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Introduction  

In this module, the modern workplace is seen as a small culture that is jointly constructed by the 

members through communicative events and practices. A key issue for participants in multicultural 

workplaces is how to make sense of the workplace practices and act effectively in the organizational 

contexts. While acknowledging potential differences among the participants due to their socio-cultural 

backgrounds, this module points the attention to the social constructionist view of the workplace as the 

product of dynamic processes through which the members jointly construct a shared culture via various 

communicative events and practices. This module aims to develop students’ skills and strategies for 

effective communication in a multicultural workplace, especially when they are new to a work 

environment.  

 

Contextualization  

The module is designed to consolidate students’ understanding of the concept of ‘Small Culture’ and the 

social constructionism approach to the understanding and interpretation of the complexity of workplace 

reality. Drawing on experiential learning as the methodology, various methods are used in this module 

including ethnographic observations, narratives, interpretations of texts such as films, and peer learning, 

etc. The key concepts from Ethnography of Communication such as communicative event and the 

SPEAKING Model are adopted as effective tools for investigating and understanding how the workplace 

as a small culture is jointly constructed by the members through communicative events. The concepts 

and methods introduced in this module can be used by the students to understand the meaning-making 

process in the communicative practices of the workplace.   

 

Theoretical underpinnings 

The following are the key theoretical underpinnings used for the module. Please refer to the RICH-Ed 

Pedagogical Framework for detailed descriptions.   

 Social Constructionism  

 Small Culture  

 Intercultural competence  

 Power  

 

Student language level 

For this activity, we would recommend the student to be at least at an intermediate level of English. As 

the teacher, you can adapt the English materials and activities to your own class. You may give more 

assistance on language by providing vocabulary explanation and sentence structure analysis if your 

students’ English proficiency is below intermediate level/CET4).  

 

Glossary  

Term / concept  Definition 

Communicative 

competence 

What does a speaker need to know to communicate appropriately within a particular speech 

community, and how does he or she learn to do so? Such knowledge, together with whatever 

skills are needed to make use of it, is communicative competence (Saville-Troike, 2003). 



Intercultural 

Competence 

 

Following Byram’s (1997) model, the five components of intercultural competence (or 

savoirs) are attitudes, knowledge, skills of interpreting, skills of discovery and interaction, and 

critical cultural awareness (see critical cultural awareness). 

Power As individuals act out their multiple identities through verbal and nonverbal communication 

they may exert power over others, by what they say and what they do, and by other means. 

Interactions—whether intercultural or interpersonal—are underpinned by power relations, 

depending on individuals’ positions within the family, the group, the organisation, the 

community, etc. Power is also apparent in media, political, and institutional discourses which 

define individuals and influence how they perceive others. 

Small culture Socially constructed and dynamic groups of people who come together because they share 

understandings of the world and they choose to operate meaningfully together under certain 

circumstances and situations. According to Holliday (1999, p. 240), a “small culture” 

approach considers culture as socially constructed and, at the same time, is “concerned with 

social processes as they emerge”. 

 

In addition to the above concepts, this module also discusses the following concept:  

Ethnography of 

communication 

An approach to understanding and interpreting the communicative practices from the 

members’ perspectives within the social and cultural context of a speech community (Saville-

Troike, 2003). 

 

Learning objectives and outcomes 

This module contributes to the following learning objectives and outcomes from the Pedagogic 

Framework.  

 Learning objectives Learning outcomes 

 This module aims to enable you to… You will be able to… 

2 understand that identities are multiple (e.g., 

gender, age, ethnicity, nationality, 

geographical, historical, linguistic, etc.) and that 

they are changing, contextual and negotiated.  

describe how people shape their own and 

others’ identities depending on experiences, 

encounters, contexts, and interlocutors. 

3 become aware of the problematic nature of 

framing identity, both in interaction and in 

dominant discourses (e.g., in media, politics, 

institutions, family life).  

recognise identity constructions (e.g., 

categorisation, stereotypes, essentialising) and 

understand how these can obstruct 

intercultural communication.  

