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Introduction
This guidebook was developed by the Centre for Canadian Language Benchmarks (CCLB) to help
immigrants meet employment goals in the Canadian workplace by enhancing the understanding
of Essential Skills (ES) for facilitators who work with immigrants. In addition, it is an excellent
tool for a diverse range of individuals such as workplace trainers, teachers in educational institutions,
members of labour unions, training consultants and counsellors in social service agencies, who
may have little or no prior training in teaching English as a Second Language (ESL).

Purpose
This guidebook provides:
n

n

n

n

Information and strategies to help facilitators provide opportunities for immigrants to
improve their language proficiency in a way that suits their individual language and
workplace needs
Explanations and information about the Canadian Language Benchmarks (CLB) and
Essential Skills
An understanding of the importance of developing these workplace skills based on the
learner’s level of language proficiency
An understanding of the Canadian workplace and society

The guidebook includes:
n

n

n

n

Proven Best Practices from programs incorporating Essential Skills into their newcomer
training. These practices include diagnostics, training interventions, referrals and supports.
Learner profiles that include background information (age, sex, education, training, language
proficiency, length of time in Canada), Essential Skills and Canadian Language Benchmarks
diagnoses, and suggested interventions, referrals and training.
Practical, straightforward diagnostic checklists that will help facilitators identify learners’
needs in Essential Skills, language training, and knowledge of the Canadian workplace
and society.
A section on the special needs and challenges of improving Essential Skills in those literacy
students who have little or no training in reading and writing in their first languages
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Using the Guidebook
This guidebook can be used in ESL / ES training for:
n

Setting up a program that provides workplace preparation or language training

n

Diagnosing learners’ employment related training needs

n

Referring learners to other programs

n

Counselling learners on appropriate workplace training programs and other interventions
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Canadian Language Benchmarks
Before 1996, one of the greatest challenges facing second language learners, instructors and
assessors was a lack of standardized levels. The content and focus of curricula varied greatly and
students could be identified as “Level 2,” “Low Intermediate,” or any of a number of similar labels,
depending on where they had studied. When students included their language proficiency level
on résumés and job applications, employers had no frame of reference for their actual language
proficiency. In 1996, however, after extensive consultation, research, and field testing, Citizenship
and Immigration Canada produced a set of standards to describe language proficiency. These
were later revised to yield the Canadian Language Benchmarks (CLB) 2000.
The CLB is used in Language Instruction for Newcomers to Canada (LINC) programs1, other
English as a Second Language programs and as a descriptor for language levels or requirements
for studying, living and working in Canada. Assessments and curricula have been developed
using the CLB. The CLB continues to be widely used as a “yardstick” of language proficiency in
second language programs proving invaluable for those assessing learners, developing resources
and teaching English as a Second Language.

Structure of CLB
Organized into 12 levels and grouped in three stages, the CLB addresses four skill areas: speaking,
listening, reading and writing. This framework provides a description of language proficiency,
where benchmark levels increase as the tasks become more complex.
A learner at CLB Stage I, Benchmark 1 has little or no proficiency in English; a learner at Stage III,
Benchmark 12 has native-like fluency. As learners progress, the tasks and contexts become more
demanding and the expectations become higher. Education, training, opportunities for practice
and natural ability all influence performance and learners rarely demonstrate identical levels of
proficiency in all areas.

1

Manitoba and British Columbia use Manitoba Immigrant Integration Program (MIIP) and English Language
Services for Adults (ELSA Net) respectively.

3
Language for Work: CLB and Essential Skills for Trainers

The shaded areas in the following diagram demonstrate a fictional learner’s CLB profile. All four
skills, speaking, listening, reading and writing, fall within Stage I; however, although the listening
proficiency is Stage I Benchmark 2, speaking, reading and writing are Stage I Benchmark 3.
Stage III

Stage II

Stage I

Speaking
Listening
Reading
Writing
1

2

3

4

5

6

7

8

9

10

11

12

The shaded areas represent the following CLB levels in the learner profile:
Speaking: 3

Listening: 2

Reading: 3

Writing: 3

Using the CLB
The following two examples provide learner profiles. Notice that a learner’s proficiency in each of
the four skill areas is not always constant and may extend across stages.
1. Before coming to Canada, Hamid studied English for several years in a program that stressed
reading and writing skills, especially grammar, but gave little opportunity for conversation
practice. His language skill levels are:
Speaking: 2

Listening: 3

Reading: 5
Stage III

Stage II

Stage I

Writing: 7

Speaking
Listening
Reading
Writing
1

2

3

4

5

6

7

8

9

10

11

12
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2. Eva has been in Canada for over 20 years and has developed good listening skills and the ability
to speak confidently, although with grammatical errors. She completed only grade eight in her
native country of Poland and struggles with printed material. Her language skill levels are:
Speaking: 8

Listening: 9

Reading: 4
Stage III

Stage II

Stage I

Writing: 6

Speaking
Listening
Reading
Writing
1

2

3

4

5

6

7

8

9

10

11

12

Specific Competency Areas
Four specific competency areas (social interaction, giving and receiving instructions, suasion,
and information) are included in the four language areas. These are based on real-life situations
that learners may encounter in the community, workplace and classroom. The “competencies” are
statements of intended outcomes – what students are expected to be able to do. Examples taken
from Canadian Language Benchmarks 2000 are provided below:
Stage

Example/
Sample Workplace Task

Benchmark Level

Competency

I

1 - Speaking

Social interaction

Use and respond to basic courtesy
formulas, such as greetings, courtesy
and leave-taking.

I

3 - Listening

Suasion

Identify expressions used to ask
permission such as: “Can I leave thirty
minutes early today?”

II

7 - Reading

Instructions

Follow a set of written instructions
on 10- to 13-step procedures related
to simple technical and non-technical
tasks.

III

12 - Writing

Business/
service messages

Write manuals, procedures,
training materials and other
formal documentation.
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Language Upgrading
Language upgrading can involve many aspects, from basic literacy skills such as filling out
forms, to more advanced skills such as writing detailed reports. Techniques for helping learners
with these skills can be found in a document written specifically for practitioners working with
literacy learners, The Canadian Language Benchmarks 2000: ESL for Literacy Learners. It provides a
standard for those learning English who, for a variety of reasons, are not functionally literate in
their own language. The literacy CLB is designed to be used with the listening and speaking
CLB and to help instructors develop appropriate teaching and learning activities for learners.
Techniques for working with literacy learners are covered in more detail later in this guide.

CLB Assessment
Many immigrants are able to receive a CLB assessment at a local assessment centre.
Assessment centres and/or other approved agencies may also assess learners using the CLB
Assessment (CLBA) or the Canadian Language Benchmark Placement Test (CLBPT). School
boards, community centres and settlement organizations may also use their own placement tests.
Alternate assessment results or results of international assessments such as the Test of English as
a Foreign Language (TOEFL) or the International English Language Testing System (IELTS)
should be considered when developing a training plan or other interventions.
For further information on assessments and eligibility using the Canadian Language
Benchmarks please see: www.language.ca
Additional information on the Canadian Language Benchmarks can be found in the following
resources:
n

n

n

n

Canadian Language Benchmarks 2000, Grazyna Pawlikowska-Smith, Centre for Canadian
Language Benchmarks, 2001
Canadian Language Benchmarks 2000, A Guide to Implementation, Tara Holmes, Gail Kingwell,
Joanne Pettis, Margaret Pidlaski, Centre for Canadian Language Benchmarks, 2001
Canadian Language Benchmarks 2000, ESL for Literacy Learners, Linda Johansson et al, Centre for
Canadian Language Benchmarks, 2001
Building a National Assessment Framework: Based on the Canadian Language Benchmarks, Centre for
Canadian Language Benchmarks, Ottawa, 2008
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Essential Skills
The challenge for facilitators is to develop a program that meets the learner’s needs with work
that is challenging in all areas, but is not too difficult. This can be accomplished by including
Essential Skills or cultural components in the curriculum.

