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INTRODUCTION

Welcome to the Worker Education Program of the Chicago Teachers' Center (CTC) of _
Northeastern Illinois University and the Amalgamated Clothing and Textile Workers Union
(ACTWU). We are excited that you will be joining our team of workplace educators
working together to improve the basic skills of ACTWU represented employees. This
Guide to Effective Program Practice provides valuable information on the program's
background, educational process, documentation requirements, curriculum development
model, and available materials. This guide is just one component of a comprehensive staff
development model intended to provide on-going support for the Worker Education
Program course facilitators. This support is essential to a quality educational program as
you are the students’ direct link to the program.

The Worker Education Program encourages input from all the program's stakeholders-
-the students, union, companies, university, and adult education facilitators. As such, the
procedures and forms outlined in this guide may change as we revise them to improve our
practice through ongoing reflection and revision. We invite you to participate in this
dynamic and creative process.

As part of your pre-service training, you will also receive and be trained to use the
following resources:

. A sample task analysis

° ESL Curriculum Guide

. Binder of teacher-created workplace learning activities

. A selection of appropriate textbooks from our Resource Center

We encourage you to review these resources now and refer to them later for a better
understanding of the Worker Education Program’s goals and objectives and for lesson ideas
that can be adapted to meet your students’ needs. Throughout your employment, please feel

free to contact the Worker Education Program administrative staff with your questions,
concemns, and ideas.

&1
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OVERVIEW OF THE WORKER EDUCATION PROGRAM

About the Worker Education Program

The Worker Education Program (WEDP) is a joint project between the CTC of
Northeastern Illinois University and the Chicago and Central States Joint Board of
ACTWU. Itis one of fifty four programs nationwide that is funded by the National
Workplace Literacy Program (NWLP) of the United States Department of Education which
was established to assist U.S. workers through comprehensive edﬁcationa.l‘ programs
focusing on the provision of basic literacy and workplace skills training. The WEP has
been funded by the Workplace Literacy grant for two previous grant cycles and was
awarded a third in December 1994 for a three year program cycle.

About ACTWU

The Amalgamated Clothing Workers of America was founded in 1914 in Chicago,
Illinois. At that time, the membership consisted primarily of immigrant, male, skilled tailors
from Eastern Europe. From its beginning, the union helped its membership learn English
and helped immigrant families settle into the American workplace and communities. Over
the years, the membership became more female and mirrored the waves of immigration into
the United States, but education for union members remained a priority with ACTWU. For
the past twenty years, the union has had a growing membership of immigrants from Latin
America and Asia.

Today, the Chicago and Central States Joint Board of ACTWU represents American
and immigrant workers in a variety of industries. The increase in global competition along
with rapid technological changes have created a climate in which the union and its bﬁsiness
partners have begun to increase educational efforts. The ultirﬁate goal is to keep jobs in this
country and to prepare American workers to work competitively with workers from all parts

of the world.
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About CTC

The Worker Education Program is just one program of over a dozen at The Chicago
Teachers’ Center, an academic unit within the College of Education at Noftheastern Ilinois
University. The Center has functioned as the outreach arm of the University in working
with schools and with adults in the community. Since its founding in 1978, the CTC has
been an innovator in developing programs to improve urban education in Chicago through -
collaborative partnerships. The Center challenges the educational system to better serve
diverse cultural and ethnic populations by creating, documenting, and disseminating md&el
programs for teachers and students. The Center’s staff members and university faculty
continue an exemplary record of service to education in the Chicago area by collabqrating
closely with students, teachers, administrators, parents, businesses, union, and community
agencies. The Center has had its programs evaluated on a systematic basis by external
evaluators, and they have consistently been effective in assisting participants to increase

their educational skills.

Need for Workplace Education Programs

The nature of work in the United States is changing rapidly. The interplay of global
market competition, changing demographics, and the increased use of technology make it
necessary for the U.S. to re-think, re-define, re-tool, and re-invest in education and the
world of work. In order to compete in the new international market, many companies are
implementing more computerized machinery, team-based management, and quality control
procedures. The union and companies are interested in providing training for their workers
primarily because the workers need to increase their basic skills to meet the demands of
these new or changing job requirements, advanced technologies, and new organizational
formats. Basic skills levels that formerly were adequate for assembly line production are
inadequate for employees faced with these changes (Workplace Literacy: Reshaping the
American Workforce. p. 3), especially for the increasingly immigrant workforce who need
improved English skills to communicate effectively with co-workers and supervisors. A
more educated workforce would have positive effects on the position of the U.S. in the
global market and on increased profit margins for individual businesses. In addition,
workplaces would be more equitable and competitive for workers, and worker participation

in unions would increase.
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To address this situation, the National Workplace Literacy Program (NWLP) sponsors
grants for programs which provide effective workplace education programs, develop and
disseminate workplace literacy materials, and provide staff development for adult educators
to teach effectively in the workplace. Targeted areas for training include: English language
skills; academic skills in reading, writing and math,; skills in communication and teamwork;
organizational skills in problem-solving and leadership; and attitudinal skills leading to -
higher motivation and good work habits.

As one of the grantees of NWLP, this program aims to contribute to this growing field

through an innovative workplace education partnership program.

Program Goals
The overall goal of this project is to (1) provide limited English proficient adult

workers with workplace English as a second language and mathematics courses to improve
their competency in job specific literacy skills, (2) provide job specific basic skills and GED
preparation courses for native English speaking or advanced English speaking workers to
increase their preparedness for continued and future employment, (3) upgrade workers'
competency in communication, problem-solving, critical thinking, teamwork and basic
skills in accordance with changes in workplace requirements, technology, products and
processes, and (4) develop, document, and disseminate a workplace literacy program model
which can be replicated in similar workplaces. The graphic on the following page gives a

more thorough overview of the program’s goal, objectives, and activities.

Program Model

The program model builds on the life and workplace experiences of the workers,
recognizing the value of their knowledge and skills in the process of developing literacy
skills. It incorporates some of the latest research in adult education. The model is based on
several key factors: (a) worker, employer, university, and union participation in program
planning and implementation; (b) company and individualized assessments to obtain the
information necessary for planning and connecting learning to future goals; (c) a structure
which helps workers/students feel ownership; (d) job specific, engaging, and culturally

relevant customized curriculum ; (e) provision of support service needs of workers (child-
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Guide to Effective Program Practices, CTC/ACTWU Worker Education Program

care, educational counseling), (f) identification and dissemination of promising practices
of the workplace literacy program, including the implementation of a pilot projects in
Louisville, Cleveland, and Cincinnati to replicate the model in these out-of-state companies
(g) internal and external evaluation to monitor, modify, and evaluate the effectiveness of the
model.

The program has developed and conducted a variety of classes and workshops to meet
the diverse needs of the different companies and students. Classes have included ESL of all
levels; basic reading, writing and math; pre-GED and GED in Spanish; literacy; math for the
workplace; problem-solving and team-building; and business writing. Workshops have

included a variety of topics including workplace communication and conflict resolution.

Profile of Participants

The program will provide education and training to approximately 1000 members of
ACTWU who are employed in light manufacturing plants in the Chicago and Aurora, IL
area, Louisville, KY, Cleveland, OH, Cincinnati, OH, and one full service bank in
Chicago. The majority of WEP Chicago area participants are limited English proficient
adults primarily from Mexico and other Latin American countries with an average of eight
years of formal education in their native countries. Immigrant workers in Kentucky are
mostly from Asia, primarily Vietnam, and Eastern European countries. In Cincinnati, the
majority of the workers at participating companies are whites from the Appalachian region
and African-Americans. The Cleveland workforce is multi-ethnic, representing Americans
and immigrants from many different countries in Asia, Latin America, and Europe. Many
participants never attended formal schooling in their native countries, and some are non-
literate in their native language. The majority of the workers never completed high school.

11
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Steps in the Worker Education Program Educational Process
The Worker Education Program seeks to establish a strong link between skills taught
in the classes and the literacy requirements of actual jobs while addressing the individual
educational needs of each student. This is done by implemenﬁng an innovative program
which follows a number of steps as outlined below.

I. Build support and a structure to implement and monitor educational
programs at participating companies

II. Analyze job specific skills and determine company-specific and union
needs :

III. Identify and assess workers interested in participating in the program
IV. Develop curriculum '

V. Implement classes and workshops

VI. Provide ongoing staff development

VII. Conduct on-going program evaluation
Each of these steps will be discussed in detail throughout this guide.

BUILDING SUPPORT AND STRUCTURE FOR TRAINING PROGRAM

Identification of Companies with Training Needs

. Union, company, and worker representatives assist program staff in identifying which
companies or group of workers would benefit from an educational program.

The first step in implementing the Worker Education Program in companies is to
present the program to the management of the companies. Typically, the program director,
the ACTWU business agent, and the educational director of ACTWU meet with a human
resource development staff person at the company or other appropriate company
representatives. The purpose of these meetings is to introduce the program to the companies
and to begin a collaborative process of providing workplace education training to workers
employed in the companies. Company representatives advise program staff of training
needs, problem areas, trends in technology, and industry competition which should be
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included in curricular offerings. Whenever possible, the companies are asked to complete a
Survey to determine their training needs and in-kind contributions (see Appendix A).

After meetings with company management, the next step is to present the program to
the workers. In some cases, program staff first meets with union stewards and then the
stewards convene meetings with workers to explain the prégram, gain support from
workers, and begin an informal needs assessment process focusing on workers' training
and educational needs.

This process of involving all stakeholders in the educational planning of the program
is instrumental in the success of the program. In order for the program to have an impact on
the workers’ lives and the profit margins of individual companies, the workers themselves
are consulted from the very start. '

Worksite Education Committees

. A Worksite Education Committee--comprising of representatives from management,
the union, administrative project staff, educational providers, and workers--is
established at each targeted company to steer the direction for current and future
educational training.

As a partnership program, it is essential to include the participation of all partners in
the development and direction of the training programs. Therefore, a Worksite Education
Committee is established at each targeted company whenever possible to ensure the active
participation of all the stakeholders. Initially, the committee meets to develop an educational
training plan which will meet its own special needs and assist project staff in the steps
required to start-up the classes, including the recruitment of workers, task analysis, needs
assessment, and curriculum development. Once classes are in progress, the Worksite
Education Committee meets regularly to ensure that all members have an arena in which to
continue providing input about the program.

Teachers are encouraged to attend Worksite Education Committee meetings at their
particular worksite to provide information about the classes to committee members and to be

informed of any developments regarding the educational program.

@7
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CONDUCTING TASK ANALYSIS AND ASSESSING COMPANY AND UNION NEEDS

Task Analysis

. Program staff performs a thorough task analysis at each targeted company to
identify skills needed to perform job tasks.

Once management and workers provide input for the implementation of program
classes, the task analysis stage begins. The program staff comprehensively assesses literacy
skills that are embedded in jobs at each of the workplaces and identifies planned changes in
technology and management that would require additional skills.

The task analysis process requires extensive observation and job shadowing of all
workers who could potentially benefit from the educational training. Program staff
documents the speaking, listening, reading, writing, problem-solving, computing, team-
building, and vocabulary skills observed of each targeted job using a task analysis form as a
guide, a copy of which is included in Appendix B. In addition, the task analysis includes
information regarding the clothing, tools, equipment, and machinery needed to perform the
specific jobs; health and safety issues; and common problems and mistakes which occur.

Project staff also collects and reviews work forms, job descriptions, training manuals,
safety regulations, and other printed material used at the workplace which can later be
incorporated into the course curriculum. A list of materials to collect is included in
Appendix C.

The task analysis also includes interviewing supervisors, workers, union
representatives, and shop stewards to provide more detailed information on any of the
materials or problems identified during the initial observations. The interviews include
questions about new technology, workplace reorganization, and language and literacy skills
which are essential to effective job performance.

Teachers assist with the task analysis if they are hired prior to its completion so that
they will have a better understanding of the students’ job requirements and daily routines. If
a task analysis has already been completed, teachers receive an extensive plant tour and

training on the completed task analysis.

78
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Determination of Company and Union Priorities
. Cio?tipany and union representatives provide input on curriculum priorities to program

staff. .