5 explore different concepts of culture (e.g., 

small and large cultures) and how these 

concepts can impact intercultural 

communication.  

reflect on intercultural encounters, identify 

successful aspects, and learn from less 

successful aspects. 

 

 

  



In addition to the above learning objectives and outcomes, this module also promotes the following:  

Learning objectives Learning outcomes 

This module aims to enable you to… You will be able to… 

recognize community of workplace practices as 

small culture. 

understand and apply the key concepts for 

studying workplace as a small culture. 

develop intercultural methods and skills to 

understand and investigate workplace culture. 

conduct structured observation of workplace 

cultures. 

develop awareness of socio-cultural factors for 

effective intercultural communication in the 

workplace. 

analyse observation data of workplace cultures 

with consideration of complex socio-cultural 

factors such as gender and power. 

 

Activity overview  

The estimated overall time for completing all activities is 4 class hours, which corresponds to classes of 

45 to 60 minutes each.  

Activity Brief description of procedures 

Activity 1 

What is a 

Workplace 

Event?  

This activity is designed to help students activate their relevant memory so that 

they can relate more easily to the following discussions. You will introduce several 

concepts, useful for understanding workplace as a small culture. Students will 

apply these concepts to the understanding of communicative situations / events 

in a real workplace that they are interested in. 

Activity 2 

How to Observe 

a Workplace 

Event 

The focus of this activity is to introduce a useful tool for observing and 

understanding workplace events: the SPEAKING Model. Students will apply this 

tool by observing and describing a communicative event. Through facilitated 

group discussions about the observation results, students will check their 

understanding of this model.  

Activity 3 

Negotiating 

Gender and 

Power  

This activity is designed to further develop the students’ understanding of the 

theory through observation, description and discussion of a different workplace 

from the educational context as in activity 2, and to introduce the concepts of 

power and gender in the workplace practice as culture. You will observe a 

fictional workplace in a film, in group and class discussions students will conduct a 

systematic observation, as well as contemplate the key issues in relation to 

gendered stereotype and gendered communication in the workplace. 

Activity 4 

Observation 

Report 

The purpose of this task is to encourage the students to apply the framework and 

key concepts introduced in this module (see glossary and activities 1 and 2) to the 

systematic description and understanding of workplace communicative events. 

Teaching a theory or concept is meaningless if the students cannot learn how to 

apply it to their real-life communication! This group task will help students 



develop experience and skills in the application of the concepts to making sense 

of the workplace reality.  

 

Activity 1: What is a Workplace Event? 
Time required: 45-60 minutes   

This activity is designed to help students activate their relevant memory so that they can relate more 

easily to the following discussions. You will introduce several concepts, useful for understanding 

workplace as a small culture. Students will apply these concepts to the understanding of 

communicative situations / events in a real workplace that they are interested in. 

 

Teaching preparations  

 Classroom resources: computer, projector, desk layout for group discussions 

 

Lesson plan  

Core tasks  Teaching steps  Time (in  

minutes)  

 Warming-up You use this task to activate students’ memory of relevant experience 

to the topic and theory that are going to be introduced; to draw 

connection between the learning content and students’ experience by 

making the learning more personal; identify and gradually focus on 

problems that are relevant to the content of the activity; to encourage 

students to look for solutions for the problems identified in the first 

task; to raise students’ awareness of the want of the tools that are 

going to be introduced; to help students better integrate the tools with 

their own methods and skills in the following study tasks; and to get 

ready for the following content and tasks. 

 Step 1. Group discussion: Students discuss the questions provided 

in the learner instructions.  

 Step 2. All groups report to the class interesting points of their 

experiences.  

10 

Understanding 

concepts with 

examples 

During this task, you will introduce three key concepts for observing 

and understanding workplace as a small culture: Small Culture, 

Communicative event, Speech act. 