Focus on Employability
In recent years, the focus of second language training for internationally trained individuals has
shifted toward employability. Along with the traditional outcomes of second language learning,
including speaking and listening, today’s programs should provide learners with training that
gives them knowledge of Canadian workplace culture and skills that are essential for success in
the Canadian job market.
Essential Skills (ES) are necessary for all workers, regardless of their level of language proficiency
or whether English is their second language. In order to be successful in any occupation, a worker
must have a certain set of skills that builds on the basic concepts of reading, writing and numeracy,
usually attained through formal education and training. Through work-based research, Human
Resources and Skills Development Canada (HRSDC) has defined the following set of nine Essential
Skills necessary in varying degrees in all occupations. Most have levels of complexity.
n

n

n

n

n

n

Reading Text – Reading and understanding labels, notes, letters, instructions in manuals and
other printed material found on the job
Document Use – Reading, understanding and being able to complete workplace documents
including completing forms, maintaining logs, checking off items on a checklist, and graphing
information; document use may include both reading and writing
Writing – Writing a variety of materials including notes, letters, reports, and forms, with or
without the use of a computer
Numeracy – The ability to work with numbers and think quantitatively (This skill includes
simple arithmetic, complex math, using formulas and completing analyses.)
Oral Communication – Using speech to give and exchange thoughts and information with
co-workers
Thinking Skills – The use of cognitive skills including problem solving, decision making,
critical thinking, planning and organizing, use of memory, and finding information

n

Working with Others – The ability to work successfully with others and as part of a team

n

Computer Use – The use of computer hardware and software

n

Continuous Learning – The ability of workers to participate in an ongoing process of
acquiring skills and knowledge
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Occupational Profiles
While all of these skills are necessary to some degree in each occupation, their relative importance
varies. Although workers need some level of proficiency in all nine Essential Skills, the skills that
are most important to an accounting clerk, for example, are different from those of a community
social service worker.
Over the past few years, HRSDC has developed Essential Skills profiles of approximately 300 different
occupations. By early 2008, profiles had been generated for all occupations in Canada requiring
a high school diploma or less formal
education. Each occupation on this
National Occupational Standards
list is assigned a 4-digit National
Occupational Classification (NOC)
National Occupational Standards (NOS) have been
code. Essential Skills Profiles, based on
developed by employers and employees working
the NOC, have a wealth of information
together with sector councils to identify the skills
and knowledge required to operate effectively in the
including a description of the occupation,
workplace. Many of the NOS have been developed
list of the most important Essential
through the Sectoral Partnerships Initiative. The
Skills, examples of tasks where all
language elements identified in the NOS are frequently
Essential Skills are required, a ranking
taught in English for Specific Purposes programs.
of the importance of each Essential Skill
in the occupation (1 to 5), physical and
attitudinal requirements of the job, and
the future outlook for the occupation.
According to the HRSDC profile, the most important Essential Skills for an accounting clerk
(NOC 1431) are Numeracy, Oral Communication, Problem Solving, and Job Task Planning and
Organizing. The most important Essential Skills for a community social service worker
(NOC 4152) are Document Use, Oral Communication, Critical Thinking.
Both occupations require Oral
Communication skills. A community
social service worker needs to “respond
to telephone requests for information and
assistance. They ask questions about clients’
needs, outline their organizations’ mandates
and services, and when callers’ needs can be
served better elsewhere, suggest appropriate
community resources”; whereas an
accounting clerk uses the same skills
to “interact with their supervisor to receive
instructions, to obtain help with paperwork,
problem customers or particular accounts
and to obtain approvals and signatures.”

For further information on Essential Skills
please see:
n
n

www.itsessential.ca
http://srv108.services.gc.ca/english/general/
all_profiles.aspx

n

www.skillplan.ca

n

http://www.awal.ca/

For more information on NOS and the
Sectoral Partnerships Initiative please see:
n

n

http://www.hrsdc.gc.ca/en/hip/hrp/
corporate/nos/occstd.shtml
http://www.councils.org/tasc/nav.cfm?l=e
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The Canadian Language Benchmarks
and Essential Skills: Working Together
The Canadian Language Benchmarks provides a framework for second language training while
Essential Skills training gives newcomers those skills that are necessary for success in a specific
occupation. Training programs should combine relevant Essential Skills and language training
in a CLB framework to best prepare
Human Resources and Social Development Canada
newcomers for employment in their
has stated that immigrants will be key in off-setting
chosen occupation. In recent years, an
the impact of an aging population but that the income
increasing number of newcomer training
gap between immigrants and native-born Canadians
programs have taken this holistic approach
is widening. To maximize their potential, immigrants
to second language training and often
must be quickly and fully integrated into the Canadian
include the use of an Occupational
job market.
Language Analysis (OLA) which provides
(The Daily, Stats Can, May 13, 2008)
an inventory of the language proficiency
and Essential Skills requirements of a
specific job.

Complementary Nature of CLB and ES
Canadian Language Benchmarks and Essential Skills are complementary: The Canadian Language
Benchmarks provides a broad framework of the language skills that should be included in newcomer
training, while Essential Skills provide information about the ES requirements for specific
occupations. Since Canadian Language Benchmarks and Essential Skills have different focuses,
training programs should include the important elements of both and provide curricula that
will increase language proficiency and Essential Skills performance as efficiently as possible.

Linking ES and CLB
The following table demonstrates the relationship between Essential Skills2 and the Canadian
Language Benchmarks. Using information taken directly from the HRSDC Profile 1431 –
Accounting and Related Clerks and Canadian Language Benchmarks 2000, the column on the
left shows the Essential Skill and the occupation specific ES Tasks and the column on the right
shows statements describing the language tasks from the Canadian Language Benchmarks.

2

ES levels of complexity range from 1-4 and depending on the skill, they may reach level 5. These levels do not equate
with CLB levels.
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Essential Skills Tasks

Corresponding CLB Tasks

Thinking Skills (Problem Solving)

Speaking

n

n

May have to resolve shipping and receiving
problems, such as shipments being short of the
number indicated on the purchase order or
being sent to the wrong department. Verifies
account information and contacts shippers
or departmental personnel to ensure that
accounting information accurately reflects
orders received. (2)

n

n

n

CLB 6 – (Social interaction) Expresses/
responds to apologies, regrets and excuses.

Listening
n

Encounters customers who claim that they have
been invoiced for a bill they have already paid
or that they have not received a cheque owing
to them. Reviews customer files to verify the
customers’ claims. (2)

CLB 6 – (Social interaction) Identifies mood/
attitude of participants.

Writing

Document Use
n

CLB 8 – (Suasion) Indicates problems and
solutions in a familiar area.

