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Founded in 1903 to open up
education for working people, the
Workers’ Educational Association
(WEA) has grown to become the
largest voluntary sector provider
of learning in the workplace and
in the community in the UK.

The WEA has a long and
distinguished history of workplace
learning in Scotland. From those
pioneering days of WETUC
(Workers’ Education Trade Union
Committee) in the early decades
of the 20th century through to
more recent employer and trades
union learning partnerships,
programmes and projects including
Return to Learn (with UNISON) and
JobRotation, the WEA has been
at the forefront of making lifelong
learning a practical reality for
thousands of frontline workers
with few or no formal educational
qualifications employed in low paid,
low status jobs.

When, in 2001, the then Scottish
Executive announced a major
national Adult Literacy and
Numeracy Initiative, the WEA

immediately asked to contribute
to the development of workplace
literacies – an exciting, but at the
time new, experimental and
challenging area of work for
literacies providers and
practitioners across Scotland.
Since 2002 the WEA has had the
lead, or a main, responsibility for
workplace literacies on behalf of a
number of Literacies Partnerships
notably Aberdeen City,
Aberdeenshire, City of Edinburgh,
East Renfrewshire, Falkirk, City of
Glasgow, Highland, Moray, South
Lanarkshire and West Lothian, as
well as contributing nationally to
workplace literacies developments.

Through our workplace learning
programmes, WEA organising and
teaching staff are in close contact
with workers, trades union
organisers and employers in a
multitude of public, voluntary and
independent sector workplaces.
These span a range of employment
sectors across Scotland. We are
acutely aware that workplaces,
workforces and work practices are
undergoing significant adjustment

“The ESOL strategy aims to provide a blueprint for the direction and
structure of publicly-funded ESOL provision in Scotland, and support the
ESOL teaching community in its delivery of, and further professionalisation
for, ESOL in the 21st century… The vision for the strategy is that all
Scottish residents for whom English is not a first language should have the
opportunity to access high quality English language provision so that they
can acquire the language skills they need to enable them to participate
in Scottish life: in the workplace, family, further study, and in the wider
community, society and economy of Scotland.”(1)

Stewart Maxwell MSP,
MINISTER FOR COMMUNITIES
Speech to Welcoming New Scots Conference, 19th June 2007
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because of demographic, economic
and social change and legislative
developments. In-migration to
Scotland as a result of the Scottish
Executive’s Fresh Talent Initiative
and influx of peoples from the
European Union A8 Accession
states is one of the ways in which
workplaces in Scotland are
changing.

Over the past three years all
education providers, including
workplace learning providers like
the WEA, report that demand for
ESOL (English for Speakers of
Other Languages) has grown
significantly and all adult education
services have struggled to respond.
Recent Scottish Government
research confirms that in-migration
to Scotland is increasing and
projected to grow, compensating
for indigenous population decline.(2)

It also reports that while migrants
have tended to concentrate in main
population centres, more recently
there are increasing numbers of
people settling into new areas,
including more rural parts of
Scotland. This research also
confirms the economic and social
importance and value of ESOL
provision as a key factor in the
successful integration of migrant
workers.

The WEA Scotland has been
funded by the Lifelong Learning
Directorate of the Scottish
Government to create a helpful
tool for all ESOL practitioners
supporting ESOL learning delivery
in the workplace across Scotland.
The timing of this project fits well
with the Scottish Government’s

new Adult ESOL Strategy which
requires partners to ‘Work with
employers, … and others to
support and develop ‘English
for vocational purposes’.(3)

This guide to organising workplace
ESOL learning and the
accompanying resources pack are
the result of a 15 month project
involving a great many ESOL
learners, practitioners and
organising staff and employer
partners. It also builds on two
highly innovative WEA ESOL
Learning in the Workplace projects
in Glasgow and Highland,
supported by the respective
Adult Literacy and Numeracy
Partnerships. The fieldwork
experience and expertise of staff
in the WEA Glasgow and Highland
projects and many contributors to
the project around Scotland has
been critical to the development
of this resource.

Some users of this Guide may be
surprised not to find a descriptive
curriculum and definitive set of
workplace ESOL teaching and
learning materials. The WEA has
developed a strong workplace
learning strategy which is informed
and guided by the Scottish Social
Practice approach to learning. The
starting point in the delivery of all
the WEA workplace learning
activity is the learner. Curriculum
is negotiated and developed around
the individual learner’s purposes
and goals and embedded in the
wider social context of the
workplace. Workplace ESOL
learning will usually also require
input from other workplace
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stakeholders including employers,
supervisors and co-workers. In the
workplace context, ESOL learning
curriculum will therefore make use
of, or contribute to:

the culture, purpose and
objectives of the particular
workplace;

the introduction or development
of new workplace practices or
policies;

workplace language and
documentation including
understanding of local dialect
and colloquial language; and

other staff development and
training, including the attainment
of vocational qualifications.

We hope practitioners using this
Guide will see it as a helpful
resource filled with practical advice,
tips and ideas, sound counsel and
support (for those challenging
moments which, in our experience,
will inevitably occur). It will enable
them to develop and deliver a
range of good quality bespoke
ESOL learning provision, including
Scottish Qualifications Authority
(SQA) accredited learning options,
which best suits their ESOL
learners and the workplace
context. Also included here are

a number of workplace ESOL
resources developed by
experienced tutors to show what
can be done in these kinds of
courses, and to help practitioners
think about how to produce their
own resources to suit their own
programmes.

Though the WEA has more than
100 years’ experience of
developing and delivering
workplace learning, ESOL learning
in the workplace is very much in its
infancy in Scotland. It is an area of
work of huge importance to all of
us, not least for the “New Scots”
making vital contributions to our
country. With the continued
support of the Scottish
Government, it is also an area of
adult education set to expand and
develop over the next three years.
The Project Team and all those
who co-operated in the production
of this Guide to organising
workplace ESOL learning and
accompanying Resource pack
very much hope that it will make
a positive contribution to the work
of ESOL practitioners across
Scotland.

WEA Scotland



Provider: The college, local authority, voluntary organisation
or community group responsible for providing ESOL.

Co-ordinator: The representative of the ESOL provider. This person
has the responsibility for appointing the tutor and
liaising with the employer.

Tutor: The person employed by the provider to teach the
Workplace ESOL course. This person is responsible
for setting goals, creating resources and helping the
learners achieve their goals.

Learner: The employee from the workplace who is attending
the ESOL course.

Employer: The representative of the workplace. This person
initiates contact with the provider and has responsibility
for co-ordinating the programme on behalf of the
workplace.

Supervisor: Also known as a line-manager or team leader, this
person has direct responsibility for the learners in
the workplace. They may be known by other names
depending on the workplace/sector.

Negotiator: A representative of a union or training department
who helps develop the programme by negotiating
with learners and the employer.

Project Team: A support network for the tutor which can consist of
various stakeholders for example employer contact,
line manager, co-ordinator, tutor.

Throughout this guide we will be
referring to a number of different
people who play essential roles in

Workplace ESOL courses: the
stakeholders. Below is a brief
description of each of these roles.

Workplace courses begin with
contact between the provider and
the employer and develop along
the lines summarised in this
document. Each step is expanded
and discussed in subsequent

sections. Not every course will
progress exactly as outlined, but
the flowchart on the following page
provides a useful template for
planning, for reviewing and for
forming next steps.

Introduction
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In general, the process can be
divided into three main stages, as
illustrated in the flowchart below:

course development
course delivery
course completion
and evaluation

Provider and Employer make contact

Tutor chosen and Project Team established

Information Gathered and
workplace needs assessed

Course promoted and Learners signed up

Learner needs Workplace tour Supervisor needs
assessment assessment

Course delivery begins

Goal setting

Ongoing communication and feedback between
Supervisors / Learners / Tutor / Co-ordinator

Review and course evaluation
Tutor Employer Learner

Final report written and distributed

Next steps

Introduction
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The employer may contact the ESOL
provider to request aWorkplace
ESOL course, or respond to contact
from the provider (for example an
information mail out).

A representative of the provider
meets with the employer to

determine the nature of the
request and begin the process
of developing a course.

“It is best to have a named
contact when approaching an
employer by telephone or in
writing.” – WEA

See Examples 1, 2, 3

See Appendix: A

First Meeting

The co-ordinator can use this first
contact to make certain that the
employer is willing to commit to
the terms of a workplace course.
While terms are flexible,
employers should be willing
to consider:

10 weeks of classes;
2 x 2 hour classes per week;
Release time for employees
to attend classes;
Space to hold the class;
Photocopying and other support
for the tutor;
A tour of the workplace and
at least one meeting with
managers or supervisors directly
responsible for the learners;
Ongoing feedback and support
from the employer to help
create and refine the course;
Shared funding for courses.

This meeting is a good time for
coordinators to let employers
know what workplace ESOL
courses do not do:

Take learners from having very
little English to being fluent
in 40 hours;
Health and safety training,
Food handling training or other
workplace-related training;
Compel employees to attend
or teach learners who do not
want to be there;
Provide to the employer
a source of confidential
information about employees.

“The organisation has a lot of
forms and reporting procedures,
some of them quite complex and
requiring a high level of writing and
reading skills. I’m not quite sure
of how realistic the employers
expectations are, especially of the
beginner level group.” – Tutor

“Workplace ESOL programmes
need consistent funding to be
sustainable over the long term.
When employers see the
difference that ESOL provision
has made, they have been very
supportive of further provision
and are willing to contribute to
resources, through covering course
costs, providing a teaching
assistant, or providing employees
with paid release time.” – WEA
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English at Work programmes,
coordinated by the Workers’
Educational Association (WEA),
are a resource for employers with
a diverse workforce. Most
employers recognise that migrant
workers come with tremendous
skills, knowledge and work ethic.
However, they also know that
language barriers in the workplace
can be problematic and costly.

English at Work programmes
provide employers with:
needs analysis to determine
the training needs;
on-site job-specific English
language training for employees;
communication advice and
supports for supervisors;
SQA accreditation if requested.

Much of the work done was
based on internal documents and
jobs. Enhancing the language skills
can only benefit our organisation
and help integrate the foreign staff
with the locality and organisation

Louise Matheson of Aquascot

The benefits have been tremendous
with much better communication and a
closer working relationship between the
foreign workers and the company. They-

better understand that they can have a long
term partnership with the company and that
we do not just want them for the ‘short

term’ to ease staffing problems.

Bill MacDonald of Strathaird Salmon

English at Work training is focused
on the specific communication
needs of your workplace. Benefits
to employers and their employees
include:

reduced wastage and errors;
increased worker adaptability;
improved understanding of
quality standards, training and
health and safety issues; and
enhanced confidence and
morale in the workplace.

