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Unit summary   
	
 Learning outcomes  

 
By the end of this unit learners will be able to: 
 
·  Understand the challenges that face 

workers whose first language is not English 
·  Understand the implications if English is not 

a first language 
·  Understand and use strategies to support 

workers whose first language is not English 

Underpinning skills and knowledge  
 
Activities in this unit will contribute to the development of the following skills: 
·  Listening and responding 1:1 and in a group discussion 
·  Reading and extracting relevant information 
·  Using charts and tables 
·  Using syllables for reading longer words 
 
Learners will also be asked to draw upon their own experiences in the workplace.  
 

Work place context  
 
Whilst English is the major language of people 
living in the UK, a wide variety of other 
languages are used in different communities 
and within the workplace. This diversity is 
generally welcomed in the workplace as 
people with a wide range of skills and 
experience can and do play an important role 
in the UK’s economy. 
However, for reasons of social cohesion, 
success and progression at work, efficiency, 
safety and the reduction of potential errors, it 
is important that English is the language used 
in most workplaces.  

 

 



 

Getting on at Work  

��������	�
�	��
������	��	���� 	
	
�
��	������	��������
�	�������	�����	�����	
��
�����	��	
��	�
�����		

 
3 

                                                   	
 
   
 

Unit summary 

Learning activities  
 

1. Understanding the challenges (1) 
2. Understanding the challenges (2) 
3. What happens when you don’t 

understand? 
4. How can we help? 
5. Reflect on own learning 
6. Level 2 Assignment 

 

Resources   
 

·  ED5.1 Farzi writing 
·  ED5.2(i) Tangram instruction sheet for ‘teachers’ 
·  ED5.2(ii)  Tangrams 
·  ED5.3 Example job analysis  
·  ED5.4 Job analysis 
·  ED5.5 What happens when you don’t understand?  
·  ED5.6 Active listening 
·  ED5.7 Readability 
·  ED5.8 Identifying the readability level of text  
·  ED5.9 How can you help? 
·  ED5 Level 2 Assignment 
·  Learning Log 

 

Accreditation  
 
Course activities in this unit can provide Level 1 learners with evidence for GoaW Equality 
and Diversity at Work, Unit 5: Supporting workers whose first language is not English. 
Entry Level learners will require support to achieve the unit and there are suggestions for 
support included in the teacher notes. A Level 2 assignment is included for more confident 
learners.   
 
Encourage all learners to use the Learning Log to reflect on and record their learning. 
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ACTIVITY 1: Understanding the challenges (1)  
 
 
Aims:  
 

·  To understand the challenges facing workers whose first language is not English. 
 
 
 
Activity:  
 

·  Have ready on the board or flip chart a large copy of Resource ED5.1 Farzi writing 
and ask learners if anyone recognises the writing and knows what it says. (If there are 
participants who do know, then say that this going to be easy for them and ask them to 
tell the group what it means – ‘How are you?’ is the rough translation.) 

·  Ask learners to copy the writing onto a blank sheet of paper and observe how they do 
this, e.g. who uses a lot of head movement up and down for every new mark they make, 
who starts at the left-hand side/right-hand side, etc. Take feedback when everyone has 
finished: 

o How did it feel writing in another language? 
o Did anyone use knowledge they already had about English to help them? (e.g. 

backwards question mark; 3 dots like shorthand for ‘therefore’; smiley face with 
two eyes?) 

o Did anyone find that they had to keep looking up to make sure that they had 
copied each bit correctly? 

o How would you feel if I had asked you to continue writing a whole page using 
Farzi language? 

o If I asked you to write it again without seeing the original to copy from, do you 
think you could do it accurately? 

o How do you think it must feel for a person who is just as unfamiliar with English 
when they are asked to read and write in English - especially when we assume 
that because they may have seen the words before they can read or produce 
them again? 

o What does it mean if a person does not have English as a first language? 
·  Write the responses from the group concerning the last question on the flip chart. 

o What other languages do you know of that are spoken in your workplace? 
o How many people do you come into contact with that do not have English as their 

first language? 
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ACTIVITY 1: Understanding the challenges (1)  
 
Teacher notes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Check with Personnel that statistics are available about ethnicity and range of first languages 
spoken. 

Ensure that  the following points are covered during the activi ty:  
 

·  Reading and writing is not just about the marks on the page; it is also about the 
spacing that separates words and phrases. 

·  If you have a very insecure/non-existent image of words in your memory, then 
without a copy in front of you, you are unable to produce the words without a lot of 
practice, continual exposure to the words and support along the way. 

·  Without some idea of the sounds of letters or groups of letters in front of you, then 
you are unable to pronounce the words – you have to hear the word at the same 
time as seeing it to begin to make the connection between the written and spoken 
versions of words. 

·  If a person does not have English as their first language, it means that they were 
born to parent(s) who spoke another language as their first and in many cases only 
language. English, in other words, has to be learned as a second or in some cases 
as a third/fourth language.  