Reads forms, such as collection management
forms, cheque request and issue forms, bond
indemnity forms and non-sufficient fund
forms. (2)

n

n

Completes forms, such as credit approval and
application forms, tax adjustment application
forms and Goods and Services Tax (GST)
exemption forms. (3)

CLB 7 – (Reproducing information) Fills out
all form sections with required information.
CLB 6 – (Reproducing information) Records
names, addresses, numbers, dates, times,
directions and other details with correct
spelling in legible handwriting.

Reading
n

CLB 7 – (Informational texts) Accesses/
locates three or four pieces of information in
print reference sources.

Another tool used to establish a correlation between CLB and ES levels, tasks and descriptors is
the comparative framework3 developed by the CCLB in 2005.
For further information on CLB / ES Frameworks please see:
n

The CCLB comparative framework for ES and CLB http://www.itsessential.ca/itsessential/
display_page.asp?page_id=207

For further information on Occupational Language Analysis please see:
n

3

http://itsessential.ca/itsessential/display_page.asp?page_id=322

The full title is Relating Canadian Language Benchmarks to Essential Skills: A Comparative Framework. To obtain a copy,
please contact info@language.ca.
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English as a Second Language/
Essential Skills Ongoing Diagnosis
Traditionally, English as a Second Language instructors were expected to follow a curriculum
that included grammar instruction and related speaking, listening, reading and writing activities.
The goal of an ESL class was to instruct learners in the language that they would need in their
day-to-day lives and successfully integrate into Canadian society. Today, however, the focus of
second language instruction for immigrants has changed to incorporate Essential Skills and
other workplace readiness components, and instructors are required to take a much more holistic
approach in the classroom.

Three-Step Diagnostic
Essential Skills training should include continuous evaluation of oral and written language
skills, critical thinking and problem solving skills, teamwork skills and understanding of the
Canadian workplace and social culture. These workplace-related skills are often more difficult to
assess and require ongoing observation and diagnosis in the classroom.
The following three-step approach to initial and ongoing diagnosis in the ESL/ES classroom
will help facilitators to evaluate learner needs, develop appropriate curriculum, modify existing
programs and provide a feedback mechanism.
n

n

n

Step 1 – Determine Needs
Initial assessment of language and Essential Skills needed for a chosen occupation
Step 2 – Identify Workplace Language Skill Gaps
Ongoing identification of areas of concern in oral and written language, Essential Skills and
Canadian social and workplace culture
Step 3 – Incorporate Techniques and Interventions into Training
The use of specialized techniques for effective language instruction, Essential Skills and
cultural components of curricula

The following diagnostic will help facilitators assess an individual student’s needs and identify
areas that need improvement. It also includes tips for effectively addressing those needs in the
classroom. The three-step diagnosis should be used as part of an ongoing program to monitor
student progress.
The table includes diagnostic tools that may be complex and wide-ranging. It is highly
recommended that an experienced ESL professional be consulted when trying to assess
learner needs.
11
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Three-Step Diagnostic Checklist
The user version of this form is downloadable at www.itsessential.ca

Three-Step Diagnostic Checklist
Diagnostics

Essential Skill

Step #1 Determine Needs
Go to the ES website. Use the NOC code to locate the occupation and the ES profile.
Use the job title if you do not know the NOC. Determine language levels and ES
needed for the occupational goal.

Speaking, Listening, Reading,
Writing and Document Use

Conduct a language assessment to establish whether the learner’s skill levels are high
enough for Essential Skills and NOC requirements.
If no formal assessment is available, use a document appropriate to the occupation.
(For example, a truck driver may be asked to complete a Bill of Lading.)
Step #2 Identify Workplace Language Skill Gaps
Elicit information in an interview setting that involves the completion of a simple form.
Ask yourself:
O

Does the learner appear to communicate easily?

O

Does the learner use email or write notes rather than speak?

O

Does the learner appear to understand language spoken at an appropriate level?

O

Does the learner express frustration or anger about employment issues in Canada?

Check the learner’s comprehension of instructions.

Reading, Writing and
Document Use

Ask yourself:
O

Does the learner avoid reading or make excuses for poor reading skills such as,
“I need new glasses?”

O

Does the learner ask questions after “reading” instructions or other printed material?

O

Does the learner avoid completing forms or complete them in a haphazard manner?

O

Does the learner say that he /she “never liked school?”

Use a task where the learner has to demonstrate problem solving and critical
thinking skills.
O
O

Speaking, Listening,
Reading and Writing

Speaking and Listening

Can the learner complete the task successfully?
Can the learner describe a past situation where they have resolved a problem in the
workplace?

In the classroom evaluate the learner’s ability to work as a team member:
O

Does the learner demonstrate the ability to work well with others?

O

Does the learner have difficulty accepting new concepts?

O

Does the learner adapt well to change?

O

Does the learner interact easily with members of his or her own cultural group?

O

Does the learner find it hard to work as a member of a team?

1

Does the learner show socio-cultural barriers to team work? (For example, refusing
to work with members of the opposite sex or certain other cultural groups.)

Language for Work: CLB and Essential Skills for Trainers
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Best Practices for ESL/ES Programs
Across Canada, second language programs take place in workplaces, educational institutions,
settlement agencies, libraries and many other venues. The most effective language training
programs are those in which their participants communicate successfully at work and in the
community, reach educational goals
According to the 2006 Statistics Canada census,
and occupational accreditation, and
more than half a million people over the age of 15,
ultimately, are promoted into jobs that
living in Canada have no knowledge of either official
enable them to achieve their full
language.
potential.
The programs vary in size and scope,
but the most successful share certain
Best Practices in program design, assessment and intake, and classroom methodology. The
following table summarizes some of the practices that successful programs have found to be
effective and gives examples and tips for their implementation.

Best Practices for ESL/ES Programs
Proven Best Practices of ESL/ES Program Providers
Practice

Examples and Tips for Implementation

1. Program Design
I

Know who the learners are.

Record and consult demographic data of the area by
country of origin, languages spoken, age, sex.

II

Design a program that is flexible
and innovative to best meet the
needs of the clientele.

Change programming as demographics change.

III

Have clear objectives for the
program.

Provide clear guidelines for the objective of the program
and ensure that all staff members are familiar with these
goals.

IV

Have community partnerships in
place.

Ensure that social service agencies, settlement organizations,
other educational programs are aware of programs and
request referrals.

V

Have training supports in place.

Provide funding for transportation allowance.
Put childminding facilities and remuneration in place before
program begins.

VI

Identify clearly defined levels that
measure and demonstrate learner
progress.

Incorporate the Canadian Language Benchmarks into
assessments and curriculum development.
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Proven Best Practices of ESL/ES Program Providers
Practice

Examples and Tips for Implementation

2. Assessment and Intake
I

Use an ESL for workplace expert to
administer or develop appropriate
assessment tools or refer learners
to assessment providers in your
community.

Use appropriate, recognized assessment tools based
on Canadian Language Benchmarks, Essential Skills,
employment language training.

II

Ensure that staff is sufficiently
informed about the assessment and
intake process and procedures.

Provide staff with information on, and access to training on
the tools and processes used in the organization.

III

Take the time and make the effort
to listen to and understand learners.

Encourage low-level applicants to bring an interpreter to
the non-assessment part of the intake procedure.

IV

Trust learners to understand their
own goals and capabilities.

Encourage learners to recognize their own goals and
capabilities.

V

Gather adequate information to
assess and place learners and provide
training supports as necessary.

Become familiar with appropriate assessment tools and
training supports.

VI

Do whatever is necessary to
make learners feel welcome and
comfortable. Always respect
cultural differences.

Provide cultural sensitivity training for all employees.

