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IDENTIFY FEDERAL REQUIREMENTS o f’ T
’ . 5 ) P
Whrle of I|m|ted use to local program admlnrstrators ageneral famlllarrty Wl|| avoid such -~
srtuatrons as offenng ESL classes to students under 16 years of age '
IDENTIFY. FEDERAL FUNDING ERP g S
.- ‘ M * - : . ~ . V
The major spurce of federal fundlng for ESL@BE programs has been PL 91-230 A chart
outlining the vanous fundlng sources is |nc|uded in thls seCtlon s
IDENTIFYSTATE REQUIREMENTS S T T
\The program admlmstrator should be famrlrar wrth those gu1de!|nes, regulatrons pohcy
requirement forms, and reporting p&)ceduresd(equrred by the Ilinois Offlce of Educatioen.
The lllinois Office of Educatron regional stipervisor can provide assistance in obtaining
adequate rnformatlon to prepare proposals WhICh meet both federal and state
requnrements S P y o
Reglonal Offlces of the Adult and Contlnumg Educatlon Sectron ll||n0|s Offrce of
b Educatlon N _f’"’- . LI . e *..
¥ "" fSprlngfleId L Ch/cago SR Mt. Vernon - oy
4 - 100 North First Street 188 West: Randolph Y 2413 West: Broadway = 7
P 82777 S 60601» © . 62864 : ‘ L
: <(217) 782- 3370 L (312) 793—2232 o (6f8) 2421676
lDENTlFY STATE FUNDING I | ‘ L -
l|||n01s state_fundlng hag been avarlable under Se ior 3 1 of the School Codj Ilhnors '
" Adult. Educatron Act. Please see Chart 2. 2 Adult Ed t|on—Sources oi Funds :
IDENTIFY LOCAL REQUIREMENTS . -+ .\
'Those areas hrch ard not mandated\by Federal or State Iaw may be requnred by Iocal
_ " agencies: Gch as the local community college or high school board You should be
.‘thoroughly famrharwrththese regulatrons S .

PROGRAM

. - : "»*v»' A A .-

lDENTIFY PROGRAM REQUIREMENTS/FUNDING

-——'———-—-———~—~—'Fhe—program admmrstrator should become aware of those requlrements mandated by the- : '_
e VArious pubhea% ncies under whose ‘auspices his hrogram. is - funded. No program should .

R ’DEVELOP.ING:' AND IMPLEMENTING THE EsuaRE

be developed which ihcludes ar?as CONtrary 1o fe”deraI state or local requtrements |n order
to avold the rrsk of possrble loss or reductron of ﬂJndmg R

-
sy

“ .

Whlle _$tate teacher certlfleatlon is not requrred to teach ESL |n ABE programs, Iocal

districts may have umque requrrements Some local districts: require a i state cértificate
.. while others have no requrrements at all In any case, you W||| need to be famrlrar wrth .

local regulatlons : o -

.

~ oL
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216" ‘-lDENTlFY/ LOCAL FUNDING Lo BT T
Local agencles assocratlons government offlces~ bUslness and mdustry may be potentlal _ y-
“sourceseof supplementary funding. - ST T e '
22 PROGRAM DEVELOPMENT ?;; t . ~° '_;;;.__- f '-"j" L e R
: "Prror to lnStltUtlng a program lt is necessaryto submtta*wmten”proposal tathe Adult
and Cdntlnurng Educatron Sectloﬁ 01" the lllmms Offrce of Educatlon e S
All proposals should follow the fdrmat outlrned ln the Adult and ¢ontm‘lnng Educatlon .
Guidelines. Assistance in developing. ‘the initiaf" proposal will _be provided by the: . .
eappropnate Regronal Offices’ atthe Adult and Qontmuung Educatlon Sectron Offlce of o
Educatron (see Sectron 2.1 3) A e e
: L T T . . g K 'v’ Y
221 IDENTIFYTARGETPOPULATION o TR : N
‘ \ . = - "1.-VA,',‘“ . = - ;": . .;?_..,f:.,‘ S o
' rJAreas of |nformat|on mlghtlnclude‘ SIS ' *‘.-:_’-'._ \ '
c-.,.»J: - : L '\b' .
Dok e populatlon statistics . .,'f: . ® 'chlef employment areas; o .
.® - ageof populatlon - " . e 'natmnal background otpopulatron
’ @ . educational levels of populatlon " ® - ‘geographic area served e
"-»..‘;..,economlc levels oprpulatron’ .. &, present educational offerlngs l,r‘rarea
. . Un/tea' States GovernmentSaurces ; . R ';;-" S
‘. e 1970Census O — : R ! A
..® . Gov rnmentPl‘“ntlng Office « > 7 N . STt
‘ - ® .. Infrmation from Legislators » ' T e
. " e . Régional Health, Education and Welfare Office =~ " .
N - @ “Regional Labor, Department Office o T ¥ :
‘@ Immjgrationand Naturahzatron . S ;o UL
& MDTA Office - * - ,__ ‘_ L e T
£ Te CETA' Offrce oL IR DT e
e Professmnal Assoczatqons (NAPCAE TESOL) S ‘ ' B
TR ; . : . R e ST
State Resources - . N o B P
'@ ' State Manuals; and. Directories =+ ' S
* & Employment Security, Mental Health™ arrdT:’ducatlon Matenaﬂs T
®  College-and-University Extensron Centers Y o e
“ @ ° State Legislators - R T o
®  Office of Edutation = e A - oy
‘e PubligAid ' .. o I '
‘e ABlIrngua'l Educatron Service Center ‘ . SV U
~ & - 1llinois Adult Eddcation Association (IAEA) =~ 2 - ¢ o - .-
@  Public Adult and Contlnumg Education Association (PACE) ' L
‘ .".« lll|n0|s Teachers of Engllsh to Speakers of Other Languages L T L
LacalSaurces ‘ -'::)" DR a _A LA
Welfare and Health Agencles o P
> School Dlstrlcts R O S .
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‘Federal 'lj 1-6/30

' 100% 75/25—75% Federal,
25% State '
Free , '
Publig Aid Recipient Only "

.. TR . ¥

1N Federal Matching 7/1~6/30 1y
- 2) 100%, 90/1 0-90% Federal 0 2)
T 10% State - -’ : ‘
-+ 3) Free . - , " 3)
4} Out of school yputh PR
16and older :

+1)" Stats 7/16/30
. 2) $525 per clock hour v
3)" Tuition

T

~

’Commumty collegesaare g;ven momes for tumop w:th Smte apport:onment funds from ﬂw Illmo:s Commumty

Col/ege Board »

e . v -
S . . . i .o d

SR

7 . : . -

Lo 'CHART 2.1 ' :
' o .o o L R ' -
' '\ _ - ' AdultEducation .’ o ,
R it ” : — : - i ! T - Hi *, :
Education Amendmentsof 1974 - Section 10.22 ZDSchooI Codo, R -1 of Scbool Code K . ;
Lk L Foderjl SRS Amendments "~ : : ;e
, A} PiL. 91230 s amended 1d|om ar PublncAnd Lo . A) Illinois Adult Education Act .
T Titell . R . T C . .
o e . ' , '
E w A e .. _.‘”’. - v - e . . ' o A
~ B) Progmpmin‘g, ) . B) Programming - ¢ B) Programming .
10 ABE T . 1) ABE , 1) Elemestary Credit -« .
o - ' S .o... = 7 2) HighSchoolCredit . -
“a) 092 Level oflns;ructnon o /-.a) 012 Educaiion .- . ~3) Ameficanization (ESL) e
b) Priority (Reading . . “. . b) Nolimitationon. = - ~ .4 GED : \ ,
©+ Test Determines) ‘. _ "GEDon912 _ oL
-¢. 08 .. T . 7. ¢ ChildCarg:"
7 dh 912(20%Limit) . © . . d). Transportation - . . -
S L PR V,pcatlonalTralnlng ’ .
Q) Funding" -~ © Funding . : ©) Fuiiding RPN

- - s -t - f" — T T T T R
L . -~ 0
. doo
- N : , .
N " KEY 7O CHART 21 '

A= SPECIFIC LEGISLATION g :
B = AREAS OF INSTRUC'FIONAL SERVICES

w e e C*I’-‘UNDING

. e 2 = Ri:mbursement L -,' :
R Costs to Partuclpant iy
e 4- Ehglbvhty L
. . | E ) |
. * - ' ! . - . .t
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e Chambers ofCommerce I N
-® - Newspapers: -~ - .. - : . T o
. ®%X Telephpne Dlrectorles R
L pommunrty Serwce Agéncies e L B A
- ®  Religious and Church Affiliated Organ|zat|ons~ - Do T
__® locallsbor UnionOffices ' . e .l
e Other Local ABE Programs SO S et
IDENTIFYS‘TUDENTNEEDS L e
Consulr 'Q SOV 7_"; S A
“®  ocal program counterparts ~. v
@ local bilingual programs PR o
e, related local,state and federal agencres , ’
. ® |ocal ethnic, fraternal and rehglous groups R
- @ formeérstudents - : L
@ localbusiness and industry. - )
- L3 ’Iocal schools and tralnmg facllltles : )
”Methods whlch can be USed t’o(/collect the |nformation include: -

e - dlstrlbutlng questlonnarre to communlty agencres CLot e
R drstrlbutlng .questionnaire. or needsas;éssment to potentlal’students :
® telephone interviews with-heads of agencies serving the commumty
® telephone interviews with commuynrity resrdents : Lo
® ' personal interviews with agencyheads - .~ -+ - T
® - personal mtervrews w:th communuty resrdents

t . .,_ :

" Cost benefrts must be consldered when evaluatrng and seIectmg rnformatron and

: mformatron gatherlng needs. Some means’ of- ‘dssessing student needs take more tlme

effort and money than others, but may provrde |mportant beneflts in publrc relat|ons and
usefullnformatlon P Ly TR Do

For your mformatron samples of student needs assessment questronnanres are mcluded

(see Sample Questlonnalres 2.2 [A] and 2. 2 [Bl). -

y.
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DEVELOPING A PROGRAM

TS

— .

To meet the |nterrelated needs of adult ESL students, it ls necessary to drstrngursh

between a course and “a _program. A ‘course .usually means a’ regularly scheduled

L e instructional sessron Iastrng for some speclfred period ofa!ffn‘é"(l e., 8 weeks, 16 weeks

39 weeks) concernlng -one rsolated area of study. A program consists of a co pIe
of related and hrghly mtegrated un|ts or areas of study..In order.to meet th% 54 als of.:

ESL/ABE it is necessary to develop a core program (see Section 3—A-Planni, g Gu:a'e for L

Develop/ng the ESL/ABE Instructlona/ Pragram /ntroductlon) L T

. . ’ . . .
e .. a - . N EEEN o . . - . ;0 .
. . . . N . : C.