The concepts are further explained in Attachment 1. Note: The speech 

act is the unit of communication. You can also choose to introduce this 

concept in Activity 2 depending on the time.  

It is advisable to use illustrative examples in the process of explanation 

of the concepts. The examples can help the students understand the 

15 



otherwise very abstract concepts by making connections with real-

world images and practices. The examples can be taken from the most 

immediate environment, e.g. the university, or from a film, a TV drama 

or a documentary.  

Group 

discussion  

The purpose of this group discussion task is for the students to review 

and check their understanding of the theoretical concepts that have 

been introduced in this activity. It also helps them to apply the concepts 

to the understanding of real-world organization practices, though still 

based on their memory and imagination at this stage. 

Students work in a group of four or three (depending on the size of the 

class). Each group can choose a workplace of their interest. The group 

are instructed to discuss several questions that are provided in the 

learner instructions, which help them describe a chosen workplace. 

10 

Class discussion  Each group presents the result of their discussion to the class. This is an 

opportunity for the groups to learn from each other, and to review the 

concepts and check their understanding again, especially with the 

teacher’s feedback to the presentation. Each group is then encouraged 

to make a plan for real-life observation in order to prepare for the 

presentation in Activity 4. 

10 

 

Homework (optional)  

 Each group (formed in class) is advised to start making a plan for observation of a workplace. The 

workplace can be a real workplace that they can get access to, such as a company or a shop or a 

university office. It can also be a workplace in a film, a TV drama, a TV reality show, or a 

documentary. The groups can bring the observation plan to Activity 2 for feedback and advice 

from the teacher. 

 Ask students to read the explanation of the concepts and the SPEAKING Model in your materials, 

the former for review and the latter for preparation of activity 2. 

 Alternative homework: Instruct the students to read the following chapters or the abbreviated 

text about the SPEAKING Model 

o Hymes, D. (1972) Models of the Interaction of Language and Social Life. In J. J. Gumperz 

& D. Hymes (Eds.), Directions in Sociolinguistics: The Ethnography of Communication. 

London: Holt, Rinehart and Winston. 

o Saville-Troike, M. (2003) The Ethnography of Communication: An Introduction (3rd ed.). 

Oxford: Blackwell. Chapter 2 & 4. 

  



Activity 2: How to Observe a Workplace Event  
Time required: 45-60 minutes   

The focus of this activity is to introduce a useful tool for observing and understanding workplace 

events: the SPEAKING Model. Students will apply this tool by observing and describing a 

communicative event. Through facilitated group discussions about the observation results, students 

will check their understanding of this model. 

 

Teaching preparations  

 Classroom resources: computer, projector, desk layout for group discussions  

 

Student preparations 

 Students should be familiar with the SPEAKING Model after activity 1. 

 

Lesson plan  

Core tasks  Teaching steps  Time (in  

minutes)  

Introducing 

key concepts 

In this activity you will introduce the SPEAKING Model (Hymes, 1972; 

Saville-Troike, 2003: 110-24) as a useful tool for observing a real-life 

communicative event. SPEAKING is a mnemonic representing the different 

situational and discursive factors that are key for our understanding of a 

communicative event. These factors are Settings, Participants, Ends, Act 

sequences, Keys, Instrumentalities, Norms, Genres. For detailed 

explanations of these concepts in the SPEAKING Model, see Attachment 2.  

Please explain the model, its goals and its utility to students. You can 

introduce the model by showing a video of a familiar event to the 

students, e.g. a workplace meeting, a wedding ceremony, a funeral, a 

service encounter. The purpose is to help students understand how to use 

the concepts in the model to describe a communicative event and 

understand communication at an event by drawing different aspects of the 

model. Such knowledge and abilities will help students develop skills of 

adapting to a new workplace environment. 

