Learning English through Workplace Communication


Preface
This resource package is designed and developed in support of the English Language Curriculum and Assessment Guide (Secondary 4 – 6) (2007) and the Suggested Schemes of Work for the Elective Part of the Three-year Senior Secondary English Language Curriculum (Secondary 4 – 6) (2007)(. It provides learning resources and teaching ideas for the development and implementation of the elective module “Learning English through Workplace Communication”.

Aims
The rationale behind the package is that students will have ample opportunities to enrich their English learning experience and extend a range of language abilities through exploring workplace communication. Carefully designed and sequenced, the materials and activities in this package aim to:

· familiarise students with different types of workplace correspondence;
· develop students’ understanding of the vocabulary, language, formats, style and conventions used in spoken and written communication in the workplace;
· help students to apply the knowledge and skills they have learned in their production of workplace-related texts; and
· enhance students’ ability to carry out workplace-related activities through providing them with opportunities to practise and demonstrate their language and communication skills in simulated tasks.
How to use this resource package
This resource package comprises student’s handouts, teacher’s notes, supplementary materials and a CD-ROM. It consists of four units, “Describing Jobs and Companies”, “Employment”, “Brands and Advertising” and “Customer Service”, which encompass the key learning focuses suggested in the SoW for the module, e.g. “Handling business telephone calls”, “Memo writing”, “Conventions and style of business letters”, “Handling complaints” and “Job interviews”. These units seek to expose students to a variety of text-types related to workplace communication and engage them in a range of communication tasks that simulate real work situations. Through engaging in activities, students acquire the basic knowledge and language needed for communication about work-related matters, and develop presentation, organisation and interpersonal skills. There are also self-access learning tasks that aim to encourage students to review and keep record of their own learning. Given the range of learning activities in this package, teachers are encouraged to exercise careful planning, be selective about the materials and freely adapt them to suit their school contexts and students’ needs, interests and abilities.

Student’s Handouts

The student’s handouts (indicated by the page number prefix ‘S’) provide learning materials which enable students to explore the different text-types in the context of workplace communication. They also provide a variety of tasks that encourage students to process information, identify and solve problems, as well as produce both oral and written texts that are appropriate to the purpose, context and audience in the workplace. To facilitate the implementation of the learning tasks and to ensure that students are suitably challenged, it is recommended that the handouts be distributed at different stages during the course of the module according to the suggestions in the teacher’s notes. 

Teacher’s Notes

The teacher’s notes (indicated by the page number prefix ‘T’) provide explanations of teaching steps and alternative teaching suggestions as to how to carry out the activities. Where appropriate, teachers may feel free to select and flexibly adapt the activities into assessment tasks to promote learning and teaching. 

To help teachers support “less advanced students” and stretch “more advanced students”, additional suggestions are contained in the “Catering for Learner Diversity” boxes. Suggested time allocations have been provided for each learning activity for teachers’ reference during lesson planning. However, the suggested time is for indicative purposes only and will vary according to students’ needs and abilities. Teachers should use their professional judgement to gauge appropriate timings with a particular group of students in mind.
Supplementary Materials

The supplementary materials section provides additional teaching materials and resources for teachers’ use and reference. The following items are included in this section:

Feedback forms for writing tasks and oral presentations are provided to facilitate peer or teacher assessment in the course of the module. A Self-reflection Sheet has also been included to encourage self-evaluation. Teachers should feel free to adapt the criteria on the forms to suit the needs of students. 

Supplementary activities that aim to support the less advanced students and challenge those who are more advanced have been provided. Teachers are encouraged to make use of them to cater for students’ diverse abilities and needs.

References to websites that contain materials helpful to the learning and teaching of English through workplace communication are included at the end of this package. The weblinks or addresses which were accurate at the time this package was published are yet subject to change. Teachers might like to make use of a search engine to regain access to any resources that have been relocated, or may look for similar resources on the web.

CD-ROM

The CD-ROM consists of an electronic version of the learning and teaching materials in this resource package, as well as recordings that support some of the learning activities in the package. The text files are available in both PDF and MS WORD formats for ease of use and adaptation. The audio recordings in the CD-ROM include clips of workplace presentations that help demonstrate delivery techniques as well as provide opportunities for students to practise their listening skills. Track numbers of the recordings are provided in the explanations for relevant activities as well as on the cover page of each unit in the teacher’s notes. 
To further support the implementation of the module, other relevant online teaching resource materials have been developed and can be accessed at the English Language Education Section website <http://cd.edb.gov.hk/eng>.  


































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































( From this point forwards referred to as SoWs
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