
It's
N

ot
a

Sim
ulation,

It's
R

eal!Judy
K

ollar

T
he

E
nglish

section
o

f
the

federal
gov­

ernm
ent's

A
dvanced

L
anguage

T
raining

Program
puts

andragogy
into

action.
O

ne
w

ay
is

an
authentic

w
eekly

review
and

planning
m

eeting,
in

w
hich

francophone
m

anagers
and

professionals
practise

all

four
language

skills
w

hile
participating

in
the

m
anagem

ent
of

their
ow

n
learning.

T
his

paper
describes

the
m

eeting
in

term
s

of
related

andragogical
and

language
learning

aspects.

O
ver

the
past

few
years

there
has

been
a

grow
ing

belief
in

the
value

o
f

"authentic"
situations

and
m

aterial
in

the
com

m
unicative

second
lan­

guage
classroom

.
T

here
has

also
been

a
greater

com
m

itm
ent

to
learner

input
and

self-direction
in

the
learning

process.
T

he
A

dvanced
L

anguage
T

raining
P

rogram
in

O
ttaw

a
incorporates

both
these

beliefs
in

its
w

eekly
review

and
planning

m
eeting.

T
his

m
eeting

occurs
every

F
riday

afternoon
w

hen
a

class
o

f
advanced

learners
o

f
E

nglish
gets

together
w

ith
its

teachers
to

discuss
the

w
eek's

business.
T

he
students

and
teachers

are
part

o
f

an
intensive

im
m

ersion
program

that
involves

seven
and

a
half

hours
o

f
classes

and
activities

daily
over

a
16-w

eek
period.

T
he

students
are

francophone
public

ser­
vants,

m
anagers

and
professionals,

from
a

w
ide

range
o

f
fields

and
gov­

ernm
ent

departm
ents.

T
hey

share
a

com
m

on
goal:

to
develop

a
high

level
o

f
functional

proficiency
in

their
second

"official"
language.

T
he

program
is

based
on

andragogical
principles

in
its

orientation
and

approach
and

encourages
the

grow
th

o
f

self-reliance
and

autonom
y.

T
he

teachers
m

ay
guide

and
facilitate,

but
the

students
determ

ine
the

direc­
tion

o
f

their
learning.

T
he

program
is

based
on

the
prem

ise
that

to
actively

contribute
to

a
training

program
is

both
a

right
and

a
responsi­

bility
o

f
adult

learners.
T

he
w

eekly
m

eeting
is

a
valuable

tool
for

put­
ting

this
belief

into
practice.

T
H

E
M

E
E

T
IN

G

A
s

the
nam

e
suggests,

the
review

and
planning

m
eeting

provides
an

opportunity
~
o

review
the

issues
o

f
the

past
w

eek
and

plan
the

w
eek(s)

to
com

e;
it

is
a

forum
for

sharing
inform

ation,
brainstorm

ing
ideas,

m
aking

decisions
and

solving
problem

s.
It

perm
its

learners
and

teachers
to

w
ork

together
as

partners
on

a
team

.
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B
oth

students
and

teachers
propose

agenda
item

s
w

hich
can

span
a

w
ide

range
o

f
topics.

P
ast

m
eetings

have
included

discussions
on

the
heating

problem
in

the
classroom

,
an

exchange
on

learning
plateaus

and
class

m
orale,

student
input

and
feedback

on
the

course
schedule,

com
­

m
ents

on
the

w
orkload,

inform
ation

on
com

m
unity

events,
decisions

on
guest

speakers
and

group
socio-cultural

activities,
and

m
any

other
topics.

(See
A

ppendix
1.)

T
he

m
eeting.allow

s
learners

and
teachers

to
w

ork
closely

together
in

a
clim

ate
of

trust
and

cooperation.
A

ll
participants

have
a

chance
to

listen
and

to
be

heard
and,

m
ost

im
portant,

they
have

the
sense

of
being

valued
m

em
bers

o
f

a
team

.
E

ach
student

has
the

opportunity
to

assum
e

the
roles

of
chairperson,

m
inutes

secretary
and

m
eeting

participant.
In

addition
to

participating
in

the
m

eeting,
one

of
the

teachers
is

specifi­
cally

assigned
to

w
ork

w
ith

the
chairperson

and
secretary.

T
he

follow
­

ing
section

describes
the

steps
follow

ed
by

the
chairperson,

secretary
and

teacher
before,

during
and

after
each

m
eeting.