10 

A tool for 

observation 

Take ‘observing THIS class’ as an example. Organize students in groups of 

three or four depending on the size of the class. Each group will use the 

SPEAKING Model worksheet (Attachment 3) as a guideline to observe THIS 

class event, and interview the participants if necessary. The instruction and 

lead-in question you can ask the students is: How would you describe THIS 

teaching and learning event using the SPEAKING Model? 

In small groups, students will discuss the questions provided in the learner 

instructions and fill out the worksheet, based on their discussions.  

10 



Observing 

an event 

Students work in a group of three or four. They can choose one of the 

events below and describe it using the worksheet (Attachment 3):   

 a job interview 

 a team meeting 

 a social gathering in an organization 

If the students are not from the same cultural group – in terms of nations, 

provinces, regions, sexual orientations etc., this provides a very interesting 

opportunity for them to compare the cultural differences and explore the 

underlying rules and values as well. 

You can also use the following questions to guide the observation; 

• Observe and describe this class and apply the concepts from 

Ethnography of Communication by collecting and analysing the 

information for each factor. 

• What may be the purpose of your observation? Or alternatively, 

how would this set of information be useful (to a new trainee who 

just joined the class, or a teacher as observer for a specific 

purpose)? 

• Can you compare this event with another one? For what purpose? 

• Which factors may be more important for your observation 

purpose? Why? 

• What methods would you use to describe and interpret the 

information for each factor?  

• Now fill in the worksheet based on your discussion.  

10 

Reporting to 

the class 

Each group presents their observation results to the class. This way, you 

can check the understanding and help clarify misunderstandings of the 

concepts. You can also discuss with the students how the results of 

observation may be useful for making sense of the event for a specific 

purpose, e.g. for a student who newly joined the class, or for a new 

teacher who wants to learn about the teaching and learning practices.  

Encourage students to discuss the following question: When you apply the 

SPEAKING Model to the description of workplace communication, what 

should be removed, added, expanded in the SPEAKING Model according to 

the specific context of the workplace and your observation purposes? 

15 

 

Homework (optional)  

 To prepare for activity 3 watch the film The Devil Wears Prada: 

https://www.iqiyi.com/v_19rrk175js.html 

https://v.youku.com/v_show/id_XMzM5NTU1NzM0OA==.html?spm=a2h0c.8166622.PhoneSoku

Program_1.dtitle  

https://www.iqiyi.com/v_19rrk175js.html
https://v.youku.com/v_show/id_XMzM5NTU1NzM0OA==.html?spm=a2h0c.8166622.PhoneSokuProgram_1.dtitle
https://v.youku.com/v_show/id_XMzM5NTU1NzM0OA==.html?spm=a2h0c.8166622.PhoneSokuProgram_1.dtitle


 To prepare for activity 4 

Each group (formed in the class) need to start their observation of the workplace of their own 

choice. The workplace can be a real workplace that they can get access to, such as a company or 

a shop or a university office. It can also be a workplace in a film, a TV drama, or a documentary. 

They can use the SPEAKING Model worksheet (Attachment 3) as structured guidance for 

observation. The events in a real-life workplace they can observe may be one of the following: a 

service encounter in a shop or a bank, a student society meeting, a student group project 

meeting, a meeting in a company, or a video of workplace practices that meet the needs of the 

observation, etc. 

 

Activity 3: Negotiating Gender and Power  
Time required: 45-60 minutes   

This activity is designed to further develop the students’ understanding of the theory through 

observation, description and discussion of a different workplace from the educational context as in 

activity 2, and to introduce the concepts of power and gender in the workplace practice as culture. You 

will observe a fictional workplace in a film, in group and class discussions students will conduct a 

systematic observation, as well as contemplate the key issues in relation to gendered stereotype and 

gendered communication in the workplace. 

 

Teaching preparations  

 Classroom resources: computer, projector, desk layout for group discussions 

 Video clip of the beginning part of the film The Devil Wears Prada (3’ – 10’), 

https://www.iqiyi.com/v_19rrk175js.html  

 An alternative video clip of your own choice can be used as long as it can serve the teaching and 

learning purpose of this activity 

 

Student preparations (optional)  

 Students should be familiar with the SPEAKING Model from activity 2. 