VII

Try to understand applicants’
special challenges.

Ask …
n

Is the applicant a refugee or fleeing war?

n

Did the applicant have to leave immediate family behind?

n

Did the applicant enjoy school?

3. Classroom Methodology
I

Ensure that the socio-cultural
meaning of language is an integral
part of the training.

Integrate body language, eye contact, personal space and
movement into teaching.

II

Integrate practical applications and
demonstrations into language work
for occupation specific tasks.

Use a hands-on approach.
Include authentic workplace materials in curriculum.

Use a variety of materials in the
classroom.
III

Provide current curriculum that
meets the objectives of the training.

Ensure that all staff members are familiar with Essential
Skills Profiles.
Use occupation specific curriculum, vocabulary and
real-life situations.

IV

Use “plain” English and avoid the
passive voice.

Avoid jargon, slang, clichés.

V

Provide opportunities for learners
to experience a variety of accents,
backgrounds and cultural groups.

Include guest speakers from appropriate occupational
sectors.
Use team and pair activities and encourage discussions led
by learners.
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Proven Best Practices of ESL/ES Program Providers
Practice

Examples and Tips for Implementation

4. Integrating Best Practices into the Workplace
I

Encourage the use of plain English
in the workplace.

Ensure that all management-generated documentation is
written in easily-understood, plain English.

II

Foster appreciation of cultural
diversity.

Provide opportunities for all employees to participate in
diversity in the workplace training.
Recognize the importance of holidays and days of religious
observance in other cultures.

III

Provide language and workplace
resources for ESL learners.

Provide ESL and ES classes.
Encourage mentorship programs.
Use training techniques that are appropriate for ESL
employees.

IV

Recognize that individuals acquire
second language proficiency at
different rates.

Be flexible and realistic in your expectations for learner
outcomes.

For further information on CLB assessments and plain language (or in Canada
referred to as “Clear Communication”), please see:
n
n

n

n

The CCLB website http://www.language.ca/
Work Ready: Resources for Counselling, Hiring, and Working with Internationally Trained Individuals,
Centre for Canadian Language Benchmarks, Ottawa, 2008
Building a National Assessment Framework: Based on the Canadian Language Benchmarks, Centre for
Canadian Language Benchmarks, Ottawa, 2008
The National Adult Literacy Database (NALD) has a section on clear communication
http://www.clear.nald.ca/

For further information on Essential Skills assessments please see:
n

TOWES – Test of Workplace Essential Skills http://www.towes.com/

n

How Do Your Skills Measure Up? http://measureup.towes.com/
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Literacy, CLB and Essential Skills
When working with employees with literacy challenges it is very important to recognize how
previous learning, work and life experiences may affect their success.
Learners may have limited literacy skills for several reasons. They may:
n

n
n

n

Be speakers of a language that lacks a written code, so may not have needed to read or write
until they came to Canada
Have had very little education in their own country
Have had some sporadic education in their home country and understand that the written
word has meaning, but do not have the skills to read new words
Have come from a country with a non-Roman alphabet and have difficulty adjusting to the
demands of English literacy, but have reading and study skills which can be transferred to English

Some literacy learners may have come from war-torn countries and others may have had very
little opportunity for learning. Some may not see the need for education, others may avidly
desire it. There should be no “one size fits all” approach to working with literacy learners; rather,
programming, timelines, content and teaching techniques must be customized to each individual’s
needs. Despite the need to keep individuals’ goals and circumstances in mind, there are some
general considerations that should be remembered when working with literacy learners:
n

Learning can be very stressful

n

Learners may lack study skills

n

Learners have often learned compensatory transferable skills such as demonstration of oral
fluency that is more advanced than their literacy skills

Linking ESL Literacy Benchmarks and CLB
The CLB 2000: ESL for Literacy Learners is divided into a pre-reading and pre-writing phase, called the
Foundation Phase, followed by Phases I, II and III. The Foundation Phase describes pre-reading and
writing concepts and skills that learners must develop prior to Phase 1. Students who have never
attended school and have no experience with written text usually need to develop some basic skills
before they can begin to read and write. Phases I, II and III include reading, writing and numeracy.
Teachers can use the ESL literacy benchmarks in combination with the CLB 2000 speaking and
listening skill tasks. In doing so, the teacher continues to help develop the four communication skills
as part of the training, but the focus remains on upgrading literacy skills. When ready, the learner can
either move into a regular ESL program or into a literacy program for native speakers of English.
16
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The following diagram from CLB 2000: ESL for Literacy Learners shows how the ESL literacy
benchmarks relate to the CLB.
CLB 2000: English as a Second
Language for Adults

CLB 2000: ESL for Literacy Learners

Benchmark 5
Benchmark 4

Phase III

Benchmark 3
Phase II

Benchmark 2
Benchmark 1

Phase I
Foundation Phase

For more information on working with literacy learners please see:
n

Canadian Language Benchmarks 2000, ESL for Literacy Learners, Linda Johansson et al, Centre for
Canadian Language Benchmarks, 2001

n

Literacy Placement Tool, Volume 1, Centre for Canadian Language Benchmarks, 2006

n

Literacy Placement Tool, Volume 2, Centre for Canadian Language Benchmarks, 2007

n

http://www.elsanet.org/pdf/literacy_guide.pdf (Adult ESL Literacy survival guide)

n

http://www.hrsdc.gc.ca/en/workplaceskills/oles/olesindex_en.shtml

n

http://measureup.towes.com/english/index.asp

n

http://www.nald.ca

n

http://www.nald.ca/library/learning/clc/checklist/cover.htm
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Diagnostic Literacy Checklist
When meeting a student for the first time, it is often difficult to recognize literacy needs. The
literacy diagnostic checklist may be a helpful tool to use in the intake interview. Information
gathered from this checklist can be used to identify literacy issues, develop a program and
identify challenges that may make measurable progress difficult.
Answers to the questions in the Diagnostic Literacy Checklist will help to establish whether a
learner should be in an ESL literacy program. Elicit as much information as possible during the
intake procedure. Give the learner adequate time to provide the information in a relaxed and
complete manner. If the learner also has poor speaking and listening skills, an interpreter can be
invaluable during the intake procedure.
The user version of this form is downloadable at www.itsessential.ca

Diagnostic Literacy Checklist
Diagnostic Literacy Checklist
Learner’s Name: .....................................................................................

Date: ...................................................

Interpreter Present: ..............................................................................

Literacy Information
1. Has the learner been assessed using the Canadian Language Benchmarks Literacy Assessment or the CLB Literacy
Placement Tool?
No

Possibly/Unknown

Yes

If yes, what were his / her scores? Speaking: ..........

Reading: ..........

Listening: .......... Writing: .........

2. Has the learner been assessed with any other type of tool?
No

Possibly/Unknown

Yes

If yes, provide details: ...................................................................................................................................................................................
.............................................................................................................................................................................................................................
.............................................................................................................................................................................................................................
3. Has the learner ever attended school?
No

Possibly/Unknown

Yes

If yes, how many years? ..........
4. Can the learner hold a pen or pencil properly and orient a page of print?
No

Possibly/Unknown

Yes

5. Can the learner write his/her name and address in English?
No

Possibly/Unknown

Yes

6. Can the learner read and write in his / her own language?
No

Possibly/Unknown

Yes

If yes, how well can he/she read and write in his/her first language? (Basic, Functional or Fluent)
.............................................................................................................................................................................................................................
.............................................................................................................................................................................................................................
7. Did the learner miss a lot of school in his/her country?
No

Possibly/Unknown

Yes

If yes, why? ........................................................................................................................................................................................................