T
H

E
C

H
A

IR
P

E
R

S
O

N

P
re-M

eetin
g

A
few

days
prior

to
the

w
eekly

m
eeting

the
chairperson

and
teacher

confer
to

discuss
the

form
er's

objectives.
B

y
asking

fairly
open-ended

questions
such

as,
"W

hat
aspects

o
f

spoken
E

nglish
are

im
portant

to
you

at
the

m
om

ent,"
the

teacher
encourages

the
chairperson

to
specify

current
language

learning
needs.

(Students
are

aw
are

o
f

their
personal

strengths
and

w
eaknesses

from
their

daily
experiences

in
the

classroom
.)

T
he

chairperson
then

ranks
these

needs,
translates

them
into

precise
and

realistic
objectives

for
the

m
eeting,

and
puts

these
objectives

'on
paper.

(See
A

ppendix
2.)

T
he

teacher
is

careful
not

to
im

pose
any

biases
or

preferences,
but

rather
to

guide
the

chairperson
in

the
process.

C
hairper­

sons
m

ay
plan

to
focus

on
standard

expressions
for

opening
a

m
eeting,

keeping
it

m
oving

and
adjourning

it;
they

m
ay

w
ish

to
concentrate

on
appropriate

tone
and

levels
o

f
form

ality;
others

m
ay

w
ant

to
focus

on
pronunciation,

intonation
or

gram
m

ar.
R

egardless
of

the
decision,

it
is

solely
the

chairperson's
responsibility.

O
nce

the
objectives

are
set,

the
teacher

and
chairperson

discuss
strategies

for
w

orking
tow

ards
them

.
T

he
teacher

m
ay

provide
the

student
w

ith
a

list
o

f
gam

bits
appropriate

to
m

eetings
together

w
ith

suggestions
o

f
other

m
aterials.

D
u

rin
g

the
M

eetin
g

W
hile

keeping
in

m
ind

the
specified

linguistic
objectives,

the
chair­

person
m

ust
conduct

the
m

eeting,
keep

the
discussion

on
track

and
give

all
participants

a
chance

to
speak.

T
his

is
clearly

a
challenging

task!
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M
eanw

hile
the

teacher
m

onitors
the

chairperson's
language

in
term

s
o

f
the

stated
objectives;

both
positive

features
and

errors
are

noted.

P
ost-M

eeting

Im
m

ediately
after

the
m

eeting
the

chairperson
and

teacher
get

together
to

review
the

chairperson's
language.

O
nce

again
the

chairper­
son

is
in

a
self-directing

role.
T

he
teacher

asks
the

chairperson
to

assess
his/her

ow
n

perform
ance

by
asking

one
or

m
ore

o
f

the
follow

ing
ques­

tions:
"H

ow
did

you
feel

about
your

use
o

f
E

nglish
during

the
m

eet­
ing?"

"W
hat

w
as

easy?"
"W

hat
w

as
difficult?"

A
discussion

takes
place

and
the

teacher
shares

observations
w

ith
the

chairperson.
T

his
generally

evolves
into

a
conversation

on
further

w
ays

to
continue

w
orking

tow
ards

the
objectives.

F
rom

m
eeting

to
m

eeting
the

teacher
keeps

a
log

on
each

chairper­
son's

objectives
and

perform
ance.

T
his

offers
structure

and
continuity

over
the

16-w
eek

period.
It

also
docum

ents
each

learner's
progress

in
the

target
language

w
hile

in
the

chairing
role.

T
H

E
M

IN
U

T
E

S
S

E
C

R
E

T
A

R
Y

P
re-M

eeting

P
rior

to
each

student's
first

tim
e

as
m

inutes
secretary,

the
student

and
teacher

discuss
various

aspects
o

f
the

role.
O

bjectivity,
accuracy,

discretion
and

tone
are

usually
considered.

T
hey

look
at

sam
ples

o
f

authentic
m

inutes
from

past
m

eetings
and

use
them

as
m

odels
for

vocabulary,
structures

and
style.

T
he

secretary
receives

a
com

prehensive
self-access

m
odule

containing
guidelines

and
exercises

for
w

riting
m

inutes
in

E
nglish.

T
he

teacher
encourages

the
secretary

to
determ

ine
needs

related
to

w
riting

m
inutes

and
to

select
appropriate

m
aterial

from
the

m
odule

in
order

to
w

ork
on

these
needs.

D
u

rin
g

the
M

eeting

T
he

secretary
takes

notes
during

the
proceedings,

using
a

form
to

help
organize

the
details.

(See
A

ppendix
3.)