Example 2
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Example 3

November 22, 2005

Human Resource Manager
Dxx Hotel
Scotland

Dear Sir / Madam:

One of your staff members has recently contacted the Workers’
Educational Association for an English language assessment
and referral to classes. You may be interested to know that the
WEA, in collaboration with Adult Basic Education, is offering
support to businesses and organisations in Inverness with
employees who are learning to speak English. The English
at Work programme provides job-specific English language
training for groups right at their place of work, and aims to
assist supervisors and managers in communicating more
clearly with non-English speaking staff. Programmes can range
from short to long term and beginner to advanced level
depending on need.

If you are interested in learning more about this programme,
please contact me. I would be pleased to talk with you on the
phone or come to your workplace to discuss possible English
at Work training initiatives with you for your staff.

Sincerely,

Workplace ESOL co-ordinator
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“The timing of the class often has
an effect on learners that tutors
need to be sensitive to. If a class
comes immediately at shift end
learners are possibly more likely
to attend than if the class starts
thirty minutes or an hour later.
On the other hand, learners
coming straight into class after a
day at work are more likely to be
tired and less able to concentrate.
Sometimes a short break before
class where learners can get a
drink or some fresh air makes a
big difference in their enjoyment
of the class.” – WEA

In the first meeting the co-
ordinator will want to determine:

Why is the employer considering
an ESOL course? for example is
there a specific language-related
problem in the workplace?
What are the employers’
(general) goals in requesting
language training?
Is the employer interested
in accredited training such
as SQA qualifications?
Approximately how many
employees require language
training?
What language groups are
represented?
When would the employer
like classes to begin?
What time of day would suit
the employer/employees best?
Does the employer have a
suitable training space available?
This might not be a dedicated
training room, but should be
a quiet space where the class
will not be interrupted.
How will learners find out about
and access the course?
for example will there be
advertising, sign-up, interviews,
etc.
Is the employer interested in
being informed of training needs
apart from ESOL should they
arise in the needs assessment?
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Appendix A contains a form that
co-ordinators might want to use in
a first meeting with employers to
ensure that they cover everything.

“From my point of view, taking on
SQA accreditation was challenging,
but it was also more rewarding for
the learners.” – Tutor

In the final step before delivery
begins, the co-ordinator confirms
with the employer, tutor and
learners:

start and end dates
days and times of class
suitable venue
method and type of regular
tutor reporting (to employer
and co-ordinator)
administrative issues (use of
photocopier, provision of paper,
pen, folder)
method of accreditation, if any
details of who will receive a final
certificate (for example what %
of attendance is required)
how to deal with poor attendance
or other problems if they arise
method of feedback and review
with the learners
what learners need to bring to
class
whether there will be homework

See Appendix A

Appendix A First Meeting Checklist

About the Workplace
Company name:
Contact person:

# of staff: # of offices:
Reason/motivation:

Accreditation:

General goals:
Project team:

About the learners
# of learners:
Nationalities:

Language level:
Shift patterns:
Occupations:

Course logistics
Release for assessment: Start date:

Funding:
Course promotion:
Length of course: Days:

Times: Venue:
Learner:

Reporting:
Recognition:

Post assessment:
During course:

Resources
Classroom equipment:

Learner resources:
In kind support:
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“This time, we were in the dining
room. We never know where the
lesson will be held. Some (rooms)
are better than others. The large
conference room is too big; the
foyer and small sitting room have
staff walking to and fro, the bar
and dining room are good in that
they are behind closed doors and
there is a socket handy for the CD
player.” – Tutor

“Some workplaces have busy
times – production might increase
around Christmas, hotel staff
might become exceptionally busy
in the summer – or very slow
times – factory shut downs over
holidays, off seasons in hospitality.
During these times, ESOL learning
will not be a priority for the
learners or the employer. Providers
need to investigate these
possibilities before a class begins
and be creative and patient in
working out solutions.” – WEA

“Workplace ESOL courses are
an investment, and employers
can see that. Employees who are
offered ESOL classes are more
likely to stay with an employer;
the courses promote positive
feelings on both sides.” – WEA

It is a good idea to formalise the
agreement with the employer.
A letter outlining what has been
agreed can suffice, or the provider
may wish to draw up a formal
agreement and have it signed
by the employer and tutor.

See Examples 4, 5
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Example 4

Workplace Agreement – Roles and Responsibilities
Company or organisation:

Course:
Location:
Duration:

The WEA Workplace ESOL co-ordinator will
arrange for and support an experienced tutor to deliver xx, weekly,
one:XXX tutorials, usually on XXX afternoons from X.XX – X.XX pm;
provide resources such as reading material, worksheets, laptop
computer;
be the liaison between the learner, the organisation, and the tutor
for queries about the course.

The Employer will support the learning programme by
allowing the learners time off work to attend the sessions
providing a learning space that is safe, suitable and undisturbed
respecting the confidentiality of tutoring details between learner
and tutor
providing a member of staff as contact to support the learning
programme
evaluating the effect of the tutoring at the end of the course

If XXX, in an emergency, are unable to fulfil their commitment to
provide learning space or time off work for learner, they will tell the
WEA Workplace ESOL co-ordinator as soon as possible.

The WEA Tutor Organiser will liaise with all parties for all other
aspects of the programme.

Agreed on behalf of XXXX Date:

Agreed on behalf of the WEA Date:

WEA Workplace ESOL Co-ordinator Tutor:

Tel:

XXX Contact:

Tel:

Workers’ Educational Association (WEA)
National ESOL project

SCOTTISH ASSOCIATION SECRETARY: Joyce Connon
Riddle’s Court, 322 Lawnmarket, Edinburgh EH1 2PG T: 0131 226 3456 F: 0131 220 0306 email: hq@weascotland.org.uk website:
www.weascotland.org.uk The WORKERS’ EDUCATIONAL ASSOCIATION is a company limited by guarantee registered in England
number 2806910 and a registered charity number 1112775. Registered address is WEA, 3rd Floor, 70 Clifton Street, London, EC2A 4HB.
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Example 5

Workers’ Educational Association (WEA)
National ESOL project

SCOTTISH ASSOCIATION SECRETARY: Joyce Connon
Riddle’s Court, 322 Lawnmarket, Edinburgh EH1 2PG T: 0131 226 3456 F: 0131 220 0306 email: hq@weascotland.org.uk website:
www.weascotland.org.uk The WORKERS’ EDUCATIONAL ASSOCIATION is a company limited by guarantee registered in England
number 2806910 and a registered charity number 1112775. Registered address is WEA, 3rd Floor, 70 Clifton Street, London, EC2A 4HB.

English at Work Programme Aims

1. To develop English language ability
2. To improve capacity to communicate effectively at work
3. To build confidence

Length: 10 weeks [20 sessions at 2hrs = 40hrs]
Days: Monday and Thursday

Starting date: 5 February 2007
End date: 12 April 2007*

Group meets: 4:15 pm to 6:15 pm with 15 minute break
Location: Canteen at Axx after shift end

Resources: Learning materials
White board/markers/flip charts
Photocopying

Venue: Xxxxxx xxxxxxxx
Students: 12 Learners

Tutor: Mxx
Support staff: Jxx, WEA

Lxx, Employer
Mxx, Employer

Comments:
Appropriate course materials will be prepared by WEA tutor;
All tutor and teaching materials costs will be covered by WEA;
A joint evaluation of the course will be conducted by the WEA
and employer;
Employer will provide an appropriate venue within the workplace
and time for staff to attend the course.

*to be confirmed
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Bringing in the Tutor
Once the employer has agreed
to a Workplace ESOL course, the
co-ordinator can contact a tutor
regarding the nature of the
workplace, course expectations,
content, number of learners,
location, times, dates of training,
rate of pay, etc. From this point
on, the co-ordinator and tutor work
together closely on all aspects of
course development.

“ Ideally Workplace ESOL
courses will have tutors who
are experienced in ESOL and
in workplace tutoring. Very few
providers, however, are able
to employ tutors full time for
Workplace ESOL courses. In
addition, inconsistent funding for
programmes means trained and
experienced tutors are often
forced to move on and take other
work. In some rural areas, there
are chronic shortages of tutors
who are able to take on Workplace
ESOL. In order to ensure a bank
of tutors, providers need to offer
training to new tutors on a regular
basis.” – WEA

Providers will have to give careful
consideration to when is the best
time to appoint a tutor. Workplace
programmes can have a long lead-
in time: sometimes over a year.
While having tutors involved at an
early stage is helpful in establishing
the course, bringing a tutor in too
early can be costly for the provider
and frustrating for the tutor.

If, on the other hand, providers
postpone appointing a tutor they
may find the course is delayed
as they search to find a tutor who
is both suitable and available.
Delaying the course can cause
problems for the employer and
may create further setbacks in
getting the course running.

“An acceptable distance to travel
to teach a class will differ
depending on where the course
takes place. In some rural areas,
tutors may need to travel long
distances to and from a workplace.
Providers may have to factor in
substantial travel expenses when
costing out Workplace ESOL
provision.”– WEA

See Case Study 2

See Case Study 1
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Case Study 1: Ten Days

Sometimes, a course can start very quickly. In the case of this small
hotel, the ESOL Workplace co-ordinator made phone contact with the
hotel owner to discuss the need for ESOL courses. Two days later
she met with the employer to discuss times, days, length of course,
and learners who might take part. The owner had already identified
four potential ESOL learners and they briefly discussed their needs.
The same learners had previously undertaken lessons with an
independent tutor and were keen to continue their learning.

The co-ordinator contacted a potential tutor, who was available and
agreed to take on the contract. At the beginning of the following
week they both met with the hotel owner.

The employer had very specific goals and was keen to begin lessons
as soon as possible, so the tutor found it easy to get information from
the owner. Gathering authentic material came later.

The first session with four learners began two days later. The tutor,
with co-ordinator support, undertook the learner needs assessment
in the first session, and the course continued from there for 10 weeks.

The speed with which this course was implemented was made
possible through several factors:
a positive employer who was prepared to give the ESOL learners
time during the week to attend lessons and also provide a suitable
room;
the co-ordinator having built up a pool of tutors that she was in
contact with;
a flexible tutor with two compatible time slots available during each
week; and
a small class of four learners, making the initial assessment easier
to facilitate.
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Case Study 2:
Long Lead-in

When the WEA Workplace ESOL co-ordinator made initial contact
with this building company, they were keen to undertake an ESOL
course. The main focus for the employer was to develop the migrant
workers’ relationship with the company and to help them integrate
into the community.