 It is advisable that students watch the film The Devil Wears Prada before class.  

 

Lesson plan  

Core tasks  Teaching steps  Time (in  

minutes)  

Warming-up You can ask a series of questions to help students reflect on what they 

know about the specific workplace context. The questions can be relevant 

to the fashion industries, since the film of The Devil Wears Prada will be 

the focus of discussion in this activity. You can also direct the discussion 

towards gender differences in language use in the workplace. You can 

discuss the questions provided in the learner instructions.  

5 

https://www.iqiyi.com/v_19rrk175js.html


Watching 

the video 

Show the film clip from the beginning of the film when Andy (Anne 

Hathaway) arrives at the office building of Runway till when Andy leaves 

Miranda’s (Meryl Streep) office. Or select a communicative event from this 

part to save time. Invite students to observe the workplace culture and 

take notes in the worksheet (Attachment 3).  

Students may need to watch the chosen event for a second and third time 

in order to complete the worksheet. You need to remind the students that 

there is more than one event in this scene, although the physical setting is 

the same. They can choose to observe and describe one of the events. The 

events that they can choose from include: 

 The conversation between Emily and Andy 

 The conversation between Miranda and Emily 

 The conversation between Miranda and Andy 

15 

Analysing 

the 

workplace 

culture in 

the film 

Step 1. Group discussion (15 minutes) 

The students can work in a group of three or four and discuss questions 

from the list provided in the learner instructions, according to your 

teaching goal and teaching plan. You can instruct them to discuss some of 

the questions based on their observation notes in their worksheet.  

Step 2. Whole class discussion (10 minutes) 

You can conduct a whole class discussion by asking the questions above 

and guide the discussion with a goal to consolidate their understanding 

and develop their observation skills. This process both helps students to 

develop their observation and thinking independently in a group, and gives 

them the opportunity to exchange their ideas with you and the whole 

class. This process is also a good opportunity for the students to develop 

critical thinking by discussing the questions regarding gender and power 

that may not be immediately noticeable to them when observing 

workplace communication practices.   

25 

 

Homework (optional) 

To prepare for Activity 4: Each group (formed in the class) needs to start their observation of a workplace 

of their own choice. The workplace can be a real workplace that they can get access to, such as a 

company or a shop or a university office. It can also be a workplace in a film, a TV drama, or a 

documentary. They can use the SPEAKING Model worksheet (Attachment 3) as structured guidance for 

observation. The events in a workplace may include: a service encounter in a shop or a bank, a student 

society meeting, a student group project meeting, a meeting in a company, or an online exchange 

between co-workers. 

 

The students can be advised to consider the following questions before and during their observation, 

and address them in their presentation: 



 What is interesting about this event? What do you want to understand about it? 

 What makes this event different from other types of communicative events we have discussed? 

 What information do you need to collect in order to describe / understand it? How are you going 

to do it? 

 What power structure / relationships did you notice? Is gender relevant? How does this power 

structure / relationship influence the workplace culture? 

 Prepare for the group presentation in Activity 4. 

 

Activity 4: Observation Report 
Time required: 45-60 minutes   

The purpose of this task is to encourage the students to apply the framework and key concepts 

introduced in this module (see glossary and activities 1 and 2) to the systematic description and 

understanding of workplace communicative events. Teaching a theory or concept is meaningless if the 

students cannot learn how to apply it to their real-life communication! This group task will help 

students develop experience and skills in the application of the concepts to making sense of the 

workplace reality.  

 

Teaching preparations  

 Classroom resources: computer, projector, desk layout for group discussions 

 

Student preparations (optional)  

 Students need to prepare a document for presentation (e.g. PowerPoint), based on their group 

observation of a workplace communicative event.  

