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Needs Assessment



Anna’s Experience

 Arrived three years ago

 Administrative/Managerial professional

 Currently working in area of expertise

 Prepared extensively before coming

 Felt unprepared for workplace challenges

What is Anna’s country of origin?



Identifying the Need for Helping 

Newcomers Understand Workplace 

Culture in Ontario

 Feedback from Multicultural Centre

 Feedback from Employment Agencies

 Feedback from former students reflecting on 

challenges 



Frequently Heard Reasons for 

Registering for ESL

 Lack confidence in social aspects of the work 
place with both supervisors and co-workers

 Feel isolated at work

 Need guidance on unspoken assumptions, rules 
and expectations in the workplace 

 Need to improve conversational skills

 Need to improve pronunciation



Guelph Profile

 Population: 110,000

 2006 Census:    Newcomers make up 25% of 

the current population of Guelph



Guelph Labour Market

 Academic and Research centre

 Manufacturing centre

 Service sector

 Small administration sector

 Small hospitality and retail sectors



Employer Profile

 Top 10 Employers in Guelph:

 Linamar 8100

 University of Guelph 3700

 Upper Grand District School Board 3400

 City of Guelph 1600

 Guelph General Hospital 1150

 Polycon Mfg. 1000

 Guelph Tool Mfg. 900

 The Co-operators 800

 Cargill 800

 Blount Mfg. 800



What is the Employers’ Perspective?

 Surveys sent to largest 140 employers 

 Asked employers what % of workforce were 
recent immigrants

 Asked if there were any particular challenges 
with hiring recent immigrants

 Asked if employers had special 
orientation/training for newcomers

 Asked for employers’ input regarding needs 



Employers’ Responses

 Low response rate

 No problems with hiring recent immigrants

 No special orientation/training given

 Largest employers (manufacturing): 

 employees with basic English and technical skills

 Medium employers (administration/financial/research):

 employees with specific knowledge

 can rise in company structure

 Small employers:

 often newcomers themselves



Recognizing a Need

Employers seemed satisfied with the integration 

of newcomers into their workplaces

BUT

newcomers were concerned about doing the best 

job they could and integrating with the other 

members of their workplace 



Course Design



Business Communication 

and Workplace Culture

 Workplace culture and orientation to 

professionalism in Ontario

 Pronunciation component focuses on words of 

the workplace

 Idiomatic expressions



Curriculum Development Process

 Workplace Language and Workplace Culture 

curriculum

 Some components pre-tested 

 Pilot involves 3 steps:   i) delivery

ii) review

iii) revision



Course Delivery



Course Structure

 Two 8 week courses

 Run consecutively

 Part 1 October to November 2007

 To be repeated February to April 2008

 Part 2 end of January to March 2008

 Parts 1 and 2 repeated from end of April to June 

2008

 2.5 hours per class per week

 10  students per class



Eligibility and Registration

 Open to those eligible for ESL classes

 Language assessment at time of registration

 Student must have CLB Level 5 

 Needs assessment at time of registration



Course Content



Business Communication and 

Workplace  Culture:   Part 1

1. Networking and Making Connections

2. Work Habits and Office Politics

3. At Meetings

4. On the Phone

5. Email tips

6. You and the Boss

7. Conflict Resolution

8. Presentations



Business Communication and 

Workplace Culture: Part 2

1. Workplace Integration

2. Business Etiquette

3. How to Talk so People Listen

4. Business Ethics

5. Memos and Reports

6. Professionalism in Canada

7. The Legislative Environment in Ontario

8. Coping with Change



Class Format

Every class had three components:

 Cultural information

 Workplace vocabulary and idioms

 Pronunciation focus



Measuring Success:  Phase 1

 Exit test of cultural knowledge and 
expressions

 Learner self-assessment/satisfaction survey

 Employer feedback survey



Measuring Success:  Phase 2

 Class 1 

 Entrance test:  3 workplace scenarios to 

gage knowledge of culture and 

expressions

 Self-reflection on level of understanding 

and confidence



Measuring Success: Phase 2

 Class 8

 Exit test :  3 scenarios similar to entrance 
test to measure extent of gained 
knowledge of workplace culture and 
expressions