Following the initial positive discussions with the company, the co-
ordinator decided to move quickly and, at this early stage, contacted
an experienced ESOL tutor. The tutor was enthusiastic about being
involved. She, in turn, began assessments with potential learners
and undertook a workplace tour.

Unfortunately, the Christmas break had a major impact on the
progression of the course. The company closed for two weeks
and many of the migrant workers travelled to Poland.

In January, more obstacles interfered with the start of the course.
Initially the employer had been prepared to release staff for four
hours per week, making the start times compatible with shift
patterns. However, he later decided that it was not workable for
the company and there were further postponements while more
discussion about class time took place.

These unavoidable delays had a negative impact on the tutor.
Initially she had been very enthusiastic, but as time passed she lost
motivation and confidence. Eventually she decided to resign from
the project and another tutor had to be brought in, meaning further
delays before the class finally began.

The stage at which to contact and bring in the tutor is important
in the negotiations leading up to a course starting. The co-ordinator
needs to be confident early on that she can supply staff but this
need has to be balanced with the awareness that negotiations
can sometimes be very protracted.
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“There was a slight issue early
on concerning the use of the area
normally used as a quiet space
for staff, with other employees
not being able to access the room
during class times. This was
quickly dealt with by the employer
and the Union representatives and
has not been a problem since.”
– Tutor

“Some tutors found that the reality
of Workplace ESOL was very
different from their expectations –
more challenging than they had
anticipated. Those that were able
to take part in more extensive
training, and take advantage of
more ongoing support were able
to adapt to challenges more easily
and face problems with more
confidence.” – WEA

“Workplace ESOL tutors may not
have a colleague on hand to talk
things over with. They found the
support of other tutors in regular
meetings to be very helpful. Being
able to talk about their practices,
challenges and successes helped
them see solutions to problems
and gave them fresh ideas.” – WEA

Project Team
Once the tutor has been identified
the coordinator can set up a
meeting of the Project Team as
a way of introducing the tutor and
the employer. A Project Team is
primarily a support network for
the tutor and these are the people
that the tutor can ask for help or
support during the course. The
team can consist of the employer
contact, often an HR manager, but
sometimes the owner or general
manager of the business, other
members of staff at the workplace,
the tutor and the coordinator. If
there is union involvement in the
company, the project team can
also include a union learning
representative.

“Met with employer in advance,
and established good relations with
contacts at depot as well as local
Trade Union representatives, all
of whom are very supportive of
learners. On occasions when
learners have been late, Operations
staff have kept me informed of
delays.” – Tutor

See Case Study 3

Project
Team

Negotiator Supervisor

Tutor Co-ordinator

Owner
HR contact
Manager

Other
members
of staff
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Case Study 3:
The Role of a Project Team

In October 2007, the Workplace ESOL co-ordinator contacted the
HR Manager for the hotel to arrange an initial meeting. In this
meeting, they discussed the details of running a course for
employees, including the number of workers with ESOL needs,
their language background and in which departments they worked.

The co-ordinator outlined the expectations to the employer:
to provide a suitable place for classes;
to allow employees time off from their work in order to be
assessed;
to release employees to attend classes over a period of 10 weeks;
to arrange a workplace tour which involved recording information
using a camera and writing down information given by members
of staff; and
to facilitate a meeting between the tutor and the relevant line
managers or supervisors.

The HR Manager took the time to speak to relevant department
managers before contacting the co-ordinator two weeks later and
confirming that the course could go ahead. At this point, a tutor was
brought in and given all the information gathered so far, along with
the contact details for the HR Manager.

The tutor took over the development of the course by:
organising times to carry out assessments with workers;
meeting with supervisors to identify employer needs;
conducting workplace tours; and
negotiating class times and a start date for the classes.

The success of this programme was largely due to the support given
by the HR Manager, departmental supervisors and other members
of staff: the Project Team. The tutor was available and willing to carry
out the necessary development work and deliver the classes and the
workers themselves were keen to attend classes to improve their
English language skills.
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SEE ILLUSTRATION 11

Before classes begin, the project
team meets so that everyone
agrees on the goals of the project
and the support network for the
course tutor is established.

What the Tutor Needs to Know
The tutor or co-ordinator:
gathers information from the
employer about goals for the
course;
gets the names contact details,
and locations of managers or
supervisors who can provide
information for the development
of instructional material and
resources;
arranges for a tour of the
workplace.
clarify health and safety issues.

Tutors might also want to browse
the internet for information about
the workplace and/or the sector,
as most employers have a website.
The more the tutor knows about
the workplace and the spoken and
written language that employees
are required to understand and use
before beginning classes, the
better.

Additional pre-course work carried
out by the tutor must be reflected
in their contract.

“Accommodation for Workplace
ESOL courses can be as varied
as the workplace. Tutors find
themselves teaching in board
rooms, offices, canteens and
restaurants. Each provides
challenges: boardrooms can be
intimidating, canteens can be noisy
and prove distracting. They all have
their advantages, as well: meeting
rooms are often well fixed for

tutoring equipment like white
boards and projectors, while a busy
room might give the learners
opportunities to practice their
English.” – WEA

The Workplace Tour
Every workplace is different and
so each tour will provide different
kinds of information for tutors.
Be prepared to ask questions and
record information about:

The kinds of work being done
by employees;
The tools, equipment, machinery
and materials employees are
using (making note of relevant
vocabulary);
The atmosphere in the workplace
– level of noise, temperature,
light;
The amount of dialogue between
employees, or between
employees and supervisors;
The presence of supervisors –
are they immediately visible or
easy to find?
The amount of written work
undertaken by employees –
are there forms to be filled, notes
taken, timesheets completed,
reports written?
The amount of reading
undertaken – are they making
reference to forms or instructions,
signs on the walls, instructions
on machinery, work instructions,
duty rosters?
Any numeracy issues – do
employees need to read/write
numbers or units of
measurement? Do they often
say/hear them?
The sort of uniform or personal
protective equipment worn in
the workplace.

See Appendix: B
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Appendix B is a form that tutors or
co-ordinators might want to use to
record information on a workplace
tour.

It is very difficult to get all this
information in one trip through
a workplace, but with experience
tutors will get better at asking the
right questions and noticing
language related information
on the tour.

It is a good idea to arrange for
a second tour after classes have
started and to get written
permission to take a digital camera
and photograph or video the
learners at their work. These
images can be extremely useful
in the classroom for building
vocabulary and talking about
work duties or processes.

See Example 6

See Case Study 4

See Appendix B

Health and safety/hygiene routines:
Kind of work done:

Tools:

Equipment/machinery:

Materials:

Atmosphere:
(temperature, noise,

light, etc.)

Employee/supervisor
contact:

Co-worker contact:

Reading/writing:
(Signs, forms,

time sheets, etc.)

Numeracy:
(measurement,
quantity, etc.)

Uniforms, clothing:

Notes:

Appendix B Workplace Tour Form
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Case Study 4:
Bring the Trolley In

One of the great advantages of Workplace ESOL classes is the
availability of authentic resources. The materials and tools that the
learners use in their work are on hand and can be incorporated into
the lessons. The supervisors and managers who deliver induction
training are also usually on site and available to help the tutors
understand vocabulary and processes.

One successful course was delivered in a hotel to a group of
employees from the housekeeping and kitchen departments.
The tutor delivering the course made use of the equipment which
housekeeping staff used in their daily tasks by wheeling the cleaning
trolley into the classroom:

“Realia is always very successful. I used the housekeeper’s trolley
loaded with all their work tools and equipment for several lessons.”
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Example 6

West Lothian Adult Literacy and Numberacy Partnership

We might wish to use photographs of you in your workplace, for
publicity (in leaflets, for example), for awareness-raising, and for
reporting to our funders (local authority and Scottish Government).
If you agree to this, please sign here.

I give permission for WEA to use photographs of me, as long
as they are in context.

Signed: Date:

Name (please print)

If you are happy for your picture to be used, please say below,
which information you are happy for us to use with the
photograph/s. Then sign at the bottom.

YES NO

Your full name
Your initial(s) only
Name of course
Name of workplace or name of employer
Name of your town or your city
Name of WEA Scotland group you attended

When reproducing photograph/s of me, please ensure you include
only the information I have agreed to, as described above.

Signed: Date:

Name
(please print)
SCOTTISH ASSOCIATION SECRETARY: Joyce Connon
Riddle’s Court, 322 Lawnmarket, Edinburgh EH1 2PG T: 0131 226 3456 F: 0131 220 0306
email: hq@weascotland.org.uk website: www.weascotland.org.uk
The WORKERS’ EDUCATIONAL ASSOCIATION is a company limited by guarantee registered in England number 2806910
and a registered charity number 1112775. Registered address is WEA, 3rd Floor, 70 Clifton Street, London, EC2A 4HB.

Workers’ Educational Association (WEA)
National ESOL project
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Gathering Workplace Documents
At this stage, the tutor also gathers
workplace written documents
relevant to the learners, this can
include:
work orders,
memo formats,
employee handbook,
employee performance reports,
health and safety documents
and signs,
incident reports.

Think about what the learners need
to do at work and what they need
to understand about how the
workplace functions. For example,
they might not have to fill in
incident reports, but understanding
the process might help them
understand more about what
happens in their workplace.

“Many tutors felt they would
benefit from developing their IT
skills for taking part in Workplace
tutoring. Using the internet to
access ESOL websites and
resources, or find clip art images
is a useful skill.” – Provider

“Some of the literature given to
me by the employers was useful,
the fire safety procedure, for
example.” – Tutor

“Workplace ESOL courses require
a lot of additional preparation time
for tutors to create appropriate
tutoring resources. Turning
workplace documents and
handbooks into suitable teaching
and learning tools takes time and
needs to be reflected in the tutor
contract.” – WEA

Also, learners may not be required
to fill in incident report forms
because their supervisors believe
them to be incapable of doing it.
Find out if writing reports would be
a useful workplace skill for learners
and offer to teach it to them.

“Having done the groundwork
in setting up the course, thanks
to (the co-ordinator) liaising initially
with management, I was pleased
with the good relationship
established with management
and staff. They were always
welcoming and helpful with
any queries, accommodation,
photocopying and supplying
classroom equipment.” – Tutor
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Establishing how the learners hear
about the course and how they
will sign up to be interviewed is
an important part of the process.
There are many ways of
distributing information, and each
workplace may have their own
way of promoting learning
opportunities.

