attendant - 3rd floor? (4th floor?)
Supervisor - Yes, the third (fourth) floor - north

(scuth) wing, Bere is a list of the
roqams.

Room Attendant - O.K., rooms 3500 to 35157

Supervisor - Correct, here are the keys.

Room Attendant - Thank you, 0.K. (fine).

Room Attendant - (Not enough towels for work area - calls

supervisor for assistance), ’

Rocam Attendant - I need more towels on the 3rd floor.
Supervisor - Call the house man and ask for more

towels

Roam Attendant - Call tt.\e house man? You mean Pete?
Supervisor - Yes, Pete. Just dial 0500,
Roam Attendant - O.K., thank you.

a.
b.
C.
d.

e.

Students listen to the dialog.

Students repeat the roam attendant's role.

Students fill in the room attendant's role.
Substitute the varicus items written in parenthesis

above

Role-play using a variety of language.
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WAITER
I. Job Tasks - 1. Greets guests, asks if want a cocktail
2. Takes orders

3. Checks to see if place is set

4. Gives orders to the kitchen

5. Serves food

6. Checks to see if everything is alright

7. Refills

8. Takes orders for dessert

9. Gives instructions to the bushtoy

10. Serves dessert

ll. Computes the check

12. Cleans up

II. Scciogram - The waiter interacts with:
Other
Waiters
Supervisor/ Busboys
Owner /
Dishwasher‘ Hostesses
Guests
III. Commnication .
: .Functions: Between the waiter and the customer: ~
Work: Greeting Greeting
Recuesting orders for food and drink Ordering food

Marti Matthews

Carlyn Nankervis

Confirming orders
Checking to see if everything is
alright

- 69 ~
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Carlyn Nankervis
Marti Matthews

DESCRIPTION: Restaurant Waiter VESL Lesson

Function: Understanding requests = Taking the order from a custamer
Vocabulary: Receptive - Food items for the customer's order (menu
items, drinks, etc.)
Grammatical
Structure: Receptive - "Can I have ?/Do you have ?/1 want/
I would like O
Productive - "May I take your order?/What would you like?"
Situation: A waiter takes a customer's order in a restaurant.

Information about

canmunicatior and

culture: Take the order from the "host" of the group unless he
indicates that a person will give his/her own order.
Same groups may request "“separate checks".
You may wish to double check the accuracy of the order.

Activities: 1. Ome Sided Camunicative Dial% .
Waiter: May I take your L
e Custamer: Yes. I want a mediun-rare steak with
mashed K

Waiter: What You like on your salad?

Customer: French dressing3 -
Waiter:  would ﬂﬁé samething to drink? Customer: Black
coffee

a. Students listen to the
b. Students repeat the customer's role
C. Students fill in the customer's role

2. Substitution - Role-play the dialog with the following

substitution

a. Fried chicken b. Baked potato
Hamburger French fries
(today's "special™) Mixed vegatables

‘ Gorn .
c. Italian dressing d. Ice tea
) 0il and vinegar dressing A small Pepsi

Blue cheese . Water
Russian " Coffee with cream

e, Can I have
Do you have
I would like

Materials: Pictures of food or real objects e
Sample menu (3 or 4 items)
Actual set up of restaurant for the role-play
(Possibly a visit to a restaurant)
Dialog and paper for students to take -ders on
Games for drilling food items

Q
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JANURRY 1982 WORKSHOP

Participants at this workshop had the opportunity to visit a hospital, an
assembly factory, or a machine tool/welding factory. After the visits,
participants developed VESL lessons. Listed below are the individuals who
wrote the following VESL lessons. .

Jerri Crabtree

Black Rawk College, Moline

Lillian Frim Danville CCSD #118

Rathleen Sickles "

Nell Sudikatus Dr. King Biucation Center, Kankakee
Peggy Dean ..Elgin YWCA .

Judith Diamond SN /4

Daryl Ettner "

LuAnn Lamp "

Arlene Ruttenberg Latheran Child and Family Services
Jean Lennon ° Joliet Township H.S.D. #204

Donna Talbot "

Nancy Ferro Rock Valley College, Rockford
Marty Cies Sauk Valley College, Dixon

Judy Williamson "

Walter Calgaro Truman College, Chicago

Kamla Roch "
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A. ' MACHINE TOOL WORKER

Function: Requesting help.

Grammatical Structures: New: Would you..., Could you..., Can
yU.. .

Vocabulary: Life, move, check a set-up. "Locks O.K. to me."

Situation: Work - Requesting help from a co-worker.

Information About Comminication and Culture: It's appropriate to
seek help from an experienced co-worker.

Materials: Following the steps outlined on page 14, teach the
interchange below: (Students practice Hung's role).

Requesting Help (Machine Tool)

Hung: Could you check my set-up? .
Joe: Just a minute.

Hung: O.K.

Joe: Locks O.K. to me.

Hung: Thanks,

K '.;r/:r’

Hung: Could you check my set-up?
Joe: Yeah, I'll & it in a minute,

Hung: O.K.
Joe: This isn't right. You got to change this. Then
it'll be O.K.

Hung: Thanks alot.