_ "L B ' listing of such. objectwes grouped accordrng to each of the Six Goals they address
, l f . A ..l, :TK . . . . C ., .
T _;2.2.‘5- !DE}VTIFY PHYSICAL FACILITIES Do
N Y To.the extent possrbIe, the followmg areas should be taken mto conslderatlon when

"'parklng

 aceessibility
~||ghtmg :
, hjatlng/alr condltlonlng/ventllatlon ‘
- rést rooms - e D,
Ezrn|sh|ngs/snze/quantlty/flex.b hty . A s

storage o o oA €
oustics - S LU

space availability/size/flexibility o

.amenltles/food services .

L. 228 ‘&"IDENTIFYSTAFFING NEEDS S e
You should consrder alf of the followlng lnstructlonal stafflng needs*

[
L :
BN »

‘,"lnstructlonal staff -~ < R _
'-'paraprofessional staff 7 . e
_“recryiting staff - I -
. administrative staff -

- secretarial/clerical staff . g o o rj) ;
,‘volunteerstaff A R . | _

child care staff R § : R B
g supportweserwce staff . S S

IR ;Any adult ESL admlmstrator Will need to consider carefully -all of .the staffmg a
EE R T suggested above. Exclusion of any area should be avoided whenever possible and a budget
.- ' item commitment should be expllcltly mcluded for each category in the proposal

o developed forfundlng B

Q

i

S 228 "INSTRUCTIONAL STAFF

The heart of the program is the teachnng staff Recogmzrng the scarcrty of quallfled

¢ trained ESL. teachers, program administrators, nevertheless should not sacrifice the quality
.- and success of the program but should contlnuously search for quallfled, experlenced
~:teachers : ‘

*




"‘1..' DemOnstrated native or near-native fluency in Englrsh ' SRR
2, Understandlng, a ceptance and empathy foradults- from a var|ety T

R LY 0 Understandrng of adult'learners - oo e e e
o+t B/ Demonstrated teaching ability in ESL . L .
R s B Knowledge understanding and apprecra’tlon ofrnon,Amerrc,‘an and
S Amerrcan ethnic-cultures - ) S
: Knowledge of ESL methods and technlques , o . SO
.’ Practical experience in ESL instruction o Lo : =
.Abllrty to diagnose Ianguage needs and provrde approprlate Cl . ‘
. instructional éxperiences - , v _‘ =L »
.10, Professronal degree T A L ' ' ‘ o

’ -sb¢°>'.

D » T . :
/l - ) 4 *

Priorities‘oinring e SRS - e

‘The possrblllty of fully stafflng your program wrth mdnvrduals exhlbltlng the ten crrterla
o - listed above is remote. However, the criteria-have been ‘listed in order of priority from
. that of the greatest {1) to the.least (10). It goes withaut saying that the. teacher should "~
"~ .* have.native or near-hative fluency with. all aspects of the language. This is a must for all
instructors. Items {2) and (3) are almost interchangéable and indeed it is difficult to A
understand how one could. exist without the other. The administrator should’, seek to o
= " employ those 1ndrvrduals who can bring to the program as many -of the ten combetencues o o
o @s posslble, glvrng prrorrty to the flrst five |tems DU ) - ;" . . f o
. Is it mandatory that the ESLs teacher speak’ the Ianguage of the students? The answer of C
course, isnot simple. In"cases where there are a multiplicity. of language backgrounds
"represented in the class, a bllmgual teacher is’ decldedly not required.. Ofen, even witha =
" homogeneous language background, the teacher is better off NOTF speakmg or.at least
~ using the studénts’ vernacular language. In such a case this often becomes a crutch and '
"+ _instruction is disintegrated tnto,talk .about English in Chrnese TagaLog, Italian, §pamsh or
/ . whatever rather than talk /n EngI|sh Blhngual ablIrty for the ESL teacher then, is not,
“y :./ *requ'red : . S DU R -

~ LocatlngCapabIe Teachers : o e ‘»’-n'."

1 Maintain"a {ist of potentlal candldates. Sources for thrslrst o
'._mlghtlnclude . o L e,

e  ESL administrative counterparts ' L L .
®  University and college placement offices -~~~ .

‘o ",)Jnrversrty TESOL Departments oA e : .
' ®  Advertisements in local newspapers . . ' R : .
® lilinois TESOL Affiliate - S . o

¢ oL :

‘Brhngual Educatlon Service Cepten .

P

Have»candlda‘te c_omplete written appli_catlon S s e

e -

.
. L . . : : .. T -
| 11 10 o . »
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.v v - " . N | : R N - ~ i
. . R ~. . . R s . .~
. w0 R X N : . o . . .
o o " - . . | . . i



Secu re professronal vrtae credentrals and recommendatrons

Arrange 10 observe a teachrng d‘emonstratron by the candidate in your program
if possrble Af thlS’ is not possrble, any teachrng demonstratron should be
. arranged . -

-

‘ . .‘.-,

, 5:7; Drrect person Imtervrew with you your staff and your students
2262 PARAPROFESSIONA STAFF o ' ' A o .

The complementqry c mponent of teacher and student in the rnstructlonal team is the
paraprofessronal T ;‘paraprofessuonal vf/orks directly with the teacher and the student.
“Additionally, the .aide will be required to work ‘with, the entire supportive staff.
Attitudinal qualificatjons basic to teaching. staff members should be expected of

paraprofessronals Ad rtronal quallfrcatrons shouid mclude.

. Abrlrty to rflate to and maintain rapport with adults
students, teachers, other staff and comn‘tumty members
-~ Ability to rdentlfy with the students j: ,,
. Understanding of their own responsrbllrtres -
Ablhty and w:lhngness to follow directions of teachers

@ Reslde.nce wrthnn the community S
®  Participation in pre-servrce and in-service trai |ng
® _ Knowledge and understanding qf problems f ced by students

o P@\Iedge of student Ianguage -
L. | -\ o . ‘ :‘ 7

A 'Subgested Duties:

. Instructlonal assrstant
e Tutor

® - Substitute teacher

®  Recruiting

®  Record keeping

o ,Publicrelations *.
‘@ Communrtylrarson o
'
°
°
°
°
°

. Care of teaching materlals
iNursery .
Reproductjan of mater;als
- Visual aid specrahst
- Check ro]ls .

* Call on'gbsentees - - : , -
e Perform otherfdutles as dlrected by the teacher

~

‘j -
2263 HECRUITING STAFF , v \
N -
“A valuable adjunct to the prOQram is atfull or a part-tlme recruiter, A major responsrbmty
.j{‘ f the recrulter would be to act as a lralso'n between the program. and the communrty it
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o Form 2. 2.7 [A] 7 )
CUMULATIVE MONfHLY CLAIM FORM FOR AUULT EDUCATION CL SSES
A . Section 10-22. 20 of the: IIlino:s Schodl Code _— »

.

‘ . » i A o - »_ - k . .‘vb - v: Approv.d v ‘ v . ] - - : .“'V - 4 - .. »
T e o e Il B B el i

A. Instruttion , . SRR IR S o [ IR T
1. Salaries S R : : R , v

yo

S B Administration ~ ) i N S BT —
S V. Salaries - L B o

’ “Secf'etarlal or clencal s ' : 3 , T
' )»-‘ '8, Benefits e PR P " K 1 —
o 4, Othcr Y PR | BN T o - — _ ) IE >

J‘,

' . )
; C. Gundanoe and Counsellng R _ T ‘ "
: 1. Salaries . A S I IR A ]
" 2. Benefits. ' . . i . J

', 3, Other . / N I R T :

D.TestingMateriaIs, L R IR N B :

E.lnstructtonalMatenals — - . [

F.TextMaterlalsandAlds ’ S . 1T '

G. Buildings and Facilities - R AN =
. 1. Custodial - R | R R T St

a. Salaries - v . [ - . | o S .

. b. Benefis - N - : R T
- - d. Custodial supplies T I . T B R
‘2 Utiliges 0 [ N I N D D
3. Building D ‘ R S O .

\;. . a. Rental - R s o o , R R L
o S Mainienanoe‘ P T o | =

-

HNgqumpment ' . !o

-3

T
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J Staff Development
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Form 2; 2.7 [B]

CUMULATIVE MONTHLY CLAIM FORM FOR FEDERAL ADUL.T EDUCATION ACT e

. \ - . ] .o, ; ,”. - ,’. B § '-.'is':. : [ - . -t L
S A;prdge (T MM S August | September | < October | Hovember

: LS ’ - : . . Lo H ‘ Dl . ’ - ] : ‘ :

- A, Instrugtion- S e L N IR I R R
R Salarjes - : A e - T <@ 7 o
' v ‘2. Benefits ' o - SRR N | L
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" 4 Other. - . .~ R
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PR

In addltron to the attltudma qualltles g|ven for teachers and paraprofessronals the
recrurter should:,~ * - ‘%‘\-. L . .

T have mtlmateknowledge of——thecommumty and the program
LI \: . speak-the Ianguage of the dominant student community

»

. ‘have knawlédge of public relatlons program promotlon and -
communlt?sfelatrons BN , .

. . . » .
o . . s
! . ) .

2264 ADMlNISTRATIVESTAFF e /ﬁ '

Staffmg forthd admlnlstratwe p0s|t|on is extremely crr'uca[ because mdlvrduals ina Ieader-
~ship position can ‘help or hinder a program. /Candidates for an adm|n|strat|ve position
should, in %i;dmon to already c|ted attltudlnal quahflcations possess the followmg

o qualrflcatron (L0 R
[ prevrou,s aduIt admlnlstratlve experlence
o prevrous ESL teaching or admmlstratlve experlence
.. afle&rbrln‘.y in working with staff and communrty service-work
K . ' background experience and knowledge of fuﬁdlng agencles and requrrements
° »“~-bgckgroLInd experrence and knowledge in proposal‘writing - .
. ‘ backgrodnd experlence ‘and knowledge in materlals develqpment and seIect|on}
L «experlé’nfe and tramlng in staff development A , AN

et drsbursement categones 4

QEVELOPING A BUDGET —_

RO

o

: _Every proéosal submltted for fundrng approval is requrred to develop a budget based on"
.. the Guidelines developed by the ‘Adult and Continuing Education Section of the lllinois
. Office of\Educatlon The. categories ' suggested in ‘these guidelines, form. the basis for

budget development.-ESL administrators should be aware that publrclty, recruitment, etc.

.~ are not funded per se, but rely an generated student hours—-both |n‘ the publrc schools
© . and communrty coIIeges. : W

. 'The program Admrnlstrator should bear in. mlnd that the admlntstratlve unit through_
1wh|ch the ESL/ABE program -is funded ‘whether ‘it is a’local high school district, a
~community college or a cooperatlve district, witl. process all disbursements and

expendltures through its business office, It is helpful 1o develop your working budget to
cornclde vV'th or at least reﬂect that foIIowed by the admrnlstratwé busrness unlt, '

A second area_ of“hont?ern in Sett|ng up. the budget . should be the malntenance of an.

up to date, accurate record of d|sbursements .Such a record shouId rnclude *

.-\" . A

1. Tietin and coordlnatlon to majar, admlnlstratlve dlstrlcts

Ry
1
rs

E 2. _Llseof one pag’e for each budgetline tem L0

: - o Each entry shouId rnclude date purchase order. number, check -or cash

T " voucher number; - date; dollar amount; |tem name. and descrlptlon
i ose vendorplus total rem|n|ng |n budget item” .