  

SfL/Entry L evel support  
 

·  Because this is a copying task then everyone is supported, but it is worth noting who 
took a long time carrying out the task (poor short-term memory means a lot of head 
movement during such a copying task, as the person struggles to retain more than 
just the smallest piece of information at any one time). 

  

Suggestions for extension activities  
 

·  This is a warm-up exercise to enable learners to put themselves in another’s shoes 
for just a few moments. However, learners will need to find out more about:  

1. How many members of their own workforce speak another language. 
2. How many of that number are challenged by understanding and speaking in English, 

i.e. understand and speak few words in English. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 1:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening  

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

SLd/L1.1 Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 
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ACTIVITY 2: Understanding the challenges (2)  
 
 
Aims: 
  

·  To identify the challenges facing workers whose first language is not English. 
 
 
Activity: 
 

·  To further simulate the challenges faced by many workers whose first language is not 
English, ask learners to get into pairs and to spread themselves around the room sitting 
on chairs back to back. Ask them to decide who will be the ‘teacher’ for this activity and 
who will be the ‘learner’. 

·  Give each ‘teacher’ Resource ED5.2(i) Tangram instruction sheet for ‘te achers’ and 
give each ‘learner’ Resource ED5.2(ii) Tangram (pieces in an envelope).  Suggest that 
each ‘learner’ have a folder on their lap (to spread their pieces out and make the shape). 

·  Give everyone the rules:  
o ‘Teachers’ and ‘learners’ must not look at each other. 
o ‘Teachers’ give instructions to ‘learners’ after reading what is on their instruction 

sheet. 
o ‘Learners’ are only allowed to say yes or no. 
o After 3 minutes, ‘learners’ are allowed to ask their ‘teachers’ questions (trainer 

controls the timing). 
o After another 2 minutes, ‘teachers’ and ‘learners’ turn round and together 

complete the task. 
·  While they remain in pairs, take some feedback: 

o How did the ‘teachers’ feel during that activity? 
o What was the worse thing about it? 
o How did the ‘learners’ feel? 
o What was the most frustrating thing about it? 
o How did it feel when you were finally able to share the task? 

·  Elicit from the group that much of what they felt must be similar in some ways to how a 
person whose first language is not English must often feel in a busy workplace – half 
understood instructions, everyone appears too busy with their own work to feel 
comfortable to ask, words not understood, procedures not clear, etc. It all comes down to 
understanding the language of the workplace – whether that’s spoken, heard or read. 

·  Ask pairs to now join up with another pair to begin the discussion about the probable 
work challenges that they feel face someone who struggles with English. To help them 
focus, hand out Resource ED5.3 Example job analysis . 
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ACTIVITY 2: Understanding the challenges (2) (continued)  
 
 

·  Explain that what they can see in the example is a catering assistant’s job, with all the job 
requirements noted and with the skills needed in order to carry out each part of the job 
identified – point out that these are usually the literacy, language, and numeracy skills 
that underpin the job. 

·  Hand out Resource ED5.4 Job analysis  and ask them as a group to take their own 
work area and to carry out a similar analysis of the requirements and skills needed, and 
then to take it one step further and tick any parts of the job which could be a challenge to 
anyone with limited English skills. 

·  Ask each group to give feedback to the main group about the challenges they identified – 
record main findings on the flip chart to note similarities and any differences.   
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ACTIVITY 2: Understanding the challenges (2)   
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
Be aware that most learners will come with a mixture of strengths and weaknesses.  Some 
ESOL learners may be exceptionally good at conversational English but lack reading and 
writing skills.   

 
 

Ensure that  the following points are covered during the activi ty:  
 

·  ‘Teachers’ had all the knowledge but were unable to check whether what they were 
teaching was understood – very limited and unreliable verbal feedback/ no visual 
confirmation. 

·  ‘Teachers’ were probably not always sharing a common language, e.g. making 
assumptions that the ‘learner’ knew what the biggest triangle looked like – 
supposing he knew what a triangle was in the first place! 

·  ‘Learners’ were not empowered or encouraged to ask questions, so did not know if 
what they were doing was correct. 

·  ‘Learners’ may not have understood some of the vocabulary being used. 
·  The pace was perhaps too fast/ too threatening/ too disheartening. 
·  ‘Learners’ probably felt like giving up because they were receiving no rewards or 

confirmation that they were being successful. 
·  When the task was shared, the ‘learners’ could then do the task by watching a 

demonstration, by matching vocabulary with actual object  so it became meaningful; 
they felt supported and not threatened or disheartened by difficult task, so there was 
a high success rate.  

 

SfL/Entry L evel support  
 

·  It will probably be self-selecting in the Tangram activity – the person who may 
struggle will probably not chose to become the ‘teacher’. 

·  Move around the pairs offering bits of advice – if you sense real discomfort for some 
participants then move the activity on more quickly. NB: bear in mind that the object 
of the exercise is to feel some discomfort! 