“It is important to have support
for the Workplace ESOL
programme from management at
all levels. Senior management are
best positioned to encourage the
entire workplace, at all levels, to
support the programme. Employee
supervisors need to see the value
of the learning, too, as their
backing is important to the
learners.” – WEA

Depending on the workplace, it can
be important to make clear early
on to everyone that expressing an
interest in an ESOL class does not
guarantee a space in the course. In
some workplaces, oversubscription
might not be a problem, but in
others it is best to avoid
disappointment. If there is a lot
of interest for a course, employers
might consider planning for a
second round of classes or splitting
the learners by language level into
two separate classes.

Courses can be advertised in many
ways:
word of mouth
payslip inserts
posters on bulletin boards
flyers
information sessions

While it should be possible to
advertise the course through word
of mouth or internal
announcements, the employer and
the coordinator must agree that no
one is compelled, or made to feel
compelled, to attend the course.

Information sessions are a good
way of advertising an ESOL course
and gauging interest within a
workplace. With the help of the
employer, the tutor or co-ordinator
(or both) speak briefly to groups of
employees and tell them about the
proposed ESOL training, finally
asking that anyone who is
interested in learning more about
the classes sign a sheet. Ideally,
the employer will be able to bring
the employees together in a
manageable group. However,
tutors and co-ordinators may in
some workplaces find themselves
speaking to a very large group (on
a factory floor).

Wherever possible, every
employee who indicates interest
is interviewed. Even if someone
is not eligible for the proposed
training, an interview could indicate
another training opportunity within
the company that could be
reported back to the employer.
An interview is also a good
opportunity to signpost and refer
learners to other providers or
learning opportunities if the
proposed Workplace ESOL course
is not suitable. Also, any interview
is a good opportunity to find out
what the general attitude is
towards ESOL learning or to
identify possible topics to cover
in the course.

See Case Study 5

See Example 7
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Example 7

Free English Classes!
Tuition in English for Speakers of Other Languages

(ESOL) is available to you free of charge now!

If you are working and English is your second language
attend our classes which can be held at your place of work.

This tuition will help you:

Communicate better with colleagues and friends

Build your confidence

Get more from your job

Improve your career prospects

Prepare for further education

Find out more about Scottish culture

To find out more about these free English classes please:

Talk to your manager
Or contact:
(Workplace ESOL Co-ordinator)
Workplace Literacies (including ESOL)
WEA Scotland

Tel:

Email:
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Case Study 5:
Expect the Unexpected

Sometimes the needs assessment process can bring up learning
issues of which the employer is unaware. Workplace ESOL
co-ordinators are usually brought in when employers identify
a communication problem related to language, but co-ordinators
need to be open to other issues, as well.

In one large manufacturing plant, the tutor and coordinator did
several stand up information sessions for groups of thirty or more
employees. After the sessions, they passed a sign up sheet around
the group for anyone interested in a personal interview and
assessment. When it came time for interviews, they were surprised
to find that several indigenous speakers of English had signed their
names to the interview list.

Rather than refuse to interview the indigenous speakers on the
grounds that the classes were unsuitable for them, the tutor met
with each employee individually. She explained what the ESOL
classes were and then spoke to them about why they had signed
up for interview and what learning they would be interested in
themselves.

When the tutor reported back to the employer on the needs
assessment process, she included the information she had received
from the indigenous speakers, making sure she had information
available on all aspects of learning highlighted in the assessment
stage.
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This step is a multi-stage process
and takes place with several
groups within a workplace:

supervisors or managers –
generally best as a focus group,
but they can be approached
individually as well (Appendix C);
learners – either individually or
in small groups (Appendix D);
other people in the workplace
that the learners have contact
with, like team leaders, line
managers and office staff.

Employer Needs Assessment
Questions for supervisors and
team leaders include:

Which employees will participate
and why?
Who do the employees need
to speak with at work?
Who speaks to them?
What do they need to read
or write?
If they are not reading or writing
now, is there anything it would be
helpful for them to read or write?
What one thing would make the
employees job easier or allow
them to advance?
What one thing would make the
employers or supervisors job
easier?

“The driver needs to converse
with the public and his colleagues.
We need our drivers to be able
to read signs, forms and route
destinations. They also need to
converse with emergency services
and give correct information.”
– Employer

“Not all employers have specific
workplace goals in mind when
they decide to offer Workplace
ESOL courses. Speaking English
at work may not be vital in a single
language workplace, but
employers may want to help their
employees integrate into the
community and enjoy their lives
in Scotland more.” – WEA

The final two questions can identify
concrete and achievable topics that
the tutor can teach in early classes,
something that will have an
obvious and constructive effect
in the workplace. In addition to
being of benefit to the learners
this creates a positive relationship
with the employer when they see
that the workplace ESOL class is
addressing issues that they have
identified as significant. This
positive relationship will mean
more and better support for the
course which can make a big
difference both to the tutor and
to the learners.See Appendix C

See Appendix: C,D
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Name(s) and
departments:

Language skills needed (prioritise by number 1, 2, 3, 4)

listening speaking reading writing

Listening/understanding
Who speaks to the (try taking them through an average day in order to be thorough)
employees that will

be in the class?

What about? (take notes as they come up from above)

Speaking
Who do the (be sure to ask ‘ideally, who should they be able to speak to?’)
employees
speak to?

What about?

Reading
What do you want

the employees
to be able to read?

Writing
What do the

employees need
to be able to write?

General
What can I do for

learners in this
course to help you

with your work
as their supervisor?

Staff members of this small family-run hotel.
The families for whom Kxx cleans.

Work in the grounds. Cleaning methods and materials.
Healthy lifestyles.
Accents sometimes make this difficult.

Other staff, often using the other Polish staff as
interpreters
visitors, by chance as they go about their jobs

Greetings.
Responses to employers instructions and suggestions.

Labels on cleaning materials, mostly.

Nothing specific

The owner’s first concern was for the learners to develop personally
and socially. This holistic approach includes:
• Learning not to rely on pre-cooked junk food,
• Learning about the geographical and historic features of the area,
• Encouraging them to get out and about, whether on foot, bike, or
by public transport,

• Encouraging them to go to local events or clubs
• Helping them improve their English

Mrs. XXX, Proprietor of the Hotel

Axx – reception and housekeeping

Bxx – Assistant to Axx

Appendix C Needs Assessment Supervisors/Other Workplace Contacts

1 3 2 4
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Social Interaction
The starting point in the delivery
of all WEAWorkplace Learning
activity is the Learner. Curriculum
is negotiated and developed around
the individual learner’s purposes and
goals and embedded in the wider
social context of the workplace.

“There is quite a range of English
language experience in the group,
but they support each other. It is
useful that they share social, as
well as work life experiences, and
these can provide useful themes
for talking and writing.” – Tutor

It is important to ask about social
interaction within the workplace:
when do employees get breaks,
where do they take them? The
tutor could even ask if there are
any popular topics of conversation
among co-workers – does
everyone watch EastEnders, follow
the local football team? Social
interaction and casual conversation
with co-workers is often one of the
first improvements that employers
will notice and make positive
comments about.

“The two (members of staff) in
the kitchen seem happier. I think
they feel more like part of the
team. They feel valued. They are
not afraid to ask questions now.”
- Employer

Learner Needs Assessment
The purpose of the Learner Needs
Assessment Tool is to measure
language skills in all four areas:
listening, speaking, reading and
writing.

The information provided by the
Learner Assessment Tool should
give the tutor a good
understanding of the overall
language level of the learner. This
information will assist the tutor
with planning lessons, pitching
tutor language in the classroom
and grading language tasks.

Remember that everyone who
signs up for information about
the course should be interviewed
if possible.

Conducting the Assessment
“I found the learner assessment
tool easy to use and it enabled us
to identify two different groups of
learners: one at around Access 2,
the other around Access 3. If the
tool is used flexibly, allowing for
prompting where necessary, then
perhaps the learners might feel it
is not being presented as an
‘exam.’” – Tutor

The assessments are not tests or
exams, but a means for the tutor
to discover the learners’ goals and
needs. To make the assessments
as stress free as possible for the
learners, always explain that they
are being assessed to establish
what language skills they have,
and which they need to develop.
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Tutors can further lower the stress
level and put learners at ease by:
using an appropriate approach to
introducing the assessment (for
example body language, choice
of words, tone of voice);
allowing the option of an
interpreter (ensure that the
interpreter only explains the
purpose of the assessment and
instructions but does not
translate any of the assessment
tool);
explaining that only the tutor will
see the completed assessments;
ensuring there is sufficient time
available for learners to complete
the assessment;
emphasising that learners can
stop whenever they want.

The Learner Needs Assessment tool
included in this document is in two
parts: a listening speaking
assessment in the form of an
interview with the tutor or
co-ordinator and a reading and
writing task that the learner
completes.

“The learner assessment tool
was useful as a starting point. The
writing part was a bit intimidating
to a particularly diffident learner,
and we agreed not to assess her
writing at that time.” – Tutor

Where the Learner Needs
Assessments take place, and how
much time the tutor can give to
them help determine the form that
assessments will take.

If it is possible to spend 20-30
minutes with each learner during
an assessment, the tutor begins
with the listening and speaking

interview.
Explain the purpose of the
interview and the reading
and writing assessments.
Begin with the interview which
helps to put the learner at ease
and establishes a relationship
between learner and tutor.
After the interview, the learner
can progress to the reading and
writing tasks.

If time for assessments is limited,
the assessment tool can be used
with groups of learners.
Explain the purpose of the
reading and writing assessments
and the interview.
Give each learner a copy of the
reading and writing assessment
tool and explain how to complete
it.
As each completes the
reading/writing assessment, the
learner comes to the tutor for the
interview. Because learners will
finish the reading/writing
assessment at their own pace,
the tutor will have a steady
stream of interviews without
leaving learners waiting too long.

“Although there were differences
in language skills between the
learners, I would say it was a
manageable range, and I think
this helped to make the course
a success.” – Tutor

The assessments identify the
language level that the learners are
working towards and are based on
the SQA NQ ESOL Qualification
levels. The speaking and writing
assessments will also gather
information about their work, their
interests and their language needs.
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Listening and Speaking
Assessment: The Interview
This step is divided into two
phases.
In the first phase, in addition to
gauging the learners’ ability to
speak and comprehend, the tutor
gets information about the
learners’ background. Most
learners, even beginners, should
be able to answer some of these
questions.
In the second phase, learners
have an opportunity to talk about
their work, their language learning
and their interests. If learners
struggle to understand or answer
these questions, it is best to
conclude the interview and try to
get this information later, in class,
when the learner has more
confidence.

