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WORKPLACE LITERACY CURRICULUM

INTRODUCTION

The Workplace Literacy Curriculum for Food and Beverage is based on an analysis of tasks and
interactions at the worksite. Employees were observed on the job, supervisors were consulted
and existing resources were reviewed to determine the language and basic skills needed to
effectively and efficiently perform job duties. Eleven curricular units were developed. Since
priorities may differ from site to site, supervisors, in consultation with the instructor, may be
asked to order units according to the special needs at their sites. (A Task Needs Assessment Form
is provided en pages 5 & 6.) A needs assessment should also be done with employees in the
class to determine their goals which can be incorporated in instruction.

In a 60-hour class it is possible to cover 6-8 units. It is recommended that each class begin with
Personal Identification and Work Schedule units which provide a review of basic literacy skills:
reading, writing, and numeracy, which are the building blocks for improved workplace literacyskills.

Organization

Each unit is based on a job task integral to carrying out the duties of the position. This task is
also referred to as a competency. Each compztency is then analyzed for language, knowledge,
and other basic skills that are needed in order to perform the job task successfully.

The language pages present the job task (competency) as the unit title. This is then broken down
into three levels of language proficiency for use with a multi-level class or in sequential courses.
The vocabulary, basic skills, and culture points pertain to all levels of proficiency. It may bc
hel ful to look at a unit of instruction while reviewin the definitions of terms below as used in
this curriculum.

Definitions

SPL --(Svadent Performance Level) The SPL describes a student's language ability at a
given level in terms of listening, speaking, reading, writing and ability to communicate
with a native speaker. These descriptions are available in a separate document: Student
Performance Level Document, MELT Resource Package. Each learner's SPL is
determined by a pre-test.

Functions --Functions are the focus of language practice. They are units of communication that
identify the outcome or purpose of an utterance. They depend on the context of the
communicative act.

LanEuage Sample --The examples represent how those functions may be expressed. They
exemplify the complexity of language expected at that particular SPL.

Structures --The structures noted identify the grammatical forms which are appropriate for the
expression of the language function at that level. When no structure is listed, the exampleis to be viewed as an idiomatic expression and taught accordingly.



Resources --Texts and materials listed contain activities and exercises which teachers have found
to be appropriate for the level and curriculum. These are suggested resources. Teachers
should select from these or other materials based on the needs and abilities of their
particular students.

Vocabulary --The terms listed represent the essential vocabulary for the unit. They are to be
taught and practiced in context, not as a word list.

Basic Skills--These are the reading, writing, and numeracy skills necessary to perform the
competency. They should be specifically taught to students who have not already
mastered them and should be reviewed for those who have.

CultureThis information focuses attention on cultural points that help students understand
workplace values and customs. When appropriate, the information can serve as
springboards for classroom discussion on cross-cultural issues.

USING THE CURRICULUM

Lesson Planning

Before beginning a unit, look over the language and basic skills, resources, and cultural
information and consider how they relate to the competency. Decide what functions may be
combined to form communicative situations for instructional focus. Consider the emphasis you
will place on each function and the order in which you will present them. (See the lesson plan
form on page 7.)

1. Introduction. Select an activity to introduce the language in context. This may be a
picture, listening exercise, short reading passage or dialogue, video presentation, or
demonstration.

2. Presentation. Plan to discuss the situation by eliciting who, what, where, why (purpose:
language function). Elicit the dialogue itself if possible. This information may have to
be provided to students with a low level of proficiency.

3. Practice. Select the vocabulary, grammatical structures, and pronunciation points to be
practiced in depth. Consult the suggested resources for appropriate practice exercises.
Choose activities that move from structured practice (drills, for example) to
communicative activities (role play, information gap, simulation).

4. Evaluation. Determine which activity (fiom step 3 ) will enable you to evaluate student
performance of the language for the unit, or create a new activity for evaluation purposes.
Achievement should be based on demonstrated performance in a job-role situation.

5. Application. Select application activities that give students an opportunity to personalize
the language being taught and encourage them to use the language outside the class.



*Evaluation

Evaluation is an integral part of a workplace literacy class, providing data for the continuation
of a workplace program that meets both the employees' learning goals and the employer's goal
to enhance the company's daily operations. It provides feedback to:

the learners on their progress
- the employers on success in meeting the company's aims

the instructor on adjustments ,and changes that may need to take place in the
instructional program to meet those goals.

In the classroom, evaluation of learner.progress is:
- ongoing
- related to the curriculum
- based on demonstrated performance in job-role situations.