(Y




- Schaol Code; Form 22NB]

n PROG RAM. lMPLEMENTATlON

iy

" e Keep a running total of amount expended, deducted from ‘total amount

L - _ allocated thus malntalmnga running record of current balance '

0

ln addltlon to mamtarnlrfg a separate r/ecord of glsbursements per budget line’ ltem itis,

'-, suggested that administrators maintain a cumulative running account of total disburse-

ments made for all approved budget Ime items. A mopthly cost would be computed and
carried each mOnth to reflect the total program cost to tate. The same records would be
. maintained for monthly generated- income and for cumulatlve generated income. This
system provides a complete, simple record. of total program expenditures and generated

income to 'date. The two following sample forms provide a suggested. format for °

maintaining these twelve-month cumulative records (Form 2.2,7 (A}, Cumulatlve;

-+ - Monthly' Claim Form- for Adult Education - Classes—Séction 10-22.20. of the Illinois
: Cumulatwe Monthly” Clagim Form for Federal Adult'

Education Act) L . L R
; N . . “ .
~. . . . o

INFORMING T\HE COMMUNITY o _ - W
: .l - : o
~ Develop an overall strategy to lnform the communlty[o{ the ESL prograr#d
- 1J> lnvolve all staff members |

2. Consider use of a special recruiter who should be a representatuVe
' of the target community

3. Develop a list of communlty groubs representlng l Y R

a) * News medla

‘ N

v b). - Local government agencies -
T c) * Business and.industry .
o d) = Schools, colleges, yniversities :
_ ’ ﬁel Ethmc fraternal and religious groups
. e * s S S
2.3.1.1 PREPARE PHOGRAMINFORMATION T R N
. Yodmay,wush to-reproduce: o : _ e
- vv',v S . " " 4 } B LI : . ‘ o C o
. 1. Leaflets . o Y S T
a 2, Brochures. s S
&% 3. CLetters ..+ ' T
. .4 Ppostars W . oo o T
5. Newspaperarticles” * -~ .. : o o
6. Mediaannouncements |, . R ST
-7 Speeches e ' ’ S

. i : , : .

While recruitment, publlclty, materlals selectlon, malntenance of stul:lent records, testing, -
etc. are essentlg to the success of-a program, it goes without ¢ saying that none of these is_
funded per se, but rely on generated student hours—both in the publrc schools and

©

cOerumty colleges - N o '

=

v . . : - r . . . R -
2 -t ' L . R
- . : . . - -~ T . T




23,2 "DEVELOP AND REFINE recl-lwloues'Tof:P'ROMo'TE‘THE PROGRAM .

-

1 Conduct telephone campaigns: ‘ , , -
2. Conduct door-to- doprcampalgns e o L
. 3. Deliver individual speeches ' : P
4., Contact parents of ghildren n Bilingual Programs L BN
S 5. - Distribute leaflets at Jocal supermarkets movie theatres, shopping centers
"o s 6. Distribute through local agencies such as communlty opportumtgpcenters\
“local clubs, churches, civiccenters . ' e TN
» . . 7. Publishin local news media -, ' R :

' 8. Utilize non-English'speaking news medla . N

" -9, Mail to former students ~ S
: 10, Utilize any exlstlng vehicles which ‘serve the commumty you want to reach - .
.11.- Institute an “‘each one/bring one’’ pollcy S _ : R
- -+ 12. Hold a cultural open house . . T : ‘
. e 13. Partlcrpate in prograrns and actlvltles hosted by loggl commumfy agencles
. While certaln technlques such as |tem two, work best in certaln areas, in tl-us case hlghly
urban areas, mapny- ( of ‘the listed teghniques.can be used by any one program: There ére A
. responsibilities -a recrulter can perform if recrumng serwces have been lncluded in the ’
_+ budget. - . ’f«s,: L B v
T ,vl/k' L o . Co :
© 2313 'SCHEDULlNG DESIGNS R o o .

* . To serve the total commumty a dnrector needs to plan for maximum program ﬂelelhty
h ~**_In every community, large or small, there are workers and homemakers who are unableto - -
‘ -attend evening classes due to work schedules. Try to schedule. mornnng, early’afternoon,
late afternoon and weekend classes as " well as- evening classes to make opportunities

avallable to all adults. At preSent if yalt ca ﬁnly have evening classes, consider adding £
one or two daytime classes. Gradually you G bulldla balanced program ofdaytlme and -
evening classes or learnlng laboratory°hours ‘. . S e T
. ﬁSy&pountsto cohslderwhen schedulnng' - e ,

1. Students should not receive fewer than three hggurs of in- class mstructlon per
Week “ i "‘,,' . l B . ] .N._, .

v 2, A moré desirable?‘s"ohedule is-six’ hours of -in-class“lnstructlor‘r per week.
' .5 . P .
It is not deslrable to schedule a ‘class which meets only once a week ‘Io.
N " maximize instructional” effrcrency and carry over, a class should meet at least-
' twice: aWeek v - R . . . o
_, /"“ S . : . . a RN o S,
. 4. Choose a locatlon Wthh permlts alI students to mteract at least once durlng the" 7
" evening.’ * : ‘

' 5 Establlsh classes "not less- than ten and not more than frfteen per class )

e ) . Prlonty for reducetd class lqads should go to _the Basic Groups. Inability tq meet ”
' ~this goal will u/tlma, ely result m an excessmely h/gh drop-out rate; S ‘, )
. . . =0 ' 2 B . ’ AR - .;‘F . ]

s o . . R . . e : L




iy - * the first ninety minutes for flfteen minutes. A \

‘.-;"-\A..‘ dictates. - : . L

B critical supportive service can be included’in she program if yqu have included

- MATERIALS EVAl..UATlON AND SE L{ECTION
| SELECTING MATERIALS L

i :The importance of ESL/ABE instructional materials to a sound‘progranl cannot be

“exercised in selecting materials. Some of the best or most common materials-are intended
. specnahzed while the pace is generally faster than many adult ESL students can handle in- - / '
_“their Situations. Although students and teachers may gp through the material, little will i

"-"fbe learned and used by the student. On the other hand,
' ~mater|als ostens:bly for adults which are actually unsatlsff’ctory adaptations of materlals e

. Publlshers, qunck to xecognlze the need for appropnate ESL/ABE material, are produclng

 available is the most satisfactory way to make thig decision. This is, however, completely

e reasonable -range ,of matenals Some of the major factors to conslder when selectmg

6.  Encourage staff and students to determine an appropriate class break. With
three hours per evening, breaks might occur-at the end of the first and second
‘. hours for a total of twenty minutes. A 2'-hour class‘might retess at the end of

= 7, 'Schedule a sequential progression of instructidnal levels ‘which meet s:mul-' \
: taneously, allowing students to move freely from group to group as- ab:llty .

pen A -
LN ¢

Af daytlme space- allocations are dlfflcult to obtan(ln schools ‘or college,s,
consider -facilities avallable in churches, commumty centers, store-fronts local * °
uY' " etC S ) S

~ 9. Baby ‘sltt,'lng/child'care‘ facilities should be included ‘whenéver possible. This

~"this expenditure in the towal budget allocated for “Indirect Costs.” Addi-

- . tionally, logcal funding sources. to underwnte this service should be actwely
~sought : : e

-+

ane a balanced full time language program hqs been established, consnder
addlng special interest” classes to the program in such areas as readmg, X
mathematics, consumer. edUcatlon cntlzenshlp, driver education, vocatlonal
.Engllsh business Engllsh. T . , S R -

. MR

1] .

overemphaslzed The selection of materials based on sound lariguage ‘acquisition principles ]
w1ll save teacher time and will aid*him in utilizing his time well. Great care must be, .

~iy-

/
“for the- fast-learmng college studént: The, vocabulary Js usually- technical and highly’ ‘ /
kY

we need to be cautious of those

for chlldren which reflect chlldren S mterests

K]

Generally, most second language materijals are sequenced al)though each text has its
individual variations, It.isusually necessary to select material from the text which fits the
‘majority of-the students’ needs and program goals. and then adapt it, eliminate what lSv '

mapprOprlate and expand what is useful , o J

new books very . rapidly. You and your “staff have the responsibility and the authority to
’decnde what materials will be used. An ex¥mination of tHe total range “of materials_

unfeasnble "“The ESL/ABE consultant- staff is avallable to assist you.in examiining a

[ = L.
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matertals are presented in the sample Materials Evaluatton Form mcluded |n thrs sect n :

(Flgure2321) ~ S .0~__ ST L
2, 32 2 Some steps whlch you mlght foilow rn evaluatlng and se]ectlng lnstructlonal mater‘ aIS'
: lnclude' ~a . v/ N v o
. . ] - ,P" , . . : R . . ~ ;'1 PR
e v revreWIng program goals” . - R AN L | R
_ L. provrdrngavehrcleforevaluators to record therrvnews L -
- ., @ “involving persons whose needs and abllrtues are srmrlarto those who wrll use the
~ . . <. material in the evaluatlon process.+ e o c e
e " ‘involving the enire staff in some, way in the' evaluatlon process e o,
", @ schedulimy time for the staff to condUQt suchevaluations co .,, .
<233 - _"MAINTAINING STuDENT RECORDS f DR w, e

a

1

' 2"3.3'51 ; lThe followmg checkllst provudes, a detalled descrlptlon of the range of |nformat|on wh,gch
: ~“ - might be lncluded in the adujt student’ scumulatlve record frle and some: of the posslble

- . usesto whlch thlSlnformatlon could beput SR PR .
S 4 5 'ﬁsiy 0. v . T' . I o
’ 1. Sources-to Deterrmne Student Needs' . Lo e e T
. ot o B ’ B o, .
v o ‘Intervrews T L '. Veterans records e
. .~ ® . Registration data; e 'W’ork experrence records Lt
oo, e, Testdata - ' . iev @ "Staff recommewatlons TR
Ve e ° Adv:sory cpmmuttee:s ~“ - e Teacher réports .- 0 T e
. - ) Tran’scnpts T . Other e TIe e
St TR, Referral Sen/ices Offered: = = , P e LT ,
A‘ . (‘, . .:\‘Q r. . ‘ e . " ',’ o" ," / '
o0 L Educatnonat counsellng o .= ® Testinterpretation” ., °
: ° Vocatlonal counsellng -« o= \9' ”Group,gurdance o e
AR R Personal-soclal counseling . Other R
e e Avocatlonal counsellng» L S S S T
. ’ . LI . b TN -
< A PersonPerformfngvSe_rivice: -y B T A Ca L R
: r x -" A . . '," o S e

oo 0“ Administrators . RS Teacher o D
: ‘ ‘e' Counselor e T 0 . Communlty agency representatrve
! e Paraprofessronal B T e Other . , ,
. ‘. ‘. B : » ,‘ L : ‘ , L}
4,' . Servrces [ntended to melerr't}nf Followmg GGaI(s) : , :
Lo [y » - LI o v. o
- ' . Elerqgntary dlrjloma { ’ Employabll,;ty L
Yo - “High school. dipldma L ® - Ayocatiohal actlvrtlesr . -
e e ‘ * Upgrading in basic skrlls P ‘Pla“cement S .
‘ - ,C‘f Flueney in EnglrsH o Other Jeo e
. ' P ’ L ': ' ' v X - :
e /"\ 5. Tests Admrmstered for'» L "'v . Tt

e e _Literate S . rsice Nonliterate - .. .