The final page of the interview
form provides a space for the tutor
to record the language level that
the learner is working toward and
to make any notes arising from the
interview relating to language skill.
There is also space to record the
results of the reading and writing
tasks.

The Reading and Writing
Assessment
This step is multi-phased. Ask
learners to begin with the first task
and work through the tasks until
they become too difficult. If a
learner seems reluctant to stop
working on a task that is too
difficult, the tutor might need to
set a time limit at this point; for
example, tutors might say that the
learner will have no more than
5 or 10 minutes to complete this
portion of the assessment.
The first two pages of the
assessment determine if the
learner has any difficulties with
literacy in English. If a learner is
able to complete the tasks
without help, it can be assumed
that literacy is not an issue. If the
learner is unwilling or unable to
begin, the tutor can read the
statements to the learner and ask
them to indicate the
corresponding picture.
The tool will assess a learner up
to the stage of Intermediate 1,
as defined by the SQA NQ ESOL
qualifications, and is designed
so that the tasks become
increasingly difficult.

If learners are taking an SQA
qualification, the initial assessment
information will also give the tutor
a clear idea of which level of Unit
the learner should be working
towards.

“Learners have been much more
interested and motivated since
embarking on work towards a
qualification.” – Tutor

See Appendix D
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Personal Information
What’s your name? First name and surname

(please tick one) Male Female
What is your address?

Postcode

What is your phone number?
What is your date of birth? DD / MM / YYYY

What country are you from?
What languages do you speak?
When did you come to Scotland?

How long do you plan
to stay in Scotland?

Education
Level of education?

(for example how many years did
the learner go to school)

Have you ever studied English
before?

If so, where and for how long

Employment
Hours worked: full time part time seasonal

unemployed other
What is your present job?

How long have you worked here?
Have you worked anywhere

else in the UK?

What was your job in your
home country?

01/01/1981

Philippines

Tagalog / English

2 years ago

2 more years

University : Management of tourism BA

no

no

Housekeeping

6 months

Leather factory

Tour guide

�

Appendix D Workplace ESOL Learner Assessment Tool
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Employment
Who do you

speak to at work?
Who speaks to you?
What do you have to

read at work?

What do you need to
write at work?

Do you need to use
numbers in your job?

In your job, what is
the most difficult thing

to do in English?

If you were taking an
English class, what
would you like help

with the most?

What are your goals?
What do you hope to
be doing in 2 years?

in 5 years?
in 10 years?

What are your hobbies
and interests?

Notes Slightly better than the others. He has Scottish friends and
is self-taught, so he’s able to communicate better. However,
it’s still very basic and he gets frustrated because he’s
unable to express himself. He’s never studied English
formally, so I think he’ll benefit from the class as much as
the others. Acts as a go-between and translator.

Managers and supervisor – acts as translator for the others

Notice Board - Job of the Day

Nothing

No problems

Accents are difficult.
Lack of vocab is frustrating: he can’t say what he wants

He’d like to be more polite to guests, to know the right
words and phrases to use

Don’t know. Working too hard right now.

Appendix D Workplace ESOL Learner Assessment Tool
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Learner

Appendix E Examples from several sources

CCoo--wwoorrkkeerrss

• Communicate as part
of a team

• Follow instructions
• Engage in informal
conversation

• Use strategies for
clarification and
repetition

LLiinnee--mmaannaaggeerr  //
SSuuppeerrvviissoorr

• Complete daily
reports

• Complete incident
and accident
reports

• Take telephone
messages

CCiittiizzeennsshhiipp

• Scottish language
• Scottish culture
• Spoken language
• Vernacular

RReellaattiivveess

• Get information
about residents

• Respond to relatives
questions

• Participate in
telephone
conversations

• Take telephone
messages

RReessiiddeennttss

• Engage in informal
conversation

• Ask and respond to
resident’s questions

• Health related
• Needs
• Wishes



The Communication Network
Diagram
All of the information gathered
through the needs assessment
process will help the tutor to plan
for the Workplace ESOL Course,
and to start setting goals that are
achievable for the learners. A
Communication Network Diagram
(CND) (Appendix E) is a useful first
step in organising information.

The purpose of the CND is to help
the tutor define goals and develop
a workplace ESOL course based on
the learner and the interactions that
they have in the workplace and the
larger community. It will help the
tutor to see at a glance who the
main stakeholders are in the
workplace ESOL course and to
define what interactions the
stakeholders have with one
another. The CND also helps the
tutor in creating Individual or Group
Learning Plans (ILP and GLP)

“For me, the Communications
Network Diagram helped to clarify
what was relevant to the learners
and so helped with lesson
planning.” – Tutor

The CND could be used in two
ways.
The tutor could develop one
CND for the entire class with
information from the interviews
with learners, supervisors and
managers, as well as from the
information gathered on the tour.
In this case, the CND can inform
a GLP.
It is also possible for the tutor
to build CNDs for each individual
learner, perhaps with the learners
as a group task in an early class.
It will help determine what
personal goals the learners have
and provide information for an
ILP.

In either form, the CND is a
valuable tool for tutors throughout
the course: 
to define and refine goals; 
to check for the relevance of
a planned topic or activity;
to make sure all aspects of the
learners’ lives, both in and out
of work are being given
consideration in the course.

“Some aspects of the course
framework were really useful. The
CND and action cards proved to be
good points for discussion. With
the beginners group, we did one
CND for the whole class while the
more advanced group did one each
after some discussion.” – Tutor

See Appendix E
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Tutors may wish to complete a
more formal ILP as a way for
learners to articulate their personal
goals for the course, an example of
an ILP is given in Appendix F. It is
strongly recommended that tutors
adapt the example ILP for their
learners/workplace.

See Appendix F



Step Five: Goal Setting
A Guide to Organising Workplace ESOL Learning

43

Workplace ESOL Goal Sheet
Based on the Workplace ESOL
learning principle that it is often
more effective to “teach less but
teach it better”, workplace ESOL
learning objectives are a short list
of goals identified by the learner,
the employer, the union
representative and the tutor. Other
concepts and topics will naturally
be introduced during the course,
but the focus will be on a few very
targeted goals recorded on the
Goal Sheet (Appendix G).  

“After the first assessments, it
was clear the learners had limited
English skills. They were unable
to express their own thoughts and
opinions about what they wanted
to learn. By the time we were half
way through the course, we had
established a good group and they
knew each other much better. I
was then able to ascertain from
them what they wanted to cover
for the latter half of the
programme.” – Tutor

All of these goals emerge naturally
from the preparation of a
Communication Network Diagram.
The method of measuring success
in achieving the goals should be
indicated on the form as well.

See Appendix G

Understand workplace policy surrounding unplanned absence from work

Learners know the phone number to call when they can’t

get to work

Learners can identify themselves and their supervisors

and spell relevant personal information

Learners can describe simple illnesses (cold, flu) and

appointments (dentist, hospital)

Goal 1
Learners will:

Indicators of success:
Learners can… a)

b)

c)
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Examples taken from several goal sheetsExamples taken from several goal sheets

know about other tourism businesses in the local area.

learn more about their workplace.

will: be able to follow instructions.

follow tutor’s instructions

use vocabulary like ‘take’ ‘bring’

remember steps in a sequence.

describe orally a room on the grounds

write a paragraph for the website

match pictures and place names.

correctly pronounce place names.

give detailed directions from a town plan.

discuss the history of the hotel

be able to use currency and order food and drink.

know the names of canteen food regularly served.

know the denominations of money.

count change.

know the names of places of interest to tourists.

describe tourist sites

identify local landmarks

Appendix G Workplace ESOL Goal Sheet 
Workplace:

Tutor: 
Date:

Goal 1
Learners will:

Indicators of success:
Learners can… a)

b)
c)

Goal 2
Learners will:

Indicators of success:
Learners can… a)

b)
c)

Goal 3
Learners will:

Indicators of success:
Learners can… a)

b)
c)

Goal 4
Learners will:

Indicators of success:
Learners can… a)

b)
c)

Goal 5
Learners will:

Indicators of success:
Learners can… a)

b)
c)
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The goals will often be added to
and refined during the first third of
the course as the tutor comes to a
clearer understanding of what the
learners are capable of achieving.
Sometime soon after this, the tutor
should submit the goal sheet to the
co-ordinator and possibly meet to
discuss it, perhaps sharing it with
the project team. The tutor can
make further changes if necessary
as the course develops, with
regular updates to the co-ordinator.

“The group did some work on
Doric since they had experienced
difficulty with the dialect used by
customers and colleagues.”
– Tutor

The goals, in an appropriate form,
should also be distributed to the
learners so that they have a sense
of where the course is going. As
they gain in confidence, learners
may want to add to the goals and
suggest topics.  

“Last term, work round health and
doctors’ appointments didn’t seem
useful because learners take a
friend to translate. However, we
had an interesting discussion
around what you get in the
chemist, with lots of unexpected
questions about what you can buy
over the counter.” – Tutor

The tutor should fill in a lesson plan
and/or record of work for each
class (Appendix H). It helps to
provide the main objectives or a
brief plan for the day to the learners
at the beginning of every class and
to invite them to add to the agenda.
Tutors should keep these records
and submit them to the coordinator
at the end of the course.  

“I found the daily lesson plan
template very useful for keeping
track of all the classes. I teach
another elementary class at a
college. I was able to reuse and
develop much of the same material
between these classes, as they
share many of the same
difficulties.” – Tutor

See Appendix H
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*In the case of an SQA accredited course, please make
a note of the which outcome you are working towards

Appendix H Record of work:

Workplace:
Tutor: 

Dates of course:

Date of Class     Topics / Work covered *

Appendix H Daily Lesson Plan:

Workplace:
Tutor: 
Date:

Objective Activity Time

In case of SQA accredited course, please identify outcome



Tutors have the choice of a number
of different ways of assessing the
learners’ progress and giving
feedback to the learner. The choice
will depend on a number of things:
the language level of the learner
the number of learners in a
course
the length of the course (which
has an effect on how much time
tutors will feel it appropriate to
devote to ongoing assessment)
whether the course is accredited
the expressed desires of the
learner

The following are some of the
ways the tutor might choose to
build feedback and evaluation into
the course.  

Check-in and Check-out
Checking in is much more than
asking learners the standard
“How are you? How was your
weekend?” questions. While those
questions are good for warm-up,
‘Check-in, Check-out’ questions
can actually be the most important
part of the course evaluation
process.  

At the beginning of each class the
tutor can take 5 -10 minutes for
learners to report on how they
have used the English they are
learning. Learners can also present
language problems or questions for
the tutor or the group to help with.