 

Lesson plan  

Core tasks  Teaching steps  Time (in  

minutes)  

Preparation This preparation task is crucial for the success of activity 4. To prepare 

for this activity, each group needs to do the following before class: 

Identify a workplace of their own choice; 

The workplace can be a real workplace that they can get access to, 

such as a company or a shop or a university office. It can also be a 

workplace in a film, a TV drama, or a documentary.  

Conduct an observation; 

They can use the SPEAKING Model worksheet (Attachment 3) as 

structured guidance for observation. The events in a workplace may 

include: a service encounter in a shop or a bank, a student society 

To be 

completed 

before class 



meeting, a student group project meeting, a meeting in a company, or 

an online exchange between co-workers.  

Work up a presentation document. 

The students can be advised to consider the following questions 

before and during their observation, and address them in their 

presentation: 

 What is interesting about this event? What do they want to 

understand about it? 

 What makes this event different from other types of 

communicative events we have discussed? 

 What information do they need to collect in order to describe 

/ understand it? How are they going to do it? 

 What power structure / relationships did they notice? Is 

gender relevant? How does this power structure / relationship 

influence the workplace culture? 

Group 

presentations 

Each group will give a presentation about their observation, including 

remaining time for other students to ask questions. They can use the 

criteria presented in the learner instructions regarding the structure, 

content, presentation and response of the presentation.  

Depending on the size of the group, allocate appropriate time slot to 

each group in advance. Make sure each group has enough time for 

presentation and answering questions from other students. If time 

allows, leaving ten minutes at the end for a whole class discussion for 

experience sharing would be useful to help the students develop self-

reflection skills.  

Depending on whether this activity is used as a summative 

assessment or formative assessment, you can decide whether marks 

are awarded or only feedback is provided. If used as summative 

assessment, please see the suggested feedback / evaluation criteria in 

Attachment 4.  

If the group size is large and the activity is not used as an assessment 

form, the presentation can also be organized in the format of small 

group presentation and discussions. Each discussion group can be 

comprised of one representative from each observation group. In this 

way, the representatives can present the result of their group 

observation before the class to the new audience members from 

different observation groups. This could be a very effective way of 

more in-depth discussions and exchanges.    

45 

 



  



Assessment  
You can encourage students to do a self-assessment by reflecting on what they have learned in this 

module, according to the learning goals of this module. Note: This self-assessment can also be used for 

evaluation and evidence of the learners’ progress in intercultural learning.  

 

Learning outcome I have learnt…  I still have to learn… 

I am able to…  I have learnt it thanks to… Because… 

describe how people shape their 

own and others’ identities 

depending on experiences, 

encounters, contexts, and 

interlocutors. 

  

recognise identity constructions 

(e.g., categorisation, stereotypes, 

essentialising) and understand 

how these can obstruct 

intercultural communication.  

  

reflect on intercultural 

encounters, identify successful 

aspects, and learn from less 

successful aspects. 

  

recognize community of 

workplace practices as small 

culture. 

  

develop intercultural methods and 

skills to understand and 

investigate workplace culture. 

  

develop awareness of socio-

cultural factors for effective 

intercultural communication in 

the workplace. 

  

  



Attachments 

 

Attachment 1  

Small Culture 

In this module, we see a workplace as a small culture or a community of practice. Holliday (1999: 248) 

considers small culture formation a dynamic, ongoing group process which operates in changing 

circumstances to enable group members to make sense of and operate meaningfully under those 

circumstances. According to Holliday (1999: 240), ‘small culture’ approach considers culture as socially 

constructed and, at the same time, is ‘concerned with social processes as they emerge’. The observation 

of small culture formation includes various aspects such as the development of group cohesion and 

shared values / practices, the negotiation of relationship and power, the tacit rules / norms that may be 

inexplicit to new comers, etc. 

 

Can you contribute real life examples of small culture based on your own experience? Some examples 

are the formation of a student club, a group of students studying the same course, a department in an 

organization, etc. Do you have an experience of joining a group or observing the dynamic process of 

group formation such as a sport club?  