Upon completion of the task analysis, project staff meets with Worksite Education
Committees where they exist or management and union representatives to verify the
information collected during the task analysis and to prioritize the identified skills for
training purposes. Whenever possible, the representatives complete the curriculum goals
checklist and provide specific examples of workplace problems that illustrate the specific
skill needs which can later be incorporated into the curriculum. A copy of the ESL
curriculum goals checklist is included in Appendix D. Similar checklists are developed for
other courses to reflect their particular curriculum goals. '

Project staff compiles the results of these checklists and/or interviews to assist in

determining the training program priorities.

IDENTIFYING AND ASSESSING STUDENTS

Recruitment

. Program staff identifies workers interested in the program through recruitment efforts.

Recruitment of workers occurs prior to the start-up of basic skills training classes at
the worksites or at the union headquarters. Project staff distribute flyers announcing new
classes and recruitment sessions to notify all workers of the educational opportunity. These
flyers and recruitment sessions are in Spanish or other native languages when necessary. At
these sessions, union and management representatives and project staff: (1) explain the
types of workplace classes and supplemental instructional services available under this
program and the support services that can be provided, e.g. child care and transportation,
(2) allay fears of going back to school, and (3) assure workers that all tests and other
assessments of their progress will be confidential and that participation in the program,
regardless of any individual's progress, will not jeopardize their job security.

Recruitment also occurs when attendance drops in an existing class. Teachers should
notify project staff if attendance has dropped to assist them in following-up on former

students and on recruiting new students for their classes.
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Student Assessment and Placement

. Project staff assesses workers to determine their educational needs and register them in

the appropriate class.

Assessment of learners' knowledge and level of the course material upon entry into the

program is critical for measuring the overall success of the program. The assessment
measures used for each of the classes are outlined below:
ESL: Oral BEST or Literacy BEST

Holisic Writing Sample
General Work-Based Assessment (pending)

Math: TABE Math

English Basic Skills:
Holistic Writing Sample
General Workplace Test (pending)
TABE Math

Spanish Literacy:
Spanish Literacy Placement Test (SLPT)

Spanish Pre-GED:
Holistic Writing Sample
TABE in Spanish

The Basic English Skills Test (BEST) created by the Center for Applied Linguistics is
used upon enrollment in order to give teachers a basic idea of students' knowledge and to
place students in the appropriate class. The BEST uses real life materials and measures
performance of basic language competencies. All ESL students are pre-tested with the oral
BEST. The BEST written section can be administered to those workers that score high on
the oral component.

Students also complete a holistic writing sample where they attempt to describe their
jobs in English or Spanish. The writing samples are given a numbered rating based on
criteria described by Project EXCEL of the National Council of La Raza. In order to
measure progress, ESL students are post-tested with the BEST and holistic writing sample
every 16 weeks. Students in GED classes take the TABE test in addition to the writing
sample. Copies of these assessment measures are included in Appendix E.

Those students who have little or no ability to read and write in their native Spanish

language take the Spanish Literacy Placement Test which was designed by Peggy Dean of
The Center in Des Plaines, IL.

16
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In addition, the program designed a General Work-Based Assessment which assesses
the students’ English abilities in work-related competencies. This test is presently being
piloted in several classes, and a draft version is included in Appendix F.

Project staff trains teachers to administer some of the assessments themselves, while
other assessment measures are administered by a small group of trained staff to ensure
scoring validity.

Once the students’ class interest and level have been determined during the assessment
process, the project staff recommends and enrolls the student in the appropriate class. A
Learner Enrollment Form must be completed for each student, a copy of which is included
in Appendix G. The Leamner Enrollment Forms, formulated by Matherr;atic_;a Policy
Research, provide the program with information on the worker's place of residence,
interest in classes and supplemental instructional services, number of years of formal
schooling, and educational goals in order to facilitate regular class attendance. This
information is confidential and should only be shared with program staff. Teachers review
this information to better understand the students’ educational background and needs.

Registration for classes occurs every sixteen weeks unless attendance is very low.
Students attending short-term workshops must also be registered using the Learner
Enrollment Form; however, they are not usually assessed using standaradized
measurements.

Support Services to Workers Attending Classes

. Project staff assesses and provides support service needs of participants to reduce
obstacles to program participation.

The provision of classes occurs both at the workplace and at ACTWU headquarters,
and in this way, the project offers programs that are easily accessible and familiar to the
workers. The project provides a child care center at ACTWU headquarters and
transportation stipends are available for workers attending ACTWU evening and Saturday
classes. Both transportation and childcare stipends are available for workers attending
classes at the worksites during non-working hours. Teachers provide stipend forms to
those students needing such assistance and submit the completed forms to administrative
staff every month.

ERR
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Individual Educational Plans

. Using Individual Educational Plans, students 1dent1fy his or her educational goals
upon enrollment.

Adult education instructors and adult learners jointly develop individual educational
plans to determine each student’s educational goals. The individual educational plans allow
workers to prioritize the curricular goals and to indicate other personal goals they want to
pursue in the class. Each student is assured complete confidentiality of his or her
educational plan, assessment scores, and all other evaluations. A copy of the ESL
individual educational plan is included in Appendix G. -

DEVELOPING CURRICULUM

Explanation of General Curriculum
. The general curriculum consisting of common workplace themes is used as a resource

for writing class objectives, designing class activities, and developing learning
materials.

Project staff has developed a general workplace ESL curriculum which consists of the
common workplace themes below:

+ Work Issues: Communications in the Workplace
* Health and Safety

« Quality Control

+ Work Forms

« Company Rules

+ Vocabulary and Expressions Used on-the-Job

In addition to developing English language skills for the workplace, each of the units
incorporates topics and activities to improve other basic workplace literacy skills such as
computation, critical thinking, problem-solving and team-building. The attainment of these

312
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skills will contribute to the enhancement of worker productivity and assist workers in
coping with current and changing technological demands in the workplace.

This curriculum is a guide to lesson planning and topic development. It is not
mandatory to use this curriculum for the entire 16 week module; nor is it necessary to cover
the units in the order in which they appear. Each unit lists an objective, appropriate
language skills, lesson ideas, activities, and materials which can be used to teach the lesson.
Vocabulary lists can be found at the end of the guide. The curriculum materials are designed
for adults to reflect the demands of the workplace and the needs and interests of adult
students. A sample page from the ESL curriculum is included in Appendix H.

Curriculum for other courses has been developed using a similar process and format.

Customized Curriculum

. Program staff customizes curriculum by incorporating company-specific and
individual worker needs as identified in the task analysis and needs assessment
process.

The general curriculum is customized with input from management, workers, and the
union to ensure that the course design addresses the workplace literacy skills needed to
perform existing jobs or adapt to planned changes. Company-specific skills and vocabulary
identified during the task analysis are incorporated into the curriculum and workplace
printed material are drawn upon to develop curriculum materials for the classes.

Curriculum is also customized to address the individual students’ needs as identified
during the assessment process. Curriculum includes suggestions for adapting materials and
activities to address the multi-level needs of the classes and allows for workers to progress
from one level to the next. As part of the participatory approach used in this program,
students are encouraged to request additional topics of relevance to their jobs and lives.
Incorporating worker-generated topics and materials into the curriculum reflects a true
worker-centered approach. )

The participation of the adult education instructors, under the guidance of
administrative staff, adapt the general workplace curriculum to plant-specific needs and
objectives as part of their pre-service training. Teachers use the compiled results of the
individual learning plans and the curriculum goals checklist to assist them in prioritizing the
curriculum goals and in developing lessons which address the learners’ individual needs and
the issues raised by the union and company representatives.
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The curriculum is constantly reassessed and revised accordingly to meet the changing
needs of the company, union, and workers. This dynamic process is illustrated by the
graphic on the following page.

Leamning Materials/Resource Center

. A variety of teacher-created and commercial materials and resources is available for
student and teacher use.

Teachers are encouraged to develop their own classroom materials from work related
forms, documents, and realia collected during the task analysis such as safety equipment,
work tools, work forms, time cards, paycheck stubs, training manuals, and employee
handbooks. Students are encouraged to contribute new information and m;terials SO
teachers can update the resources.

Teachers may choose from a variety of workplace ESL texts for student use in and out
of class. Each student may receive one book. The choices are:

ESL Literacy, Longman
Working In English, Books 1 &2, Contemporary

Day by Day, Prentice Hall
Speaking Up at Work, International Institute of Minnesota
ESL for Action, Addison-Wesley

Reading Skills That Wdrk &
Communication Skills That Work 1 & 2, Contemporary

Many other book titles can by requested by facilitators for program staff to order to
supplement the chosen student text. Facilitators may borrow any materials in the program
resource library, including over 600 titles, located in the Worker Education Program office
at the ACTWU hall, 333 S. Ashland, Chicago, IL. Other materials include: workplace
videos, English language audio tapes, tape recorders, games, pictures from magazines, and
union newspapers. _

A computer laboratory is available for students to use on a sign-up basis at the
ACTWU headquarters. The computers are equipped with English as a second language and
basic skills software to provide students the opportunity to enhance their education with
computer-assisted learning. Teachers should contact program administrative staff for
further information.
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Teachers can also utilize materials and equipment available at the Resource Center at
the Chicago Teachers' Center, 770 N. Halsted, 4th Floor, Chicago, IL, including a
laminating machine, spiral binding machine, computers, letter press, label maker, poster
printer, maps, resource files, and reference materials.

Many practical workplace-specific materials have already been contributed by
facilitators in the program. These materials have been collected into a binder which offers
many teacher-created workplace activities that can be adapted to each class’s particular
needs. Copieé of the binders are distributed to newly hired facilitators as an additional
resource. As the classes continue, additional materials and lesson ideas that come out of
classes will be inserted into the binder. Teachers are encouraged to contribute to and update
the Worker Education Program Activities Binder at monthly teachefs’ meetings. Therefore,
it is vital that teachers keep records of what is covered in class. In this manner, the Worker
Education Program has a "living" curriculum, one that builds and develops as the program
grows.

IMPLEMENTING CLASSES AND WORKSHOPS

Methodology

. The WEP uses a worker-centered, holistic, and eclectic teaching methodology to
address the diverse needs of students.

All of the courses incorporate an innovative worker-centered, participatory (Freire,
Shor) educational approach. Central to this educational approach is the active participation
and involvement of workers in all aspects of the program-- from the classroom to the
Advisory Board/Worksite Education Committee, from curriculum development to program
planning. This kind of ownership gives workers an active part in their own education,
hones their decision making skills, and builds their self-confidence, thereby enabling them
to attain workplace competencies and participate more fully in the workplace. In the
ACTWU Worker Education Program, workers are active in their learning: they set goals for
themselves, track their own progress and become more aware of their learning process.

The language skills in the curriculum are holistic, meaning that all four language
skills (reading, writing, listening, speaking) are combined and used in meaningful contexts

in each class session. This approach is used because a learner who is limited to only one of
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these skills, may also be limited in his or her ability to function in the workplace and in
society. Itis effective because each of the skills reinforces the others; for instance, reading

and writing often enhance speaking abilities.

In implementing a worker-centered approach, an eclectic teaching methodology is the
most effective as it allows educators to integrate the most positive aspects of different
teaching methodologies. This diverse approach ensures that students of all different
learning styles will benefit from instruction and be able to improve their skills, and classes
will be interesting and dynamic by experiencing language in a variety of contexts. All
educational methodologies utilize workplace specific language and situations and employ a
variety of participatory techniques, including the use of role play, cooperative learning
activities, and the incorporation of activities which appeal to visual, aural, and kinesthetic
learners. In this way, reading, writing, speaking, and listening skills will become
integrated into the lives and work of the students. Some ESL methods which compliment
the worker-centered approach include:

1. Problem-Posing (Freire, Auerbach, & Wallerstein)

Problem-posing is useful for developing critical thinking skills. It begins by listening
for workers' issues, or "critical incidents.” Based on the listening, teachers then select and
present the familiar situations back to the students in a codified form: a photograph, a
written dialogue, a story, or a drawing. Teachers then use a series of inductive questions \
which move the discussion of the situation from the concrete to a more analytical level. The
problem-posing process directs workers to name the problem, understand how it applies to
them, determine the causes of the problem, generalize it to others, and finally, suggest

alternatives or solutions to the problem.