. Y ~“ , 5 .,); ":\ .‘ , ‘° * “4 : » n v . -~ - "l
rooow . £ . - , ; ] s
-6, Types of;l'ests Admlnlstered R A N S
N o : A . o PR 2 ' : S
b S A 20 o L U TR TS
. lntelhgence O Ly e Achievem'eht e
N I Interest C Voo T e Placement .- Se e ’
. v___';:;’;"' . Aptutude LY e *}Qtudlnal , A IR
A, e "Cultura‘l‘ A ® - Other -~ - - "M/ e
TR o _. ..’-/.;.‘ o IR e _' ‘ I
S Y oStudents Recordsare° g T *i-“ A we o
[ L) . } N R ‘; R ,» N i..ﬁ‘,u. it > .
AR Madeapart of cumulatlve f\les Made the basus»for qounselmg' Lo
TE e Made availabile to tegehers. - ; ,intgrviews- ¢ -
L . »o - Usqd to report to students ™~ ; o Made available. forstaff meetlngs s
R "Q . - Used in-assessing student i . ‘ l;sed in program planhing T
: AR o pr gre;s C v SO s “WUsed in curﬁculumpl ning - 7 P
Usedln anpual leports S :."' ‘e n Other SR R
~-"» - P Kl : - "'~~,_' . B
<8 Publlclnformed Fl gardlng Followlng PhasesofStudent Pe,sonnel Servlces. D '
‘- e N '4 . . b
_,ﬂ“ T e Determlne a,ddrtlonal study Tle Determlne on—the-job,SUCcess Ao N
- f v .%"7 L " ot , Deteimune reasqnsfor drop outs . e Other A S
o '_“’ T A R A i
2.3*32 ‘REGISTRATIQQAND ENROLLMENT T /2 S AN
»0 - R A o (,;, L) ....Q ; L v ‘-‘ N ."v S ',: . » . :'r
Prlog, to program start-up datp aﬂ;culate your enrollment procedUre andodevelop those = /.
.8 fo{ms necessary to comply , with required Tederal state and loaal requnrements. A s
'suggested enrollmen'gprocedure %llows‘ R e e e
B SN 1 Greet e‘ach student i C. e R R R /
T “2 ‘Conguct'oral interviews B T A o
R 3. Assist student to flllout neceSsary forms I T T AT S
o 4, Collect and check+each form: forcorrectness and completlon '.',;’.-' Wi A e T .
SRS - X Detérmine class level for eagh student ., .. : S T T
2200 .6, Assign fudenttoalevel, .o ¢ AT ". o
4,5 7. Provide student with a’wntten record of room number “class meetlng trme(s) SE
e "f,”'.i".‘- o .anddate(sl, namesofteach ris) and aides ', o Lo ;o
S ..8." Provide a brief facilities: oratation . . . R, o l S
_ 9 Escort student to class., |ntroduce stu.dent to teacher . R T S
et 1‘0 Provide teacher with  a copy of stu&entscomplete program schedule '. "? T
vy ,e11. Esthblish individudl-folde for each student, Each- folder shoyld provude a. .
' - ! cumulatwe record of 4il. serV|ces tests etc.r ) T C .
' 'S. ‘ The entire enrollment procedure may well take more than one day fo complete Steps 1, .,
.l. 3, 4 ‘and B’mlght be- corppleted during the first meetnng, with steps 2, 5, 6,,7 and 9 ~
" _...completed during the next meetlng and frnally at the thnrd meetlng you couldgomplete ‘
Lot sfeps 10and 11. E P . . s | R B
lf your prografn has suff:cneht staff to complete all‘ of the steps expedltlously dur|ng the
~°initial period by. all means do so. lf not, it is better to’distribute the* procedures so that.
.‘j - students are not requlred to wait long hours- before actually heglnnlng the/r program. - Yy
. y oL B , % o ) t




. ' }@ pre reglstratlon by mail

-

Taken together the complete enrollments process mlght be s formldable td the student,, ,
S that the total effect could be negatwe, thus leadmg to the pOSSIbllltY’ of droppmg out.. .-

1 LV .
' LN g,

Three procedures whrch should be avorded in the enrollment process are' '

= 'lx’. i

'®, ' pubfication in one’ language only (try to provrde translatrons of bas:c pl'Ogram S
information into as midny other languages as. possrble) e SN
‘anep ollment perlod V\lhlch |s~too compressed

- Smce the relmbursement td programs is based on attendance, malntamlng accurate b
- complete records i in thiis area is of critical |mportance You should establish a system'for .~
i recordlng and summanzung that data necessary for preparlng requ;red state and federal e

reports e _ e ,
I8 A

. - !'
' A re'c'ord- of the fo.llowing information may be helpful:

, v N ’
e Name—-alphabetlcally llsted surname frrst name, m|ddle |n|t|al
: “‘.‘ Sex x| :

. Selectell C'ategorles . f/j. S 3

ll

‘W . = White - ,
B Black
:‘Al_ Amerlcan lndlan
0 - Oriental.~ *~ . -
, ONW - Other Non-White™ -~ .
H C "Cuban PR
"MA . = Mexican American -
SA Spamsh American (specrfy)
- COR " =_Correctional lnstltutlon
s H . ="Hospital - Y. oo
" MIG | = Migrant Worker
¥ WEL" = Welfare Recipient
Date of: Blrth‘ month, day, yea'ri -
' Age . ) ¢
_ Date of entry. mto program
. Social Securlty Number
: ."Telephone Number
L Address e o Tt
Occupation & -~ *.5 - f

- lr "n o

W u‘

Enrollment Status S

W i New student, date .
Reentering. student, date

W‘- Withdrawn, date '
c " C+=-Completion, date U
i 3_’?“" T = Transferred, date, transferred to R
) Recordmg Daily Attendance: v R .
Becord of attendance must 2 malntalned from the tlme a student enters

«Avggij$%¢¢

.y

‘l
D “‘r.g\

B ) '\'.

. f“"? 26
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- ¢ . kY . . .o ‘“‘, . .. . : B

e . class untrl the date he OffICIa"Y is w;thdrawn from class or to the close of

B -,." the program. . .

e _ If a student does not attend class for five consecutive days and the reason -
o s unknown, the student should be removed from the active enrollment-
v list by drawing-a line through the name and all spaces remalnlng in the
' daily attendance hook.. .

"};q -+ . ®  Transferst Whena student leaves one class in the program and transfers

St te anothen\‘class in the same program, a “T", the date of transfer and the
» . ° _class to-which he has ‘transferred should be placed next to hlS name in the
. wr. . attendancebook, < -+
' Wlthdrawafs. After five. consecutwe days of ab B}1ce an adult may be -
-withdrawni, as, of the date of last - attendance—nbte date, reason for -
: ' withdrawal next to his -name, drawing a line from the final date of
.- w7l attendance to theefid of the avallable spaces. :
' Recordmg Attendance Summaries:
e * Monthly Summary - of Attendance* Each month you should total

YooY 27 i Possible” Class Hours” for each student. Note that many. will have
Lo "}'drfferent totals, depending on their date of entry into the program. Then -
. © - total “Actual Attend ce.”’ " These should be recorded in the attendance
S e orecord,
BTy @ _".:Yearly Summary of Attendance. TotaI ”Posslble Class Hours”‘ total
.« © ... "Actual Attendance.” These shoqld be determmed and entered for each
' AT student. o . : l .
“RETENTION . S B T S s /
.' Students ma remam m attendancelf S T STl
1,, They feel welcomed and accepted N R

Therr mteg'nty as adult human bemgs is zealously respected




. . They feel secure, ", :
They experience some success at each class,

"They are able to use on the outside what they. practlce on the msrde and to do :
‘this from the first class meetlng on. '
They are given a part|c|patory role’in plannlng and evaIuatnng the program.

Some pollt nquiry to those students who have mnssed three consecutive class .
* meetings is made, The illustrated preprinted form was developed by the Mott

" Adult High School 1231 E.- Kearsley Street, Flint, Michjgan 48503, and. was -
‘brought t6 the attention of the staff through thé courtesy of M. Eldon Schultz,
Senior Prdgram «Officer, Department of Health, Education and Welfare,

. Flegnon V, Chicago. A form such as this is not likely to allenate the student, but .
- does indicate interest and concern It also allows the student to initiate contact
: w1th the teacher. S S <o . .

FOLLOWUP L s

'!'

A follow~up of mdw:duals who have completed the program and-those who have dropped,
from the program is an important part of\he adm|n|strat|ve service. Because it is time’
-consuming and difficult-to |mplementv follow-up is often the weak point in the program.
Yet it is a valuable_a aid- in currlculum ‘development and program evaluatlon Equally
|mportant follow-up data cany provrde mformatnon substantlatrng the continued existence -
ofa program. - ' :

Someprocedureswh'ich may be useful in foIIow pare' S o .

. 2 o ~ -

1. After three consecutlve absences, teacher telephones student
2. If student does not retu?n hls name |s gwen to alde who makes a second
telephone call. _— :

. . RN . e .
W ! - . - o ,°. .t AV

. 'If student still does not return d|rector sends a Ietter mdncatmg number of
'classesmlssed N - B o ; f

o - L

S} 4 there |s0no response the student is asked to complete a br|ef form an wh|ch
he’ checks off his reasons for dropplng out DR

LY
vt

A check hst often yrelds more precrse mformatron than would be possuble if
._students were sumply"left to their own’ de\uces in supplying a reason for -
withdrawals. Examples ‘of such foIIow—up forms follow this - ‘section (Flgures :
2’35[A] 235[81 Part E, Flgure236fB]) .
L3 ) » '\Q
STUDENT TESTING AND PLACEMENT TR R S,
R It is not recommended that the requrred readlng test be admmlstered durlng the |n|t|al
. registration period. The.entire undertaking may prove so threatening to the student that
~he will withdraw. Rather-a non-threatening oral interview. may_well provide enough

information on the level of competency to: permlt a: reasonable placement wnthln the‘ o

' fprogram Some steps whtch may be foIIowed fot; testlng 'erem )

. g.-P

, }3, Schedul lng an oral mtervrew for all students for program placement

. Q»n
49
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preve helpful. Whlle not exhaustive,., it is- hoped it may suggest the W|de range of

:Communlty Resources:_; LT T L e

o 0 Completlng a short‘ertten statement for each studerrt attestlng to the results T

. of the oral interview which.is signed by the teacher (see Figure 2,3.6 [A]). This
.- - statement -makes . prgvnslons for. thosg students who are. unable to read
" ENGL/SH and provides classifications for Readrng Levels |, II, and 1II. This, -

A " 7. statement' can then be submitted to the’ Offlce of Educatlon Adult and

.

