
Workplace English Needs Assessment

Thank you for partnering with us to offer Workplace English classes for employees. We want to make sure classes focus on the English that employees need to be successful and safe at work.  Your comments will help us plan appropriate curriculum and class activities.  

1. With whom do employees need to speak English?
· Supervisors
· Coworkers
· Clients
· Other: ______________________________________________________________________
Comments: ___________________________________________________________________

2. When do employees need to speak in English?· Call in sick or late
· Ask for permission to leave early
· Give and receive feedback
· Use the telephone
· Describe work completed
· Describe incomplete work
· Report progress
· Give directions (location)
· Problem-solve with coworkers


· Ask for clarification
· Ask for help
· Talk about schedule
· Greet coworkers or clients
· Small talk with coworkers
· Give instructions or explain procedures 
· Report a problem, accident, or broken equipment
· Request supplies 
· Give safety reminders or warnings
· Talk about safety equipment
Comments: ___________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

3. When do employees need to read or write in English? 
· Safety signs· Document procedures
· Report an accident
· Maintenance request 
· Time off request form
· Supply request form


· Safety policies
· Instructions and procedures
· Emails
· Employee policies and benefits
· Write shift reports
Comments: ___________________________________________________________________
______________________________________________________________________________

4. [bookmark: _GoBack]In your opinion, what are 3 priority areas English classes should focus on first?

· ______________________________________________________________________
· ______________________________________________________________________
· ______________________________________________________________________

5. What are your expectations of Workplace English classes?  What outcomes do you hope to see?
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. In what ways would you like to be involved in Workplace Literacy classes?
· Host the instructor for a tour and job shadow before classes begin
· Provide instructor with ideas for class and job-related material to use in class
· Visit class sessions sometimes
· Help employees practice English outside of class (brief communication tasks)
· Feedback survey at the end of the semester
· Meeting at the end of the semester

7. Do you have any other comments or questions about Workplace English classes?

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name (optional): _____________________________________________________________

Thank you for your comments!