2. The Language Experience Approach (LEA) (Nessel & Dixon)

This method uses a holistic story-telling manner to teach literacy and English language
skills. The instructional material is based on the actual words and language patterns of the
learner. It's purpose is to show learners that their own words can be written down and
read, to make learning meaningful and to build self-confidence. Based on a problem-posing
session, class discussion, or shared experience, students dictate their story to the teacher,

who writes it on the board. Students are free to make changes and corrections. The group
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then practices reading the story aloud several times, with help as needed, until the story is
familiar. Comprehension is assured because the reading material is self-generated. The
teacher types up the story for the next class session and uses it to reinforce language skills
through activities such as cloze exercises, matching beginnings of sentences with endings,

putting scrambled sentences in order, and other activities.

3. Student-Generated Dialogues & Roleplays

The premise for using student-generated dialogues and roleplays is similar to that of
LEA in that students learn words and structures that have meaning in their workplaces and
in their lives. Student-generated dialogues and roleplays can be tailor-made to deal with
specific communication pfoblems both in and outside the workplace. They are an ideal
follow-up activity to a problem-posing session as workers' solutions can be acted out.
Using their own names and those of co-workers and supervisérs helps bridge the gap

between classroom simulation and real life situations.

4. Realia & Photographs

The use of realia and photgraphs from the workplace is an excellent way to make
learning meaningful and bridge the gap between classroom simulations and real life
situations. They can be used in a variety of ways: to practice vocabulary, stimulate a

discussion or problem-posing session, or for a TPR activity (see below).

5. Total Physical Response (TPR) (Asher)

This method involves oral/aural skills development. Using the imperative mode, the
teacher gives the students spoken instructions. The students experience meaning and
demonstrate comprehension through a physical response; for example, students are asked to
pick up an object, point to a picture, turn off the lights, or stand up. The theory behind this
method is that students retain the vocabulary and structures through the physical action of
completing the spoken task. TPR is particularly useful for kinesthetic/tactile learners (37%
of adults) (Kinsella, Ashur), who learn best from "hands on" experiences. It is also

beneficial to the teacher as a check of students’ comprehension.
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6. Cooperative Learning

The premise behind this educational approach is that students can learn effectively in
small groups, and that, while we learn only 20% of what we hear, we learn 95% of wﬁat
we teach to others (Glasser). Cooperative Learning activities are structured in such a way
that the success of the group as a whole is determined by how well students share their
information with other group members. In these activities, students are accountable for their
own and each others' learning, acquire effective interpersonal and team-building skills, and
master content material. The role of the teacher is minimal in Cooperative Learning, making

it a truly worker-centered activity.

7. Pairwork
Like Cooperative Learning, pairwork is an effective way of maximizing student talk
and minimizing teacher talk. It helps students get accustomed to speaking with another

individual, such as a co-worker, a supervisor, or-an inspector.

Many useful and creative worker-centered activities are described in the Curriculum

Guide.

Class Objectives

. Facilitators write objectives every 8 weeks based on identified course goals and level
of students.

Teachers design a set of objectives for every eight weeks of class. These objectives
are based on goals stated in the Curriculum Guide and adapted to meet students' educational
needs. The Class Objectives are submitted every eight weeks for review by program staff

prior to their implementation. A sample set of teacher objectives is included in Appendix L
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Lesson Plans

. Using the objectives as a guide, facilitators develop lesson plans which incorporate
the program’s teaching methodology and plant-specific skills as identified in task
analysis. :

Teachers develop lesson plans which address the targeted objectives, meet individual
needs, and incorporate the program’s worker-centered and participatory philosophy and
methodology previously described. A blank lesson plan format and completed lesson plan
are included in Appendix J as examples. Teachers are encouraged.to use the Curriculum
Guide for lesson ideas on .each objective and consult with program staff for advice. Program

staff will review lesson plans and give individual feedback to teachers.

Classes and Workshops

. Classes and workshops are scheduled and designed to accommodate workers’ needs,
with participant compensation varying with each company.

The program is placed in a readily accessible environment conducive to adult learning
in that workers are assessed and take courses at both the companies where they work and at
the ACTWU headquarters. Classes and workshops at the companies are offered either
during work hours or immediately before or after work. Worker participants are consulted
regarding class schedules so that they are held at convenient times. Because of the varying
degress of company commitment to the program, some workers are paid for their attendance
in classes on a full release time basis, some receive partial release time, and other workers
attend after work on a volunteer basis. Classes are offered at ACTWU headquarters on
weekday evenings and on Saturdays for those workers unable to attend classes at the
worksite. The union is conveniently located to most of the workers and is familiar, as many
workers use its health clinic and attend other functions there.

The Worker Education Program seeks to provide quality classes that meet the needs of
all learners. To ensure this, class size is limited to 15 students and teacher aides are hired
for multi-level classes. Teachers should consult program staff to determine if their class
would benefit from having a teacher aide. To provide instructional continuity, students can

only enroll every 16 weeks unless attendance is low.
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Attendance Records

. Attendance records are maintained to indicate who attends classes and to provide a
plan for continual recruitment and retention.

Teachers maintain attendance records for every class session and submit these records
to administrative staff every eight weeks. In consultation with administrative staff, teachers
contact participants who are erratic in their class attendance to facilitate their return to class.
Teachers should notify administrative staff if students cite obstacles to their attendance that
the program could possibly address. During the first few weeks of classes, program staff
visit the classes to verify attendance. If registered students fail to attend classes, program
staff contacts students and encourages them to return to classes. A sample attendance grid is
included in Appendix K. )

Student Progress Reports

. Facilitators use objectives to measure student progress every 8 weeks using student
progress report forms.

After eight weeks of classes, teachers submit Student Progress Reports which assess
students’ progress towards meeting the class objectives. Teachers should modify the
objectives to reflect what was actually covered in class prior to assessing student progress.
Student Progress Reports provide teachers the opportunity to reflect upon how each student
is meeting class objectives and determine which objectives should be covered during the
next eight weeks. Teachers should meet with students to discuss achievement of job-
related, educational, and personal goals and revise individual educational plans as needed.
Two sample completed Progress Reports are included in Appendix L.
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Participant Recognition
. Students participate in ceremonies to recognize their efforts and achievements in the
educational program. .

At the end of classes, the program holds worker recognition ceremonies. Ceremonies
take place at the companies or at ACTWU headquarters, and workers receive certificates of
merit for their participation in the classes. In order to recognize workers for their
extraordinary effort in attending and making progress in the classes, companies often
reward workers in a variety of ways, including providing special meals and bonus checks to
participants. Representatives from the company, ACTWU, and the program are present to
award certificates, make congratulatory speeches, and encourage workers to re-enroll in
classes. Participating workers make speeches about the classes, and, in some cases,
workers present workplace skits using Workplace ESL scenarios. The recognition
ceremonies are instrumental in providing a mechanism to reward participants for their hard
work and effort. They also serve as recruitment and retention tools.

Student Anthology

. Student writings are compiled and published in a Student Anthology which is shared
with learners and disseminated.

Writing is a central part of the Worker Education Program. Student writings are
published in a Student Anthology. The Anthology is published every funding cycle and is a
compilation of student-generated:

- essays

- drawings

- individual & group stories

- research projects

- photographs

These writings are the final versions of works produced after revising, re-writing, and
editing. They are in the students’ own words and phrases; any teacher-dictated
"corrections" would affect authenticity. Itis important to keep in mind that student works
submitted for the Anthology are the products of the students’ own editing and revising

process.
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PROVIDING STAFF DEVELOPMENT

Staff Development Model

. Program staff performs on-going reflection and evaluation of practice through a
comprehensive staff development model.

Staff development is an essential component to the success of the Worker Education
Program as teachers need the resources and time to reflect and imiprove upon their practice.
Staff development is not a one-time event provided by administrative staff, but is on-going
and collaborative. Teachers determine their staff development needs, are en'couraged to
contribute ideas with their co-workers, and have regular communication with WEP
administrative staff. In addition, teachers often have the opportunity to participate in
program development through participation on committees or projects. The staff
development activities are outlined below .

. Pre-Service Training

In-service monthly meetings and workshops

. Individual class observation by WEP administrative staff

. Participation at conferences related to workplace or basic skills education
. Observation of other WEP facilitators

Pre-Service Training

. Teachers participate in a thorough pre-service training which orients them to the
program and prepares them to be effective workplace educators.

Before adult instructors in the program begin teaching, they are involved in a training
component which prepares them for teaching in the workplace. This pre-service training
includes training on the Worker Education Program goals and objectives, curriculum
development model, documentation requirements, administrative procedures, assessment
and evaluation techniques, and issues related to working in union and management cultures.
For new classes, teachers work with program staff on the task analysis and curriculum
development. For existing classes, teachers receive a thorough training on their worksites
task analysis and curriculum and also are given an extensive tour of the worksite.

M 22

29



Guide to Effective Program Practices, CTC/ACTWU Worker Education Program

All teachers will receive copies of and training on the Curriculum Guide, Staff
Development Manual, Teachers’ Activities Binder, and relevant books from the Resource
Library. Teachers unfamiliar with workplace education observe experienced WEP teachers

whenever possible.

In-Service Monthly Meetings and Workshops

. Teachers meet monthly to discuss program issues and participate in a workshop on a
teacher-chosen topic.

An essential component of the collaborative staff development model is the monthly
teachers’ meeting and workshop. About half of the meeting time is allotted for program
staff to share any new information with teachers and for teachers to share materials and
ideas for improving teaching techniques and to discuss any concerns. The other half of the
time is dedicated to a workshop on a teacher-selected topic. Topics have included:

. Adapting Authentic Materials for the Workplace

. Strategies for Teaching Math and Problem-Solving in the Workplace
Teacher Input on the General Work-Based Assessment

. Swap Shop of WEP Teacher-Created and TESOL Conference Materials

. Union Issues for Worker Education Program Teachers

. Materials Development for the Workplace at CTC

Individual Class Observation

. WERP staff regularly observes facilitators on an individual basis.

Adult instructors are encouraged to habitually self-reflect and improve upon their
teaching practices. To facilitate this process, WEP staff observes facilitators on a regular
basis and provides individual feedback to further develop teachers’ skills and adapt
methodology for workplace instruction. A sample of the observation questions and
checklist are included in Appendix M of this manual.
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Participation at Conferences and Workshops

. Facilitators attend conferences and workshops to become familiar with new materials,
methods, and developments in the fields of workplace education, adult education,
and English as a second language.

In order to improve their skills and knowledge of the workplace literacy field,
administrators and facilitators attend relevant local conferences, including the Hlinois
TESOL Conference, the Adult Education Service Center of Northern Hlinois Conference,
and the Illinois Resource Center’s Workforce Education Conference. Facilitators can also
attend interactive workshops sponsored by the Adult Learning Resource Center. The
administrative staff attends regular meetings of the Workplace Education Providers
Discussion Group sponsored by the Adult Learning Resource Center and other relevant
national conferences.” The staff disseminates the information from these sessions and
conferences to the facilitators at the monthly meetings.

The Worker Education Program also sponsors an annual regional conference of
partner companies, union staff, out-of-state educational providers, and instructors.
Workshops feature such topics as the Changing Workplace in America, Training Initiatives
for the 20th Century, Practical and Creative Learner-Centered Activities for the Workplace,
Steps in the Educational Model, and a Team Building Activity. Also, the conference
includes a panel discussion with representatives from all stakeholders, factory tours, and
visits to classes at participating companies for the out-of-town providers in order for them to
fully understand the program model.

Teachers are also encouraged to work with WEP administrative staff in writing
proposals to present at any of the above-mentioned conferences. This provides invaluable

experience to teachers and assists with the program’s dissemination objectives.

Observation of other WEP Facilitators

. Adult educators observe each other’s classes to provide peer support and opportunites
for growth.

Facilitators are encouraged to observe each other in order to learn different teaching
styles, methods, and activities. This peer observation allows teachers to collaborate with
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one another to improve teaching practices and address classroom issues. Teachers should
contact a WEP administrative staff member to arrange peer observations.

CONDUCTING ON-GOING PROGRAM EVALUATION

Evaluation Design

. A multi-faceted and participatory evaluation design is implemented to measure the
effectiveness of the program in completing its stated objectives.