·  Group job analysis: task is best made up of learners able to support each other – 
ask for a self-appointed scribe in each group to complete master copy which can 
later be copied up. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 2:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLc/E3.1 Speak clearly to be heard and understood 
using appropriate clarity, speed and 
phrasing  

Entry Level Speaking and 
Listening  

SLlr/E3.2  Listen for detail in explanations, 
instructions, narratives, and conversations 
in different contexts 

Entry Level Speaking and 
Listening 

Rw/E3.1 Recognise and understand relevant 
specialist key words 

Entry Level Reading 

SLd/L1.1 Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 

Wt/L1.5 Use format and structure for different 
purposes 

Level 1 Writing 

 

 
Notes 
Many of the activities require learners to listen, discuss and feedback information. These 
activities provide opportunities to develop speaking and listening skills. 
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ACTIVITY 3: What happens when you don’t understand?   
 
 
Aims:  
 

·  To understand why it is important that people are able to communicate effectively in the 
workplace. 

 
 
 
Activity:  
 

·  Ask learners to think about why it is important that everyone in the workplace can 
communicate quickly and easily. Record contributions on the flip chart.  

·  Give everyone Resource ED5.5 What happens when you don’t understa nd?  Ask 
them to identify the Health and Safety risks and share answers. 

·  Point out the very important message behind the resource – that in the real case 
scenario  profiled, some workers had such limited English skills that they did not even 
recognise and understand a warning shout affecting their own safety. 

·  Ask the group if they can identify some of the implications for individuals and for the 
company if things are misunderstood. Share thoughts and ask them to write these down 
on the bottom or back of their same resource sheet - remind them to use their earlier 
thoughts recorded on the flip chart. 
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ACTIVITY 3: What happens when you don’t understand?     
 
Teacher notes  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
ESOL – English for Speakers of Other Languages.  

					

Ensure that  the following points are covered during the activity:  
 

·  The risks are: 1) Man driving forklift truck has a load too high and as a result he 
cannot see where he is going. 2) Man walking with three very large boxes cannot 
see where he is going and they may be over the acceptable weight limit. 3) Man is 
trying to reach a box that’s too high and it is about to fall down on him. 

·  Risks to everyone’s health and safety are a prime concern if a person does not 
understand what is being said; jobs may be carried out with errors; frustration/anger 
can erupt; bad atmosphere to work in; culture of blame; racial tension; cost to 
company through unnecessary wastage/not getting things done on time. 

  

 

SfL/Entr y Level support : 
  

·  Can highlight the risk in the warehouse and explain verbally. 
·  Provide clear listed notes on the flip chart.  
  

 

Suggestions for extension activities  
 

·  List negative or inappropriate behaviours that will not support  colleagues whose 
first language is not English. 

·  Learners may want to find out more about what opportunities are on offer within the 
company or from other local providers, e.g. FE College to support workers whose 
first language is not English? A good place to start is by talking to the union learning 
rep about ESOL. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 3:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening  

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

Wt/E3.1 Plan and draft writing  Entry Level Writing  

SLd/L1.1 Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 

Wt/L1.5 Use format and structure for different 
purposes 

Level 1 Writing 
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ACTIVITY 4:  How can we help?   
 
Aims:  
 

·  To understand and use some strategies to support workers whose first language is not 
English. 

 
 
Activity:  
 

·  Start this activity by discussing with learners the informal ways they have used 
themselves to support work colleagues who have not understood things (this can be 
applied to all colleagues, regardless of language issues). 

·  Point out that much of what they have said has probably relied on their observation and 
listening skills. Ask learners to get into pairs to role play active listening techniques. Hand 
out Resource ED5.6  Active listening and go through the principles of active listening 
before pairs carry out their own active listening 

·  Either supply each pair with a workplace scenario or ask them to come up with one of 
their own based on something they have encountered or made up. Each pair takes it in 
turns to be the listener and the speaker. Remind them that active listening is not just 
about what is said, it is about non-verbal language as well – nods, umms, eye contact, 
etc. - which supports the speaker and ensures that they know they are being listened to. 

·  Take feedback after each pair has had a go (5 minutes is enough for each turn). 
o What did it feel like knowing that someone was really listening to you rather than 

half listening? 
o Was anyone surprised by hearing their own words coming back at them? Did it 

make you want to rephrase what you said? 
o Did you find that it takes practice to put aside your own agenda and concentrate 

on the other person’s needs/ideas? 
o How could you use this technique in the workplace – is there anything you would 

have to think about in order to achieve a successful outcome? 
·  Point out that support for speaking and listening skills is at the heart of providing support 

for a person whose first language is not English. However, another prime concern is 
support for reading. Ask the group what could be the issues in their workplace if a person 
is unable to read the signs, notices, policies, procedures, instructions, etc. 