T
his

can
be

a
dem

anding
role

for
a

language
learner,

even
at

the
advanced

level.
T

he
secretary

m
ust

be
able

to
grasp

the
m

ain
points

o
f

a
discussion,

take
reliable

notes
and

deal
w

ith
a

variety
of

accents
am

i
speaking

styles.
A

s
in

any
m

eeting,
the

discussion
can

som
etim

es
get

carried
aw

ay.
T

his
is

not
unlike

"authentic"
m

eetings
in

a
student's

w
orkplace.

P
ost-M

eeting

T
he

secretary
w

rites
the

first
draft

o
f

the
m

inutes
and

consults
the

R
E

A
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teacher,
w

hose
aim

is
to

guide
the

secretary
to

self-edit
as

m
uch

as
possible.

T
he

teacher
encourages

the
learner

to
point

out
both

good
fea­

tures
and

problem
areas

in
the

draft.
(In

the
program

's
w

riting
course,

students
have

already
grow

n
aw

are
o

f
their

strengths
and

w
eaknesses.)

T
hrough

the
questioning

process
the

teacher
guides

the
secretary

to
find

solutions
to

each
"problem

",
be

it
conciseness,

w
ord

choice,
gram

m
ar

or
tone.

T
hroughout

the
entire

process
the

secretary
does

the
key

revi­
sions

and
the

teacher
acts

as
a

coach
or

facilitator.
T

he
secretary

w
rites

a
second

draft
and

consults
the

teacher
again.

T
ogether

they
decide

on
the

final
version

o
f

the
m

inutes.
T

his
version

is
typed,

distributed
to

all
m

eeting
participants,

and
then

approved
or

am
ended

at
the

next
m

eet­
ing.

C
O

N
C

L
U

S
IO

N

A
s

in
any

authentic
m

eeting
in

the
w

orkplace,
the

chairperson
and

secretary
face

a
num

ber
o

f
authentic

and
dem

anding
tasks.

T
he

m
eeting

should
take

place
w

ithin
a

reasonable
length

of
tim

e;
all

agenda
item

s
m

ust
be

discussed
and

appropriate
decisions

m
ade;

the
m

inutes
have

to
be

w
ritten,

edited,
finalized

and
typed

for
distribution.

F
urtherm

ore,
the

chairperson's
organizational

skills,
tact

and
appropriate

level
o

f
lan­

guage
are

crucial
for

the
sm

ooth
functioning

o
f

the
proceedings.

T
he

students
soon

perceive
that

this
m

eeting
is

not
unlike

their
usual

w
ork

experience,
but

w
ith

one
im

portant
difference:

in
the

m
eeting,

they
can

focus
on

their
second

language
in

a
supportive

environm
ent.

B
y

having
input

at
tw

o
levels-one-on-one

consultations
w

ith
the

teacher
regarding

their
learning

objectives,
and

involvem
ent

in
the

deci­
sions

o
f

the
m

eeting
itself-th

e
students

gain
an

im
portant

sense·o
f

com
­

m
itm

ent
and

team
w

ork.

T
H

E
A

U
T

H
O

R
Judy

K
ollar

has
taught

E
S

L
in

G
erm

any,
Q

uebec
and

O
ttaw

a
to

all
levels

of
students.

She
is

currently
w

orking
w

ith
the

A
dvanced

L
anguage

T
raining

Pro­
gram

of
the

Public
S

ervice
C

om
m

ission
in

O
ttaw

a.
S

he
has

a
particular

interest
in

w
ork-related

oral
interaction

courses.
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A
P

P
E

N
D

IX
1

S
am

ple
o

f
S

tudent-W
ritten

M
inutes

A
D

V
A

N
C

E
D

L
A

N
G

U
A

G
E

T
R

A
IN

IN
G

P
R

O
G

R
A

M

M
IN

U
T

E
S

O
F

R
E

V
IE

W
A

N
D

P
L

A
N

N
IN

G
M

E
E

T
IN

G

D
ate

an
d

T
im

e:

P
lace:

S
ecretary:

C
hairperson:

A
lso

P
resent:

F
riday,

S
eptem

ber
_

,
1

9
_

-
1:30

p.m
.

R
oom

K
-125

A
ndre

R
.

C
_

M
arie-T

herese
P

_

C
laire

B
_

E
lizabeth

B
_

Francine
D

_

JudyK
.

_

Jean-Pierre
L

_
--,-_

_

T
eresa

0
'

_

Jean-G
uy

P
_

D
en

isP
_

1.
M

IN
U

T
E

S
O

F
T

H
E

P
R

E
V

IO
U

S
M

E
E

T
IN

G
:

T
he

m
inutes

o
f

the
previous

m
eeting

w
ere

approved.