Assessment and evaluation of learner progress in workplace literacy classes and of
workers’ improved job performance takes place throughout the grant period and it includes a
. variety of qualitative and quantitative models of measurement. The evaluation design of the
project is guided by three principal questions:

(1) To what extent has the project been effective in achieving the funded
objectives?

(2) To what extent has the project been effective in meeting the purposes
of the Workplace Literacy Program?

(3) To what extent has the project been effective in having an impact on
targeted worker participants?

These questions are addressed through a multi-faceted evaluation process as described
below.

Student Evaluations

. Students complete evaluations and self-assessments to provide input on whether the
program is effective in meeting their needs.

Sudents fill out evaluations (Appendix N) rating the usefulness of the program for
ESL, job advancement, personal and educational purposes. For on-going classes, these
evaluations are completed every sixteen weeks. Student feedback is used to make changes
in curriculum, materials, staff development, recruitment models, and program methodology.

Students also complete the Learner Assessment Form from the U.S. Department of
Education every sixteen weeks to assess their progress and identify their future educational
goals.
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Student Portfolios and Documentation Requirements

. A portfolio of assessment measures and other documentation is kept on each
participant for assessment and evaluation purposes

Program staff compiles a file on each participant of different performance indicators,
including standardized tests, holistic writing samples, customized assessment, and progress
reports; Learner Enrollment Forms; individual educational plans; attendance records; Learner
Assessment Forms; and other student writings. Class objectives, lesson plans, and student
evaluations are also kept on file. Teachers are responsible for submitting the student work
and records as indicated on the Schedule of Documentation Requxrements on the followmg
page. Students can review their own portfolio with their instructors to trace their
development throughout their participation in the program. The portfolios are also used by
program staff and the external evaluator for monitoring student progress. These files are
confidential and are kept at the WEP office at ACTWU.

Union and Company Evaluations

. Union and company representatlves complete competency checklists to indicate the
program’s impact on workers’ job performanace and other targeted areas.

At the end of each year of the project, mariagement of the companies and union staff
are interviewed and fill out checklists to document competencies gained by the workers and
give input on the workplace education program quality. The supervisor checklists measure
the following work competencies:

Employee Performance Salary Increases
Safety Improvements Productivity
English Communication Job-related Tasks
Promotion Employee Turnover

The union checklist measures some of the above competencies, as well as participation in
union activities and understanding of union benefits and procedures. A sample corripany

and union checklist are included in Appendix O.
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Schedule of Documentation Requirements (April, 1995)

~ Initial Documentation

» Leamer Enrollment Form (incl. extra page and media release form)
» Individual Educational Plans

* Pre Tests

ESL: Oral BEST or Literacy BEST
Writing Sample
General Work-Based Assessment

- Math: TABE

English Basic Skills:
Writing Sample
General Work-Based Assessment
TABE Math

Spanish Literacy: SLPT

Spanish Pre-GED:
Writing Sample
TABE in Spanish

Every 8 Weeks
» Lesson Plans
» Progress Reports

» Objectives for next 8 weeks
e Attendance

Every 16 Weeks
* Learner Assessment Form

» Student Evaluation of Class
» Post Tests: Same as Pre-Tests
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External Evaluator

. An extensive external evaluation is conducted to measure the program’s effectiveness
in meeting its stated objectives. .

Dr. Joseph Fischer of National-Louis University and the assistant evaluator, Katherine
Larson have been contracted to conduct the external evaluation of the program. The
evaluators meet with program staff on a regular basis, observe classes, interview
participants, review participant files, and write a final external evaluation report. Teachers
will meet the evaluators as they conduct class observations, attend teacher méetings, and

interview teachers for their input.

CONCLUSION

Teaching in a workplace education program is an exciting and challenging
opportunity. This Guide to Effective Program Practices aims to provide support to teachers
in developing and implementing a quality education program which addresses the needs of
all stakeholders in the program. Teachers are encouraged to play an active part in the
educational process described in this guide and to approach WEP administrative staff
whenever issues or concerns arise. The WEP phone numbers are:

CTC (312) 733-7330, ext. 440 or 441

ACTWU (312) 738-6163 or 738-6208

Welcome!!
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Chicago Teachers' Center of Northeastern Illinois University &
the Amalgamated Clothing and Textile Workers Union
Worker Education Program

1995 Training Needs/Company Commitment Survey
Name of Company:

Your Name & Title:
Date:

r rKer,

A. Number of workers employed at company:

B. List times and number of workers for each shift that applies to your company:

1st 4th
2nd 5th
3rd

. Average educational level of workers, excluding management:

. Average age of workers:

. Percent of Limited English Proficient (LEP) workers:

. Native languages of LEP workers:

. Percent of native speakers of English who need basic skills training:

. Check the training/educational needs of your employees overall. Select all that apply and
explain how a lack of that skill affects job performance.

SKILL EFFECT ON PERFORMANCE
a) English as a Second Language (ESL)

b) Basic Math

c) Advanced Math

d) Reading/Writing for native speakers of English

e) Problem Solving/Critical Thinking

f) Team Building

g) GED Preparation

h) Pre-Statistical Process Control

1) Other
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G. Using the list above, please indicate the two most critical training/educational needs for the
following employee groups.

Production or assembly workers 1 2.
Frontline Supervisors 1 2
Union Stewards 1 2
Clerical support staff 1 2
Skilled technicians 1 2
Services and sales 1 2.
Other 1 2.
Other 1 2.

H. In order to determine basic skills needs, which employees would the company prefer to assess?
______Specific jobs/positions/departments? Please identify:

All employees

I. What types of training has the company offered in the past?

Type of Training Targeted Employees When Outcomes

Company Goals

A. What are the company's short term and long term goals?

B. Is your company implementing the use of new technology? Please explain.

C. Is your company involved in Total Quality Management, ISO 9000, Statistical Process
Control, or other company enhancement initiatives? Yes No
If yes, which ones?
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D. Based on these goals/changes, what future training needs do you foresee?

E. In order to accommodate training and/or change within your company, what technical
assistance do you feel the company will need (from outside sources)?

Company Collaboration
A. Indicate which activities the company would be willing to participate in:

Yes  No Who?

1. Collaborate with Worker Education Program
staff and union representatives in the design
and implementation of the workplace literacy
program at your company. (Worksite Education

Committee)

2. Attend Advisory Board Meetings (governing
body of the Worker Education Program).

3. Assist Worker Education Program staff in the
task analysis.

4. Participate in the evaluation of the program.

B. The company would be willing to provide the following for use in classes. Check all that
apply:

classrooms storage space (i.e. filing cabinet,
How many? bookshelf or closet

access to photocopier access to a computer

chalkboard or dry erase board overhead projector

books and materials Other:
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Class schedules and release time
A. When would the company like to schedule classes (Choose one):
during workhours ~ ____beforework  ____after work

Suggested class time:

B. If the classes were held before or after work, the company would be willing to pay
participants...

full release time half release time no release time

C. If the classes are held after work, does the company anticipate any ovemme for
employees during the months when classes are planned?

When?

D. What other incentives is the company willing to provide? (Check all that apply).

bonuses or awards for students upon course completion
Please specify:

recognition banquet

Other
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ACTWU Worker Education Program Literacy Task Analysis

Organization: Date:

Job Title:

Observed Skills: Duti ti
SPEAKING:

LISTENING:

READING:

WRITING:

42




Observed Skills cont.

PROBLEM-SOLVING:

COMPUTING:

TEAM-BUILDING:

Vocabulary:

Tools/Equi nt hinery:
Clothing:

Health fety |
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REQUESTED MATERIALS FOR ESL
'CURRICULUM DEVELOPMENT

Worker Education Program, Chicago Teachers' Center of
Northeastern Illinois University and the Amalgamated Clothing and
Textile Workers Union

Forms

work schedules

time sheets

charts

tables

tally sheets

inventory / order forms

sample paycheck

diagrams / blueprints

accident report form

vacation / sick day request form

Prose

employee handbook

benefit information

memos

newsletters

manuals for machines

any company literature on products (brochures, catalogs, etc.)
tags, labels

agendas/minutes from meetings

union contract

Signs

safety

location

machinery

informational

maps (floor plan, fire escape)
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COMMUNICATION

2

= comprehensible AND grammatically accurate

1

= comprehensile, but not grammatically accurate

0

= incomprehensible, inappropriate or no response

FLUENCY (= extent of comprehensible information conveyed, independent of grammatical

accuracy)

.

@ = elaborate response

shorter, less elaborate response, but showing effort beyond
minimum

incomprehensible, inappropriate, or no response

®-
@ = minimum-possible, unelaborated response
©-

02



BASIC ENGLISH SKILLS TEST 'SHORT FORM

ORAL INTERVIEW SECTION SCORING SHEET
(permission to duplicate granted to purchasers of the BEST)

Name ~ Date of Test
Testing Site Examiner
Score Summary: Communication

Fluency O

TOTAL Program Level

INTRO - NO VISUAL 0 1 2 3

1. My name is .

What's your name?

2, Could you spell it, please?

3. Where are you from?

4. How long have you lived in the United States?
5. Do you like living in  (state) ?
Why?/Why not?

O OOoO
O OOoQ
O OooQ

VISUAL PAGE 1
6. What are the children doing?

O
O
O

VISUAL PAGE 3 (BOTTOM RIGHT, 5:45)
7. What time is it?
8. What time did you get up this morning?

OO0
00
O 0

VISUAL PAGE 4

9. This woman wants to g0 to the post ofTice, but she's lost.
What question does she ask?

O 0O 0O

1-9 SUB-TOTALS Q

(over)

© 1989 Center for Applied Linguistics




VISUAL PAGES 6-7

10. He wants to buy some apples, but he doesn't
know how much they cost.
What question could he ask?

11. He also wants to buy a chicken. It costs $2.67.
Show me how much money he needs.. .
Two-sixty-seven. '

12. Isshoppingin (native country) and the United
States the same? (no score)

How is it different/the same?

O

O

SHORT FORM

VISUAL PAGE 14

13. What do you think happened?

14. What are they going to do next?

15. How do you think he feels?

16. In your estimation, was the youngster
neglectful?

17. Do you think the child was wrong? (no score)
Why?/Why not?

O 0O 000

O 0O 000

000
00

VISUAL PAGE 15

18. These people work in a restaurant. Which
Jjob would you like to have? (no score)
Why?/Why not?

10 - 18 SUB-TOTAL

3 1989 Center for Applied Linguistics
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Name:

Please write about your job. Where do you work? What
do you do?

I'

- 93



Nombre:

Por favor, escriba algo acerca de su trabajo. ¢Ddnde
trabaja usted? ¢Qué hace en su trabajo?




Project EXCEL
Holistic Scoring

July 1991
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Description
Pre-Writer

Respondent declines to attempt to produce a writing
sample in the language of the prompt. Papers which
contain a listing o ords unrelate i
may also fall into this category.

Rudimentary Writing Skills

A paper in this category will demonstrate ability
to write recognizable words, phrases, clusters or
rudimentary clauses with some relationship to the

topic. It will have one or more of the following
features: :

-— Serious errors in usage and/or structure:;

-- Little or no development of the topic;
- Illogical or incoherent:; ‘
- May reflect the writer's inability to

comprehend the prompt;.
- Languages may be mixed with serious errors in
usage and structure.

Papers which are Severely under-developed may also
fall into this category.

Beginning Writing Skills

A paper in this category shows that the writer cai-
prcduce clauses and/or sentences reiated to .
topic which begin to resemble ams developed idea.
Papers at this level may have one or more of t-e
following:

- One. or more main points, which will probabiy
not be well developed or supported with
detail;

- Serious and frequent errors in usage or
sentence structure which frequently obscure
meaning;

Points which are irrelevant to the main topic;

Code switching may occurs in a paper at this level
but: (1) may be so extensive so as to make the
paper incomprehensible to all but bilingual persons:
or (2) may result in an insufficiently large sample
of the target language that it is difficult to
assess the level of writing skill in that language.

Hationsl Council of Las Raze

Project EXCEL (4/91)
fanily Reading
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3 Some Developing Competence

A paper at this 1level contains ences whi
relate to and begin to develop the topic, although
it may remain flawed on either the rhetorical or
syntactic level (or both). Papers at this level ;may
have one or more of the following features:

-- Some organizational development but it may not
be adequate;

-- Generalization or points made by the writer
may not be supported or illustrated in
appropriate or sufficient detail;

-- May still have some errors in sentence
structure and word usage and may include
Some noticeably inappropriate choice of words
and word forms.