4

. COntlnumg Educatlon Sectlon

. . : . B
- e ' laterin the program you may. admlnlster a readlng testto those students able
~.+ totakesucha test in English. In order to assist in selecting a test, you- may wrsh
o to¢consult the nnotated List of Adult ESL Exams, Sectlon 3.6.

v

C 'As an example of the oral’ mtervrew used as a placement |nstrUment we have mcluded
. . two specimens:. Flgures 2.3.6 [B] and 2.3.6 [C] . Figure 2.3.6.[C] was developed by the
- .- Elgin YWCA Adult ESL program and- is’ suggestlve of the way in which a program can

‘ adaptsuch an\lzyv toits own use. - “ S B LI
'bjUTILlZINGT OMMUNITY . ‘

a ., T ) y

4

"Programs should reflect the communrtres they serve and should meet the needs of the Jz ’

communlty Steps "can be taken toward the achlevement .of these goals by gaining the’ :
“confidence and support of. the communlty served. To gain this® support .you should
develop a c‘l&se and meanlngful relatlonshlp with your communlty S L

" -am~
The success of the ESL program wull depend upon an effectlve cooperatlve effort bet‘lvveen
it and the community-at-large. A thoughtfully planned communlty involvement program -
will help develpp unrty and purpose betiween your program and the/ gener‘al publlc .

»-,"Corhmumty resourl!ﬁs should be as ful ut|l|zed as possrble with guest: Speakers field"

“trips, visits and active. |nterchanges The following listing of Communlty Resources may

commumty assistance ava|lable for mvestlgatlon

e ) : : /

."'
’
T, - ’ . co *

Family, Geunseling Agencies -
1 Child Welfaré Agencies ~ °

. Police Department

~ Fire Department* =~ - -
~ Local Public Utility Companles

. Driver-Education Programs ,;
éhuld Psychologlsts

Public Library . RS
: School Libraries = .
Laber Unions °
SOclal Security. Offlces o
Departmerit of Public Welfare -,

- Public Health Agencies S
Local Office, National Safety Councll
Better Busingss Bureau . .
Colleges and Universities - = .-

- Mental Health Agencies . o
;' Medical Clinics -~ = . - .
Dental Clinics’ o
Emplonent Agencles
Local BUslness and Industry

.. Recreation, Centers
Religious Organizations.
" Ethnic Organlzatlons i
JFrate{nal Organizations |
“Professional Organlzations \
. Legal Ald Societies  ,

-
-%

. -,l .

L

‘Museums ~ . . AR

R




‘ Addltronally, fhe 'follownng summary ls lndlcatlve of the range of asslstance you may .
e expect frpm your commumty : . F, '
; Government,Afflllated Agencnes‘ L . '

PubI/c Health Department—-provudes varymg amount of free or low-cost health care ’
' chest X -rays, and speakers on health and sanltatron

Employment Agenc:es—-can refer students, provude speakers They are usually wrl llng '
to speak tq adult classes about local job opportunities and-educational requjrements
~ for employment These talks will be based ‘on the agency’s periodic surveys of the
“local labor market as well as their personal knowledge of what local employers are-
Iookmg for o S

R _ . “ e %
Off/ce of Vocat/onal Trammg—-provrdes vocatlonal tralmng and other servuces to .
students speakers for classes. The scope of services offered by this state agency is so )
extensive that a vocatlonal counselor should speak’ to the class to explaln the .

program and schedule mterwews with mdlvrdual students. I

1{

.

. C/wl Defense Program—provrdes mstructron and readmg materlals‘ The state or local ’
‘ civil ‘defense coordinator {or any qualified civil defense instructor) can speak to the,
class on such tapics as medical self-help, survival in natural disasters, and survival in - -~
" case of atomic attack. The program lS also a valuable source of free readlng
" . materials. . _ S : s SR . :

7

C’ooperat:ve Extens:on Serwce-—prowdes Iectures d,emonstratlons and |nstruct|onal
materials. Home Economics Extension personnet will demonstrate and teach many .
:aspects of home management such as sewing or preparation of attractlve nutritious,
and economlcal meals. This can be done as a part of the ABE class or as a separate -
: ogram for those who are lnterested The Service also has a large collectlon of -
ater|als, many-of which are Wrrtten in s:mpllfled form. : ’ ’
Ch/ldren and Famlly Serwces—-prowde counselmg The department of. chlldren and
- family services, as well as other agencies specializing in this area, will visit the homes
of students or offer counseling in the dgency’s offices. Services vary from one
. community to the other, but they should be known to ABE students via a speaker-
- from the agericy or a class visit to it. In some communlt(es, the agency will assrst
“with transportatlon. : , | :

, Publ/c L/brary-prowdes speakers free fllms tapes, blbllographles, magazmes
e travelmg exhibits. While services vaary from one commumty to another, the special
 services department of the library will be happy to explore the many areas in vl’Ihrch'

_ the library camoffer service. . . ] . v R

. . L. . R . N ’ } ‘
Schools and Colleges—prowde speakers from among ‘the professuonal buslness‘ o
health and supportive service staff. Local schools and colleges may provide speclal '

services for health referrals. R _ -

- .
- L)

- Mental Health lnst/tuzes-prowde brochures, speakers spec1al |nformat|on for
© referrals.in counsellng. L .

8.1" v 7""

f
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Consumer Pratectlan Off/ce-prowdes mformatlon on products, services and other
o .. subjects of consumer :concern,. May also provnde speakers and lécturers-to develop
. : speclal programs. * - PR . Y - -
_ -~ Law Enforcement Agenczes—-provnde speakers, varlous brochures and prlnted
. . ifformation. . .7 AR )
\/olunteer Agencles and Cwlc Grbups, « )
- . of . .
v Loca/ Rellglous Groups——can providg teacher aides," operate nurs es donate
.. - . classrooms, or provide other forms of asststance Local churches and synagogues—
o partncularly their women’s auxiliaries, are often looklng for worthwhile community -
. \projects and will usually be anxious to help the ESL/ABE program if they are made -
“*aware of.its needs,’ They can, for example, provide volunteers to work as teacher
' a|des or might operate a nursery for the class-members’ chlldren Many rellglous
- groups can donate classroom space which may be more appeahng and more centrally
" located than a classroom | in the local school.

» . ' . . : et

PR Red Cross and ,Salvation Army—qan extenci emergency help to students. Students
‘ "~ who need ”f?eésclothmg, shelter or,other esséntials because of a natural disaster or
some ,forn! of personal disaster can obtain- heIp from " these agengies while:
government agencies or’ insurance companles are mVestlgatlng their clan s. The local -
- Red Cross can also provide. instruction ln medlcal self- help,_first-aid Qby care for \
expectant parents, and -other related subjects . (
Crwc Groups and C/ubs—many are anxnouh to begm communlty lmprovement
‘ 5 projects and will welcome the chance to assist ABE programs. One’ outstanding .
' example is the” L|0ns Club, WhICh has prow?'éd eye care and’ glasses to thousands of
N lndlgent people A : ;

‘ Ll

‘rals e v
League of Women Voters—provudes rhformaftlon about voter reglstratlon candldates

. and _issues” in elegtions, community agencles,, and other information about
cltlzenshlp Whlle each Iocal League has its oWn prOJects CItlzenShlp educatlon of

toe spec|al commumty advuce sewrcynd ref

undertake a speclal pro;ect to heIp ABE studer)ts or ‘can provnde speakers" and
s ~literature (such as political dlrectorles) about all aspecilt of the commUnlty s poI|t|caI
S lifeto help students understand how. they can beconfiie

o parenthood groups can prov1de professlonal speakers d " ‘
DR -+ class, or Wl|| provnde personal instruction and counseling to those students who are €
interested in more mformatlon on birth control methods. o :

Other Groups-—there are many such as Settlement Houses and the Mlgrant COUHCII
who have years “of experuence worki g with d|sadvantaged people and can. glve




 Business and Professional Groups: o . -

: Medzcal and Dental Soc:/etzes—can set up cllmcs and provide speakers, some mecllcal : g
A and dental societies can be’persuaded to set up a‘clinic at the school to examine =~
. L ABE students. Individual doctors ,or dentists may speak to the class about health ,
I : hyglene and related subjects. :

- Hospzta/s and'Clmlcs—-may provide services simil’ to above, .
- Legal Aid Societles—prowde legal services.and, mformatlon. Sponsored by local'bar
) . ..x - associations er law schools, legal aid socletles can provide,free legal services and
R . K adwce for'those who-are unable to pay for it. A’ spokesman _for the local socrety can
explaih that group’s services to the ABE class, as well.as prowde general lnformatlon a
~ -about legal rights of cltlzens SR : ) _ . l\
. 'Labor Umons—wnll recruit students and help in. a varlety of Ways Local Iabor
SR ©° orgarizations have long been interested in adult basic educatign, Their educatlon
' officers often serve on lay advisory committees to ABE programs, and may |
contnbute time, money, or faclhtles to help the program in some appropnate way
: : , : Przvate Business and Industry —provide free - Ilterature or other materials, and
encourage tours. They may be" able to provide a variety of reading materials and.
" other equipment or supplies for the program. They may ajso help the teacher plan -
class visits to their plants or offlces Marfy WIll provrde speakers T R

Employment Agenc:/es—Pubhc Prlvate and lnstltutlonal Placement Offlces-can
provide speakers brochures, employment forms, etc ' :
o OEO/Type Programs S - R "._ v o
Local Commun/ty Opportunity Centers—provude ta||orﬁmade |0cal services such as. : :
_ recruiting, providing teacher aides, conducting numseries, or admlmstermg prolects.' R
A - and direct grants. They are staffed by local people and are responsible 1o local
' ‘conditions. There is wrtually no limit to the varlety of servnces whlch can be worked
out with the local agency. -
Project Head Start-—-the head start program provides pre-school education to
o ~ deprived children from ages 3 to 6 so that they will be able to proflt more from first .
‘e grade and elementary public school education. Programs for parents are often
B T conducted in the same. location (or parents may be referred to ABE classes), so that
. they’ will be i in a better pos|t|on to help their children keep the head start they have o
L acquured ‘ v

The Job Corps—provrdes job trammg to young men and women. Aslde from trymg . S
_“to make disadvantaged young people employable, the Job Corps encourages them to - .
return to- school, obtain-a" job, or to joim the armed forces after training is
: completed ~Teachers - may want to refer some of thelr younhger students to Q:'le Job
" «Corps, and ‘should keep older students mformed of the opportunmes it offe S theur_.
- children. . : : . : .