2.
T

H
E

P
A

P
A

L
V

IS
IT

:
Jean-Pierre

pointed
out

that
it

w
ould

be
very

difficult
to

com
e

to
the

school
on

S
eptem

ber
19th

and
20th.

D
uring

the
Papal

V
isit

m
ost

o
f

the
bridges

and
streets

in
dow

ntow
n

H
ull

and
O

ttaw
a

w
ould

be
closed.

T
herefore,

Jean­
Pierre

suggested
m

odifying
the

daily
class

schedule.
T

he
m

atter
w

as
dis­

cussed
and

the
teachers

agreed
to

adapt
the

daily
schedule

to
the

cir­
cum

stances.

3
.

C
O

R
R

E
C

T
IO

N
:

Jean-G
uy

suggested
that

the
students

correct
each

other
w

hen
speaking.

H
e

also
asked

the
teachers

to
provide

m
ore

correction
in

class.
Follow

ing
an

interesting
exchange

am
ong

all
present,

it
w

as
decided

that
the

teachers
w

ould
correct

the
students

in
the

classroom
in

conjunction
w

ith
the

gram
m

ar
them

es
o

f
the

w
eek;

the
students

agreed
to

do
the

sam
e

thing,
on

a
trial

basis,
but

outside
of

the
classroom

.

4.
U

S
E

O
F

T
H

E
W

O
R

D
P

R
O

C
E

S
S

O
R

:
F

urther
to

M
arie-T

herese's
inquiry

at
the

last
m

eeting
about

student
access

to
the

w
ord

processor,
T

eresa
inform

ed
the

group
that

it
w

ould
be

available
to

interested
students

daily
after

4
p.m

.
T

he
A

dm
inistration

is
looking

into
the

possibility
of

a
short

training
session

for
its

use
in

the
near

future.
She

asked
if

anyone
w

as
interested

in
receiving

such
training;

M
arie-T

herese,
F

rancine,
D

enis,
E

lizabeth,
Judy,

and
T

eresa
are

interested.

5.
P

R
O

F
E

S
S

IO
N

A
L

O
R

IE
N

T
A

T
IO

N
C

O
U

R
S

E
S

(P
.O

.C
.):

E
lizabeth

m
entioned

that
a

photocopy
of

the
M

anagem
ent

R
E

A
L

"S
IM

U
L

A
n

O
N

"
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C
entre

course
calendar

w
as

available
in

the
R

esource
C

entre.
S

he
pointed

out
that

on
N

ovem
ber

1
and

2,
19_

_
a

course
on

"W
ork

D
istribution

and
S

im
plification"

w
as

available,
and

that
on

D
ecem

ber
3,

4,
5,

19_
_

,
the

C
entre

is
offering

a
course

on
"L

eadership
and

M
anagem

ent:
A

P
rogram

for
W

om
en".

S
he

added
that

the
P

.O
.c.

w
as

a
regular

activity
w

ithin
the

A
cadem

ic
Phase

and
encouraged

students
to

register
in

a
course

given
in

E
nglish

as
soon

as
possible.

6.
A

D
JO

U
R

N
M

E
N

T
:

T
he

m
eeting

w
as

adjourned
at

2:30
p.m

.

7.
N

E
X

T
M

E
E

T
IN

G
:

T
he

next
m

eeting
w

ill
be

held
on

S
eptem

ber
21st.

Jean-P
ierre

w
ill

be
the

secretary
and

Jean-G
uy

w
ill

act
as

chairperson.

A
ndre

R
.

_
S

ecretary

C
.C

.:
P

articipants
A

dm
inistration
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A
P

P
E

N
D

IX
2

A
D

V
A

N
C

E
D

L
A

N
G

U
A

G
E

T
R

A
IN

IN
G

P
R

O
G

R
A

M

R
E

V
IE

W
A

N
D

P
L

A
N

N
IN

G
M

E
E

T
IN

G

N
am

e:
km

-
{
f
j
'
(
~

D
ate

o
fMeeti~:

~
.

3
1

,
1.986'

C
/

W
hile

chairing
the

R
eview

and
P

lanning
M

eeting
I

plan
to

focus
on

the

follow
ing:

I
a
d
~
.
"

o
n

t/u4,
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Agenda Item Proposed by

APPENDIX 3

NOTES FOR THE MINUTES

Points Made in Discussion (Identify Speaker)

Review and Planning Meeting, ALTP

Date: _

Decision
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