 

Communicative event  

A communicative event is the basic unit for describing communicative activities and practices. An event 

is ‘a unified set of components throughout, beginning with the same general purpose of communication, 

the same general topic, and involving the same participants, generally using the same language variety, 

maintaining the same tone or key and the same rules for interaction, in the same setting’ (Saville-Troike, 

2003: 23). An event terminates whenever there is a change in the aspects mentioned above, for 

example, a change in the major participants, in your role-relationships, in the setting, or in the focus of 

attention. At a wedding, there may be various communicative events, for example, photo taking, a chat 

between a few guests, the formal ceremony, and perhaps, a private exchange between the newlyweds 

during the formal ceremony. The communicative event will be the unit of observation for this module. 

 

Speech act 

In real-life communicative situations, we use language to do things and mean things. A speech act is the 

function or ‘doing’ that an utterance is used to serve in communication. Examples of speech acts include 

request, apology, insult, statement, promise, etc. Note that the discussion of what speech act an 

utterance has performed has to be done in relation to the situational context. For example, the 

utterance ‘it’s raining’ can be used to perform the speech act of: 

 Suggestion – e.g. when a family member trying to remind another who is at the door ready to go out 

 Rejection – e.g. when a person receives an invitation for seeing a film but does not feel like going 

either due to the rain, or not 

 Explaining – e.g. when a person is late for an appointment and tries to explain the reason for being 

late 

 And so on… 



Attachment 2  

 

The SPEAKING Model (Hymes, 1972; Saville-Troike, 2003: 110-24) 

Factors Definition Examples 

Settings The physical circumstances 

such as time and space in 

which the speech event 

takes place.  

Items within this category that may have an impact on the 

event also include layout of furniture, sitting 

arrangement, lighting etc. The cultural / psychological 

setting can also be taken into consideration. 

Participants People who take part in the 

speech event, and other 

relevant information. 

For example, their participant roles (e.g. speaker, 

addressor, hearer, addressee, audience, eavesdropper, or 

the chair of a meeting), their institutional roles (e.g. the 

CEO, a middle manager) and institutional relationship 

(e.g. superior-subordinate, peer), etc. 

Ends The purpose or goal of the 

speech event, and the 

actual outcome 

For example, the goal of a meeting may be to resolve a 

problem in an ongoing project, while the outcome may be 

a solution for the problem, or a plan for further 

investigation and meeting. 

Act 

sequences 

The structured 

organization of 

communicative actions at 

the event. 

For example, a disagreement event may be composed of 

a statement, an expression of opposite views. The acts at 

a larger event may be organized into phases, for example, 

a meeting may comprise three phases, opening, 

discussion and closing. At each phase, there may be a 

series of different act sequences.  

Keys the tone, manner or spirit 

of speech act performance 

For example, solemn or light-hearted, serious or joking, 

sincere or ironic, etc. 

Instrument-

alities 

The channel or medium 

and forms of speech used 

for communication.  

Examples of medium or channel include speaking, signing, 

writing, drumming, whistling, email, WeChat, PPT, etc.. 

Forms of speech refers to the language / variety / register 

that is selected from the participants' repertoire, e.g. 

English or Chinese, dialect, accent and formality of 

speaking. 

Norms Social rules governing the 

event and the participants' 

actions and reactions. 

For example, there are clear structures of participation, 

who speaks at what time for how long to whom in what 

manner, at courtroom trials, doctor-patient encounters, 

weddings etc. 

Genres Types of event For example, a greeting event at the corridor in a 

workplace, a job interview, a formal meeting in a 

company, a business negotiation between two 

companies, a joking event at a classmates reunion party, 

etc. 

  



Attachment 3  

 

SPEAKING Model observation worksheet 

Concepts Identification / description Observation and interpretation 

Event    

Settings   

Participants   

Ends   

Act sequences   

Keys   

Instrumentalities   

Norms   

Genres   
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