-- Code switching may. occur, but writer displays
Some competence in the usage of both
languages. Code switching may occasional.y
Oobscure meaning for a non-bilingual reader.

4 Basic Competence
Papers in this category demonstrate basic competence
in th rget lanquage. They are adequate.y

organized and address the writing topic suitabliy -
-even if some parts of the task may be slighze:.
Papers should have the following features;

-- Main points and ideas are illustrated -
supported with sufficient details and, or
examples;

-- Demonstrates basic competence in syntax a-~l
usage;

- Flaws in the choice of and/or usage of wcris
Or sentence structures may obscure meaninqg =.-
occur only occasionally; '

- Code switching which obscures meaning to non-
bilingual readers occurs only occasionai.iy:

-—- Basic usage of punctuation.

BEST COPY AVAILABLE

dationel Council of La Razs
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Family Reading
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Project EXCEL (4/91)
Family Reading

-\!lll R Il T E B B R R I B B e T e B e

Competence on Rhetorical and Syntactic Levels, with

asiona rors

Papers in this category must demonstrate Some
%MQSLi_nPO_tXLthe rhetorical and syntactic
evels. A paper in this category should include the

following features:

- Generally well organized and well developed
(more details that a level four paper and less
than a level six);

-- May address some parts of the task more
effectively that others, but all should te
addressed in some way;.

- Shows unity, coherence and progression;

-- Demonstrates some syntactic variety and range
of vocabulary:

- Displays facility in the target language,

although may have more errors than does a
level six paper;

-- May containe words and phrases from another
language which do not obscure the meaning of
the paper in the target language for a non-
bilingual reader;

-- Competent usage of appropriate punctuation.

Clear Competence on Rhetorical and Syntactic Leve.s,

Possible Occasional Errors

A paper at this level is clearly competent :in -. -
target language on both the rhetorical and syntact:.:
levels. A paper in this category should include *-e
following features:

- Well organized and well developed;

- Effectively address the writing task;

- Uses appropriate details to support a ma:n
idea or illustrate points;

- Shows unity, coherence, and progression;

- Displays consistent facility in the use of the
target language; .

-- Demonstrates syntactic variety and

' appropriate word choice; and
- Where code switching occurs, the other

language is used effectively to enrich the
paper and the paper can be clearly understood
in the target language.

Matfonal Council of La Razs
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Nombre: MQ /a(;éo
Por fav criba algo acerca de su traba]o. ¢Dénde

trabaja g.? ¢Qué hace en su trabajo?
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Nombre: 4 anvELA CASAS 3-7— 75

gcriba algo acerca de su trabajo. ¢Dénde
pu? ¢Qué hace en su trabajo?

_X.D___IRA]»/?A%/; 4 Tuwd LA EA/TRE
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I Name: KuJU Trary 2546 - A‘th e Q less F/‘L

I _ dPLeay:: : dout your job. Where do 'you work? What T
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Name: Ayt—l'tﬂEl-- THI A 35!4 'Q\phﬁbd'%

Please wilabout your job. Where do you work? What 7
do you (e 14
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Nombre: ConsePrion  Mendez - A 7

Por favof,.gs riba algo acerca de su traba]o - ¢Dénde /4
trabaja ;} ¢Qué hace en su trabajo?
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Lesson Plan

Description of
Activity

Estimated
Time

Materials
Needed

Warm-up

Review
Previous
Material

Present
New Material

Iv.

Guided
Practice

Application to
Workplace

VI.

Wrap-up

Worker Education Program « Chicago Teachers’ Center of Northeastern lllinois University &

QN

the Amalgamated Clothing and Textile Workers Union




Lesson Plan

TJescription 'o_f Estimated| Materials
Activity Time Needed
Assew by pards stancager Wg
hent . Tedoms rec/ne //'sé ‘Wus‘l'
.  Warm-up O,LFM-fs b retrint 017_/
boctory Eloor. frowps wil, (S min. |Page
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WORKER EDUCATION PROGRAM

Pre Questions for Classroom Observations

Teacher Date

1. What are your objectives in this lesson?

2. Will it be a typical lesson? Or different? In what way?

3. Is the lesson part of a unit you have been working on? What came
before this?

4. As the observer watches your students, should she pay attention to
anything in particular?

31




WORKER EDUCATION PROGRAM

Post Observation Questions

Teacher Date

1. How did you think the class went? (Did you accomplish what you
wanted to?) .

-

2. What do you plan to do in the next class?

3. What kinds of things are typical of what you do in your class on a
regular basis?

4. Why did you choose this particular topic for students to work on? Does
this relate somehow to issues your students are dealing with?
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Company: Date:

Teacher: Class Schedule:

ACTWU Worker Education Program
English Class Evaluation

Dear Students,

The purpose of this questionnaire is to find out how you think the class is going.
Your answers will help us make improvements in teaching methods, class materials
and topics. We appreciate your cooperation in answering the following questions.

Low " High
1. There is a comfortabie, pleasant atmosphere in my class. 123 45
2. The teacher gives good, clear explanations. - . 12 3 45
3. | like the book we use in class. 12345
4. The teacher aide in the class is helpful. : 123 45

(do not answer if you don't have a teacher aide)

5. | would like to spend more time in English class on the foliowing language skill
area(s) (circle one or two that apply):

speaking listening reading writing
6. The level of difficulty of the class is (circle one):
too easy too difficult just right

7. The most useful things I've learned in class have been:
8. The most useful class activities have been:

- 9. Have your work skills improved as a result of taking this class? In what ways?

10. Have you spoken English more on your job or outside of the class? If so, give one
example of this.

11. What suggestions can you give for improving the class?

12. Would you recommend this class to a co-worker?

104
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Compaiifa: Fecha:

Maestro(a):_- Horario de la clase:

Programa Educativo del ’Sindicato ACTWU
Evaluacion de la clase de inglés

Queridos alumnos,

10.

Esta encuesta es para averiglar su opinién sobre la clase de inglés. Nos sirvera
para mejorar los métodos de enseianza, la materia, y los temas de la clase. Les
agradecemos su cooperacion.

Bajo Alto
. Hay un ambiente agradable en la clase. 12345
El maestro/la maestra explica bien la leccién. _ 12345
Me gusté el libro que usamos en clase. 1 2 345
El/La asistente al maestro/la maestra en la clase es (til. 12345

Me gustaria pasar mds tiempo de la clase para practicar lo siguiente en inglés
(encierre en un circulo uno o dos que aplican):

hablar escuchar leer escribir
El nivel de dificultad de la clase es (encierre en un circulo su respuesta):
demasiado facil demasiado dificil apropriado

Hasta ahora, lo més (til que he aprendido en la clase es:
Las actividades de clase que mas me han gustado son:

¢Le ha ayudado esta clase en cuanto a mejorar sus habilidades en el trabajo?
Explique.

¢Ha hablado inglés mas en el trabajo y fuera de la clase? Si la respuesta es
afirmativa, ;en qué situaciones?

11. ¢Qué sugerencias daria ud. para mejorar la clase?

12.

(;Recorriendarl'a usted esta clase a un(a) companero(a) de trabajo?
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Date: Teacher:

PARTICIPANT EVALUATION OF MATH CLASS

The purpose of this evaluation is to find out what you think about the
math course you just completed. Your answers will help make changes and
improvements in teaching methods, class materials, and related topics. We
appreciate your cooperation in answering the following questions.

1. Were the explanations clear and understandable?

Yes, very  Yes, somewhat No opinion Not very Not atall

-

2. Was the teacher effective?

Yes, very  Yes, somewhat  No opinion Not very Not at all

3. Were the handouts helpful?

Yes, very  Yes, somewhat  No opinion Notvery Not at all

4. Was the book helpful?

Yes, very  Yes, somwhat .  No opinion Not very Not at all

5. Were the class activities helpful?

Yes, very Yes; somwhat No opinion Not very Not at all

6. Would you recommend similar classes to be held in the future?

Yes, very  Yes, somewhat No opinion Not very Not at all

7. How would you rate the classes overall?

Excellent Good Fair Poor

Worker Education Program, Chicago Teachers’ Center at Northeastern Illinois University &
the Amalgamated Clothing and Textile Workers Union
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Math class evaluation, cont.

8. The most useful math skills that I learned in class were:

9. In what way have these classes helped you with your job?

10. What did you like most about the class? - A -

11. What would you like to have spent more time on?

12. What did we not cover that we should have?

13. What suggestions can you give to improve the class?

Worker Education Program, Chicago Teachers’ Center at Northeastern Illinois University &
the Amalgamated Clothing and Textile Workers Union
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¥

OMER No.:
Expires:

LEARNER ASSESSMENT FORM

The United States Department of Education is concerned with protecting the
privacy of individuals who participate in voluntary surveys. Your responses will be
combined with those of other survey participants, and the answers you give will
never be identified as yours. This survey is authorized by law (20 U.S.C.
1221e.1}. You may skip questions you do not want to answer, however, we hope
you will answer as many as you can. It is expected that this form will require
approximately 10 minutes to complete. |f you have any comments regarding the
burden estimates or any other aspect of this collection of information, including
suggestions for reducing the burden, please send them to the U.S. Department of

‘| Education, Information Management and Compliance Division, Washington, DC

20202-4651; and to the Office of Management and Budget, Paperwork Reduction
Project 1875-NEW, Washington, DC 20503.

\

~1875-0105
Nov. 30, 1997

_/

E lQ(:‘WS (QUE/NWLP) 1 O 8

Full Tt Provided by ERIC.

12/21/94



y

A

BEGIN HERE

YOUR INSTRUCTOR
WILL COMPLETE
THESE QUESTIONS

|

A. Course Number: Course Name:

B. Who completed this form?

(MARK ONE BOX)
O The learner
O The learner, with assistance from instructor or project staff

O An instructor or project staff member with information provided
by the learner

O Other (Please Specify:. )

C. Date Form Completed:

19 __1__|
Month Day Year

-

S

JO 9



1. Name:

{Last) ' (First)

2. Social Security Number:*

3. In the future, do you plan to take any of the following courses?
(MARK ONE ON EACH LINE)

Plan Do Not

to Plan to

Take  _Take
A basic skills course in reading, writing, ormath .. .......... O O
A course in using English (suchasESL) .................. O O
A COMPULEr COUISE . & v v vt i i it it i et et e ae e eeeaee e O O
A GEDcourseorthe GEDexam ....................... O O
Courses to get an occupational certificate ................ O O
Ajob trainingcourse ... .......... .. ... i O O
Courses leading to 5 2-year or 4-year college degree . ........ O O
Ahome-study COUrSE . . . . . ot it ittt et it ettt e i aan O O
Other (Please Specify: ) .. O O

®  Giving us your Social Security number is completely voluntary and there is no penalty for not disclosing it. It is needed so that any
information obtained later gets correctly matched with the same individual; your identity will be removed from all records once this
Q atchis made. We are authorized to ask these questions by Section 406 of the General Education Provisions Act (20 USC 1221%e.1).

WSS Ls NWS IQUENWLP) 1 1 O : 12/121/94
: !