°




"237.2 ADVISORY COMMITTEE

One of .the most” effectrve methods of |nvolmng the communuty is through the
establishment of a commumty advisory .council.. I?.- is self-evident that an advisory. council
should be truly representative of the entire ‘community and of the sub-communities
. therein.- If the councll is'to be truly representative it should include an administrator,
former students, presently enrolled students, representatrvés from bUSlpess and labor,
 representatives of. public and community agencies, professronal associations, mlnorlty
groups and any other community 'groups which can be ldentlfred

To functron effectlvely an Advnsory Councll shou,ld have' |

[ explicntly Statgd goals and characterrstrcs of the program
. clearly defrned lnternal and external operatlons o
Ny ‘ e _ S
The degree of |nvolvement and responsrblllty of the council wrll of course vary greatly
-from program to program. Generally, however ypu may wxsh to ‘have an advrsory councll
assist you in such areas as; ; o
. ;,“ ’ : . . L .
o conductlnga needs assessment - - . v -
- @ designing a~gsystematic approach to establlshlng program goals, oblectlves
.. ‘butcomes, evaluations - -
. ® interpreting the Adult: ESL program to the greater communlty as part of an
- effort to secure and maintain public support ' . .
®  refining and supporting recrtitmerit programs

.

@ refining total programroffenngs R ' . -' S«

T

‘® - sources of voluntary resource persons for| program enrrchment BRI

"~ The Advrsory Councll formed as itis of communnty leaders consrders a cross-section of

_needs when making its recommendatrons It tepds. to keep’ the adninistrator sensitjve to .
the broader community, and to keep e broader' communlty se%srtlve to the needs of the
ESL adult program. - A ‘Q o . »

"
\e

.
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' | Flgura2321 - ,, T '
* - , . : ESL MATERIALS EVALUATION’FQR}M q ’
v .Eval,uator — . .
e Program S ' S .
o L Title , e S o
é ) Date . 'v “‘:“' \J . . -

.‘

Objéctiva' This form is, designed for use by the staff of adult basic and continuing educatlon centers in thair ’
.evaluation of ESL/ABE matenals. Its purpose is multl -faceted in that it is both an ‘analytical device and’ also an.

L instructional instrument directing and broadening thought on how a particular teaching design can be integrated
© with other existing materjals, These forms will be of specnal value to those ESL instructors who come to previow .
matonals at the BESC _ : » ‘ :
Title__v ( . J : ’
o v .‘i_. ';. : . .. ’ ‘N, .
Adthor - e e N )
Publisher ..' = o s S : o :
- Category (check where appropriate): .~ .~ . sy )
o O series . B [jprnnuncnatnon : . * [Dlchart ’
. ~ [ basic text - . ] tapebdok T . [ poster -
. .- . [Oworkbook =~ -, 'Dvocabulary. o D " O flashcards -,
- ‘ El t'e'acher’slmanua! . " (] spelling - . o .E]Ianguage mastercards ’
O granimar _ ~ D studentreference  * . - [ microfiche
Lo . ;“f' I:lcomposmon e Ofim ‘ O kit R ' :
S e D}eader s - Otape 7« [ record - ' o
o \ E}anersatlon . ' -I:l»filmstrip © - " [ other (specify) S \ o
-~ Hardwark necessary for implemeptation of this materiat: __ . P : ST, '
. . o , ) . \ ) ‘ -:' ) . . -'r' -
.. : ’ . . A t. T
~Method ofinstruction: e )
‘ — O programmed O hnear D‘pranchinyf: SRR : o
- . O self-directed - ‘ S - ‘
[ teacher-directed activity only .
[ other (specify) '
Designed for what level: v, .
) N O beginning T T e ) %
\ [1 intermediate. L o e
. . . _ )
[ advanced . . R S »
o . .
o) 34
. * ]




. - ST e
. % -' .’ u;g .. P
.t hd * ‘o ) b " N .
4 . v N
i : . - S L . T
’ L Figurez321-——Contd« R R .
EACH ITEM SHOULD BE MARKED +, -, or 0 , o +- YES - = NO - 0= NOT APPLICABLE .
Co s GENERAL FORMAT AND APPROACH "= * ‘\’."" S
[1 2dult oriented ‘ ' _ S o o, . PO
O legible” . Lo S T
' vy v - . - DR . e T
[ challenging e P .. L i o
L - . ' ‘ ¢ _ , 2 , LI . v " ;.,;“'" i .
Qinteresting . - ' o R BRI R . : .
- O flexible (can be reorganized within itself and/or with other materials) ~ N |
O innovative in its'app'roach[.’4 R ; L G e )
A : S LA .
] clur, com:lse, and adequate di ectnons o ae ' R
in| Specnalmstructbns given to the teachor . L )
El models are prowded ST o . ' N a )
' E] to be u;ed mth one specmc Ianguage group-specnfym I w&wmﬁ,- SO s .
Dpresents aspectsofUS culture oo . - a R P e
: f e e .
- % . | a
lj provudﬁs for acqmsmon of Ianguage sknllsl hstemng, speaking, readlng,wntlng W ,‘j : ‘ v g
. R ‘ ) N .
Dactwntlesmtegratefhe four baslcsktlls A ot A S P
0 developmentof SkI”S ls.sequentlal O LT o Lo U o: )
o deVelopment of skulls |s,gradual R S ' o . B -
) . ] o . ' ' C ." T, . X I !
0 developmentof sknlls IS Iogncal . e L c . NP -“»,' o
E] development ofskllls is relnforced _‘ v CE , s N " , ,ﬁ:.j N ,"‘ T

E]stndtly supplementary o L S, )

-‘Dcantstandajpne S e Ce . I PR

E] is integrated with other material o L S o e T L iﬂs
: o = . } TR ) . . - )
. »‘E] a fheory of second Ianguage‘ir'\strdcti_on is evident -~ * . . o .

E] provndes for out-of-class practcce .. | - | < : R - ."'v o

o pro\udes f‘ol: téstlng ofskills . - R "'"‘. . ‘, L A T o ‘

I'_'] my students really need thns matenal (ldentufy students)

..
. *

-

Comments: S “ , e




Figure 2.3.2.1 — Contd,

. PRONUNCIATION =
. O schematic diagrams and pronunciation keys are clear and easy to follow :
a key approaches-—aural, visual, oral, and Kinesthetic are used in teaqhing pronunciation

' [0 provision is made for hstening practice
[ a sequerice is followed in teaching sounds
0 adequate number. type. and veriety of drifls provided i
Comments SN : .

A\

e et

GRAMMARIDRILLS

»

\g grammar is presented through dnagrams, dlalogueé or. reading passaqes
repetition ns provided throuyh maeel sentences - ‘
Oa varreiy of practice actwutles for grammar items is prowded
" [ drills ate appropriate for each practrce situation’
[3-drill items are Ioglcally grouped for student perceptron and performance
" [ drill utterances represent-actual spoken English . °
[ real communicatian exercises-are provided =~
[ grammar items are rerntroduced in following commumcatron actwrties
Comments : -

g

l:l mterestmg to adults :

E] recombine vocabt.tlary and grqmmar

l_‘_'_] treaticurrent topics

El accompamed by adequate comprehensron tests
Comments - it

_ WRITING
r~ .
[J models ‘are qiven SR
[0 mpdels are‘scaled by difficuity,‘purpose‘or topic '
[ models provide for a variety of levels of formaﬂty
[0 writing activities reinforce Iistening, reading, and’ speakmq activities
ET writing is taught during the other skijlls
EJ writing is taught after the other skills - -
a writinq is controlled - S SR :
[ skills leading to free composntion are introduced sequentrally
[0 avarlety of writing purposes is taught .
[ style’is taught S -
- O kind of writing taught is what the students really need
Comments : . —
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PR , v d . B ,Flgure2321 Contd : , .
. . . l . B ! v 4 ) ' - - ' LN "4 P .
/s ’ .
S ‘4 . VOCABULARY T D -
[j,in' harmony with probable experiences and centers of interest of adult students A )
, \ '[J systematically taught and reintroduced : S o L
' (3 pictures ipntroduced to c.larlfy important concepts T # ' ‘
o D3 study agtivities mcluded oL, fo o o
. Comments . - i i _ : — A
.J). - "‘" 4 e ,' o . L. “" o - Rl R .
* t ‘ »"
) . » ‘ . . w o * . '.' . ] . . \ .. !
S S  TEACHER'S MANUAL . T
. B ‘D dlrec’tlons are easy to understand . , T " -
© [J is necessary for daily use of material " P _ e . ’
. [ has a placemen guide for matenals ’ - ‘ ) : :
bt [1 provides stfggestions for duagnosus of spec'fuc skills E \ Yoo ¥
. [J'has supplementary material -~ . - & o : N . oL '
[ desciihes a vanety of teachlng methods . o N . .
N Commen R LA . - ‘ ‘
’ B ’ : A v Y : .|‘ i L - ) " ‘ Lo
RN — — i — -
S v o i . . »
. L ’ - . N | - . ‘ : N . f‘ . -
. e e , s o .
S ) .- ' GENERAL cyaems 4 P S
] : - . - N T .
. P .. ‘ B s ._‘ e - ,‘ s .
B Have you used this’ materlal? v ORI " v : S ST S e g S
c . s ~ : ’ o - - . .
v Was it effectlve? Was 't a drag? Was |t fun to use? Would You use |t agaln? Would you ng 1o toss it lnto the garbage? '
v ¥ ’ ) . ’ v 4 ‘ » 4
. " ; B . st N .
; LT .t : 4 :
¥ . . N ’ - ' E . . . - B - ! ,‘% . . . R : *  _ e
Strong poinits of the matérial (bé specific) - g : .
. L . . i s c TN Lo
o S o | - o - . ) : : L "i
© e Weak points of material (if certain pages/sections grovide problems, fist'them) ' -
. : . . " A o ’
: ¢ ' ‘ - “ 3 E » N s
s ' e . . i . :} -
. | N - . o
14 ¢ a C ¢ v
N E ) ' - . : .
o Ifyou haven’t used it, Would you? : v o _ L : N )
& H . R . . \ .. I . A
-y FE
We would apprecxate any add|t|0nal candid comments you Would hke to make concerning this matenal
1 ' - F T o o n Lo . .- ‘
! _" 't’ . " . N ‘ L. o ” ¥ .“ » ~ ‘
Prepared by Joanna Sculley and John Daugherty, Arlmgton He/ghts Illfnms, 7.975 S
) : .- L, S ’ i . > 1\ ’ : » “ol.' ~ - -":‘" L . N
[ v . | ._ C N [ o 38 s c ) ‘ e ‘/ .
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Nanie

-9

10.

1.

12,

© 13,
.14,

15.

16

17
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- 18,

19,

. -~ . v
“Notemployed .. oooviiiinrnerinean,t

. FlgureZSSIA] S
SV INFORMATION CHECKLIST ,‘
i /
S Date !

! 2 " . i .
Check any of the folléwing that are appropriate at entry and at termination: )
o R . . . L.on “ . . ~' [ . . R ’
-~ ¢ L . - : ) - -
R . ‘ . ) N . . . - . ] . . . ‘ .