On the job,evaluation procedures (usually carried out by the supervisor) take note of changes in
- confidence
- performance

productivity
- work habits
- improved use of English

Evaluation Activity: The classroom instnictor's primary responsibility for evaluation is
monitoring learner progress on what is being taught in the classroom. Although some kind of
evaluation should take place in every class, this section is concerned with the formal
(documented) evaluation of mastery of work goals, language skills, and basic skills. A distinct
activity is used for evaluation. Both the learner and the instructor should be aware that this
activity is providing an opportunity for the learner to demonstrate what has been learned. The
information is then recorded on the REEP Workplace ESL Progress Report (see page 8 for
sample). The Progress Report is an excellent tool for introducing the learners to what they will
be studying. By reviewing all or parts of the form at the start of the class and between each unit,
learners gain a sense of where they have been and where they are going.

The learners are evaluated on their ability to apply to the job skill task for the unit, the language
functions, structures, and basic skills that have been taught. Consider the quality of performance,
remembering that the learners may have previously completed their job tasks successfully, but
now the emphasis is on mastery of the specific skills presented for practice in the classroom.
Actual performance in an on-the-job situation is the ideal measure of competency. This is not
always feasible due to time and worksite constraints. However, in the classroom, a simulation
of such a situation can be set up.

Competencies requiring oral/aural use of language can be evaluated through role plays, cued
responses, or demonstration. For example, "Reporting Lateness/Absence" could be evaluated in
a role-play in which the learner being evaluated could pick a card describing a cause for absence
and then use a telephone trainer to call the "office." The instructor or another learner could act
as receptionist/supervisor. Competencies requiring reading, writing, or numeracy skills could be
evaluated with paper and pencil tasks such as completing forms, taking a message, or fmding
information on a product label.

3



Proaress Reports: After the evaluation activity is completed, record the learner's progress on
the report form. This form lists the work goal (job task), language skills, and basic skills to be
addressed in each unit. Learner progress is monitored for each of the skills covered in class.
Once you have determined that sufficient time has been spent on practice and application
activities, select a time and activity for evaluation. Note individual progress using the following
scale:

learner needs more practice; performs the work task, but makes errors in
communication (e.g. structurally incorrect, listener has difficulty comprehending)

learner has mastered the skill; conveys ideas accurately or applies the language to
the situation correctly (e.g. easily understood, grammatically correct)

NC skill was not covered in class

Unit progress reports are shared with the learners at the completion of each unit. At least twice
during the instructional period, usually midway and at the end, the information is shared on a
formal basis with the employer as well. At that time, each learner is also to be rated globally
on pronunciation, fluency, and grammar according to the following scale:

PRONUNCIATION
1--frequent mispronunciations, cannot be understood
2--some mispronunciations leading to confusion, understood if attentive
3--no serious mispronunciations, easily understood

FLUENCY
1--minimal response to or amount of communication
2--shows effort beyond minimum
3--elaborates response

GRAMMAR
1--very little control of structure taught, making comprehension difficult
2--control of simple structures, but makes errors which occasionally

obscure meaning, can correct self.
3contTols most of the structures taught, but makes occasional errors that

do not obscure meaning, corrects self.

A space is provided on the form for instructor's comments. The student's signature indicates that
the learner has seen and understood the report.

Other Assessments: Learners may be asked to fill out self-evaluation forms or class evaluation
forms. They are also given a post-test at the end of instruction to measure overall proficiency
gains. Supervisors are asked to rate the class as a whole, as well as individual learners, in order
to indicate the impact the instruction has had on the job. All of the data collected from these
evaluations are considered not only in measuring the success of the current program but also in
planning for the future.
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Task Needs Assessment: Food and Beverage

Below is a list of job skill tasks (competencies) and oral language skills (functions) necessary to
carry out these tasks. These form the basis of the curriculum. In a 60-hour class, it is possible
to cover 6-8 units.

The first two units listed should be covered the first few class sessions. They provide an
opportunity to review basic literacy skills--reading, writing, and numeracy. The other units then
need to be prioritized by the hotel contact person (general manager, supervisor, liaison), in
consultation with the classroom teacher and students, to determine class content. This enables
the curriculum to be tailored to meet the hotel's most pressing needs and the employees' goals.

