
SETTING  UP  A  LANGUAGE  TRAINING  PROGRAM



Needs Assessment for Program Design

INITIAL  QUESTIONS

A. Issues of Language Program Design 
-- What are the needs?  How will they be resolved?


1. Location



a. On-Site
(For immediacy/reality of training, especially when related to job specifics; 





  for technical and personnel support)



b. Off-Site
(For existing program at educational institution, library, or agency, 





  such as for more general language training; 





  for private, discretionary program at a home, such as literacy tutoring)


2. External Constraints for Participants



a. Transportation Limitations
 




(e.g., Public transportation availability/schedules, car pool partners affected)



b. Child Care / Elderly Care Responsibilities


3. Related / Indirect Support for Participants



a. Transportation



b. Health Services 
(e.g., Referrals for vision, hearing improvement)


4. Identification of Participants



a. How will participants be selected (after initial diagnostic language "testing"/interviews)? 





i.
By language needs (ability level in given language skills and systems)




ii.
By jobs (positions) in which given language abilities are critical



b. How will participants be notified?



c. How will supervisors be notified?



d. How will waiting lists be handled?




i.
 Fill slot after a drop-out




ii.
 Fill slot after    x    absences by participant




iii.
 How late in the course (training cycle) can a new person be added?  









 


5. Attendance Policy



a. Full Release Time



b. Partial Release Time



c. Full Employee Time
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6. Incentives



a. Only Release Time, or Paid Overtime



b. Successful Course Completion 




(e.g., Bonus, reimbursement, pay increase, promotion)



c. Other Meaningful Rewards or Recognition 




(e.g., Premium, reserved parking space; feature newsletter article; dinner with CEO; awards plaque)


7. Program Configuration



a. Pilot Program 




i.  For which department or departments




ii. For which positions in the department/s




iii. Can these positions and departments be combined appropriately in one class?





(e.g., Language training needs, job tasks or other training purposes, or other factors similar 





enough?)



b. Program for All or Several Departments, for All or Several Positions




i.  Can departments be grouped together appropriately?  





If so, what grouping?




ii. Can given positions be grouped together appropriately, within or across departments?  





If so, what grouping?


8. Class Size and Schedule



a. What should class size be?




i.  Generally small @ 10-15, especially for beginners and when the focus is interaction




ii.  May be larger when less interaction is required, such as for technical writing classes




iii. May be smaller or one-on-one when need is highly individualized or intensive or discretionary






(e.g., Literacy training for pre-literate participant:  not literate in native or target language)






(e.g., High level executive with tight time constraints to be coached in pronunciation or 






 presentation skills or subtle negotiation patterns)



b.  How many classes will be needed?



c. Can classes be concurrent or must they be consecutive / sequential?



d. What are recommended schedules and frequencies?




i.  Length of class period and frequency






(a) 1 hour for beginners and with focus on interaction, 







4-5 days/week and not less than 2 days/week






(b) Longer, if less interaction, 







such as 2-3 hours once or twice a week for a writing class
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8. Class Size and Schedule  --  cont.



d. What are recommended schedules and frequencies?  --  cont.




ii.
Time of Day






(a) Generally before work, such as at the beginning of a shift (if release time) 






or pre-shift (if employee time)






(b) If combining shifts, schedule half at the end of one shift and half at the beginning of next 









  shift 




iii. Length of Course Cycle and Continuous Cycles






(a) Generally 8-10 weeks, with "graduation event", then a 2-week break before the next cycle






(b) Cycles must be tailored to company schedules, not educational calendars (quarters, 
















     semesters).


9. Number of  Teachers - Will Depend On:



a. Class size


b. Number of classes


c. Whether classes are concurrent or consecutive / sequential


d. Class schedule and frequency:  
length of class periods, times per week, days per week, time of day,








length of cycle and continuous cycles










10. Degree of Customizing



a. Essential Literacy



b. General Language / English




c. Job-Related Language / English




i.    Adapt existing target language, ESL/EFL books  (English as a Second/Foreign Language)




ii.   Use company materials




iii.  Develop framework of topics from process of job task - language analysis

11. Space and Technical Support


a. Consistent class location




(Teaching materials can also be left there or in another secure, nearby place.)



b. Equipment and work materials can be brought in to simulate work environment, 




if appropriate to training purpose.



c. Moveable classroom furniture; flip charts and AV equipment available



d. Designation of liaison person for each department to relate to language class and teacher



e. Use of duplicating machine or duplicating support



f. Use of  phone on-site (or at least for receiving messages)



g. Provision of any relevant passes or authorization releases 




(e.g., Parking pass, security identification card, cafeteria admittance, classroom key release, 
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Needs Assessment for Program Design

INITIAL  QUESTIONS

B. Language Program - Target Employee Profile


1. 
a. Given Name







b. Pronunciation



c. Nickname or Modified Name


2.
a. Position and Occupational Training / Specialty



b. Department



c. Supervisor


3. 
a. Country and City/Town of Origin



b. Political / Economic / Social Conditions


4. 
a. Other Countries and Cities/Towns Where Lived



b. Political / Economic / Social Conditions


5. 
a. Level of Education



b. Level of Literacy (native language, target language/s)


6. 
Languages (in order learned); State ability in given skills - Listening, Speaking, Reading, Writing 











          (LSRW)


7. 
a. Level of English 




(State ability in given skills - LSRW)



b. How Learned English 




(Where, Age, Purpose/Reason to Learn, Personal or Instructor Approach)


8. 
a. Time in This Country (e.g., U.S.)



b. Time in Current Location  (e.g., city, town)



c. Time in Other Locations


9. 
a. Length of Time at This Company



b. Length of Time at What Other Companies


10. a. Prior Experience for Current Job



b. Prior Jobs



c. Prior Prestige


11. Age, Relative to Company Range, Majority, Priority for Training


12. Gender, Relative to Company Ratio


13. a. Employee Interest in Language Training



b. Employee Preference for Focus - General Language/English, Job-Related Language/English, Other



c. Employee Preference for Language Skills - Listening, Speaking, Reading, Writing (LSRW)



d. Employee Preference for Language Systems - Pronunciation, Vocabulary, Grammar, Cultural Usage 















(PVGC)



14. Other Input / Comments / Questions
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Company _________________

Contact Person _____________

Phone ____________________

Date _____________________

Interviewer ________________