. - Since this course began, have you:

(MARK ONE ON EACH LINE)

Yes No
Learned what you wanted to learn in this course? ........... O O
Chahged your educational or career goals? . ...... e e O O
Had more responsibility added to yourjob? . ... ............ d d
Moved to a shift youprefer? . . .. ................... ... a a
Switched from part-time to full-time? . . ... ... ............ O O
Received a pay raise? . .. ... . ..t i o it it eteneenannas O O
Been promoted? . ... .. ... ... ...ttt e | ... O d
Received an award, bonus, or other
special recognitiononyourjob? . ......... .. ... ... .... O O
Received your GED? . .. ... . . i i it ittt it it ittt e O d
Applied foranewjob? ... .......... e e O O
Started a new job at anothercompany? . ................. O O
‘Beenlaidoff? .. . ....... ... ... ... .. ... i i, O O
Left your job for any other reason? (Please Specify: ......... O O
)

Please rate your ability to perform each of the following activities:

. (PLEASE MARK ONE RESPONSE
= FOR EVERY ACTIVITY)

Poor Fair Good Excellent

Understand English

, 111
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I Date Completed b'y.:

lPosition at ACTWU:

: Union Evaluation of the Effectiveness of the Worker
l Education Program

l Union Competencies (Explain on other side). . Yes Some No- Unsure

1. Has the Worker Education Program served the .
diverse needs of ACTWU members?

2. Has the program increased union members' jbb
advancement opportunities at the workplace?

3. Has the program assisted union members'
employment security?

4. Has the program increased awareness about health
and safety issues at the workplace?

5. Has the program assisted members to know more
about union benefits i.e. health and social services?

6. Have workers' oral English skills increased?

7. Have workers written English skills increased?

8. Are steward and union meetings conducted more
often in English?

9. Are participants in the program attending more
union sponsored events?

10. Is the program helping the union reach out to new
members? '

11. Have any participants become more involved in
contract negotiation committees?

12. Are program educators and administration
sensitive to the union's needs and special interests?
13. Are workers more willing to apply for new job
opportunities and promotions at their workplaces?
14. Have participants demonstrated increased
self-esteem? |

15. Have participants demonstrated increased basic
skills?

16. Does the.program curriculum reflect the needs of
union members? :

l Worker Education Program, Chicago Teachers’ Center of Northeastern lllinois University & the Amalgamated Clothing and Textile
Wndmrs' Union
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Union Evaluation of the Effectiveness of the Worker
Education Program, cont.

Union Competencies Yes Some iNo Unsure

17. Do participants get along better with their
co-workers and work better as a team?

18. Has communication improved between supervisors

and participants?

19. Have participants improved their problem-solving

skills? '

20. Do participants better understand and use the

grievance procedure? '

21. Do participants have a more positive attitude at

work?

22. Have any participants been promoted? Who? (List

below). '
Names of promoted students:

l Explanation of responses and/or additional comments about the Worker Education Program:

Some questions adapted from Worker-Centered Learning: A Union Guide to Workplace Literacy, AFL-CIO Human Resource
Development, T. Sarmiento and A. Kay, 1990.

Worker Education Program, Chicago Teachers’ Center at Northeastern lllinois University and the Amalgamated Clothing and Textile
Workers Union.
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. Company: Date:

Completed by:

Position:

Company Evaluation of the Worker Education Program

Work Competencies

Yes Some

No

Unsure

1. Have workers' absenteeism rates decreased?

2. Has on-line production increased?

3. Have errors and waste decreased?

Has product quality control improved?

Have accidents and injuries on-the-job decreased?

. Has workers' self-confidence noticeably increased?

4
5.
6
7. Has anyone attending the Worker Education Program
classes been promoted? Who? (List on back)

8. Have there been fewer communication problems?

9. Are workers speaking English more often to you or
to other supervisory personnel?

10. Has workers' on-the-job performance improved?

11. Have workers' computation and measurement skills
improved? :

12. Have workers' writing skills improved?

13. Have workers' reading and comprehension skills
improved?

14. -Are workers performing teamwork tasks in an
enhanced manner? '

15. Are workers participating more fully in staff
meetings?

Whnrkarg' Union
Q

Additional comments about the Worker Education Program’s Classes:

Worker Education Program, Chicago Teachers’ Center of Northeastern lllinois University & the Amalgamated Clothing and Textile



Company Evaluation of the Worker Education Program, cont.

Name.of Promoted Student

Approx
Date of
Promotion

Previous
Position

New Position

Worker Education Prograi, Chicago Teachers' Center of Northeastern lliinois University & the Amalgamated Clothing and Textile

Workars' Union
Q
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l ﬁIRECTIONS: For Numbers 1 through 25 work the mathematics problems. Reduce
fractions to lowest terms. Do your work on scratch paper; then choose the answer you
think is correct. On your answer sheet, fill in the space that goes with the answer you

. " choose. If the correct answer is not given, fill in the space that goes with None of these,

. - 1 A 120 6 F 497

200 B 192 457 G 507 -
- 8 C 208 82 H 597
l D 202 °° - + 68~ J 607 -
E None of theg_e K None of these
2 . F 160 7 A 0.6425
l _ % G 630 7498 B 6.005
X 7 H 631 — 1.003 . C 6425
l J 637 D 64.25
K None of these E None of these
l 3 A 16,332 8 F 242
7546 B 17,232 . 67 G 362
l + 9786 c 1132 . X 6 H 384
D 17332 J 402
I E None of these K None of these
l 4 F 30 9 A 3
081 G 32 Nr B 3R3
— 249 H 40 C 3R7 .

' J 42 D 4

l K None of these E None of these
5 A $10.03 10 F 3$135.04

l $76.21 B $16.03 65,74 G $145.24
— 60.18 C $16.10 X 26 H $149.04
l D $16.23 J $149.24
E None of these K None_ of these
Page 8 119 o Go On
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11

12

13

14

.15

2) 0.64

25) 375

~—
~—

+
(3 —
DI DI

0.695 + 0.7 =

ST T - - > B moow» R~ mam mooOw»

HoOWw»

0.032

0.32

3.2
32.0

None of these

11
15
105
150

None of these

49

None of these

[V}]

=1

-

3

[T

None of these

0.702
1.395
7.695
13.95
None of these

1

17

18

19

20

e 4

0

18

07 X 7=

-3
LY L T R
i

49 + 738 =

v,
[Z T ST

098 — 0.037 =

Mmoo W »

F
G

H
J

K

M o0 aQa w »

RSO

Reemam

0.049
.0.49

49 i

49.0

None of these - -

(9]

v (3]
&1 I I el

(9]

None of these
7.87

11.389

11.47

12.28

None of thess

.None of these

0.061

0.61

0.933

0.943

None of these
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None of these

Do datld WYl ol

None of these

22
24
70
72

None of these

14

4
.

14

None of these

-30
—6>
17
30

None of these
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Form B
BASIC ENGLISH SKILLS TEST
LITERACY SKILLS SECTION SCORING SHEET
Name Date of Test
Testing Site Exammer.’-‘w'-* '
Reading Comprehension Total LITERACY SKILLS i ,TOTAL
Writing Total Student Performance Level -
READING
(Writing on reverse side) -
Part 2--Calendar o T B ’
: 8. drive test drunk..i..iodlliceddee, )
1. October 31 circled.......ceeennnenn. Revieeeaes D) 9. right = test state........{.....;...;.;'if...‘ ..... TR D)
2. August 19 circled......ccoeeiiiniiiniinnne. ) _ e :
3. March 7 circled.....ccoceerivniecernnennnennes ) 10. not won't  aren'lu.....c.ccceeeeeennnens evereerernineanaes D)
4. December 25 circled.....cccoevuiieiiiiinans ) 11. time - day here......cvvuneenn. i eeirreeeererenresasens D)
12. must should peed.....cccoeerennns eerrreeerererenernoene D)
Part 3--Food Labels 13. In SINCE ™  DY.coivciiiiiiiiiniirin e D)
14, times - phones  numbers......cccooviiniiirinnniins )
) DR 3 B 2 OO UOPROR PP D) 15. information  notice appointment............. )
2. 8254 eerere s e e e eerarassasens ) : : :
K R T 1 TR UUNSSPOTPPP ) Part 10--Ads, Signs, Notices, etc
Part 4--Clothing Labels L iiiiietieieetteerteerrneettreretresserrnasrrnssennssarrrnns b____ ()
2ttt te et ettt ertesrrseessesseatesssensrnnsassnsnsnarsrrreee b____ (L))
1. Med(ium)...coocevereniiienieieiiieniicrereenseenaes ) B eeeetrtee et etartr e erttarestarraaseeseartasestarenesssare c____ (L)
2. B8 ee e s s saaaen ( ) 4ttt s s er et ean d ()
K T £ OSSPSR PPN _)) S e eeereerreetertrt e e er bt ntatnrarrrarreras et rraantaraaaeaes d (_))
4, $6.50..cciiiiiiiiiiiiireiireereeen e e eeeirersaeenens ) Beeeeeiieererereree e b nreantrasrarraaaeaaarrasertanesaas a____ (L))
T e ee ettt et e e rraareaata e et e anraaeaeeas b____ ()
Part 7--Telephone Directory B ettt e rer e e teseas e rarar s s sesesaes d (_))
1 U OP P U PP OPP P PPOPPPPIRN c____ (L))
1. 965-2756 circled........ccevvvvcinienicianenns L (D) ) L4 U U PO OO PO PP PPTPRTRPRORPR b____ (L))
2. 726-9116 circled...........cue..... eeeeeereenes ) L1 cei et esesesteseereenaesessnssnass s sasennes c____ (L))
12t ses e iesier e s s aeses s st aeassesaseen c___ (LD
Part 8--Train Schedule ) TSN U RO PPPPPUPPPRPRRRP c____ (L)
) SRS ROPN a____. (L))
1. 5 20P circled.....ocveenenrenenenennnenensvennen. (_J) 1S ettt eeeeeseness sesesn s aese e teensnnnneen d____ ()
2. 1 15P circled...ccoovenveniirveeccrecnneccnennnee ) 16 iiuiiiueriiiiieerierterttrernensaeeeereneasesesrenseseres a___ (L))
3. 5 20P circled....cccvieviiiiiiienieneecnnecnenenens (_) ) iy 2RSS UUU U R USRPION c____ (L))
. 18t reerrrrreerr e eeeesee e sssasssnrsssesanssassrsrees d D)
Part 9-Reading Passages
1. need MUSL WaNl..cooieerririieeenencennnes D)
2. answers  driving  try....oeee. (_) READING COMPREHENSION TOTAL____ /49
3,10 €A fOTiiriiiiiiirrre e nenrenene e )
4. other another (7.1 | ORI )
5.0n 10 froMu.eeeiieiiriiiieiirriicrerrnecesenene )
6. license state . driving.......ccccuineineee )
7. have has  iS.ccceciiiiieiiiiiiriiiiieienneeneenn D)
122



WRITING

Part 1 -- Personal Background Form

1. Name (1ast, first).......ccoovrreerrniiierre e evreernineeenie, (=)
2. SeXChECKed ...ttt s e (--)
3. Street NUMDET........oeeee ettt e e (--)
4. Street NAMEe ........ceeeeeveecccncnrereniurneseenne eeteteaeiaiensasseass e as s aeaeaees (=)
S 17O SO (--)
B.  SHAE ettt et s e st e (--)
7. ZIPCOUE et e etreenreee et senn (--)
8. Place of Birth .....coveeeeeeeee s (--)
9. SIGN NEIE ettt st e s s (--)
10. )

DAL ...t e sr st e s s an e veereenen (--

Part 5 -- Rent Check

1. Date (last, firSt)....cooieereeece i (--)
2. (Mr.) Thomas Johnson .......... pererererererereasnnenessanes eereeseeeaeree e st et eneaes (--)
3. 250.00 ... rerereseterteseteeaetettete e aeraet et ses et se e et eeeeeeetaraeasas (--)
4. Twohundred fifty .....ccceeerrecee e (--)
5. SIGNAIUIE ....cooeeieeerererecereeecet sttt et e s s e sae e (--)

Part 6 -- Envelope

1. Return address (0,2 points) .....ccceeveeeereeinininneee s (--)
~ 2. Sending address (0,2 points) ............ rerareresrsnesusanta st s s (--)

Part Il -- Notes

1. To your English teacher (0,1,3,5) ......cccovvviiiiiiininnniiiniieiiinnes
2. To an American friend (0,1,3,5) cccceeieieiiiiiein i,

WRITING TOTAL /29
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Chicago Teachers' Center/Northeastern Illinois University
Amalgamated Clothing and Textile Workers Union
Worker Education Program

Instructions for Administering the
General Work-Based Assessment

Before you begin administering the GENERAL WORK-BASED ASSESSMENT you
will need the following materials:

J Listening Script

J Assessment booklets

o ORAL INTERVIEW questions and score sheets
. Picture Cue Book '

The GENERAL WORKBASED ASSESSMENT conmsts of three sections:
e I. LISTENING SECTION
o II. READING AND WRITING SECTION
J III. ORAL INTERVIEW
They are divided into sub-sections (i.e. A, B, C) as directions for test items change.
In the interest of fair testing practices, be sure your students fully understand
the directions within the text of the test. Discuss each section and sub-section if

necessary.