Unit #
General ESL: Personal Identification 1

Identify self
Ask/answer questions about self
Request clarification

Read Work Schedules
Report information
Ask/answer questions about day/time
Request schedule change

Provide Initial Service
Greet guests
Introduce self
Take leave
Follow job instructions
Ask/answer requests for information

Provide Supplies
Identify supplies
Make/answer a request
Ask for clarification
Apologize
Make a suggestion
Offer Assistance

Follow Instructions/Describe Job Tasks
Identify equipment and supplies
Follow instructions
Request clarification
Give sequence of tasks
Give instructions

Report Work Completion
Respond to requests for information
Respond to praise
Respond to criticism

5
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Report Progress
Report completion
Give Explanations

Discuss Performance Evaluation
Respond to praise
Respond to criticism
Identify ratings

Answer the Telephone
Greet
Identify self and department
Ask/answer requests for information
Clarify information
Take a message

Report Lateness/Absence
Identify self on telephone
State problem/give reason
Identify body parts/illnesses
Make a request on telephone
State intention

Give Directions to Places within the Hotel and Vicinity
Respond to requests for information
Provide information about location
Apologize
Give directions
Make a suggestion

Report and Prevent Accidents and Emergencies
Identify safety signs
Report accidents
Warn others
Make a suggestion

Report Problems: Repairs Needed
Identify problems
Report problems
Request clarification
Request assistance

Read Paychecks
Identify terms
Ask/answer questions
Ask for assistance
Report problems

Other

6 1 0



LESSON PLAN

Lesson Objectives:

Warm up/Review/Introduction

Presentation

Practice

Evaluation

Application
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AL

ANS

GUIDE TO ABBREVIATION OF RESOURCES

Anne Lomperis
(Vocational ESL for Hotels)

A New Start

EAC English for Adult Competency

EEL English in Everyday Life, Book 1

ESL Act ESL for Action

ETW English that Works

FFX Fairfax County Curriculum (Virginia)
(English in the Workplace)

H/M Words Hotel/Motel Words

LWS Let's Work Safely

MIRY May I Help You?

S/S Side by Side

SE Survival English

SUAP Speaking Up at Work

WUSA Working in the USA
(video/workbooks)

YFJ Your First Job

Techniques

Information Gap activities provide an opportunity for real communication to take place. Students
work in pairs, but each partner has different information. Through interacting they must acquire the
information they don't have. An example would be each having the same form of map with different
places indicated. They must ask each other directions/locations in order to complete their own maps
and then compare to see how well they have communicated.

Information Grid enables students to gather information through interviews inside or outside of the
classroom. Students brainstorm the questions to ask in order to obtain the needed information. On
a piece of paper (or prepared grid) they write across the top of the page the three or four specific
questions they want to ask. Then they circulate around the room (or take the form on assignment)
asking each other the questions and noting the name of the interviewee down the left side of the page
and the response in the column under the appropriate question.

10 16



Language Experience Approach (LEA) this approach is a valuable technique for giving low-level
learners practice in reading, seff-expression and communication. Learners develop their own stories
for practice, prompted by discussion of a starter topic such as a shared experience, recent event, or
visual stimulus (picture, photogaph). This may be done as a whole-class or small-group, or
individual activity, (from Expressways Foundations Teacher's Guide, Prentice Hall, 1990).

Problem Solving develops critical thinking and decision-making skills as well as communicative
competence. The class is presented with a problem (in paragraph, dialog or picture form) based on
a real-life situation. Students then identify the problem, discuss possible solutions and their
consequences, and come to consensus on a plan of action. Dividing the class in small groups for
discussion and consensus building enhances maximum student participation.

Total Physical Response (TPR) this approach begins by placing primary importance on listening
comprehension, emulating the early stages of mother tongue acquisition, and then moving to speaking,
reading, and writing. Students demonstrate their comprehension by acting out commands issued by
the teacher, teacher provides novel and often humorous variations of the commands. Activities are
designed to be fun and to allow students to assume active learning roles. (from Q & A, Eight
Approaches to Language Teaching, ERIC Clearing-house on Languages and Linguistics)

Games provide opportunities for natural use of language in a relaxed way

--Bingo: Copy a bingo grid for each student. Fill in the blanks with target vocabulary (numbers,
letters, times, household objects, body parts, etc). The students may do this themselves by
randomly copying from the board or pasting pictures. The teacher should call the first game. The
student who wins the first game can then call out the second game and so on. Pennies may be used
as markers.

--Concentration: Students match pairs of index cards by remembering their location. To set up
play, lay the cards face down in rows and columns. The first student turns up two cards. When
the cards match, the student removes them and takes another turn. If they don't, the cards are
turned back over and the next person takes a turn. (For lower levels it helps to have each member
of the pair a different color--eg words on white cards, pictures on blue.)

--Twenty Questions: Give one student a card with a word or phrase from the lesson on it. The
other students ask questions requiring a Yes/No answer to guess what the word or phase is. If they
have not guessed it after 20 questions, supply the answer.
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