.............................................................................................................................................................................................................................

1
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.............................................................................................................................................................................................................................

Reflective Practitioner Checklist
Just as literacy students have special challenges, there are also special challenges associated with
being an ESL literacy instructor. Instructors must use special techniques if ESL literacy students
are to progress to higher levels. The following reflective checklist is designed for both new and
experienced ESL literacy instructors. New instructors will want to keep the following points in
mind when teaching and lesson planning. All ESL literacy instructors should periodically do a
self-check to ensure that they have provided the most effective learning environment for their
lower level students.
Have I …
Taken the time to familiarize the learner with using a pen or pencil?
Considered the individual needs of each learner?
Incorporated a variety of symbols in lessons to reinforce the connection between sound and symbol
in reading and writing?
Shown the learner the sequence of the printed word on the page – left to right, top to bottom?
Used large fonts and printed text, rather than cursive writing?
Used plain / clear English?
Broken down tasks into small, manageable units?
Built on previous knowledge and transferable skills?
Allowed adequate time for review and repetition?
Accommodated the mental and physical anxieties of the learner?
Remembered that progress may be irregular?
Remembered that progress may be slow?
Included visual clues, body language and gesture?
Provided concrete examples and included “real life” applications of the skill being taught?
Included ample practice examples?
Given practice examples in a variety of formats to accommodate all learning styles?
Been patient and provided praise and encouragement?
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Ten Learner Profiles

Learner Profile Form
Each learner is an individual with unique abilities, challenges, goals and skills. These, along with
other important background information, should be considered carefully when a program of
English as a Second Language and Essential Skills training is being developed.
Facilitators need to gather this information if they are to recommend the short-term training,
long-range planning and supports and interventions that will best meet the needs of the learner.
The Learner Profile form can be used to gather the information that is necessary for the development
of the training plan that best suits the learner’s needs, goals and challenges.
The user version of this form is downloadable at www.itsessential.ca

Learner Profile Form
Learner Profile
Name of Interviewer: ..........................................................................................
Name of Learner: ..................................................................................................

Date: .......................................................................

Contact Phone Number: ....................................................................................
Referred by: ............................................................................................................
Background Information
Age: ..............

Sex: ..............

Country of Origin: .......................................................................

First Language: ..............................................................................

Other Languages Spoken: ..................................................................................................................................................................................
Status
Immigration Status: .............................................

Length of Time in Canada: .........................................................................

Program Eligibility
Language Instruction for Newcomers to Canada (LINC):
English for Specific Purposes:

Yes

Yes

No

No

Language Instruction for Manitoba Immigrant Integration Program (MIIP):

Yes

Language Instruction for English Language Services for Adults (ELSA Net):

Yes

No
No

Other: .....................................................................................................................................................................................................................
Education
Years of Formal Education: ..............
Highest Level of Education Completed: .........................................................................................................................................................
Diplomas/Certificates/Professional Designations: ......................................................................................................................................
Canadian equivalence:

Yes

No

Completed by: ......................................................................................................................................................................................................
Name of Organization

Date

Language Assessment
Test Name

Level per Skill
Speaking
Listening

Reading

Writing

...............................................................

...................

...................

....................

....................

CLBA

...............................................................

...................

....................

...................

....................

CLBPT

...............................................................

...................

....................

...................

....................

Other: .......................................................................
Test Name: ...................................................................................

Score: ....................

Date: ........................................

Test Name: ...................................................................................

Score: ....................

Date: ........................................

1

Language for Work: CLB and Essential Skills for Trainers

22
Language for Work: CLB and Essential Skills for Trainers

© Canadian Language Benchmarks, 2009

CLBLA

Date Assessed

Learner Profile Examples
The ten learner profiles that begin on the next page are based on the real-life stories of learners.
The profiles include information that was gathered on the learner profile form:
n

Background information including age, sex, country of origin, immigration status in Canada

n

Education and literacy levels

n

Work history and occupational goals

n

Language proficiency scores

n

Unique challenges and goals

n

Suggested training and interventions

n

The NOC code for each occupation or occupational goal

The profiles include learners with varied backgrounds, skill sets, goals and challenges and therefore
the suggested training is unique for each individual. Reading these profiles will give an idea of the
range of needs and solutions that are available.
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Learner Profile # 1 – Ernesto
Background Information
Country of Origin: El Salvador
Age: 52

Sex: Male

Length of Time in Canada: 3 years
Status in Canada: Landed Immigrant
Previous Education and Training: Completed University, El Salvador
Occupation in Country of Origin: Chartered Accountant
Occupation or Occupational Goal in Canada: Currently unemployed, plans to work in the
field of accountancy.
English Language Proficiency (CLB)
Speaking: CLB 4

Listening: CLB 4

Reading: CLB 5

Writing: CLB 5

Challenges and Needs
Ernesto is currently unemployed and receiving social benefits. He is married and has two small
children. Ernesto has attended full-time (20 hours a week) ESL classes with the local board of
education and has made limited progress over the past two years. His wife also attends classes
and they require childminding for their three-year-old son.
Ernesto would like to work as a Chartered Accountant in Canada, but feels that the cost, time
involved and amount of training necessary make this an unreasonable goal.
Training and Interventions
While it may be difficult for Ernesto to realize his dream of working as a Chartered Accountant,
it is within his grasp to work as an Accounting Clerk. He would be an ideal candidate for a
combination ESL/Enhanced Language Training program that combines Second Language
instruction with Essential Skills training for the Accounting Sector.
Ernesto should also be eligible for subsidized childminding as long as he is receiving social benefits.
For a complete list of Essential Skills required for an Accounting Clerk, view NOC 1431
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Learner Profile # 2 – Gustavo
Background Information
Country of Origin: Argentina
Age: 27

Sex: Male

Length of Time in Canada: 1.5 years
Status in Canada: Landed Immigrant
Previous Education and Training: Completed Technical College, Argentina
Occupation in Country of Origin: Tool and Die Maker
Occupation or Occupational Goal in Canada: To be a licensed Tool and Die Maker
English Language Proficiency (CLB)
Speaking: CLB 2

Listening: CLB 2

Reading: CLB 4

Writing: CLB 4

Challenges and Needs
Gustavo completed a 2-year technical college course in tool & die and worked in the industry for
7 years before immigrating to Canada. He has good technical skills, but was not trained on computer
assisted drafting or CNC machining. Gustavo’s English reading and writing skills are much
higher than his oral communication skills.
He is currently working in a machine shop and attending a School Board night school ESL
program two evenings per week. Given Gustavo’s age and formal training in his chosen field, he
is a good candidate for completing his Tool and Die License and Red Seal Certification.
Training and Interventions
Gustavo should continue to improve his English language skills, including a conversation/
discussion group to bring his oral skills up to the same level as his reading and writing. Eventually
Gustavo should enrol in an appropriate course in computer drafting/CNC machining in addition
to continuing his ESL studies.
Since Tool and Die Maker is a licensed trade in Canada, Gustavo should have his transcripts from
college in Argentina evaluated to see where he fits into the Canadian system. He may be eligible
for an apprentice or journeyman designation and his current work experience will be valid for his
Red Seal interprovincial Certification.
For a complete list of Essential Skills required for a Tool and Die Maker, see NOC 7232
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Learner Profile # 3 – Irina
Background Information
Country of Origin: Russia
Age: 40