·  Hand out Resource ED5.7 Readability and tell the group that one way we can all help –
that includes management - is to be aware of the readability levels  of the information 
given out and around the workplace. Explain that all text has a readability level and that 
there is a way to measure it. Go through the readability example, pointing out all the 
words which have been underlined – those that have three or more syllables. Practise 
tapping out syllables in example words: ask learners to have a go at words they can think 
of. (Tip: If you put your hand under your chin, you can feel the chin drop every time a 
syllable is uttered in a word – most people can cope with clapping out the syllables in a 
word.) 
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ACTIVITY 4:  How can we help? (continued)  

 
·  Hand out Resource ED5.8 Identifying the readability level of  text and ask them to 

carry out their own readability test on the piece of text taken from a work’s induction 
pack. Explain that if they do this on their own workplace information, it may not be 
conveniently organised into ten sentences as per the example in front of them. Also, 
point out that it does not drastically alter the final readability score if they were to miss 
one or two words with three or more syllables. Suggest that people work in pairs if they 
would like to, and compare their findings with others. 

·  Ask the group what they found the readability level to be. (See answer sheet - 19 is the 
level.) 

o If 12 or 13 is the recommended reading level that most people can read with 
relative ease, what does it say about this information used during induction and 
handed out to new employees?  

o What do you think is an additional burden for employees whose first language is 
not English? 

o What are the consequences for these employees? 
o What do you think management should do about it? 
o How could you help? 

·  To pull together the thinking that has been done about ways in which workers could be 
supported in the workplace - e.g. active listening, pronouncing words and sentences, 
awareness of the possible pitfalls of reading key company information - hand out the last 
resource, Resource ED5.9 How can you help?  

·  Point out that all the skill demands at work are the boxes on the left-hand side and some 
suggestions for support are in the boxes opposite and on the right-hand side. Go through 
the support ideas, discussing and clarifying.
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ACTIVITY 4: How can we help?    
 
 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Ensure that the following points are covered during  the activity:  
 

·  Explain that all text has a readability level, which is established by counting the 
number of words that have 3 or more syllables  in ten continuous sentences . It is 
important to spend a little time here establishing that everyone understands what is 
meant by syllables and can identify them within words. Give these as examples if 
you feel it is needed: 

o notice:     2 syllables – no tice (this would not  be  
                                         counted in a readability test) 

o information:    4 syllables – in for ma tion  
o committee:       3 syllables – com mit tee  
o special:             2 syllables – spe cial (this would not be   

                                              counted in a readability test) 
o employment:    3 syllables – em ploy ment 
o readability:       5 syllables – read a bi li ty 

·  Using the Smog Readability Formula, repeated words are all counted.  If you find 
that the score exceeds the numbers given in the SMOG formula, then it is the 
highest number on the chart that is used.  

·  Point out that readability is also affected by size of font, layout, density of text, 
colour of paper, distracting graphics that do not support the message, etc. 

·  Discuss the implications for text with a very high readability score. How many 
people could read it easily, how many would have great difficulties? What does this 
mean in the workplace? What can be done? (Simplify the text.) 

·  Discuss how meaning must be maintained when simplifying text and that it is still 
important  to use technical/work related words . This is not ‘dumbing down’: 
technical words are key to the workplace. With careful thought, it is possible to 
simplify even legal documents. 
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 ACTIVITY 4: How can we help? 
 
 
Teacher notes (continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notes 
·  For trainers, the Adult ESOL Core Curriculum provides lots of guidance and support ideas: 

www.dfes.gov.uk/readwriteplus  

 
 
 
 

 
 

SfL/Entry L evel support  
 

·  Work in pairs for support. 
·  Be aware that some learners, e.g. dyslexic learners, will find identifying syllables 

quite tricky to do. Avoid exposing this difficulty, which is obviously embarrassing, by 
asking for volunteers to count out syllables.  

 

 

Suggestions for extension activities  
 

·  Carry out readability tests on own workplace material. 
·  Learners may want to find out more about how e-learning can also support ESOL. 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during Activity 4:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

SLd/E3.1 Follow and understand the main points of 
discussions on different topics 

Entry Level Speaking and 
Listening 

SLd/E3.2 Make contributions that are relevant to the 
subject 

Entry Level Speaking and 
Listening 

Rt/E3.8 Obtain specific information through detailed 
reading  

Entry Level Reading 

Rw/E3.5 
Use a variety of reading strategies to help 
decode an increasing range of unfamiliar 
words 

Entry Level Reading 

SLd/L1.1 Follow and contribute to discussions on a 
range of straightforward topics 

Level 1 Speaking and Listening 

SLlr/L1.4 Provide feedback and confirmation when 
listening to others  

Level 1 Speaking and Listening 

N1/L1.3 Add, subtract, multiply and divide using 
efficient written methods 

Level 1 Mathematics 
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ACTIVITY 5: Reflect on own learning  
 
 
Aims:  
 

·  To reflect upon the challenges faced by workers whose first language is not English and 
the ways they can be supported. 

·  To consider the skills required to support other workers whose first language is not 
English.  