 Self –reflection on level of understanding 
and confidence 

 Learner satisfaction survey

 Employer feedback survey



Ongoing Challenges



Reaching the Target Group

 Advertising in Continuing Education brochure

 Guelph and District Multicultural Centre

 Guelph Public Libraries

 Employment Agencies

 Advertising in School

 Word of Mouth



Soliciting  Buy-in and Participation from 

Employers

 Mailed out second letter to 140 employers at 

beginning of the project to inform them of free 

specialized language training to be coming in fall

 Mailed out a third letter with a brochure of 

course content and registration information to 

thank them for their interest

 Few referrals from employers the first time 

 More referrals from employers second time



Curriculum and Teaching 

Strategies



Goals of the Courses

 1) To improve English language skills by:

a) checking pronunciation of words that the 

students already know;

b) expanding vocabulary with jargon and idiomatic 

expressions commonly used in the workplace

 2) To give practical advice on how to deal with common 

situations at work (ex. participating at meetings, leaving 

a message, approaching a difficult co-worker, etc.)

 3)  To offer cultural insights into “what makes our 

colleagues in Ontario tick”



Meeting the Goals

1. Providing information that would benefit all
people going into the “world of work”;

2. Using “games” and activities that are actually 
used in workplace settings;

3. Bringing in realia;

4. Including “hands-on” activities;

5. Modeling;

6. Incorporating opportunities for reflection;

7. Encouraging the students to take the course 
content into “the real world”.



How is the Information Presented?

 By combining the Communicative Approach to 

teaching EAL with the lecture style of post-secondary 

education;

 By including lists of words to study;

 By sharing research and expert opinions from a 

variety of sources (books, the Internet, trade 

magazines, and newspapers);

 By inviting guest speakers.



“The Games that We Play”

 They’re taken from books such as “More Quick 

Team-Building Activities for Busy Managers” by 

B.C. Miller and “The Big Book of Business 

Games” by J.W. Newstrom and E. Scannell.

 The purpose of including them is to get the 

participants used to these kinds of activities.

 They also serve their actual purpose of 

illustrating a point, reviewing information, being 

a tool for reflection, etc.



“Making it Real” by…

 Showing participants current newspaper 

headlines that use the idioms covered;

 Passing out a real memo about the “meeting”;

 Changing the classroom setup to reflect the 

topic of the day;

 Providing line graphs from actual business 

articles;

 Showing examples of the “Dilbert” comic strip.



Examples of Modeling

 The course facilitator acts in every way how we expect 

people to behave at a work setting;

 The instructor incorporates the idioms covered in the 

classes in his/her class plans;

 If the class is about meetings, make the class a meeting;

 Step-by-step “guidelines” (ex. on how to leave a 

message on a voice mail, address a problem with a co-

worker, etc.)

 Proving actual samples;

 Pronouncing words and phrases.



Examples of “Opportunities for 

Reflection”

 By means of some of the “games” and the 

follow-up discussion;

 By completing exercises typically found in school 

textbooks (charts and questionnaires);

 By writing down a few thoughts as a warm-up 

exercise;

 By using specific questions and inviting 

participants to talk about their experiences and 

impressions.



Beyond the Classroom

You can invite students to do things like:

 Make their own “contact’ cards and collect 

business cards;

 Gather information about the events and cultural 

influences of the different generations;

 Find examples of the idioms covered in class in 

“real life” contexts;

 Share experiences about how they were better 

able to handle situations discussed in class.



Bonus Slide:  “Other Tips”

 Each class is “jam-packed” & well-organized;

 The people attending the courses are encouraged to 
be active participants in the learning process;

 They are individually shown understanding of their 
choices and circumstances;

 They are given lots of encouragement;

 They often have something to chuckle about;

 All the extra time spent on preparing the course and 
all the extra details you include will be noticed and 
appreciated.