-

4 a

Emp'oyedfuutlmﬁ.--.«....a....-...-.-........-,--“....,..-..9

v - - +
N “

Employed pél’t'time -‘- ‘n“- s s e ;'-.A' teeneren e o,- “v e e fu- v n'o LN -‘o o*-’-q

e

> ~ N
7

. .
L R I A S I I IR B U I R N7 T P S S R

4 - PR -8

Rece;VinngbﬁcaSSiStance '.';.'"."' LI --0 .Ol"I.;livi‘t --‘;-q.-- -.i 0\-'&"‘ -,vio-v

Learning English a5 456coNd 1aNGUAGE v0 vt v v o vrsvenevnennernesnsnnsdt

)

¢ .
. e

Is a U,S, citizen . ,. eivesedecase

‘Found a better PaYINGgob vuuvniinerenns

.

Has been promoted intheirjob ...........

S »
Recelved 8th grade dlploma as a result of the prqgram Ceeseets e iasetcenns

'Enrolled in educa_tion/training after ABE . Chrearereecnd .' i erieeree A ean

.

4
'

o

“vse s san
..

i i e s e s a0 anas

. Entered-the 'program'f_or the first time at this regi_ét}ation . e renneraen.

DI I N A T R A T S R

‘0----v-ll-a‘l’-----"'-.’ly-'

.

.

4

o

PassedGEDtest ..”‘.,,,

RTINS

N C )
Enrolled in hngh schoo! completton program ... .. J. P

¥
y .

Received a drivers license during p'rogram et ereican

-

¥

€

-

- L
2
ey
4

y I
« -
L [

R R R o I I NI W P

-

‘0 o ooo.o o0 g

; Doe_shdt use Engliéh as'primary,languag'e ves PRI cereaete .. qieeneees

oo

At Entry

O

3

N
K

had

Ak -

I

5 -

=
—

‘At_Te}mination. o

. o
: »
P .
N - Y
« O
o
o
i - e »
<0
.-
.
m

.
L

SN

[
.
.

.

. :

&,

>

—

- .

W OO0 00 0. 08

‘Registered to VOte during Program ......... ueteresssnves feusenns. % L
n - . T . . . v o . , e
’ . . LI o . ; . :
Received training in completing tax forms ... iivianian R PRI = ol
 Fill in the faflowing: * , * o : g ‘o
Number of children 0-5 years living in Fesideri‘ce'? n
Number of chnldren 5-18 years hwng in restdence? ! “"":’:‘%
Deve/o;;ecl by Wllllam Ramey Harper Co/lege Adult Education Pragram, Pal'atme lllmo:s.
’ o o R v 9 . \ I
. :\ . ~ s i . .
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A ’ Figure 2.3.5 [B] - - .
- ’ L e ! Ay . .
- J0: SRS g { - .
) i ' n?f“'.{t A .
. y + R ‘ . ) ‘-7 7 0, * , .
, FROM; Noreen Lopez — Coordinator, Adult Basic Education - . o
N ) . .. ’ , V ks Y - .
5 - To improve our program it is necessary to find out why studants stop coming to classes. &7 ‘
It wnuld be most helpful if you w0u|d “please check off the reason or reasons you stopped attending and return the
xjorm in the enclosed preeaddrnssed and pre-stamped envelope ' L : R -
Thmk yo‘L very mq;h. . - - - . .
R ) ’ Bt
REASON"'FOR LEAVING: T o !
. . to “ o .
‘& O Transportatuon problem . o e. [‘_‘] New jOb placement oo , ¥, .
b, [3J Shift change. - » o f. O Class did not meet your needs ) .
c. [J Got.all you wanted from the clags g. ¥] Dissatisfied with program S “ . )
d."[] Second job or overtime ¥ h. O Other (specafy) AR T
sapeer - Sresrseves s " oae RSNy - s
E N . R
wlin o R P
. . > Pl . . o : S
+ Para mejorar nuestro programa es necesano unvestugar la razdn 0 razones por Ia que los estuduantes dejaron de’ awstnr
v adasec . - . o : .. .. Lo,
B v e e
o . . * el - L A S ~
. . Nos ayudana mucho si usted hiciera el favor dc marcar ta‘«razon ) razones por Ias que usted de]o de asustlr. Haga el ‘
'favor de dawolver la forma en el sobre que se le ha envnado S . e wp T '
’ . & -" 9:..7*
. x 3 LU e e
Muchfsimas gracias. SCE O Soo ;
o ‘ . e N W 1 ! ’ . !f; ' .- T
. maoNes: | S T R
’ ‘ - l « ' » X ” - ComteR * -
Y N o . P v T .
- a..[ Pro'bfema de transporte L _/ o [J Cambio deempleo 5. -~
b, 1 Cambio de horario de trabajo = f. Y L clase nio cubrid sus necesudades B X e
¢. [ Recibid todo lo que esperaba de,}la clase g. O No estuvo-satusfecho con el programa o
+ "d. [J Segundo émpleo o trabaja tie@fyd‘éxtra h. 3 Ot.ras tazones (Especufucar) .- !
. .. . - . . IO .,-,.,u. Cge e el v .
R S .. ;“ B e - “,"h“ ‘ L a »
: - . l ' ’ o ' . .
.. o ) e ' . . . : LS
3 . . o 5 ) . w . . . . .o f_’: . . . . . .
L Follow-up I:rrter developed by William Rainéy Harper College, Adult, Education Program, Palatine, lllinois. -
< ¢ e [N B 2 ) . PR - ‘ . h_, - ¥ ‘. s ' * ’
Q " - E ‘ W ¢ . ' , K
5 ’ -
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i THE |NFORMATIO HEET AS"A PLACEMENT INSTRUMENT

Y . LN
" LI “w ! v % ‘“.'_ to
»uv o L P : t“"-‘t’}». o ‘ -

A cpnsrderable amount of mformatloa is necessary in order to complete each student s file- folder L
- and it is felt that several things might as weil be’ accomplrshed at once, s0 questrons relating to the . b
ol flle-folder information are used as, the basis for a placement instrument; This test is devised in suicha o
mariner that the student feels he |s frllmg out\an:appllcatron questloﬁarre rather than takung an
examlnatlon. RECHE , LR : o o

e -‘“_‘t“ . ", . "--‘ E ) ’ '

Later, the student 5. mstructor or the teacher alde can transfer'the lnformatron Jfrom the placement' '
jnstrument to the file.- The placement mstrument accompllshes at least’ three purposes srmul-
taneously One, 7t offers a grgss placement for the incoming student. TWO,“It accumulates: necessary__' , -
lnformation for the student’s information file. 'Three, it puts the student “at.ease” in the sense that .~ - *

'~ the student-feels that he is still in the preliminary stages of ‘his enroliment anid' is noj yet under I
stress. ‘Also, the instrument gives a good beginning for judgmg the student‘s usable vocabulary,’ B :

“grammar, punciuatlon spelhng and readlng ab)llty SR | P o :
: \u_;."a: o P o
o The followrng placem'ent level |$ lncluded asasuggested gurde . B
PR . . M . B K L ) . . ‘ i.__. . . el ] ‘ ] “ . “ '.w'(" ‘
. LEVEL | ~ ‘Low Begirining 3 e - Cannotread and answer any-questions . -~
e . Ce e AnswersQ 1,2, B with |nc0mplete sentences '
i s many errors; omissions- . .
e TR . ® ' Reads and answersasabove S ~,,_:;J;,
High,'Beginnl_n'g"'~;;r;""‘_ v_'o“ AnswersQ 1 5/falr' control,,few omnssrons N o,
VTR SR E o AnswersQ 6-10 with correctlnformatlon S A :
R N S A Y manyerrors, omrssmns e e
: LE‘-VE_L " - Lo ‘\ﬂowblntermediate o ," : AnswersQ 1-10 correctly, few errors orl
o e e “ ontlsélons Tl C T e,
Lo e T e e e Answers11and 12 hesrtantly,many errors CoEe
T e e T and omissiens; non-comprehension of 13, 14
o _;.:s.‘ R t""'. : ‘_‘ : L 3'. ) _or. 15 F‘ o . 'g-a,v‘ C .‘ \
0 AnswersQ 115 correctly, few errors,.few S g
.‘ - omissions . S oL
. Difficulty understandlngQ B 1 -3; answers ‘
* hesrtantly, many errors and OmISSIOns A _ -
S . .-LowAdvanced - e AnswersQ B 1 3fluently and c0rrectly S .
o TR L L L L UnderstandsO B4-7; respondshesnantly, e, e
W T s o manyerrorsandomlssuons Ty T o]
' -'_'Higthdvanced "; 0 _ Answers all questlons thrOUQh B 7fluently, "# B
_ IR R e e o fewerrors, possubly heavy pronunclatlon - R
T B R :~confusrons errors in perfect tenses ) T e

e LT . ' : . 6 ¢
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j 2 Did u 90 to hlgh school?

( ‘ .,’Whﬂ'e? i e i‘

-. '-/'. - S | Flgure 2 3.6 [B] - Contd I
e \ e 'ESLIADUI,T BASIC EDUCATION PROGRAM o
o Coew X T '4 L R ' .
T Partlclpant lnformatlon Shpet ot ’
lmtitut'dn __ .?) o . "‘ _. "“";4 | . ‘. L .‘ »-n . ‘._: .‘ . . Tk\, - . )
Iny[vwwar j T Lt e Date. St 3 .

V ‘{‘ L . ‘ s T v ﬂﬂA _’PERSONAL HJST,GRY : " . ‘ ‘ ’3 , a | ‘v . ﬂ",

A What;syour name?- L ‘ BN T U, S G .

- 2. Whatisyouraddress? -t . T~ el

-3 Whatusthedatetoday? SIS e > C
, _4 What | |syour Social Secumy No.2 L EL -,\;. N -
5 Dovw haVeatel'ephone? What is thenumber? _~ *”~.) ot ‘ o
‘ .6 Are you marngd? What is yourhusband's nameibr W|fq[3fhame)? - .

‘ ‘7. Doyouhavech;ldren?“' Howmanv? NS o e B
.+ . 8. When were y5u borri?. Month — /\ _ Day,. = . Year g
Tot .59‘ Where were' you,born? City e L State ..+ Country. . 2
10, Dayouhaw.-acar? et I S L

“11. lfso,what kind? . ‘ _ . What is the Ticense number? i

m ) ) w ..‘ ‘ ,‘,,‘),, : : A L . o ) : .

12 Doyou have an Illmolsdnvershoense? SRR

h’13 Where' arevou employed? e BT 7
.'y 14, Areyou en’Tponed full-time or paf’t—tlme? _“' .

18.. How Ionq)have you worked for yqur presqn.t employer? ! ; ‘

N\ Vo e JEDUCATIONAL HISTORY LR
“l. D|d \ ougoto elementary schcool? Where? ' - \
“What s'the last grade’you completed? ~ 12 3456 7 8

Where?

4 Haye you had any other educatlon or tralmng? :

Whatkmd? »Wﬁere? C

PR T X

S Q?nyouqead, S ST .

-~ » 3 . o . J

. o . :;‘.- v ‘ _ EngliSh"_{._. L )
o ___. Other

“ . . TR

-Notatall . , o
Bu Havcyou evér attended school in the 0.S.2 El Yes' [ONo .
How Iang?

.