 
 
 
Activity:  
 

·  Ask learners if they now have a greater understanding of how it may feel to work without 
having a full grasp of the language used everyday in the workplace. 

·  Ask the group to say what may be done to help and support – from on-the-spot help 
(very effective) to more specialist support (to embed, reinforce skills needed for working 
and community life). 

·  Ask learners to complete the Learning Log . 
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ACTIVITY 5: Reflect on own learning  
 

 
Teacher notes  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
																								  

Ensure that the following po ints are covered during the activity:  
 

·  It is important to apply the things that have been learned to both the workplace and 
also to people’s own situations. Ask learners to think about strategies or attitudes 
that they may now change as a result of discussions through the session.  

·  Ask learners to think about the skills used and discussed during the session. It is 
important to evaluate these skills in relation to own performance and make plans to 
improve where necessary. 

·  Ask learners to think about further opportunities to improve own practice or to 
disseminate what they have learned.  

 
 

SfL/Entry Level support  
 

·  It may be that reflections and observations during the training reveal needs amongst 
first language English speakers as well as non-first English speakers. The main 
difference is that the structure of the language and much of the everyday vocabulary 
is an inherent part of the first English speaker. This is not so for those who grew up 
with another first language – it has to be taught. 

·  Support learners to record outcomes and actions in the Learning Log .  
 

Suggestions for extension activities  
 

·  Find out more about English as a Second Language courses that are available 
through unionlearn.  

·  Level 2 learners will be expected to complete an extension assignment 
independently.  
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Resource ED5.1 Farzi writing 
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Resource ED5.2(i) Tangram  instruction sheet for ‘teachers’  
 

·  Get into pairs and put your chair as the ‘teacher’ with its back to your ‘learner’s’ chair. 

·  Make sure that your ‘learner’ has a book or magazine on his/her lap as a ‘table’ for the 
tangram pieces. 

·  Tell your ‘learner’ that you want him or her to use all the pieces in the envelope to make 
a square and that you are going to instruct them how to do it. 

·  Remind the ‘learner’ (the trainer will have already laid down the ground rules) that you 
cannot look at what they are doing and neither can they peer over a shoulder to peek at 
what the ‘teacher’ is working from. Add that for the first two minutes they are not 
allowed to ask questions - they can only answer yes or no to your questions about how 
they are getting on. 

·  After two minutes has elapsed, the trainer will tell you and your ‘learner’ that questions 
can be asked and answered (as best as you can) on both sides. 

·  After another three minutes, the trainer will tell you to turn round and to show your 
learner the finished square and to work together, if necessary, to create/finish it from 
the pieces. 
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  Resource ED5.1(ii) Tangrams  
  

Photocopy onto thin card, cut up each tangram and put pieces into envelopes – one for each 
‘learner’. 
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Resource ED5.3 Example job analysis 
Job: Catering assistant 
 

Requirements of the job Skills required 
Acting on verbal instructions from 
chef or supervisor 

·  Listening for key information 
·  Understanding key vocabulary  
·  Asking questions for clarification 

Discussing things with colleagues, 
e.g. work plans  

·  Talking about work schedules, problems, ideas 
·  Listening and responding appropriately  

Making and receiving telephone 
calls 

·  Listening for key information 
·  Understanding key vocabulary  
·  Asking questions for information and clarification 
·  Accurate sequencing of numbers  
·  Making notes, spelling  

Following recipes ·  Reading written and graphical information 
·  Understanding imperial and metric measures, e.g. litres/ 

millilitres/pints/grams, etc. 
·  Doubling up/dividing given amounts  

Preparing food ·  Weighing dry goods and liquids 
·  Using conversion charts 
·  Using ratios, controlling portions 
·  Scheduling activities, e.g. cooking, defrosting, meal planning, 

work schedules 
Reading temperature and time 
charts and setting ovens 

·  Understanding and interpreting degrees 
Centigrade/Fahrenheit and equivalent gas settings 

·  Setting and checking coldness for fridges and freezers/heat 
for microwaves/ovens 

·  Reading 12hr/24hr time 
·  Calculating time 

Taking notice of safety and hygiene 
signs 

·  Reading and acting upon key information 
·  Diluting cleaning and sterilising fluids 

Operating kitchen equipment 
according to instructions 

·  Reading instructions and procedures 
·  Checking orally with chef/supervisor/colleagues  

Filling in records of stock ·  Counting in batches 
·  Writing numbers and codes 
·  Understanding shelf life, i.e. use by dates 

Receiving and checking deliveries ·  Counting in batches 
·  Reading numbers and codes 
·  Reading labels 

Completing accident book or 
hygiene records 

·  Writing detailed information – legible handwriting, accurate 
spelling and grammar 

Writing orders ·  Writing accurately and concisely 
·  Recording quantities – metric/imperial for dry and liquid 

ingredients  
·  Write delivery dates 

Making notes ·  Legible enough to be read by intended audience 
·  Inaccuracies allowed in spelling if  message is understood 
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Resource ED5.4 Job analysis 
  
·  Identify all the requirements of a job from your workplace first, and then the skills a person 

needs to have and use in order to carry out each requirement efficiently and effectively.  
·  When you have completed the job analysis, look at all the skills you have identified and tick 

those which you know or think could prove challenging for a worker who does not have 
English as their first language.  