Sex: Female

Length of Time in Canada: 8 years
Status in Canada: Citizen
Previous Education and Training: College diploma from Russia
Occupation or Occupational Goal in Canada: Executive Assistant
English Language Proficiency (CLB)
Speaking: CLB 6

Listening: CLB 5

Reading: CLB 6

Writing: CLB 5

Challenges and needs
After arriving in Canada Irina was employed as an Office Clerk in a large company. She was
promoted to a position where she had much more contact with fellow employees and outside
clients. She found she could not cope. Her fellow employees wanted information quickly and
Irina sometimes got confused because she did not understand what was required.
Training and Interventions
The company arranged for an English Second Language and needs assessment. The assessments
identified that Irina was around a CLB 5-6 in speaking, listening, reading and writing. The
assessor also job-shadowed Irina to highlight practices that needed improving. For example, Irina
did not take a pencil and paper into her meetings with her supervisor. When asked why not, Irina
said, “She will think I am not listening if I write things down”. Irina also did not ask for clarification
when listening on the telephone or in meetings. She thought if she did ask for clarification people
would think she was “no good at her job”.
The company financed a four-hour per week training program. At the end of three months Irina’s
promotion would either be made permanent or she would go back to her former job. Irina also
agreed to spend three hours a week improving her English at a community college.
For a complete list of Essential skills required for an Executive Assistant, see NOC 1222
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Learner Profile # 4 – Nina
Background Information
Country of Origin: Russia
Age: 47

Sex: Female

Length of Time in Canada: 7 years
Status in Canada: Canadian Citizen
Literacy: Fluent in Russian, English, Polish, and French
Previous Education and Training: Completed University, Russia
Occupation in Country of Origin: Human Resources Manager
Occupation or Occupational Goal in Canada: Office Assistant
English Language Proficiency (CLB)
Speaking: CLB 9

Listening: CLB 9

Reading: CLB 10

Writing: CLB 10

Challenges and Goals
After spending the past 7 years at home raising her children, Nina has decided to re-enter the
workforce. She would like to find a job as an Office Assistant in a firm where she may be able to
make use of the four languages in which she is fluent. Although her written and spoken English
are very good, she has limited understanding of Canadian business procedures and very little
experience using a computer. Despite her high levels of language proficiency, Nina has never
worked in Canada and lacks confidence in her abilities
Training and Interventions
Nina needs to improve her written English, document use and computer proficiency, three
Essential Skills that she will need to be a successful administrative assistant. Since Nina’s
language proficiency level is very high, she is unlikely to find a suitable government subsidized
program. She is not eligible for LINC training as she is a Canadian citizen. A college level ESL
Business program would be ideal for Nina as it would increase her level of self-confidence while
improving the Essential Skills that she will need to be an Office Assistant.
For a complete list of Essential Skills required for an Office Assistant, view NOC 1411
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Learner Profile # 5 – Rania
Country of Origin: Iran
Age: 33

Sex: Female

Length of Time in Canada: 6 months
Status in Canada: Landed Immigrant
Previous Education and Training: Bachelor’s Degree
in Engineering
Occupation in Country of Origin: Manufacturing Engineer
Occupational Goal: Engineer
English Language Proficiency (CLB)
Speaking: CLB 8

Listening: CLB 7

Reading: CLB 8

Writing: CLB 8

Challenges and needs
Rania was trained as an Engineer in Iran. She is currently trying to get her credentials recognised
in Canada. This is a difficult and time-consuming process. She has been assessed using the
Canadian Language Benchmarks Placement Test but as a new immigrant she needs to learn
more about Canadian culture especially workplace culture. Her formal English is good but she
needs more practice at listening to Canadian accents and completing tasks that require different
language skills such as setting up an answering machine or listening to messages with multiple
options.
Training and Interventions
An Enhanced Language Training program is ideal for Rania. It gives her the opportunity to improve
her everyday and occupation specific language while introducing her to Canadian workplace
culture. The instructor uses guest speakers and mentors as key components of this training. They
also provide valuable exposure to the workplace.
The program is task-based and linked to the individual learning objectives of the participants.
Participants are given frequent opportunities to work as a team. Rania is confident and frequently
challenges the instructor. Some of the other students feel she is rude so the class discusses the
expectations and norms of the Canadian workplace.
For a complete list of Essential Skills required for a Manufacturing Engineer, visit NOC 2141
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Learner Profile # 6 – Sonu
Background Information
Country of Origin: Kenya
Age: 20

Sex: Female

Length of Time in Canada: 4 years
Status in Canada: Landed Immigrant
Previous Education and Training: Completed Grade 10, Kenya
Occupation in Country of Origin: High School Student
Occupation or occupational goal in Canada: Complete high school and then operate her own
hair and cosmetology salon serving the Toronto Punjabi community
English Language Proficiency (CLB)
Speaking: CLB 6

Listening: CLB 5

Reading: CLB 4		

Writing: CLB 4

Challenges and Goals
Sonu is from Africa, but is of East Indian (Punjabi) descent. She immigrated to Canada along
with her family when she was 16 years of age. Shortly after arriving in Canada, Sonu was stricken
with rheumatoid arthritis and did not leave the house for over 2 years. With her arthritis under
control, Sonu has returned to school. She would like to complete her grade 12 high school
diploma and eventually open a Hair and Cosmetology Salon, specializing in Punjabi weddings.
Her family want her to marry and raise a family and are currently looking for a “suitable” older
husband back in Kenya. Despite the objections of her family, Sonu is determined to one day
operate her own business. The family has agreed to let her continue her studies until a suitable
husband is found.
Training and Interventions
With some ESL support, Sonu’s English should be adequate for her to attend a governmentfunded Adult Learning Centre and complete the necessary credits for her grade 12 graduation.
A vocational type secondary school that offers hair and cosmetology as elective courses would
be ideal for Sonu.
Sonu will also need to work on the Essential Skills necessary to operate a hair and cosmetology
salon. These skills include oral communication, critical thinking and continuous learning. Sonu
would be an ideal candidate for an occupational language training program in Hair Styling and
Cosmetology. For a complete list of Essential Skills required for a Hair Stylist, see: NOC 6271
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Learner Profile # 7 – Zhang
Background Information
Country of Origin: China
Age: 31

Sex: Male

Length of Time in Canada: 3 years
Status in Canada: Landed Immigrant
Previous Education and Training: Graduate degree in Computer Science in China, ESL classes
Occupation in Country of Origin: IT consultant
Occupation in Canada: IT Consultant
English Language Proficiency
Speaking: CLB 6

Listening: CLB 6

Reading: CLB 8		

Writing: CLB 8

Challenges and needs
Zhang is a highly educated Information Technology specialist who came to Canada three years
ago. He has a Master’s degree and has excellent learning skills. Zhang has a good academic
knowledge of English. He has an excellent grasp of grammar but he has had little opportunity
to practice speaking and listening. Zhang spends much of his day in front of a computer screen.
His employer wants Zhang to become more of a “team member” and to play a more active part
in departmental meetings but Zhang is reluctant to speak in a group. Zhang prefers to use email
whenever possible.
Training and Interventions
Zhang’s employer holds group English as a Second Language classes and has recommended that
Zhang attends them. The small group class – six learners – is an ideal opportunity for Zhang to
practice speaking and listening with an empathetic audience. Each of the group has an individual
language assessment and sets specific objectives for the course with the instructor. The instructor
integrates socio-cultural aspects throughout the training using role plays and simulations to
demonstrate cultural expectations regarding body language, facial gestures, interaction with
peers and supervisors.
For a complete list of Essential Skills required for an IT Consultant, view NOC 2171
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Learner Profile # 8 – Nasima
Background Information
Country of Origin: Afghanistan
Age: 38