How Iong have you been m the U .S ?
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' Figure 2.3.6 [C]

| STUDENT REGISTRATION FORM - ' - - ENGLISH AS A SECOND LANGUAGE

Name e S . ' Dae

g .

Address ____ N , e .. . Interviewer

Ph'one_, : B i . ' — Reading Level

., Birthdey & Age

Male ' ... Female

- Place of empfqyméht '

il

Full-time _.. —Part time

-

‘How long in U.S.?

2
. . ‘

- & « . ) ) L]

Educationa! History {circle Iast’gi'adg completed) = -

L GradeSchool‘ o ‘1A 2.3 4 5  6 7 8

2. High Schiool . 2 3 4

3. Céllege" : '  1‘ 2 34

4, Othered'ucativonA. R o
. ' .

- {Include English classes, if any) - _

/

> ‘

»

Read a newspaper in native language?

ECSE o D o o } e
. Children-‘v b vearenes e Number School'Age ,___ - Number Pre-School Age
o t_.ist names and ages of children enrolled in YWCA child care program.'PIease indicate any special problems. - °

-

Read a hewspaper in English? -

-

- . . LY . - . . : ‘ !

I’ersonal class objective:

| Developed by the Elgin YWCA, 220 . Chicago Street. Elgin, Hiinois 60120
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-Please circle correct responsey
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Are you 8 Tegistered VOIEr? ... veeesess'rusissnassivsassnneercisarncessinsseeeess  Yes. No
) N .- . . . .. . P X - .
< "Are you.an Armed Forces VEteran? <. .. .u.veaseisuesineanceeesaviassninsansssaasssa, . Yes No
- Are you head of household? .., .......c.iieneiiiiiereriiiniiiiiseriareiieiinesas.. Yes No
R ) . ‘ - - ‘ . B ,'” L o ’ '
Do you speak English in your home? S L S - S 1
- "How did you hear about the English class? ‘ !
o . T .
i .é | . o - - ’
- ¥ . Lo - L4 »’ -
R . .
. - oy =, A L]
. e " o Class Placement , | _
, - - > ‘
— _ ’ _Cdmp_letion * Drop 2 » o
\ . Date . Location Teacher/Level - Date Date Reason
. N - e o / - ; .
' .
v : SR
\ . R .
* ' v
. ~ s - Testihg‘Racord .
S ~Kind of Test - Date Result - Date - ‘Result "~
. ; e o . - R i v
L 7\} a . \‘ - , ':
¥ ) M b ™~ * :
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_ SN
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- STAFF DEVELOPMENT

Program administrators should encourage and foster staff development activities, It is_

Tmportant to provide ways in which the staff can participate actively in both the planning
"and training aspects of their-development. To encourage such participation, you may wrsh

to consider some of the followmg suggestions:

develop and -malntaln staff- prof’ Ies mcludlng tralnlpg, experlence, talents mterests

areas of expertise v S ¥

. schedule meetlngs at Ieast once'a month’ lor lf this is not posslble schedule and hold
‘ regular meetings) _ :

R S ‘-

schedule staff meetlngs elther when dlemands on staff tlme are m|n|mal or when '

" released tlme can be secured

K (i!

. _review these options regularly with staff

.0 : "‘ o . &

'dlscuss program structure and fundlng with staff

revlew prog}osal goals and objectlves

‘. diScuss program pIanning and budget preparation with staff

- review present budget and its |mphcat|ons ‘ : ’ .

- solicit staff recommendatlons wrthln Ilmlts of budget and program for staff
g development ‘actlvrtles .

solicit staff recommendatfons for expendltures of budgeted |tems

2

" review staff development actlvltles avallable IocaIIy, r’eglonally, state and natron-wrde Lo

;Iude budget item for staff partrcrpatlon in avallable staff dev§lopment actlwtles
e., attendance at sstaff development act|v|t|es—-reg|onal _state, federal and
professional conferences; reimbursement for travelrto Currlculum Resource Center,
etc ) o B S . :

. develop a professional library‘for staff; review with' staff - -

_—l

) review materials, brochures, handbooks curriculum' g‘Uides-, media with staff

+

'budget for and scheduIe perlodlcal IocaI program staff development actuvltles based

onstafflnput- A , S

' schedule time and space for staff to work together
: cooperatlvely Hevelop and review handbooks for staff and students ‘
) prepare and dlstrrbute regular report of ,sta‘ff_ meetings and. actlvltles '

® " arrange for staff to-visit other local programs, community service organizations, etc. -

1;_“




25 .

P

»

"

. : ] / ' o v A o0 .
"~ @ interpret hcal, state and federal policies and practices with the staff

® . make available resource peoplg With -first-hand traini'ng‘ and experience in aduIt ESL v

i

e delegat'e respo A ubllltres to students staff members—-providing opportunltles for

these staff‘members ta make their findings avanlable to others

. ) ) .

®  provide opportuni . for staff to demonSt'rate their, instructional abilities to other
teachers . : SR L

Ty

PROGRAM BVALUATIONY . ". .~

v Program eval ation should N : e S T

e provlde mformatnon necessary\'for generaI rmprovement of program with respect to

- its goals and ob;ectl(les

L4
A

O_‘A provide supportlng evrdence for program changes or budget requests

4 l

~ @ help keep the program in tune with the changnng needs of students and communlty

9 < ! ¢

The followmg prmcnples of evaluatlon may prove useful

u»'
e
¥

o self appralsal is usually more meamngful than‘outslde appralsal

® everyone concerned W|th the mstructnonal process should be lnvolved in_ the
evaluation. Administrators, instructors,. regional supervusors students, former stu-
dents aidés, counselors, community representatnves are all involved in the process

. comparison WIth self leads to more growth than comparison with others. Compare
what is with what should be on the basis of your program goals and objectuves

® evaluation offers the greatest potentral beneflt if itisa contlnuous m;egral part of
the progran!!- ‘ o r

| A‘n.v,lnstrqctional Process Evaluation Kit prepared for the Adult English 'as a Second

Language program is available from the Adult English as a Second Language Unit of ‘the
Bilingual Education Service- Center. It includes a series of questioris and probes to aid in
determlnmg how‘well the jnstructional process is meeting the goals and objectives of the
“program. The kit includes a form for teacher self»evaluatnon and two forms for student.

" evaluation ‘of instruction--one mtended for begmmng/untermeduate Ievels the other for
_ mtermednate/advanced ,levels s ' ,

_Because student evaluatlon of program effectxveness is often neglected we are mclud\ng )
‘here three evaluation formats. - Figure 2.5 [A] iv a .relatively-short Class Practices.
Evaluation desighed for the begmnnng level class and reflects the work actually done in

* class. Figure 2.5 [B] is also intended as a class evaluation form. It is designed for use by

students ‘'who have c0mpleted the intermediate or advanced levels. The last form,
Figure 2.6 {C] ,-is deslgned to help students evaltate thenr expérlences with. the total
program.

4
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C bwmasi

"Englishasa Secgnd Lan, |
Claiss Practices Evaluation -

(i N

Please be honééti You may sign your ’name but it is not required. .-

N - ‘ X . N *\ , ) .-,.
- | want more t's [wantless
{1 tike) 0K, {tdon'tlike) - -

1. SPOHNG vt eeneraniiiineeians R S ST , R \ ‘
2. Pronunciation N T o ‘ : b :

3. Oral reportsbystuden.ts e reneigaaans L

4. Mastaring American English ..........

6, Listening Exercises ........vueaueeay

“ HS B . . :
6. WHEING . ovuvieniveorrveascannorsneciosnarmacvanassa
A ' . ) ”"’:;- .

N

‘2. Conversation ....... B

8. Coffee break ..*'k

-9, Verb,study' .

10. Fie'dtrips .?’;"".;'...- ..

11. Guest speakers/movies

~_12. Dictionary practice ... ..

13. 'Reading.....,.,.'.....‘ \

14. Vocabulary. Bulding . J.eviiiieiiiins e

15.

. . . \ * a R

_ Suggestions of topics for practice and convérsat'idn {example: first-aid, describe symptoms to a doctar):

- : M

. Comments and suggestions:

. : . id - .
’- . R -

-

Devéloped by the Elgin YWCA, 220 E. Chicago.Street, Elgin, IL. 60120
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5. Was there a chance far.questions?,

Figre26[8] . *
CLASS EVALUATION.

0

-

., . R

i

. S w" ) . -
2 . Whgt' i7 your evalugtion
R . ; ' .

¢

14

of thg ieibher?

A

.

i

3. Whatis your evaluation bf_the teacher

g

.

aide?

i

Q

*” .

[y

o

- 4, How well were points dari_ﬁed' and illustrated?

3
P

o

»
s
.

. . ~
x N .

8. Did you have a chance to participate?

- a
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What is your overall ratmg of tlm program?

K

O EXcellent O Very Good D Good 0O Fair 03 Poor

o
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Confused..........‘“.. ‘ . . & ¢ - »i-rs.“v'. .

0o o

.8
.
v

o . L . " PR A
\ SIﬂSfIGd p....-.,-.-c-. e ..'.j‘.,',..,. _-Jgip--,--f‘-
. . 4 g '/,4\ [N

s K IR . ‘./

. ¥,

Proud .Y B T R T A LR

Wy A ¢ . ’ a a - N SLe

A - - . 7

s °d . 3 . .

Emh assa Aepnswrasovae BepsdevivesessesPowns
g 8 e Bafn :

. I R A . PN o ":’,'\

. } ey . X

-

s

. -
BOI’Cd -,..oi-.-.:.--;‘--’p- l.ttttlt--tt'-“.;l{.'tl'-_
. . “, . . '_'.
» . i . w z .
Y a . - * " ! R .
o0 0008 e "d'((‘l..'bmdollﬁgiiy-d..i'ﬁ'
- Comfdrtable 4 : IS
N . . i R o MUY SRR

4

vy -

oo “ ’ S : .. ’ - .
“Uncomfortable ..v...copeiialonivineraiiinuvonrarnien
J [ . cehl . e . X :

DDD ' o o

»

‘oo o ooao

n?

» . L . | -

N

-
. . .

N .

H!ppy.a...‘,e..'.......'.‘

PR 2 a -

e




. L Q\ F;gureZ“ﬁ'EC] A S
L S STUDENT EVAL‘UATION- B

e " - o M f:vg,Name‘- : _ R
_ R . . » . " o , . 5 ) soc. 3_60.' ~N0: . . . N "
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e - y o

”‘f R . w"ting SR : . B . ' ) . o e ., . /

I IncreasedVocabulary A I - .

,,Jobaela_tedVocapularv SR SR — :

. Listening Skilis SRS R

. A - . . . B -

X . .0.") ‘ . . N . . _;. L .
N1 lnfommion,Goals e e S

~
aw

S EmergencySemce o - " ' - C ' . L
. . {Health,. Fife, Police, o ' . ‘ .
Accldent Legal) ﬁ\\ o RS

A cl;lomesethePhone
Insurance T R . » Lol
_“(Auto, Health; Life) S AUURRTS

o Driver’s License o : o o o : .
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-+ . Howto Become a Citizen - SRS, and

RN e ~ Social Security A I o o .
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