 
Job:  
 

Requirements of the job Skills required Potential 
challenges for 

a person whose 
first language 

is not English? 
��� �  
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Resource ED5.5 What happens when you don’t understa nd?  
 
Task: 
Look at the warehouse scenario below.  There are several situations which do not comply with 
Health and Safety regulations – have a go at writing down what you think they are. 
 
1. 
 
2. 
 
3. 
    
 
 
 
 
             
   
 
 
 
 
 
 
 
 
 
  
 
You have the English language skills to help you point out these potential hazards to 
management, but imagine now the same scenario where a shouted warning to a colleague 
about a falling object was met with ‘Yes, please!’ 
 
This actually happened in a Service and Recycling Centre in the East Midlands before the 
union rep argued with management that English lessons for migrant worker colleagues on 
grounds of Health and Safety should be introduced. (Simon Mahoney ULR for USDAW reports 
in NRDC Reflect magazine, March 2008.) 
 
Fortunately, management agreed and three years on, ESOL is now actively promoted 
throughout the company and over 30% of the workforce have benefited from ESOL training and 
support. 
           

 

Watch out for 
that box! 

Yes, please! 
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Resource ED5.5 What happens when you don’t understa nd? (continued)  
 
Task: 
List some of the potential implications for workers and the company if language difficulties 
cause misunderstandings. 
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Resource ED5.5 What happens when you don’t understa nd? Answers  
 
Task: 
Look at the warehouse scenario below.  There are several situations which do not comply with 
Health and Safety regulations – have a go at writing down what you think they are. 
 
1. Man driving forklift truck has a load too high and as a result he cannot see where he is going. 
 
2. Man walking with three very large boxes cannot see where he is going and they may be over 
the acceptable weight limit. 
 
3. Man is trying to reach a box that’s too high and it is about to fall down on him. 
 
 
Task: 
List some of the potential implications for workers and the company if language difficulties 
cause misunderstandings.   
 
·   jobs may be carried out with errors 
·   frustration/ anger can erupt 
·   bad atmosphere to work in 
·   culture of blame 
·   racial tension 
·   cost to company through unnecessary wastage/not getting things done on time 
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Resource ED5.6  Active listening 
 
An active listener puts aside their own agenda and concentrates on listening carefully to the 
learner. 
This can be an extremely useful technique to use with a learner who is trying to identify and tell 
you their needs and provides an opportunity to hear his or her spoken English. 

 

Tips for active listening  with a work 
colleague whose first language is not 
English: 
 

��� �  Stop doing other activities 
��� �  Look at the person 
��� �  Listen to the words and also 

how they are being spoken, 
e.g. mispronounced, wrong 
choice/use 

��� �  Be genuinely interested in what 
is being said and show it by… 

��� �  …responding with words or 
actions 

��� �  …restating  what has been 
said 

��� �  …asking relevant questions 
��� �  Give your own views only  
      when the speaker has finished 

 

Restating  or repeating back is 
an important aspect of active 
listening.  
 
A speaker who hears their own 
words coming back at them has 
another opportunity to 
consolidate their thoughts and 
ideas and to amend or extend 
them if necessary. 
 
It also shows the speaker that 
you have listened. 

So what you’re saying is that 
you know what the job is, but 
you don’t know what Joe meant 
when he told you to record any 
downtime – is that right? 

Poor listening habits include:  
 
��� �  Not focusing on the speaker 
��� �  Doing other things while people are 

talking to you 
��� �  Interrupting the flow of the speaker 
��� �  Making judgements 
��� �  Predicting what people might say 
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Resource ED5.7 Readability 
 
Readability is an attempt to match the reading level of written material to the ‘reading with 
understanding’ level of the reader. If a learner is required to read text that he or she finds very 
difficult to understand, then we can know from this that there is a mismatch between the 
reading skills of the learner and the level of the reading material. This is particularly the case for 
a learner whose first language is not English, but can also be the case for many native English 
speakers. It is important, therefore, that written material in general use in the workplace should 
aim to have a readability level which will enable the majority of the workforce to understand the 
information. 
  
The SMOG Readability Formula  is the simplest way of calculating the readability level of a 
piece of text. In this example below, the Readability Formula  has been applied.  
 
 For many migrant workers, opportunities to undertake formal English speaking 

and listening programmes are limited. Employers are often reluctant to invest in 
what they perceive as expensive training - for a workforce that is often transitory. 
 