Additional vocabulary to substitute:
Would you...? Joe: Hang on. Coming,
Can you...?

Additional phrases to substitute:

Can you help me move this?

give me a hand? -

help me lift this?
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Function: Following simple physical instructions.
Grammatical Structures: Verb + noun (imperative),
Vocabulary: Tighten, loosen, a bit.

Situation: Work - Correcting a set-up on mach * tool.

Information About Camminication and Culture: It .s essential to
confirm questions,

Materials: Following the steps outlined an page 14, teach the
interchange below, (Students practice Bung's role).

Simple Physical Instruction (Machine Tool)

Joe: Tighten that bolt. (Vise, screw, nut, clamp, etc.)
Hung: Like this?

Joe: No, that's too tight.. I.'.p/c;?en it a bit, -

Hung: How's that?

Joe: Fine,

Hung: Thanks,

Additional verbs: Raise, lower, move it up, mwve it down,
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C. MACHINE TOOL WORKER

Function: Indicating a failure to anderstand.

Grammatical Structures: Present/past negative sta:ements.

Vocabulary: "I don't understand.” "Say it again." "What did you
say?" "Tell me again,"

Situation: Work - Checking set-ups.,

Information About Communication and Culture: It is important to
correct or confirm what you have heard, so it is possible to teach
yourself new vocabulary,

Materials: Following the steps ocutlined on page 14, teach the
interchange below. (Students practice Hung's role).

Indicating Failure to Understand (Machine Tool)

Joe: Tighten that bolt.

Hung: Sorry, I can't hear you.

Joe: I said, tighten that bolt. (Louder)
Hung: Which one? .. . . s
Joe: That one. ro

Hung: 1Is this O.K.?

Joe: Ya.

Hung: Thanks,

Joe: You need to align that,

Hung: What's align?

Joe: (Showing him). Watch, .ke this.
Hung: Oh-thanks, What's that word again?
Joe: Align, .
Hung: Great. Aljgn, thanks again.
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A, SIMPLE ASSEMBLY WORKER

Function: Requesting help.

Grammatical Structures: Verb plus noun (imperative), verb plus
particle, demonstrative pron .

Vocabulary: Move,
Situation: Work - Machine malfunction.

Information About Communication and Culture: It is important to
a or help when scmething goes wrong - you do not "lose face".

Materials: Following the steps outlined on page 14, teach the
interchange below. (Students practice the role of the worker).

Worker: Help me,
Supervisor: What's wrong?

Worker: The machine brd:e ,
- Superviscr: What happened? ' /¥

Worker: (Points) Here,
Supervisor: O0.K., We'll take care of it.



B. SIMPLE ASSEMBLY WORKER

Function: Following simple physical instructions.

Grammatical Stuctures: Demonstrative proncuns, verb + noun
(imperative), '

Vocabulary: Move over, take, take cut, pull down, put in,
Situation: Work ~ Assembly line.

Information About Commnication and Culture: Supervisors are above
workers in the hierarchical structure of the conpany.

Materials: Following the steps outlined on page 14, teach the
interchange below: (Students practice the role of the worker).

Supervisor: Move over to that machine,

Worker: That one?
Supervisor: Yes, mm=hum,
Worker: (Sits down)

Supervisor: Take this.
Put it (in) here.s o
Pull down.
Take it out.
Put it herec.
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C. SIMPLE ASSEMELY WOPRKER

Function: Indicating a failure to understand,
Grammatical Structures: Verb + noun (imperative).
Vocabulary: Understand, say, again, show, try.
Situation: Work - Assembly line.

Information About Communication and Culture: 1) It is inpartant to
seek clarification when you do not understand. 2) It is
appropriate to admit when you do not understand samething. Neither
you nor the other person "lose face".

Materials: Following the steps cutlined on page 14, teach the
Interctange below. (Students practice the role of the worker).
SUDEXViSOr: ..ecievcescenieneey
Worker: I don't understand. Say it again,
Supervigir: Take this,
Put it (in) here.,
Pull dow.n. Iy
Take it out.
Put it here,
Do you understand?
Worker: Yes. (Worker demonstrates),
or: No. Sb~' 1,
(Supervisor demonstrates).
Supervisor: Now, do you understand?
Worker: Yes. (Or - "I'll txy™.

.77 -
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D. SIMPLE ASSEMELY WORIER

Function: Warning someone of danger.
Grammatical Structures: Don't + verb + noun.
Vocabulary: No smoking, "O.K,", "Cool it",
Situation: Work - Break-time.

(Negative inperative)

Information About Cammunication and Culture: 1) It is important to
‘verbally indicate that you understand something. 2) You do not
"lose face" when someone indicates that you should stop doing
something.

Materials: Following the steps outlined on page 14, teach the
following interchange below. (Students practice the worker's
role),

Supervisor:
Worker:
Supervisor:
Worker:
Supervisor:
Worker:

or:
Supervrisor:
Worker:
Supervisor:
Worker:
Supervisor:

Cool it!

What?

Don't smoke here,

Idon't unde.rstan’df”

No smoking! (Points to the sign)

O.K. (Worker or supervisor smiffs out the

cigarette), .