Strongly encourage your students to skip questions/readings that are too difficult
and go on to the next section or sub-section. They will have a better chance of
receiving a higher score if they do not spend unnecessary time on difficult .
material. Ask them not to share answers or talk during the test. For lower level
classes omit pages 7, 8, and 9 from your master assessment booklet before
copying. Include these pages for intermediate or higher levels only.

L. LISTENING SECTION (whole group) pp. 1-2
Begin administering the assessment with this section. Tell your ‘students you will

only read each phrase two times. If students ask you to read the phrase more
than twice, explain you cannot and to listen carefully to the next item. When you
reach sub-section B, you may wish to clarify the directions. Students have to
number the pictures in the order in which they are read. Number one has been

filled in as an example.
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II. READING AND WRITING SECTION (individual work), pp. 3 - 9.
Advise students to begin, and reinforce previous direction to skip items that are
too difficult. Students will work independently on this section. |

This section can be administered one-on-one with test administrator while other
students are working on the READING AND WRITING SECTION.

Choose a space suitable for interviewing students. If you wish to monitor
students working on the reading/writing portion of the test, select a space far
enough away so as not to distract or disturb anyone. Continue to call students
one by one until you have finished assessing everyone in the class.

To administer the ORAL INTERVIEW, ask each question, wait for a respdﬁSe,‘flu;
and mark either 0, 1, 2, or 3. Use the following breakdown as a guide to mark the
appropriate number for each individual response.

0 = incomprehensible, inappropriate or no response
1 = compreheﬂsible, minimum-possible, unelaborated response
2 = comprehensible, less elaborate response, grammar not necessarily )
' correct
\ 3 = comprehensible, elaborate response, grammatically correct

Read questions from individual score sheets and use the Picture Cue Book for
questions 9. through 14. There are two pictures for question 9 and three for
question 14. Choose only one. The alternative picture(s) can be used for
post-testing. In the interest of time, do not total the scores for the ORAL
INTERVIEW until all students have been interviewed.

A time frame for the GENERAL WORK-BASED ASSESSMENT has not yet been
determined. The pilot process will ultimately determine how much time should
be allotted, and/or if the assessment is too long. For each student, time yourself
during the ORAL INTERVIEW and write the time on the bottom of each score
sheet. As students turn in their assessment booklets, write the time it took for
each person to finish next to the date on the front page.
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Scoring the ORAL INTERVIEW
Add each column (1, 2, 3) and record number on the lines provided at the bottom of
the score sheet. Write total in space indicated, TOTAL. The maximum amount of

points that can be achieved by a single student is 35.

item, and includes maximum totals for each sub-section. One check ( V) denotes
one point. As writing tasks become more complex, an explanation is also
provided. The maximum amount of points that can be achieved by a single '
student is 90, (20 for Listening and 70 for Reading and Writing).

As a pilot project participant, keep a record of all positive and negative aspects of

the GENERAL WORK-BASED ASSESSMENT and ORAL INTERVIEW. Include

student reactions as well as your own. Ultimately, your students’ and your input
will impact how this assessment is used in the future.
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Chicago Teachers’ Center/Northeastern Ilinois University
Amalgamated Clothing and Textile Workers Union
Worker Education Program

GENERAL WORK-BASED ASSESSMENT
Listening Script

L LISTENING SECTION: Read the following phrases to the students two times.

"Please pass me the scréw_driver."

"The quality control team will meet on December i3th" "
"The department meeting will be on Thursday at 3:15."
"Will you get me part number SPE26 187"

"Smoking is permitted only in the lunch room."

"Forklifts are only to be operated by authorized
personnel.”

"You need to wear ear plugs when you go into that area
because it's so noisy."

"Maria is not feeling well. She has to talk to her supervisor |
to tell him that she's sick and will not be able to work today."
" #1 - A worker takes product parts from fhe stock room."

" #2 - Line leaders distribute assembly parts to workers." |

" #3 - Workers assemble the product on the line."

" #4 - The packers put the ﬁnished‘product into boxes."

" 45 - Shipping and handling workers tape and label the boxeé
before shipping orders to customers.”
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Namez, Datex
Name of Compeny?

Chicago Teachers’ Center/Northeastern Lllinois University
Amalgamated Clothing and Textile Workers Union
Worker Education Program

GENERAL WORK-BASED ASSESSMENT

L _LISTENING SECTION
A Ijstentotheteecheranddmlethecon'ectitembawddﬁfwhatyoumﬁ

2. A. December 13

B. December 30
C. September 13

3. A. Tuesday at 3:30
B. Thursday at 3:15
C. Tuesday at 3:50

4. A. #SPI2018
B. #SPE2017
C. #SPE2018

CTC/ACTWU Waorker Education Program
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Listening Section Continued...

6.

CTC/ACTWU Worker Education Program
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IL_READING AND WRITING SECTION

A. Drawalineﬁomthepictm’eontheleftandn'ghttothe
correct word or words in the middle.

hammer

fire extinguisher

/ Social Security -

/ ‘safety glasses
/ machine operator
) cut hand F.I.C.A.
time clock

TR
i

(i

break time

‘\‘[7\ 7

[
Il Il h N N BN T D B N B BN OGE TR B BE e
\

CTC/ACTWU Warker Education Program
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B. Read each statement and circle the correct picture.

1. He is a machine operator.

C. Circle the correct answer to the following questions or statements.
4, A sign says, “No one can punch in before 6:45 a.m."
Can employees punch in at 6:30 am.?
A. yes  B. no
5. A memo says, “During the summer, the first shift will begin at
6:30 a.m. and end at 2:30 p.m. This change will take effect on
Monday, June 5th and continue through August. Starting in
September, the schedule will return to 7:30 a.m. to 3:30 p.m.”
5a. The first shift schedule is the same all year.
A. True B. False

5b. Javier works first shift. What time does he start work on
Wednesday, June 7th? :

A 7:30 am. B. 6:30 am. | C. 2:30 p.m.
5c. On September 13th the first shift will end at:

CTC/ACTWU Worker Education Program
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I D. Read the following paycheck stub and answer the following
questions.
i 22
|Co. Code Department | File No. Clock#D | Social Security No.| Name Py Period Pay Doto
200 33)3'20'1 19 Jose Martin , 11/17/94)
—E‘o%mm ate Earni: [ uction Type Ype
l TS| 63000 | 43 REG 497 UNION -
¢ ) 1 1 [}
\ [ [ | [N
This Ovlooa Pa Fedculllnc Tex |Soc. Sec T,xl Medicare Jax State | ‘Ihx Local income Tax SUISOH ' NeiPs
l b Rl i — I aro |
- € 1992 Avtomatc Dsta Processna Inc
l 1. What'’s the person’s name?
I 2. What's the social security number?
3. How much is deducted for federal taxes this pay period?
4. How much money did the employee receive after deductions?
5. How many total hours did the person work?
\
l ' E. Filloutthefollowingjobap;ﬂicationwiﬂxyompemonal
information.
i APPLICATION FOR EMPLOYMENT
(PRE-EMPLOYMENT QUESTIONNAIRE)  (AM EQUAL OPPORTUNITY EMPLOYER)
I PERSONAL INFORMATION
DATE
SOCIAL SECURITY
l NAME _ NUMBER _
LAST FIRST MIDDLE g
l PRESENT AQORESS STAEET oY —EATE — P
PERAMANENT ACORESS — - —— ]
l PHONE NO. ARE YOU 18 YEARS OR OLDER? Yes(] No().”
ARE YOU EITHER A U.S. CITIZEN OR AN ALIEN AUTHORIZEO TO WORK IN THE UNITEQ STATES?  Yes(] No(]
l CTC/ACTWU Worker Education Program
Q
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F. Read and follow the directions below.

You want to take one week of vacation from Wednesday, February 8th
through Tuesday, February 14th. Fill out the "Vacation Request” form for

the company.

'VACATION REQUEST

Department:
Shift:

Employee name:

Manager/Supervisor:

# of Days Taken:

From: To: Date Due Back:

Employee Signature:

Date:

CTC/ACTWU Worker Education Program
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G. Lookatthepicun'eonthefoﬂowingpageandﬁﬂouttheAccidentReport
Form for the injured employee.

ACCIDENT - INJURY REPORT

. THIS SECTION TO BE COMPLETED BY EMPLOYEE:

Date of Accident:

Employee:

Supervisor: Company:
Tnme of Accident: _ ' Department:
Witnesses:

.Part ot Body Injured (be specific):

Location of Accident:

Task Being Performed:

How Did Accident Occur?

Date:

Employee Signature:

CTC/ACTWU Worker Education Program
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H. Read the company policy below. Then, write in the correct
answers to the questions that follow.

ATTENDANCE POLICY

For each absence, you will receive one (1) point. If you are late or leave early without an
excuse, you will receive one-half (1/2 ) point. If you accumulate three (3) points or more within a
12- MONTH PERIOD , the following schedule will apply. '

Three (3) POINLS ...coovocriiicriiiiineinrree s cecccenene You will be counseled.
Five (5) POINLS ..ccccvrrverriricninnrinenennnne You will receive a written warning.
Eight (8) points .......ccoeuneunnen.e You will be suspended 2 days without pay.
Twelve (12) points .............. eteeeereessesessnerereneannns You will be terminated.

1. What happens if you are late without an excuse?

2. If an employee receives 3 points in 5 months, what will happen?

3. Mario is late for work 6 times in one year. What happens to him? __

Notice of Overtime

The Employer shall give reasonable notice to the employees and the
appropriate Union representative of daily overtime. ~Where notice of overtime
is given no later than the end of the shift three (3) working days before the
overtime work is to be performed, employees will be expected to work the
JLovertime unless a reasonable excuse is presented at the time of notification.

1. Who gives notice of overtime to Union representatives?

2. How can a worker not be required to work overtime?

CTC/ACTWU Worker Education Program
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| Chicago Teachers' Center/Northeastern Illinois University

Amalgamated Clothing and Textile Workers Union
Worker Education Program

GENERAL WORK-BASED ASSESSMENT -
III. ORAL INTERVIEW

Name:

Class/Site:

1. Whatis your name?

. 2. Please spell it.

3. Where do you work?

4. What is your position?

5. What's your supervisor's name?

6. What time do you stﬁrt work at your job?
7. How long have you worked here?

8. Do you like your job? Why or why not?
9. What is this woman doing? (P #1)

10. This woman is sick. What does she say to her
supervisor? (P #2)

11. This woman needs some information about her
health insurance. What question could she ask?

(P #3)

12. How is your work different from your
supervisor's work?

13. Tell what happened in this picture. (P #4)

14. Do you think this is a problem?
Why or why not? (P #5)

Score Summary: TOTAL

139

Date:

Examiner:

/1
/1
/1
/1
/1
/1
/1
/1
/1

/1

/1

/1
/1

/1

!

/1

/1

/]
/1
/1

/1

/]

A
/1



Chicago Teachers' Center/Northeastern Illinois University
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Name:

Class/Site:

9.

Chicago Teachers' Center/Northeastern I]lmoxs University
Amalgamated Clothing and Textile Workers Union
Worker Education Program

GENERAL WORK-BASED ASSESSMENT -

III. ORAL INTERVIEW

. Whatis your name?

Please spell it.

Where do you work?

What is your position?

What's your supervisor's name?

What time do you start work at your job?

. How long have you worked here?

Do you like your job? Why or why not?

What is this woman doing? (P #1)

10. This woman is sick. What does she say to her

supervisor? (P #2)

11. This woman needs some information about her

health insurance. What question could she ask?
(P #3)

12. How is your work different from your

supervisor's work?

13. Tell what happened in this picture. (P #4)

14. Do you.think this is a problem?

Why or why not? (P #5)

Score Summary: TOTAL
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Examiner:
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OMB No.:
Expires:

LEARNER ENROLLMENT FORM

The United States Department of Education is concerned with protecting the
privacy of individuals who participate in voluntary surveys. Your responses will be
combined with those of other survey participants, and the answers you give will
never be identified as yours. This survey is authorized by law (20 U.S.C.
1221e.1). You may skip questions you do not want to answer, however, we hope
you will answer as many as you can. It is expected that this form will require
approximately 20 minutes to complete. If you have any comments regarding the
burden estimates or any other aspect of this collection of information, including
suggestions for reducing the burden, please send them to the U.S. Department of
Education, Information Management and Compliance Division, Washington, DC
20202-4651; and to the Office of Management and Budget, Paperwork Reduction
Project 1875-NEW, Washington, DC 20503.