In many cases, by the time the migrant worker’s lives have settled down enough 
to enrol with a provider, they have picked up many bad habits in grammar and 
pronunciation. 
It’s clearly not desirable or possible to prevent people from acquiring English in an 
informal way, but if it can be structured and supported by colleagues, then there 
are many advantages: 
·  Employers are more likely to be supportive. 
·  Cultural barriers can be reduced. 
·  English speaking colleagues become engaged. 
·  Movement/progression to formal learning is more likely. 
·  Formal programmes can be more effective. 
 
It has become clear that if we provide a catalyst to facilitate conversations in the 
workplace, then not only would the migrant workforce benefit but the employer 
and the whole workforce would also benefit. 
(Adapted from Issue 26, Skills for Life Update magazine, Autumn 2008.) 

After selecting the piece of text, 
count 10 sentences . 

Count the number of words  with 3 or 
more syllables . 
(Tip – say the word slowly and tap out how 
many parts there are in the word.) 

The readability of this text is 17 years . This means that only someone who is at the top 
end of Level 2 will be able to read and understand it. A readability level of 10 can be 
understood by most people, though this is difficult to achieve. 
A readability level around 12 or 13 is suitable for most adults. 
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Resource ED5.8 Identifying the readability level of  text 
 
Task:  
Use the SMOG Readability Formula  (below) to work out the readability level  of this extract 
from an employer’s induction training pack. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Smog Readability Formula 
 
1. Count ten sentences and highlight/underline all words with 3 or more syllables. 

2. Number of words with 3 or more syllables =        _________ 

3. Multiply this number by 3   =     _________ 

4. Circle the number closest to your answer from these numbers below. 

 
 

 
5. Find the square root of the number you circled. 

 
 
6.     Add 8  to this square root number         =                    Readability level  

1 4 9 16 25 36 49 64 81 100 121 144 169 

1 4 9 16 25 36 49 64 81 100 121 144 169 
1 2 3 4 5 6 7 8 9 10 11 12 13 

Working T owards Equality  
 

What is unfair discrimination and harassment? 
 
It is treating people less favourably at work because of their race, colour, sex or other 
characteristics. Unfair discrimination may be direct or indirect. If it is direct discrimination, 
it means that a person or group of people are denied certain workplace opportunities or 
benefits.  
People may be treated less favourably because of unfair or arbitrary assumptions, such 
as a characteristic generally attributed to people of their sex, race, colour, etc. For 
example, saying ‘the best candidate for a job is a woman’. However, the employer gives 
the job to a man because the employer assumes the woman will eventually ask for 
maternity leave. 
Indirect discrimination occurs when a seemingly harmless attitude, rule or practice 
discriminates against a group of people. For example, a company requires everyone 
who applies for a job to take a written test. People with visual impairments may be 
indirectly discouraged from applying. 
Harassment is an unwelcome or offensive remark, request or other act that 
discriminates against a person by harming the person’s job performance or job 
satisfaction. 
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Resource ED5.8 Identifying the readability level of  text    Answers  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Smog Readability Formula 

 
1. Count ten sentences and highlight/underline all words with 3 or more syllables. 

2. Number of words with 3 or more syllables =       39 

3. Multiply this number by 3   =     117 

4. Circle the number closest to your answer from these numbers below. 

 
 

 
5. Find the square root of the number you circled. 

 
 
6.     Add 8  to this square root number         =                    Readability level  
 

1 4 9 16 25 36 49 64 81 100 121 144 169 

1 4 9 16 25 36 49 64 81 100 121 144 169 
1 2 3 4 5 6 7 8 9 10 11 12 13 

Working T owards Equality  
 

What is unfair discrimination and harassment? 
 
It is treating people less favourably at work because of their race, colour, sex or other 
characteristics. Unfair discrimination may be direct or indirect. If it is direct discrimination, 
it means that a person or group of people are denied certain workplace opportunities or 
benefits.  
People may be treated less favourably because of unfair or arbitrary assumptions, such 
as a characteristic generally attributed to people of their sex, race, colour, etc. For 
example, saying ‘the best candidate for a job is a woman’. However the employer gives 
the job to a man because the employer assumes the woman will eventually ask for 
maternity leave. 
Indirect discrimination occurs when a seemingly harmless attitude, rule or practice 
discriminates against a group of people. For example, a company requires everyone 
who applies for a job to take a written test. People with visual impairments may be 
indirectly discouraged from applying. 
Harassment is an unwelcome or offensive remark, request or other act that 
discriminates against a person by harming the person’s job performance or job 
satisfaction. 

19 
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Resource ED5.9 	
How can you help?                                                    
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                      
 
 
 
                                       
 
 
 
 
 
 
 
 

Listening  
·  Instructions 
·  Induction 
·  Meetings 
·  Training 
·  Informal 

Listening  
·  Active listening with clear non-verbal feedback. 
·  Repeat what has been said to ensure understanding. 
·  Rephrase things to reinforce understanding. 
·  Ask person to repeat back what they think they have to do. 
·  Use MP3 players to record key information/instructions. 
·  Encourage use of small notebook for key words. 