Cool it!

What?

Cut the smoking!

I don't understand,

No smoking (Supervisor takes the cigarette and
puts it out). '

3

N
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E. SIMPLE ASSEMBLY WORKER

Function: Greeting after a weekend,
Grammatical Structures: Past tense, possessive pronouns,

Vocabulary: Clean, rest, fish, visit, work, how.

Situation: Work - break-time, lunch.

Information About Coammmication and Culture: 1) Reciprocal

questions are a part of social conversation. 32) Americans are not
“nosey". Talking about cne's weekend is common.

Materials: Following the steps ocutlined on page 14, teach the
interchange below: (Students practice both roles).

Worker A: Hi » how was your weekend?
Worker B: 0.K. ‘Yours?

Worker A:  0.K. What did yoti/do? * .
Worker B: I cleaned the yard. (Rested, fighed, visited my
neighbors, etc.)

*Taught as /d_ja/.
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A. FOOD SERVICE WORKER

Function: Requesting help.

Grammatical Structures: Statements with "be".

Vocabulary: "What's the matter?", custodian.
Situation: Work - Machine malfunction.

Information Abogt Cammunication and Culture: It is appropriate
to state a problem when one occurs.

Materials: Following the steps outlined on page 14, teach the
interchange below: (Students practice A's role).

. The dishwasher is broken.
What's the matter?

. Idon't know. It won't work.
. Call the custodian. ¢/

w » w >
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B. FOOD SERVICE WORKER

Function: Following sinple instructicns.
Grammatical Structures: Verb + noun. (Imperative)
Vocabulary: Turn off, push, button.

Sitvation: Work.

Information About Communication and Culture: It is important
to say when you do not know how to do samething.

Materials: Following the steps outlined on page 14, teach the
interchange below. (Students practice B's role).

A. Turn off the dishwasher.

B. I don't know how.

A. Push the red button,

B. O.K., thanks!

i-r 4
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C. FOOD SERVICE WORKER

Function: Indicating a failure to understand.
Grammatical Structures: Verb plus noun (imperative).
Vocabulary: Which, where, "I don't understand".
Situation: Work.

Infornation About Communication and Culture: It is appropriate
to say when you don't understand something. You or the other
person do not "lose face".

Materials: Following the steps outlined on page 14, teach tha
interchange below: (Students practice B's role).

A. Turn off the dishwasher. |

B. I don't understand.

A. Push the button. _ o

B. Which one? s

A. The red one.ton.

B. The red button stops the machine?

A. Y&.

Alternatives: B, Where?
A. It's on the wall.
A, O.K,
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D. FOOD SERVICE WORKER

.Function: Warning someone of danger.
Grammatical Structures: Past tense.
Vocabulary: Rreak, get, mop.

Situation: Work - situation where person must be cautious.

Materials: Following the steps outlined on page 14, teach the interchange
below. (Students practice both roles).

A. Watch out. The floor is wet,

B. Thank you. What happened?
A. The dishwasher broke, get a mop.

B. O0.K., here you are.

-
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E. FOOD SERVICE WORKER

Function: Greetings after a weekend,
Grammatical Structures: Simple past tense.
Vocabulary: Watch TV, go.

Situation: Work - Social sitwation,

Information About Communication and Culture: Weekend activities
are often discussed. This is not a "personal topic”.

Materials: Following the steps cutlined on page 14, teach the
following interchange below. (Students practice both roles).
1. How'd the weekend go?

Well, thank you,

‘What did you do? e ’

I went to the movies.

L S

Hi, Serg.

Hi, John. How was your weekend?
O.K., how was yours?

Good. I went to Chicago.

borowy

Substitute:
I watched TV.
I went to Indiana.
1 went shopping, etc.
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LIST OF RESOURCES AVAILAELE FROM THE NEC LIBRARY

Jupp, T.C. and Sue Hodlin, Industrial English, Heinemann Educational Books,
1975.

Laird, Elizabeth, English for Catering Staff, and English for Damestic
Staff, Pathway Centre, Southall, United Kingdom.

Prince, David and J. Gage. English for Yolr First Job. Edmonds Camunity
Qollege, Washingtcon, 1981,

NEC RESOURCES

Mrowicki, Linda and Patricia DeHesus, A Handbook for the VESL Teacher,
Northwest Educational Cooperative, Illinois Adult Indochinese Refugee
Consortium, 1981. $3.00 (.50¢ postage)

ESL/AE SERVICE CENTER HANDOUTS ON REQUEST
Building the Bridge to Employment. J. Fox and R, Jones. 60¢ N

Pre-vocational ESL Project for Adult Refugees. J. Gage and D. Prince.
$2.05. * iy

Same Considerations —~ Adult Vocational ESL. D. Prince and J. Gage. 35¢

Occupational English as a Second Language. A. Ramirez and V. Spande. 80¢

_Designing a Curriculum Qutline for the Werk Situation. J. Laylin and
M. Blackwell, 60¢

MAKE CHECK PAYAELE TO NEC-CCSD #15

Illinois ESL/AE Service Center
500 S. Dwyer Avenue, Arlington Heights, IL. 60005