This may be a time for learners to; 
ask about an idiom or expression
that was new and confusing;  
tell the group about a success
that they recently had, such as
using English for the first time
to get a bank loan or to ask the
supervisor for help;  
suggest a topic for English study,
such as filling in a dental form or
reading product labels; 
set new personal goals, such
as “I need to speak English to
someone at lunch-time at least
once every day.”

“The initial check-in tends to
determine the order and emphasis
of the session.” – Tutor

Similarly, check-out can be a time
for learners to think about what
they have learned in class that day.
The tutor can allow 5-10 minutes
to ask questions and encourage
discussion. Ask learners to reflect
on questions like:

What did I learn in this class? 
When and where will I use what
I have learned? 
What will help me to remember
what I have learned?
What kind of questions might I
ask in check-in time next class? 

This last question encourages
learners to seek out opportunities
to expand their English, and to see
class as a place that has relevance
for solving everyday problems. It
should also help learners to further
develop their language learning
skills, particularly in short courses
as learners can then use these
skills to improve their English
independently.

Step Six: Feedback to Learners
A Guide to Organising Workplace ESOL Learning See Appendix: I,J,K
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“The check-in, check-out
questions at the start and end of
the sessions proved to engage
learners and helped to evaluate
their progress in line with their
identified needs.” – Tutor

Recording the kinds of questions
and topics that arise during ‘Check-
in, Check-out’ will be valuable for
tutors in setting new goals and
planning activities. It will also
provide useful information on how
individual learners are progressing
and so helps with evaluating and
reporting on the course.  

“The group developed a ‘catch-up’
or discussion time at the start of
class where they talked about the
previous week in English. I was
delighted with it as they did their
very best to express themselves
in English rather than reverting to
their mother tongue.” – Tutor

Action Cards

Action Cards are a transfer of
learning activity that will help
evaluate progress outside of the
classroom. Action Cards (Appendix
I) are a mini-contract that learners
make with themselves to use the
English they have learned. 

“Some of the group don’t seem
to have many opportunities to
practice their English language
skills outside work. (Learners) tend
to share accommodation with
other Polish people so don’t have
or don’t seek many opportunities
to socialise. Many now have
access to Polish television, which
is good, but again, may reduce
the opportunities to use spoken
English.” – Tutor

On the Action Card, learners simply
write a short statement of how
they plan to use some of the
language they have learned once
they leave the classroom. Learners
commit to carrying out that action
before the next class. The act of
writing the action on paper makes
the learners’ commitment to do it
more serious. 

“A trip to the library was very
successful and learners were
introduced to all the facilities
on offer there. They were very
impressed by internet access as
well as the huge range of local
information.” – Tutor

See Appendix I
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The action could be to perform
a task in English:
I will give my opinion at the next
staff meeting.
I will give someone
a compliment.
I will ask my supervisor
if she had a nice weekend.
I will talk with someone
in English at coffee break.

The action could be more linguistic:
I will use the present continuous
tense (if you have been studying
it). 
I will pronounce the “th” sound
when speaking to someone.
I will use ‘a new word learned
in class.’

Action Cards also provide an
opportunity for evaluation when
the learners report back on their
success in the next class. Learners
can also record the results of their
attempts on the back of their cards
and bring them into class for the
tutor to collect. If tutors keep a
portfolio of the successes and
challenges learners have
experienced, they have valuable
information to pass along to the
Project Team and to motivate and
encourage the learners.

“Introduced Action Cards: write
a personal shopping list; learn to
spell six new words. We’ll see
if it works!” – Tutor

Appendix I Action Cards:

Action Card: Before next class, I plan to …

Action Card: Before next class, I plan to …
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Conversation Logs
Conversation logs (Appendix J)
are another transfer of learning
technique that can double as a
formative evaluation process.
These logs give higher level
learners the opportunity to evaluate
their own progress in using what
they have learned.  

At Check-out, learners can discuss
where and with whom they will
use English before the next class.
The next time the class meet,
learners log their success on the
form. Answers to the question
‘What did you find easy to say?’
‘What did you find difficult to say?’
‘Was there more you wanted to
say?’ can help tutors identify new
goals or areas of the course
program they want to expand.

Conversation logs work best with
intermediate or advanced learners
who can articulate well on paper
but a simpler, oral version could
work in a beginner level class, too.

See Appendix J
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Appendix J English Conversation Log

(You may use either English or your first language to answer.)
Name:
Date:

Who did you speak
English with?

What did you say?

What did the other
person say?

Was there more you
wanted to say? 

Explain.

Rate your success
using English: 1 2 3 4 5

not good ok good
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Learner Report:
The Learner Report (Appendix K)
can be completed with learners at
any point in the course, as often as
the tutor finds helpful. The report
will provide informative feedback
from the tutor to help learners think
about their learning and consider
what their goals and objectives are.  

If the tutor feels that a particular
learner is losing interest or
struggling with the course, the
Learner Report might help that
learner regain some focus and will
help the tutor see if there is any
other support that can be offered.
Going over the skills and objectives
they have already covered is always
important and might prompt
learners to think about where they
would like to progress to.

The Learner Report outlines the
main skills and objectives that the
learner has been working on and
checks off progress as beginning,
developing or completing. The
open-ended comment section
of the report is written for the
learners in language and terms
that they will understand.

The attendance section of the
report is a good opportunity to
discuss causes for poor attendance
with a learner when there is a
problem with a view to overcoming
barriers. It is also an opportunity
to comment positively on good
attendance.  

The report also allows tutors to
point out the inevitable results of
non-attendance: apart from the
detrimental effects on learning,
poor attendance could well mean
that learners do not receive a
certificate at the end of the course.
Indeed, if the course is accredited,
learners may find they have not got
the skills to successfully complete
the final assessments. Even in a
non-accredited course it is useful
to tie attendance to receiving a
completion certificate: for example,
a tutor may stipulate that learners
must attend at least 80% of
classes (16 out of 20), to gain
their certificate.  

If classes take place during work
time, and learners are paid to
attend, attendance can be a crucial
issue. In this case, learners should
be aware that their attendance will
be reported back to the employer. 

See Appendix K
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Appendix K Workplace ESOL Learner Report

Learner: 
Course: 

Skill/Objective Beginning Developing Completing

Comments and suggestions about your language learning:

Attendance: (actual days/possible days)

Your attendance Your attendance Your attendance 
is good: is satisfactory: is not good and 

slows your progress:

Date: Tutor’s signature:

Learner’s signature:

�

�

�

�

General conversation 

Using the correct verb tense

Speaking to co-workers

Asking questions at work

Speaking about the past

�

�

You are becoming a lot more confident in your English and a lot
more relaxed in class.  

Your fluency is improving.

Keep practicing at work and at home – especially with your partner
and neighbours

14/15
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Throughout, tutors keep in close
contact with the coordinator in
order to pre-empt any problems
that may arise. As much as
possible, difficulties should be dealt
with between the tutor and the
employer representative. However,
the tutor should alert the
coordinator to any significant
changes;
poor attendance 
major changes to course
outline or goals 
learner successes 
difficulties
class cancellation by the
employer

This is particularly true if the tutor
has already spoken to the
employer and there continues
to be a problem.  

“During January, staff worked
fewer hours and did not attend if
they were not on shift on the day
of class.” – Tutor

It is a good idea for tutors to speak
with their learners’ supervisors
regularly where possible. Informal
meetings give tutors an opportunity
to update supervisors on learner
progress and ask for further class
content suggestions.  

Checking in with supervisors and
managers is a good way to keep
up the profile of the course and
demonstrate that employer
comments and feedback are
important. Ideally, the tutor
establishes a presence in the
workplace as a reliable and regular
resource and makes a habit of
talking to course contacts regularly.

“I arranged a lengthier meeting
with the supervisor and brought
him up to date. He gave me a
further explanation of a tricky
form!” – Tutor

It is essential to:
arrive a few minutes early for
lessons to set up the class and
do any photocopying required;
stay afterwards to clear up.

About 10 minutes before and after
each class for set-up/clear-up and
photocopying is ideal, but this will
depend on the workplace.  

If tutors feel that the course is not
going well and find the employer
difficult to speak to and unhelpful,
they should contact their co-
ordinator. The co-ordinator should
call a project team meeting to
discuss the issue. The support of
the employer is vital to the success
of any course and if a workplace
appears to become unsupportive
the co-ordinator needs to find out
why. Often, a meeting to discuss
the course and the problems that
the tutor is having is enough to
smooth the way.  

See Case Study 6
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Case Study 6:
Making Time to Say Hello

A good relationship between the tutor and the supervisors or
managers in a workplace can sometimes be useful in unexpected
ways. Any information the tutor has about the workplace and how
it operates can influence the course.  

One tutor in a small manufacturing company made a habit of coming
into the office early on teaching days to photocopy handouts for the
learners and chat with the office staff. One day, in a casual
conversation, a manager told her that an employee (not one of her
students) had been dismissed after making a serious error in
measurement that ended with an entire order being scrapped.

The tutor asked if measurement was a problem generally in the
factory and if it would be helpful to cover some basic numeracy in
class. The manager agreed that she would teach a couple of lessons
reviewing the language surrounding basic maths and measurement.
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The end of the course is marked
by four very important events:

evaluation of the course 
reporting
recognition of the learner
meeting to plan next steps

Evaluations
At this stage, all stakeholders
in the Workplace ESOL course
will complete evaluations.  

Learner Evaluations
Tutors create an evaluation for
learners based on the form in
Appendix L. The first page of the
evaluation is made up of ‘I can…’
statements based on the goals
that were set for the group. In
the example, the first and last
statements have been filled
in as an illustration. 

For example, if the goal was to 
‘understand workplace policy
surrounding unplanned absence
from work’, 

the tutor might include the
statement 

‘I can phone work to say
I am sick’

The learners then choose how true
the statement is for them: smiley
faces are used as indicators on the
sample form. More able learners
can be asked to fill in the goals
themselves, based on their ILP and
they might prefer to choose from
‘very well’, ‘quite well’, ‘okay’ and
‘not well’ when rating their
understanding of a topic.  

The back of the form allows the
learners to evaluate the course and
the tuition. The statements here
can also be changed to reflect the
individual course. 

Tutor Evaluations

Tutors will also fill in an evaluation
of the course (Appendix M). The
purpose is to evaluate how well the
relationship worked between tutor
and learner, tutor and employer,
and tutor and co-ordinator with a
view to improving future courses.
The provider may wish to adapt the
form to reflect their own policies
and interests.