Numbers  
·  Handling 

numbers/codes 
·  Calculations 
·  Measuring 
·  Quantities 
·  Wastage 

Numbers  
·  Support the vocabulary used – actual numerical skills will probably 

be no different from those of a person who speaks English as their 
first language. The language used to describe the task may get in 
the way of full understanding and also (the same for many of their 
English counterparts) a lack of experience and underdeveloped 
skills. 

Writing  
·  Inputting data 
·  Machine/accident 

reports 
·  Delivery notes 
·  Forms 

Writing  
·  Provide source material to copy from. 
·  Allow extra time for writing. 
·  Proofread writing together, pointing out key errors, i.e. those that 

alter the meaning/data in some way.  
·  Provide ‘writing frames’, i.e. forms etc., with a structure that 

require very little writing (fortunately, most workplaces use these 
anyway). 

Speaking  
·  Asking questions 
·  Explaining 
·  Requesting 
·  Discussing 
·  Non –verbal 

Speaking  
·  Pronounce words clearly. 
·  Model sentence structures for work and to encourage person to 

ask for clarification, e.g. Can you explain that again? What do you 
do next? Where do you put it?  

·  Repeat key words and phrases often. 
·  Explain colloquial expressions, e.g. pull your socks up. 
·  Check understanding of positional words and phrases, e.g. under, 

over, next to, beside, underneath, insert. 
·  Be aware of cultural differences, e.g. touching, shaking head.   

Reading  
·  Instructions 
·  Signs 
·  Notices 
·  Health & Safety 
·  Labels 
·  Messages 

Reading  
·  Predict the difficulty and step in to offer support. 
·  Try to reduce the readability level of text in the first place (if at all 

possible). 
·  Read aloud to model the pronunciation of unfamiliar words. 
·  Explain unfamiliar words using workplace examples. 
·  Encourage use of small notebook for workplace vocabulary - use 

quick sketches to illustrate words, if appropriate. 
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ED5 Level 2 Assignment 	
 
In this task, you are going to compile and present a list of positive and negative approaches to 
supporting work colleagues whose first language is not English. 
 
A Guide to supporting ESOL workers 
 
You should cover some or all of the following areas: 
 

·  Speaking 
·  Listening 
·  Reading 
·  Writing 
·  Numeracy 

 
For each, make two lists covering: 
 
·  Things you can do to support ESOL workers at work (positive approaches). 
·  Things that you should not do because they make things harder (negative approaches). 
 
Decide how to present the information in a way that will help you to remember it. 
 
Here are some ideas: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ESOL 
Negative 

Approaches 
to Reading 

Support 
 

·  _______ 
·  _______ 
·  _______ 
·  _______ 
·  _______ 
 

ESOL 
Positive 

approaches to 
reading 
Support 

 
·  _______ 
·  _______ 
·  _______ 
·  _______ 
·  _______ 

Cards 

Or you might prefer to 
write lists in a notebook.  Positive     Negative 

 
Guide to 

supporting 
ESOL workers 
in numeracy 

 

A booklet 

Positive Approaches 
�  

·  _________ 
·  _________ 
·  _________ 
·  _________ 
·  _________ 

Negative Approaches 
�  

·  _________ 
·  _________ 
·  _________ 
·  _________ 

 

A poster  

Negative 
Approaches 

Positive 
Approaches 
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Literacy, Language and Numeracy  

 
There are opportunities to support and develop the following skills during the Level 2 
Assignment:   
 

 
Core Curriculum 

Ref 
Descriptor Functional Skills 

Wt/L2.2 Judge how much to write and the level of 
detail to include 

Level 2 Writing 

Wt/L2.4 Use format and structure to organise writing 
for different purposes 

Level 2 Writing 
 

PI/7 Present information in ways that are fit for 
purpose (if final document is word 
processed) 

Level 1 ICT 
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Learning Log   

 
 

 

 

Name: 
 
Date: 
Unit title:   
 
Positive outcomes from the 
training: 

Applying these positive outcomes in the future: 

 
 
 
 
 
 
 
 
 
 

 

In the future I would like to find out more about: 

Notes 
 
 
 
 

 
�  Think about what you have done today. 
�  What are the most important things you 

have found out – the positive outcomes? 
�  What difference can these positive 

outcomes make to you? 
�  What would you like to find out more 

about? 
�  Use the answers to these questions to 

complete the Learning Log below. 
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Links to other resources 
 
Readability - downloadable 
leaflet 
 

http://www.niace.org.uk/development-research/readability 

Online SMOG calculator 
 

http://www.niace.org.uk/misc/SMOG-
calculator/smogcalc.php# 
 

e-learning and ESOL   
 

www.lsneducation.org.uk/programmes/portal.aspx?ProgID=5  
www.jisc.ac.uk  
www.niace.org.uk/ 
(NIACE have produced a guide called: ‘e-learning for 
Teaching English for Speakers of Other Languages’.) 
 

 
 
 
 


