
[image: ]Workplace Literacy Needs AssessmentMission: Literacy Network teaches reading, writing, communication, and computer skills to Dane County adults so they can achieve financial security, well-being, and deeper engagement with their families and the community.


Name:  Click here to enter text.          Company:  Click here to enter text.        Email: Click here to enter text.

1. Approximately how many English-language learning (ELL) employees work in your company? Enter #
2. What are the job titles for your ELL employees?
Click here to enter job titles.
3. Mark as applicable. On average, in these jobs, approximately how much English contact is required with:

	
	Constant
	Regular
	Limited
	None

	Supervisors?
	☐	☐	☐	☐
	Coworkers?
	☐	☐	☐	☐
	General public?
	☐	☐	☐	☐
	Click here to enter other.	☐	☐	☐	☐


	
	Major Problem
	Minor Problem
	No Problem
	N/A

	Understanding shifts & schedules
	☐	☐	☐	☐
	Understanding time off or tardiness policies
	☐	☐	☐	☐
	Calling in sick
	☐	☐	☐	☐
	Human Resources policies
	☐	☐	☐	☐
	Understanding/following instructions
	☐	☐	☐	☐
	Understanding/following safety procedures
	☐	☐	☐	☐
	Giving/responding to safety warnings
	☐	☐	☐	☐
	Vocabulary for tools, materials, or equipment
	☐	☐	☐	☐
	Requesting clarification of instructions
	☐	☐	☐	☐
	Asking for help
	☐	☐	☐	☐
	Reporting problems
	☐	☐	☐	☐
	Responding to client questions
	☐	☐	☐	☐
	Communicating with coworkers
	☐	☐	☐	☐
	Communicating in team meetings
	☐	☐	☐	☐
	Writing memos, letters, or reports
	☐	☐	☐	☐
	Completing forms
	☐	☐	☐	☐
	Gaining promotions
	☐	☐	☐	☐

4. Which of the following are challenges for your ELL employees?
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