“I found the Sound Scotland
Material to be very helpful for
listening with Scottish accents
and covering every day topics
like opening a bank account and
making telephone calls.” – Tutor

See Appendix M

See Appendix L
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Appendix L Course Evaluation - Learner
We may use your comments for reports and publicity.
If you don’t want us to use them, please tell your tutor.

Course:
Tutor:

Day and time of class:
Topic �
I can  
I can
I can
I can
I can
I can
I can
I can
I can

Other comments:

Topic

The English I learned in this class helped … My life 
Me My family My job in Scotland

More comments:

I feel more confident about English.

�

ask questions when I don’t understand something

speak better

pronounce better

understand more medical vocabulary

make questions correctly

use present tense correctly

do my employee development questionnaire

learn language by myself and with help

understand the safety procedures

I liked this class:

I understood everything:

This class is a good size:

My tutor was helpful:

2 hours was a good length:

10 weeks is enough time for this course:

My English is better now:

I learned a lot in this class:

I think other people would like this class:

I think everything was perfect, but this course should
be longer – 20 weeks!

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

� �
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Appendix M Course Evaluation - Tutor
Please complete at the end of the course

Course:
Name:

Day and time:

The Course:
Were you clear at the start of the course what your goals were? 
Comments: 

Did you spend some time at the start of the course setting goals with the learners?
Did you continue to consult with learners about goal setting as the course
progressed?
Comments:

Were the project team members involved in setting goals in the course?
Comments:

Do you feel you met the goals set?  What evidence do you have to support this?
Comments:

What methods did you use to encourage the learners to participate actively
in the course?

What teaching materials or methods did you find particularly successful or
unsuccessful?

Yes, I was clear about my general goals, to teach ESOL that meets the
demands of all the stakeholders, and is appropriate to the situation of
the specific workplace.

The group gave me a list of what they wanted to learn. They were a very
able group and they seemed to already know quite a lot about what they
wished to learn.

I think so. We did evaluations with everyone.

The learners were much more confident in using their English.  They asked
questions more readily and more clearly. They were much more willing to
talk to me.

I asked them to choose their own topics. They were less keen on workplace
topics, but I mixed them in. At the end of each class, we talked about
what we’d do next time. 

A set of photos of learners at work was great for getting them to talk
about what they did and about other work related topics. 
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Your teaching experience
What did you find satisfying about this course?

What was not satisfying?

What could or should have been done better?

What was most helpful to you in teaching this class?

Was the workplace supportive of the course and of your teaching?
Do you feel there is a place for, or interest in, further courses in this workplace?

Do you feel the tutor co-ordinator provided enough support during the course?

What recommendations would you make to help improve this type of course
in the future? 

Appendix M Course Evaluation - Tutor
Please complete at the end of the course

Thanks for completing this form. All of your comments will help us to continue with good practice and make
improvements in future classes. We may like to use your comments in reports or publicity. If you would rather
we didn’t, please make a note on this page.

Getting to know the group and learning about where they worked.
Being able to address their specific needs when they brought them
up.

A number of the learners dropped out after the Christmas break and
I didn’t learn why.

I wish I’d been able to make better materials for the mixed levels
in the group. Sometimes, I think the better learners got bored.

The feedback from my co-ordinator. She really helped.

They were. I think they’d be interested in more courses.

Yes, definitely.

Mostly, I’d just be more prepared myself. I learned a lot.
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Employer Evaluations
Employers are also asked to fill in
an evaluation (Appendix N). The
purpose of this evaluation is to
identify any problems that were not
addressed during the course, and
to help improve future courses.  

The evaluations also highlight what
worked well, what the employers,
learners and tutors were pleased
with. They provide valuable
information for good practice in
other Workplace ESOL courses,
and will hopefully be full of great
‘quotes’ that will help with
promotion and publicity.
Remember to get permission from
anyone filling in an evaluation to
use their comments in reports and
publicity.  

“The students have grown in
confidence. One learner has been
successful in gaining another post
within the organisation. Before the
course, she felt that her language
skills placed her at a disadvantage
in the hands-on care work.”
– Employer

“Although it was difficult to cover
the floor to allow staff to attend the
course, the end result made it
worthwhile.” – Employer

“I believe that our staff who have
gone through this programme feel
valued as employees and recognise
that the organisation has invested
in them. It has promoted harmony,
good manners, and education
within the staff group.”
– Employer

“A very well organised programme
which paid attention to detail
(relevant to the organisation).
Employees are in a much better
place in terms of job satisfaction
and career progression.”
– Employer

See Appendix N
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Appendix N Course Evaluation - Employer

Organisation:
Name:

Contact details:
Position in organisation:

How did you hear about the Workplace ESOL course?

In what ways did the Workplace ESOL course offer learning that was in tune with
your organisation’s training and development plan?

Did you receive adequate information about the options for delivery?

In what ways did you promote this opportunity to employees?

Did you and your employees receive enough information before the course started? 

Do you feel that the course took into consideration the operational needs of your
organisation?

I was put in touch with the WEA through the local enterprise company.

From the outset the learning was in line with enhancing communication
between the employee and employer to the benefit of both and helped with
our overall philosophy of helping foreign staff settle in the local area
and at work. Our strategic aim is to have an English speaking workforce and
the WEA have been invaluable in helping us in our moves towards achieving
this.

Yes, all areas were explained and revisited to ensure they were still
relevant in our changing work environment. 

Initially through internal advertising and speaking directly with our
employees, and word of mouth.

Yes. We were fully informed at all times.

Without a doubt. The WEA have proved to be flexible and able to cater for
our production demands.

Human Resources manager



61Step Eight: Course Completion and Evaluation
A Guide to Organising Workplace ESOL Learning

Do you feel that the courses delivered were appropriate for the needs of employees
and the organisation?

Is there anything in terms of the delivery or content of the course that you feel could
be improved? 

Do you feel that there was adequate feedback and consultation between yourself,
employees and the Workplace ESOL co-ordinator as the course progressed?

Describe any changes you have noted in employees as a result of attending courses. 

Overall how would you describe the experience of the Workplace ESOL course in
terms of benefits to your organisation?

What learning opportunities might your organisation require in the future?

Appendix N Course Evaluation - Employer

Thank you for taking time to complete this evaluation, your views will help us in
the design and delivery of future courses. We might use the comments you make
here for reports or publicity. Please indicate on this page if you would prefer we
didn’t make use of your comments.

Yes, we have seen a marked improvement in communication and awareness of
all employees who have taken part.

No, I feel the tutors are first class and the content is at the right level
for the students involved.

Yes. I speak with the tutor almost every working day she is on site and I
have regular contact with the co-ordinator, too.

We have seen a marked improvement in all students involved in the WEA
courses. Some involved have now moved on to supervisory positions within
the company with the courses being instrumental in this. Confidence and
morale among the Foreign staff has grown with a real understanding of the
importance attached to learning English as a second language to help ease
their integration in to the local community as a whole.

The relationship between the company and the WEA has been invaluable in
helping us towards our longer term strategic aims in relation to our
foreign workforce and their need to understand and communicate in English.

Both basic and more advanced English lessons will be required in the future
as it is unlikely that the recruitment of foreign staff is going to stop in
the immediate future.
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Final Report 

The tutor and co-ordinator work
together to create a final report.
The report is a summary of
information about the employer
and the course. It should be
general enough that it can be given
to the employer as a summary of
the course, or handed round as a
case study to other people who
are interested in Workplace ESOL. 

Tutors should avoid mentioning
specific learners in the report.
Appendix O contains an outline
and a sample final report taken
from the English at Work course
in the WEA Highland.

Learner Recognition
The project team plans a
recognition event for learners
upon the completion of the course.
The tutor and workplace can invite
outside people to attend (the co-
ordinator, supervisors, managers)
or the event can be attended only
by the employer representative,
the tutor and the class.  

See Appendix O
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Appendix O: Final Report

Outline
1 Who is the employer?
2 How was contact first made with the Provider?
3 What was the motivation for beginning English lessons?
4 Who are the learners (by job title)?
5 What topics were covered?
6 What have the learners said / how have they benefited?
7 What have employers said / how have they benefited?
8 What problems exist and how might they be resolved in future?
9 What has worked particularly well?

1 Who is the employer?
a unique community of
fishermen, farmers,
processors, retailers and
consumers passionate
about great quality and
taste, sustainability,
fair trade and animal
welfare
Employ approximately 125
people: 75 on the floor,
20-30 of those are
migrant workers

2 How was contact first made
with the WEA?
HR Manager contacted us
having read about our
course in the local
newspaper

3 What was the motivation for
beginning English lessons?
The company are an
innovative employer.
Their main focus in
starting English classes
was to help employees
integrate into the
community and develop a
relationship with the
company

4 Who are the learners (by job
title)?
All learners worked on
the production floor –
boning, filleting,
slicing, packing

5 What topics were covered?
Making appointments
Talking about work with
supervisors
Asking for things
Understanding payslips
Understanding the CAB
Describing illness
Understanding signs
around the factory
Employer’s hygiene rules
Safety procedures
English words for
Personal Protective
Equipment
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6 What have the learners said /
how have they benefited?
Large classes (10 or
more) make learning more
difficult
‘I’d like to learn more
about Scottish history
and culture.’

7 What have employers said /
how have they benefited?
Quite keen that language
on a social/cultural
level is achieved before
commencing onto more work
related topics
Employees have proved
‘enthusiastic to learn,’
and there has been
‘improved communication
within the workplace’
tutor is great and brings
great enthusiasm to the
class
Aquascot would like to
develop an ESOL course
for the next 12 months,
plan what classes to
offer and make sure that
employees know that they
will receive ESOL classes
and when.  

8 What problems exist and how
might they be resolved in
future?
Attendance dropped off
latterly – need to re-
advertise the classes and
offer some incentive to
learning such as
accreditation.

9 What has worked particularly
well?
Tutor has been excellent
and innovative
Media has shown interest
in the class – ITV were
up to film and publicise
Employer is very
supportive, allowing the
tutor access to
electronic equipment,
access to the floor to
take photographs, and
encouraging other staff
members to train as
teaching assistants 



Step Eight: Course Completion and Evaluation
A Guide to Organising Workplace ESOL Learning

65

The co-ordinator will provide
completion certificates for any
learner the tutor identifies, if they
are requested (attendance may
play a part in this decision). If the
course is accredited, the project
team may wish to plan a separate
recognition for learners who
achieved the unit. With the
permission of the employer, the
tutor or co-ordinator might want to
notify local press and media about
the recognition event.