Sex: Female

Length of Time in Canada: 6 months
Status in Canada: Landed Immigrant
Previous Education and Training: High school equivalency
Occupation or Occupational Goal in Canada: Babysitter, Nannies and Parent’s Helpers
English Language Proficiency (CLB)
Speaking: CLB 4

Listening: CLB 4

Reading: CLB 4		

Writing: CLB 4

Challenges and needs
Nasima is a very quiet lady whose education was interrupted by the war in her homeland. She has
four children and wants to help them settle in Canada. Nasima has to adjust to a culture where
male and female students interact together in the classroom and the workplace. Nasima has never
had a job outside the house before.
Training and Interventions
As a newly arrived immigrant Nasima is eligible for the free Language Instruction for Newcomers
to Canada (LINC) program. Her two youngest children attend the free day care offered at the
LINC centre.
Nasima is in a LINC course that aims to further develop language skills, increase students’
confidence and awareness of Canadian culture and assist students to enter into the community,
the workplace or post-secondary programs. Thematic topics assist students to pursue their
employment or educational goals and to integrate into society.
For a complete list of Essential Skills required for a Babysitter, Nannies and Parent’s Helpers
see NOC 6474
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Learner Profile # 9 – Faduma
Background Information
Country of Origin: Somalia
Age: 26

Sex: Female

Length of Time in Canada: 6 months
Status in Canada: Refugee claimant
Literacy: Completely illiterate in her first language
Previous Education and Training: None

Occupation in Country of Origin: None

Occupation or Occupational Goal in Canada: Service Industry – Light Duty Cleaner
English Language Proficiency (CLB)
Speaking: Pre-CLB

Listening: Pre-CLB

Reading: Pre-CLB

Writing: Pre-CLB

Challenges and Goals
Faduma is a refugee who fled the war in Somalia. After spending 3 years in Italy, she was accepted
as a refugee into Canada. She is currently awaiting a ruling on her refugee claim. Faduma has
four children under the age of 10. She is married and her husband, who she hasn’t seen in over a
year, is currently living and working in Chicago. Faduma’s husband, Hamid, sends enough money
to pay the rent and food costs. She fears that she will never see him again and will be forced to
raise her children alone. Although Faduma lives in a community with a large Somali population,
she has no close relatives or friends nearby. She is lonely, homesick and suffers from depression.
Faduma will need to make major adjustments if she is to successfully integrate into Canadian
culture.
Faduma is not literate in Somali and had never held a pencil until arriving in Canada. She wants
to learn English so she can communicate with her children’s school and help support her family.
Training and Interventions
A referral to a social service agency prepared to deal with Faduma’s very difficult personal situation
would be an important first step. Alleviating her isolation and loneliness would help Faduma to
overcome her lack of confidence and open her mind to the future.
Faduma’s overwhelming personal problems will no doubt cloud her educational experience. Her
language progress will be very slow and she will require a patient, experienced instructor who will
not become frustrated at Faduma’s apparent lack of progress. As a result of Faduma’s financial
and family situation, ideally she should be placed in a government subsidized ESL Literacy program
with available childminding before she begins her workplace preparation training.
For a complete list of Essential Skills required for a Light Duty Cleaner, see NOC 6661
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Learner Profile # 10 – Luigi
Background Information
Country of Origin: Italy
Age: 53

Sex: Male

Length of Time in Canada: 5 years
Status in Canada: Landed Immigrant
Previous Education and Training: Luigi had the equivalent of a grade 5 education in Italy. His
English is self-taught. He has spent most of his life living and working within his own first language
group. Luigi is semi-literate: he has had very little formal education but can read and write simple
sentences. He has never had the need to read and write in English. His speech is heavily accented
and he needs to hear things several times before he can grasp the main idea.
Occupation or Occupational Goal in Canada: Cafeteria Counter Attendant
English Language Proficiency (CLB) if known
Speaking: CLB 2

Listening: CLB 2

Reading: CLB 1		

Writing: CLB 1

Challenges and needs
Luigi came to Canada five years ago to live with his son. He did not take any English classes
but joined his son working in construction and spoke only Italian. Six months ago Luigi hurt
his back at work and now wants to work as a cafeteria counter attendant.
As a Landed Immigrant who had not taken any language training Luigi is eligible for free
language training. The first step was to have Luigi assessed with the Canadian Language
Benchmarks Literacy Assessment to determine his language levels. The assessment determined
that Luigi had literacy needs and needed to be put in a program with a variety of supports.
The instructor boosts Luigi’s confidence by building on his transferable skills and life experiences
as he works on his literacy skills. The instructor works from the familiar to the new, using past
experiences as a foundation for learning. Using what is familiar makes the new learning less scary.
The facilitator also builds Luigi’s self-esteem by asking him how to do things. The class is very
task oriented. The instructor uses concrete examples to help Luigi practice new skills.
For a Complete list of Essential Skills required for a Cafeteria counter attendant, view NOC 6641
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The Centre for Canadian Language Benchmarks is the centre of expertise in support of the national
standards in English and French for describing, measuring and recognizing second language proficiency
of adult immigrants and prospective immigrants for living and working in Canada.

Learner Profile Form
Learner Profile
Name of Interviewer: ...........................................................................................
Name of Learner: ..................................................................................................

Date: .......................................................................

Contact Phone Number: .....................................................................................
Referred by: ............................................................................................................
Background Information
Age: ...............

Sex: ..............

Country of Origin: .......................................................................

First Language: . .............................................................................

Other Languages Spoken: ..................................................................................................................................................................................
Status
Immigration Status: ..............................................

Length of Time in Canada: .........................................................................

Program Eligibility
Language Instruction for Newcomers to Canada (LINC):
English for Specific Purposes:

Yes

Yes

No

No

Language Instruction for Manitoba Immigrant Integration Program (MIIP):

Yes

Language Instruction for English Language Services for Adults (ELSA Net):

Yes

No
No

Other: .....................................................................................................................................................................................................................
Education
Years of Formal Education: ..............
Highest Level of Education Completed: . ........................................................................................................................................................
Diplomas/Certificates/Professional Designations: ......................................................................................................................................
Canadian equivalence:

Yes

No

Completed by: ......................................................................................................................................................................................................
Name of Organization

Date

Language Assessment
Speaking

Level per Skill
Listening
Reading

Writing

CLBLA

................................................................

. ..................

....................

....................

....................

CLBA

................................................................

. ..................

....................

....................

....................

CLBPT

................................................................

. ..................

....................

....................

....................

Other: .......................................................................
Test Name: ....................................................................................

Score: ....................

Date: ........................................

Test Name: ....................................................................................

Score: ....................

Date: ........................................
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Date Assessed

Test Name

Learner Profile Form
Learner Profile
Essential Skills Assessment
Test Name: ................................................................. Score: ...............

Date: ...................................

Additional Comments: ........................................................................................................................................................................................
....................................................................................................................................................................................................................................
Employment History
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
Employment Goals
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
NOC (occupation or occupational goal):
....................................................................................................................................................................................................................................
Challenges
Childminding: ..............