T

1875-0105
Nov. 30, 1997

v

12/21/94 3:43pm



BEGIN HERE

YOUR INSTRUCTOR
WILL COMPLETE
"THESE QUESTIONS

|

A.

C.

Course Number: Course Name:

_- Who completed this form?

{MARK ONE BOX)
O The learner
O The learner, with assistance from instructor or project staff

O An instructor or project staff member with information provided
by the learner '

O Other (Please Specify: )

Date Form Completed:

b P19
Month Day Year

v



1. Name: 5. Sex:
O Male
{Last) {First) _
0 Female
2. Social Security Number:* 6. Are you of Sqanish or Hispanic origin

or descent?
N SR U TR TN R P I I O Yes = i .

O No

3. Age:
Race:

| g years old - {(MARK ONE BOX)

O White

Black (African_American)

+

O
Asi ifi
4. Were you born in the United States? - stan or l.’.acylllc:lslander
O

American indian or Alaskan
Native

O Yes

O No
O Other (Please Specify:

-

Giving us your Social Security number is completely voluntary and there is no penalty for not disclosing it. It is needed so that any
information obtained,later gets correctly matched with the same individual; your identity will be removed from all records once this match
is made. We are authorized to ask these questions by Section 406 of the General Education Provisions Act (20 USC 1221e.1).

‘l.NWS {QUE/NWLP) -1 12/271/24 3:43pm
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8.

9.

Is English the language that is spoken most often in your home?
O Yes

O No

How many years of school have yoh completed?

'(MARK ONE BOX IN BOTH COLUMNS)

}

In the United States: | In Any Other Cou't;;_ ry:
O No schooling | ' O No schooling

O 1-5 years | | ‘ O 1-5 yeérs

O 6-8 years | . O e6-8 yéars

O 9.years O 9 years

O 10 years O 10 years

O 11 years | _ - 0O 11 years

O 12 or more years | | 0 12 or more yearé '

10. Are you a union member?

O Yes— What is the name of your union?

O No

IToxt Provided by ERI

‘R‘Nws {QUE/NWLP) 2 1 e 8

12/21/94 3:43pm



11. Please rate your ability to perform each of the following activities.

(PLEASE MARK ONE RESPONSE
FOR EVERY ACTIVITY)

Faor Fair : Excellent

Understand Engliéh

Write in English . . . .. . . . O O o a

Use math

12. Do you have a job?

J Yes, employed ‘
GO TO NEXT PAGE
O Yes, on temporary layoff

O No, retired ' B
: | S @ Thank you. You have completed

O No, not employed this form. Please return it o
your instructor.

)
E IKTCRNWS a . 3 . 12/21/94 3:43p1m
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INSTRUCTIONS:
Pleas'é‘ aﬁswer duestions 13-19 for the job
that allows you to take this course.

13.  Name of company or émployer:

(For project use only)

14. Job title: [For example, nursing assistant, housekeeper, construction worker.]

15. On average, how many hours per week do 'you work on this job?

| __| Hours Per Week

16. How much do you earn at this job?

(WRITE AMOUNT AND MARK ONE BOX)

0 Per hour

J Per year

Q ;
E MC R.NWS (QUE/NWLP) ' 4 " 12/21/94 3:43pm
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17. Do you get any of the following at this job?

{MARK ONE FOR EACH LINE)

Yes No
Paid VACEHON .+« + s st s e A O O
Paid sickleave ............... e .. O O
Paidholidays ............... ... . ... .. ..., O O
Healthinsurance . ......................... O ]

’

18. How long have you worked at this job?

|__I__1and |__|__|

Years Months

19. At your job do you need to do any of the following?

(MARK ONE FOR EACH LINE)

Yes No

Read instructions . . ....................... O O
Receive spoken instructions in English ... ........ ] O
Speak English . . ................... . O O
Work as partofateam ..................... ] O

~ Write in Engl-ish ........................... O O
Usemath ... ...... ... ... ... ... . . . ... O O
Solve problems/usereasoning . ................ ] ]

20. Do you work at more than one job?

0 Yes
J No .
Thank you. You have completed this form.
Please return it to your instructor. :
Q
E MC IWS (QUE/NWLP), . 51 6 1 12/21/94 3:43pm
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Home Address:
(Street)

(City) . (State) (Zip Code)

Telephone:

Native Country: Date of Birth:

Work Schedule:




-
3

Nim. OMB:
Vencimiento:

FORMULARIO PARA INSCRIBIR
AL APRENDIZ

(LEARNER ENROLLMENT FORM)

El Departamento de. Educacion de los Estados Unidos le interesa proteger la
privacidad de las personas que participan en estudios voluntarias. Sus respuestas
serdn combinadas con las de otros participantes en el estudio, y sus respuestas
nunca serdn identificadas como las suyas. Este estudio se lleva a cabo bajo la
autoridad concedida por la ley (20 U.S.C. 1221e.1). Ud. no tendra que contestar
ninguna pregunta que no desea contestar, sin embargo, nosotros esperamos que
ud. contesta todas las que pueda. Este formulario tomara aproximadamente 20
minutos. Si tiene algin comentario acerca del estimado del esfuerzo que se toma
en contestarlo, o acerca de cualquier otro aspecto de la recopilacién de la
mformacnon, incluyendo sugerencias para reducir el esfuerzo, envielos al U.S.
Department of Education, Informatlon Management and Compliance Division,
Washington, DC  20202-4651; y a la Office of Management and Budget,
Paperwork Reduction Project 1875-NEW, Washington, DC 20503.

(-l- I NS N SN N I S NE B S R e

\

1875-0105
Nov. 30, 1997

J

| JAN KC}\'(QUWP, | | 1
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COMIENCE AQUi

SU INSTRUCTOR COMPLETARA
ESTAS PREGUNTAS '

1

v

A. Rimero del Curso: Nombre del Curso:

B. 1Quién completé este formulario?

(MARQUE UNA DE LAS CASILLAS)
O El aprendiz
D El aprendiz, con la ayuda del instructor o del personal del proyecto

O  Un instructor o uno de los miembros del personal del proyecto con
la informacién provista por el aprendiz.

-0 Otra persona (Por favor, especifique:_ )

c. Fecha en que se completé el formulario:

119 __I |
Mes Dia Afo

| N 104




1. Nombre: 5. Sexo:

0 Masculino

{Apellido) {Primer Nombre)
O Femenino

2. Namero de Seguro Social:* 6. ¢Es Ud. de origen o descendencia
espaiiola o hispana?

|- o Si

DNo

Edad:
7. _Raza:
{____| afios de edad (MARQUE UNA DE LAS CASILLAS)

|
O Blanco

DO Negro (Afro Americano)
4. ¢Nacib Ud. en los Eétados Unidos? O Asiatico de las Islas del Pacifico

. S-I' . O Indio Americano o Nativo de Alaska

O No | - ' O Otro (Por favor, Especifique:

© El Nimero de Seguro Social se indica voluntariamente y Ud. no seré penalizado si no lo hubiera indicado. Lo necesitamos para que
cualquier informacién que obtengamos en el futuro pueda ser comparada correctamente con la persona correspondiente; toda
informacién que lo pueda identificar seré eliminada de todos los documentos, después de haber hecho la comparacién. La Seccién 406
del General Education Provisions Act (20 USC 1221e.1) nos permite solicitar esta informacién. .

E TR - BN TS S IR TE G BE D D .S S BN ' o B
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8. (Es el inglés el idioma que se habla con maés frecuencia en su hogar?
O Si

O No

9. (Cuéntos afios de educacién ha completado?

(MAROUE UNA CASILLA EN AMBAS COLUMNAS)

En Io.;; Estadqs Unidos: - En Cualquier Otro Pais:
O Ninguna educacién O Ninguna educacién
DO 1-5 anos . O 1-5 afos
D 6-8 afos : ' O 6-8 afos
09 aﬁds o | 9 anos
0 10 afos , 0 10 afos
o 11 anos , A 0O 11 anos
m] -12.aﬁos 0 mas . | o 12 aﬁqs o més

10. ¢Es miembro de un sindicato?

.0 Si ——» jCuél es el nombre de su sindicate?

O No

2/17/96 10:40am '
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11. Por favor, clasifique su habilidad en cada una de las siguientes actividades.

{POR FAVOR, MARQUE UNA RESPUESTA PARA
CADA ACTIVIDAD)

Pobre  Regular Buena Excelente

Leeringlés ................... . o m m o
Comprenderinglés . . ............. = O = o
Hablaringlés ... ................ m] o o m]

: ) g :

Escribireninglés ................ o m m) o
Trabajar como parte de un grupo O m} m} m}
(equipo) . . ... e ‘

Usar matematicas . ... .. e O O O m]
Resolver problemas/usar razonamiento . m} m} O O

12. ¢Esta empleado?

O Si, empleado

O Si, pero involuntariamente _GO TO NEXT PAGE

desempleado temporalmente
(laid-off) ' . .

O No, jubilado 4

' 5 Gracias. Ud. ha completado
este formulario. Por favor,
entrégueselo a su instructor.

O No, desempleado

Q -
ERIC | 3 -
P ER.SPA (QUE/NWLP) ) 2/17/96 10:408m
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INSTRUCCIONES:

Por favor, conteste las preguntas 13-19 para el trahajo
que le permite tomar este curso.

I3

13. Nombre de la compaiiia o del patrén:

| I I | |
l(Pm uso de! proyecto sollunmtn)l

14. Titulo de la posicién: [Por ejemplo, auxiliar de enfermeras, ama de llaves, trabajador
de construccién.]

15. Como promedio, ;cuéntas horas por semana trabaja Ud. en este trabajo?

L Horas Por Semana

16. {Cuénto gana Ud. en este trabajo?

 (ESCRIBA LA CANTIDAD Y MARQUE UNA DE LAS CASILLAS)

O Por hora

O Anual

(N SO BN NN IO OAN N GBE SN BN BN TS BN mE B BN BE B s
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17. ¢Le ofrece este trabajo alguno de los siguientes?

{(MARQUE UNA RESPUESTA PARA CADA LINEA)

Si No
Vacacionespagadas .. ..........uuiiiunnnn. (m] m]
Indemnizacién (pago) si tuviera que ausentarse
debido a una enfermedad . . . ... e e e e e e 0 m]
Dias feriadospagados . ............... [ m] m]
Seguromédico ............... EI m]

18. ;Cuénto tiempo ha trabajado en este trabajo?

19. En su trabajo, ¢tiene Ud. que hacer alguno de los siguientes?

(MARQUE UNA RESPUESTA PARA CADA LINEA)

- Si No
Leer instrucciones .. ... ... e e e e et 0 m]
Recibir instrucciones oraleseninglés . ............ m] m]
Hablaringlés . ............... ... .. (m] m)
Trabajar como parte de un grupo (equipo) .........0O | o
Escribireninglés . . . ... ..o e o w
: Usar matemétié_as .......................... m} O
Resolver problemas/razonar ............ e e e O O
20. (Tiene Ud. més de un trabajd?

o Si ,

o No _ ‘Gracias. Ud. ha completado este

' formulario. Por favor, entrégueselo a su

instructor.

SIETTIRTLNER.SPA (QUENWLP) _ l‘{; 9 : 2/17/86 10:40am



CTC/ACTWU WORKER EDUCATION PROGRAM
INDIVIDUAL EDUCATIONAL PLAN QUESTIONS

Please check all responses that apply.

1. Do you speak English at work? If yes, with whom:

supervisors co-workers ____
personnel department _____ inspectors _
maintanance workers other:

2. Where else do you need to speak English? .

at home - at the doctor or clinic ___

at government agencies at my childs' school

other:

3. Why do you want to take this class?

to improve my English

to get my GED

to prepare for college courses ~_____

to qualify for a job promotion ___

to prepare for a job training program

other:

4. What would you do, in addition to attending classes, to help you learn?

practice in the computer lab at Union hall

practice English with a more advanced student
outside of class

attend conversation groups at Union hall on Saturdays

listen to English radio or television 1 hour every day

All responses are confidential and used solely by the CTC/ACTWU Worker Education Program.
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