Next Steps and Learner
Progression
Finally, there will be a meeting of
the project team to discuss the
completed course and talk about
next steps. If the employer is keen
to go ahead with more courses,
tutor and co-ordinator need to
agree on start dates, class lists and
new objectives. The project team
need to decide if the same learners
will be going forward into another
course or if a different group of
learners will be offered a class.  
In the case of large employers
where only a portion of the people
who expressed an interest in
Workplace ESOL were able to
participate in the first course, there
may already be a list of names
from which to draw a new class
list.  

Sometimes, once the course
is completed the employer will
choose not to continue the
Workplace ESOL programme.
It is important in these cases that
learners are given some guidance
on how to pursue their learning
goals outside the workplace.  
They may wish to attend another
ESOL course with a different
provider and out with their
working hours. 
They may have discovered a new
learning interest as a result of the
ESOL in the Workplace course
which they now have the
confidence to pursue.

At the end of a course, tutors
should be prepared to give learners
information about other learning
providers and other learning
opportunities which may interest
them. Ideas for recommendation
may come from notes of learners’
interests as they came up during
the course or in the assessment
process. 

“The learners benefited from
a good introduction to English
language. The group has gelled
well and been very supportive of
one another. Some learners are
interested in taking up other
learning.” – Tutor

Employers and their employees
will appreciate the value of
Workplace ESOL classes but the
learning experience will also be
meaningful as the learner feels able
and encouraged to look into other
learning opportunities.  

See Case Studies 7, 8
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Case Study 7:
New Doors Opening

The WEA had been running successful Workplace ESOL courses
at one small manufacturing company for three terms. Classes were
small, four or five learners each, and targeted to improve the
language that the employees and their employer wanted. They had
recently begun offering SQA accredited ESOL units to the learners.

Much to his surprise and satisfaction, the factory manager was
approached by three of his native English-speaking employees. They
were aware of the Workplace ESOL courses and knew that ESOL
learners were being offered SQA accreditation in their class. These
employees asked whether they could access this kind of learning
as well. 

The WEA’s Workplace Literacies co-ordinator met with the factory
manager and this employer is now in negotiations to run both
accredited ESOL and accredited Communications courses in the
next term.  
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Case Study 8:
A Developing Relationship

This company has had a large migrant workforce for years and
recognised early on that language learning was going to be very
important to them. Initially the company encouraged their employees
to attend general their ESOL classes in the community. However,
in January 2006 HR Manager, asked the Workers’ Educational
Association (WEA) to provide ESOL classes on-site through their
English at Work programme. 

The company provided premises, class time at shift end, and support
from charge-hands and line managers, who have all made
themselves easily available to tutor and co-ordinator for consultation.
They have given factory tours to the tutors, allowed photographs to
be taken, and provided materials for producing learning resources. 

What started in 2006 as a single class offered twice weekly has
developed into a programme of courses throughout the year. The
WEA and the employer have agreed to offer ten week ESOL courses
from February to April and again from May to July each year, carefully
avoiding peak production times in the factory. They offer two courses
each term meaning classes are running in the factory four days a
week. Recently, the employer has begun offering SQA accredited
ESOL courses at Access 2 and Access 3. 

The value that the company attaches to the Workplace ESOL courses
is apparent in the time and resources they willingly commit to
keeping them going. This is one of many employers who have agreed
to fund part of the tutor’s salary as a step toward making Workplace
ESOL courses sustainable over the long term.  
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Below is a checklist for tutors and/or co-ordinators to track 
how the course is progressing 
the paperwork 
time spent on each stage

Course Development DATE

Project Team established
Tutor appointed
Workplace tour
Workplace documents collected
Course advertised
Learners sign up
Employer Needs Assessment
Learner Needs Assessment
Communication Network Diagram
Workplace ESOL Goal Sheet started
Start dates and times confirmed

Course Delivery DATE

Goals and Objectives revised and refined
Daily lesson plans / records of work completed
Establish review and feedback
Regular reports to employer

Course Completion and Evaluation DATE

Conduct Employer Evaluations
Conduct Learner Evaluations
Complete Tutor Evaluation
Final report
Learner Recognition
Recommendations for Progression
Meeting to Discuss Next Steps
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It is always possible that a
Workplace ESOL course will not
unfold as expected. 

Tutors and coordinators may
find that the expectations of
management and/or the
employees are not being met
or are very difficult to meet.  
The employer may not have
clearly thought out the reason
for offering Workplace ESOL
or communicated it to the tutor,
to the supervisors, or to the
employees.  
Supervisors may resent their staff
being unavailable for work during
ESOL classes.

Whatever the situation, issues
should be addressed quickly and
wherever possible defused.

“The shift managers and General
Manager displayed a ‘the quicker
we do this, the quicker we get it
over with’ attitude. There was no
interest or involvement despite
initial requests to sit in on classes
and provide regular feedback from
the factory floor.” – Tutor

Because they generally work on
their own, Workplace ESOL tutors
do not have a colleague down the
hall who they can ask for advice
so they can feel isolated when
the course is not progressing as
everyone hoped. It is important
for tutors to develop allies at the
workplace. Dropping in to teach

the class and going home after
class will only increase the tutors’
isolation.  

The tutor needs to become
a recognisable part of the
workplace; supervisors need to
know them by face and by name.  
The Human Resource or Training
Manager responsible for getting
the class started wants it to
work, and might like to get short
updates every week or two on
how things are going.  

All stakeholders are more likely to
help when problems arise if they
felt included before problems start.

“The Christmas holiday was an
unfortunate and de-motivating
break in the course after which
some of the learners did not
return.” – Tutor

The co-ordinator is also an
important resource for the tutor
and employer. If the tutors find
they are not getting support from
the employer with a problem, they
can ask for advice, or for a meeting
with the concerned parties to sort
things out. If the issues are causing
a problem for the learners, tutors
can try to find a way to help them
resolve their own problem. If the
issues are causing tutors a
problem, coordinators can advise
on the rights and responsibilities
of a tutor.
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Always go back to the beginning
and ask: 
What am I being asked to do?  
Who am I being asked to teach?  
Do learners know why they are
taking the course?  
Do learners know what’s
expected of them?  
Do employers understand what
can and cannot be done in a
workplace ESOL Course?
What are stakeholder
expectations? Are they realistic?
Can I achieve them?   

It is unlikely that courses will have
to be cancelled if the time was
taken to build support ahead of
time. However, Workplace ESOL
courses are not schools or
colleges. They are learning
opportunities offered in
businesses. From the employers’
point of view, a Workplace ESOL
course will always take second
place to the business interests
of the company. For learners, their
jobs will take priority over the
learning opportunity.   

In the end, it may not be possible
to resolve every situation
satisfactorily. If this is the case,
and absolutely no solution can be
found, then tutors and providers
may have to cancel the course and
consider it a learning experience. 

While there is no method or
framework to follow that will
guarantee a successful ESOL
workplace course, following the
steps and process set out in this
guide should ensure the most
positive outcome for eve ryone
involved.

See Case Studies 9, 10
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Case Study 9: Unforeseen Obstacle

An enquiry which came through to the Workplace ESOL co-ordinator
from a hotel started off positively. The HR Manager was keen to run
classes and they met in November to discuss details. 

The co-ordinator gathered information about the employees, such as
how many would be interested in classes, their nationalities and their
jobs within the hotel. She also explained what would be expected of
the employer. They reached agreement and a tutor was appointed. 

The tutor carried out initial development work, including collecting
workplace documents and taking pictures around the workplace.
The tutor also carried out the learner assessments. 

In early December, the tutor received an email from the HR Manager
to advise that five of the six workers who had been assessed for the
class had handed in their resignations. No explanation was given for
these resignations and as a result of them, the course was cancelled. 

Eventually it arose that the employees who had shown interest were
temporary staff and the employer surmised that they may have
planned to return to their home countries for Christmas.  
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Case Study 10: Production Matters

In October 2007 the manager of a large food manufacturing company
responded to a letter from the Workplace ESOL co-ordinator
regarding ESOL courses. As a result of this contact, the co-ordinator
contacted  potential tutors and confirm their availability before making
any commitment to the employer.

Soon after, the initial meeting between management and the co-
ordinator took place. They discussed the nature of the course and
the manager outlined the current company situation. This large food
production organisation employs a significant number of migrant
workers on both a long-term and a seasonal basis. The employees
have varying degrees of language need. 

The employer was committed to supporting staff, and was
concerned for their welfare and training. However, the high volume
of orders for food preparation industries in the run up to Christmas
meant that under no circumstances could employees be released
to attend learning sessions before January.

At the beginning of January 2008, the co-ordinator met with the
training manager again. The meeting was positive, resulting in an
agreed start date, times and days for two ESOL courses. They made
arrangements for a future meeting to involve the tutors.  

The co-ordinator, together with the tutors, attended a meeting with
the training manager. The two hour meeting included a tour of part
of the factory and a meeting with appropriate supervisors. Two
groups of twelve learners had been identified by the employer from
a list of 80 interested people. Arrangements were made for tutors to
conduct needs assessments and with the learners and supervisors.

Despite appeals from the co-ordinator and tutors, the company
remained firm over the start date. A February holiday shutdown in the
factory meant the course could not begin before mid-March, resulting
in a six month lead-in time for this course.  



The WEA Approach to Learning
A Guide to Organising Workplace ESOL Learning

74

The WEA Approach
to Learning

There is no single correct way to
teach in adult education. But if you
find the style of teaching that best
suits your learners and yourself and
if you start from the assumption
that in adult education the act of
learning and the way in which it is
achieved are just as important as
the subject matter, then you are
some way towards identifying
appropriate teaching methods.
The WEA approach to learning
is always: 

Democratic, and believes that
learners are equal partners and
are involved in all stages of the
learning process. Developing
student control of the curriculum,
methodology, class organisation
and evaluation to meet individual
and group needs embeds the
skills required to participate in
democratic and community
affairs in the learning
environment.

Inclusive, and aims to actively
involve socially excluded groups
and adults in society who have
often experienced barriers to
mainstream education in the past.

Student-centred, and promotes
an approach which values and
builds on life experiences.
Recent research indicates that
new learning experiences need
to be located on, or connected
to existing knowledge and
experience. They should also be
personalised and attuned to the
self interest of the learner.

Co-operative and creates a
supported learning environment
by recognising that learning does
not happen in isolation, a
supportive group and the
opportunity for shared learning
have a powerful impact on the
learning process.

An approach which recognises
the different styles of learning.
As the pie chart shows, as
learners we all have a preferred
style of learning, our brains
process information through our
senses. It is important to provide
a repertoire of strategies to
engage with visual, auditory
and kinaesthetic learners.

Visual 29%

Auditory 34%

Kinaesthetic 37%
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