Transportation Costs: ...............

Health Problems: ..............		

Work Schedule: ..............

Disapproval of Family Members: ..............
Other: .....................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
Recommended Training and Interventions
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................

Additional Notes
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................
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....................................................................................................................................................................................................................................

Diagnostic Literacy Checklist
Diagnostic Literacy Checklist
Learner’s Name: . ....................................................................................

Date: ....................................................

Interpreter Present: ...............................................................................

Literacy Information
1. Has the learner been assessed using the Canadian Language Benchmarks Literacy Assessment or the CLB Literacy
Placement Tool?
No

Possibly/Unknown

Yes

If yes, what were his/her scores? Speaking: ...........

Reading: ..........

Listening: .......... Writing: ..........

2. Has the learner been assessed with any other type of tool?
No

Possibly/Unknown

Yes

If yes, provide details: ....................................................................................................................................................................................
..............................................................................................................................................................................................................................
..............................................................................................................................................................................................................................
3. Has the learner ever attended school?
No

Possibly/Unknown

Yes

If yes, how many years?...........
4. Can the learner hold a pen or pencil properly and orient a page of print?
No

Possibly/Unknown

Yes

5. Can the learner write his/her name and address in English?
No

Possibly/Unknown

Yes

6. Can the learner read and write in his/her own language?
No

Possibly/Unknown

Yes

If yes, how well can he/she read and write in his/her first language? (Basic, Functional or Fluent)
..............................................................................................................................................................................................................................
..............................................................................................................................................................................................................................
7. Did the learner miss a lot of school in his/her country?
Possibly/Unknown

Yes

If yes, why?.........................................................................................................................................................................................................
..............................................................................................................................................................................................................................
..............................................................................................................................................................................................................................
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No

Diagnostic Literacy Checklist
Diagnostic Literacy Checklist
8. Does the learner come from a country with a largely oral language tradition (e.g., Somalia)? This information can be
elicited by asking the learner questions regarding the importance of print in their culture. For example, “How does news
spread in your country?” “Do most people read a daily newspaper in your country?”
No

Possibly/Unknown

Yes

9. Does the learner come from a country with serious on-going political problems? Has the learner
experienced other kinds of trauma?
No

Possibly/Unknown

Yes

10. Does the learner come from a country with a non-Roman alphabet (Russia, Greece, China, etc.)?
No

Possibly/Unknown

Yes

11. Can the learner add and subtract on paper?
No

Possibly/Unknown

Yes

12. Can the learner add and subtract in his or her head?
No

Possibly/Unknown

Yes

13. Does the learner have any work experience in Canada or elsewhere?
No

Possibly/Unknown

Yes

If yes, what jobs have been held?
In Canada ..........................................................................................................................................................................................................
Outside Canada ..............................................................................................................................................................................................
What transferable skills were required or developed? ........................................................................................................................
..............................................................................................................................................................................................................................
14. Does the learner have career or employment goals?
No

Possibly/Unknown

Yes

If yes, what are they? ......................................................................................................................................................................................
..............................................................................................................................................................................................................................
Other Information:
Are there factors that may prevent the learner from attending training regularly?
Transportation Costs ..........

Health Problems .............

Work Schedule . ........

Disapproval of Family Members ........... Other ..........
Other relevant information: ............................................................................................................................................................................
....................................................................................................................................................................................................................................
....................................................................................................................................................................................................................................

2

Language for Work: CLB and Essential Skills for Trainers

© Centre for Canadian Language Benchmarks, 2009

Childminding ...........

Three-Step Diagnostic Checklist
Diagnostics

Language Skills and
Essential Skills

Step #1 Determine Needs
Go to the ES website. Use the NOC code to locate the occupation and the ES profile.
Use the job title if you do not know the NOC. Determine language levels and ES
needed for the occupational goal.

Speaking, Listening, Reading,
Writing and Document Use

Conduct a language assessment to establish whether the learner’s skill levels are high
enough for Essential Skills and NOC requirements.
If no formal assessment is available, use a document appropriate to the occupation.
(For example, a truck driver may be asked to complete a Bill of Lading.)
Step #2 Identify Workplace Language Skill Gaps
Elicit information in an interview setting that involves the completion of a simple form.
Ask yourself:
n

Does the learner appear to communicate easily?

n

Does the learner use email or write notes rather than speak?

n

Does the learner appear to understand language spoken at an appropriate level?

n

Does the learner express frustration or anger about employment issues in Canada?

Check the learner’s comprehension of instructions.
Ask yourself:
n

Does the learner ask questions after “reading” instructions or other printed material?

n

Does the learner avoid completing forms or complete them in a haphazard manner?

n

Does the learner say that he /she “never liked school?”

Use a task where the learner has to demonstrate problem solving and critical
thinking skills.

n

Reading, Writing and
Document Use

Does the learner avoid reading or make excuses for poor reading skills such as,
“I need new glasses?”

n

n

Speaking, Listening,
Reading and Writing

Speaking and Listening

Can the learner complete the task successfully?
Can the learner describe a past situation where they have resolved a problem in the
workplace?

In the classroom evaluate the learner’s ability to work as a team member:
Does the learner demonstrate the ability to work well with others?

n

Does the learner have difficulty accepting new concepts?

n

Does the learner adapt well to change?

n

Does the learner interact easily with members of his or her own cultural group?

n

Does the learner find it hard to work as a member of a team?

n

1

Does the learner show socio-cultural barriers to team work? (For example, refusing
to work with members of the opposite sex or certain other cultural groups.)
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n

Three-Step Diagnostic Checklist
Diagnostics
In classroom activities. monitor the learner’s preparedness to work in Canada:
n

n
n

n

n

Does the learner demonstrate an understanding of the requirements of the
Canadian workplace?

Language Skills and
Essential Skills
Speaking, Listening,
Reading and Writing

Is the learner regularly late for or absent from class without valid reason?
Does the learner express feelings of superiority to Canadian neighbours or
workmates?
Is the learner hyper-critical of Canadian culture? Education system? Work ethic?
Food or other cultural items?
Does the learner exhibit characteristics of culture shock?

Step #3 Incorporate Techniques and Interventions into Training
Identify the language needs of the learner for the workplace.

Speaking and Listening

Provide opportunities for class interaction – role plays, dialogues, presentations.
Watch for body language clues to comprehension. Does the learner fidget, look
around the room, have a dazed expression?
Use job specific tasks to assess understanding and progress.
Conduct face-to-face interviews to ensure that language needs and objectives are
being met on a regular basis.

Speaking, Listening, Reading,
Writing and Document Use

Review assignments against the learner’s needs assessment.
Use clarification activities to see if the learner has understood what is required:

Speaking and Listening

Don’t just ask, “Do you understand?” and accept a nod in reply. Ask the learner to
repeat what was said or to demonstrate an activity.
Use decision-making tasks in group activities.
Ask questions of the whole group.

Speaking, Listening,
Reading and Writing

Provide positive reinforcement.
Use mentors, guest speakers, role plays to further stimulate the use of workplace
specific language.

Speaking, Listening,
Reading and Writing

Include workplace cultural sensitivity training.

Speaking, Listening,
Reading and Writing

Encourage learners to share relevant parts of their culture to the rest of the group.
Stress the similarities of other cultures, not the differences. Find “common ground.”
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Understand and teach learners the steps of culture shock and help them to understand
that it is a normal reaction and that it will diminish over time.

