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ABSTRACT PAGE

Grant Recipient: Center for Literacy Project No: 98-991?014
636 South 48" Street
Philadelphia, PA 19143
(215) 474-1235

Program Name: From Welfare to-Work — Dynamic Lesson Plans for ESL Learners
Grant Allocation: $5,000

Project Period: July 1, 1998 — June 30, 1999

Project Director: Elaine Green

Project Purpose: The purpose of this project is to create a guidebook for English as a
Second Language instructors to help learners work within the TANF system and acquire
effective job readiness strategies.

Project Qutcomes: A guidebook for ESL instructors was successfully completed. Using feedback from
Center for Literacy learners, the book reflects strategies and methods that will help citizens and refugees to
know about TANF and their rights and responsibilities as recipients. The book also provides the learner
with practical strategies to, choose a career path and pursue employment. Learners who are not seeking
TANF benefits will also be able to gain important communication and critical thinking skills from the
activities suggested in the guidebook.

Impact: The greatest impact that this project will have will be on ESL learners throughout the
Commonwealth, once the guidebook is published. The instructors who worked on the project gained a
heightened awareness of the issues and problems faced by new immigrants and refugees when they have to
deal with issues of TANF and other social services, particularly the time requirements for work and self-
sufficiency.

Product or Training Developed: A guidebook of 20 lesson plans for ESL instructors was developed.

Product Available From: The product is available from AdvanceE.

Project Continuation: The Center for Literacy will continue to explore teaching methods and curricula that
will help our learners meet their goals. For English as a Second Language learners, many of whose goals
center around better communication in English for access to services and systems.

Conclusions/Recommendations: By providing dynamic lesson plans for teachers to use with our ESL
learners, we can help them negotiate through the world of TANF as well as prepare them for the world of
work. The communication skills mastered and the preemployment strategies gained will go a long way in
increasing self-confidence and enabling learners to reach their goals.

Additional Comments: Although these lesson plans are designed for ESL learners, the techniques and
methods be applied to all adult learners enrolled in basic education programs.

BEST COPY AVAILABLE
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FINAL REPORT

WELFARE TO WORK - DYNAMIC LESSONS FOR ESL
LEARNERS

Introduction

The implementation of Temporary Assistance to Needy Families (TANF)
legislation in Pennsylvania on March 3, 1997 substantially changed the nature of public
assistance in the Commonwealth forever. This legislation makes public assistance
temporary for most recipients — regardless of their abilities or readiness to work. For
most refugees and immigrants, this new welfare legislation means that they must become
integrated into the American workplace as quickly as possible and then seek
advancements in their positions, wages, and benefits for self-sufficiency.

Many new ESL textbooks and articles deal with workplace literacy. However,
materials dealing specifically with the welfare system and strategies to gain employment
are lacking. The purpose of this project was to design a series of lesson plans for ESL
learners that would help them negotiate their way through the welfare office, learn about
their rights and responsibilities under TANF, and prepare them for work and eventual
self-sufficiency.

The project was conducted during the period of July 1, 1998 through June 30,
1999.

Significant contributors to the project were Elaine Green, project leader, and Tish
Pierce, ESL and Citizenship instructor who tried many of the methods and strategies out
in their classes. Representatives from other local ESL organizations read rough drafts of

the guidebook, but written responses were difficult to obtain.
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This guidebook is intended to assist ESL educators who serve learners who ére
TANTF recipients and, therefore, need to find employment. The communication and
critical thinking skills stressed f:ould also be beneficial to all ESL learners and to ABE
learners, as well. |

This guidebook will be available through:

AdvanceE

Pennsylvania Department of Education

333 Market Street
Harrisburg, PA




Statement of the Problem

TANF legislation enacted in Pennsylvania states that public assistance is no
longer an entitlement; now it is a temporary measure on the way to self-sufficiency. This
legislation requires all people on public assistance to immediately begin a job search.
After 24 months, the recipient must be working (or in a work related activity) at least 20
hours per week. By the end of five years (60 months), all TANF benefits will cease, and
the recipient is expected to be elf-sufficient.

Immigrants and refugees are not exempt from TANF rules. If they are in need of
assistance, from their first days in a new country, they must begin the process of working
with the Department of Public Welfare and looking for a job.

~ The educational needs of ESL learners differ from others who are working to get
off of TANF. Because most of them lack the basic oral and written communication skills
to enter the world of work, they are shy and reluctant to even begin the process. By
enhancing communication skills and introducing welfare and work related subject matter,
the ESL learners will gain self-confidence and the ability to fulfill the TANF provisions
and enter the workplace.

Many ESL textbooks and articles have been written to enhance workplace skills,
but very few resources exist for helping the ESL learner work through the welfare system
and prepare for the world of work. Through this project, a lesson plan guidebook will be
a useful tool for ESL teachers to present material dealing with TANF rights and

responsibilities and with preemployment strategies.



Goals and Objectives

The goal of this project was to create dynamic lesson plans for ESL learners to enhance
communication skills, become familiar with TANF, and gain job readiness skills. The
objectives inclu&ed:

l. To develop a guidebook to help English as a Second Language teachers
assist their learners in working with the TANF system and provide them
with effective preemployment strategies.

2. To pilot test this guidebook in diverse ESL classes offered by the Center
for Literacy.

3. To solicit outside evaluations of the guidebook from three external ESL

agencies.

Procedures Emploved

At the beginning of the project we met with the Assistant District Administrator
of the Philadelphia County Assistance Office who is in charge of the Refugee Unit. He
provided us with information about how refugees begin working with the County
Assistance Office, what is expected of them, and what (if any) special consideration is
made. He also told us that immigrants are the responsibility of their sponsors when they
first come to this country; and it is only after this (currently) two-year period
that they can begin to seek benefits. He also provided us with the official forms to begin

and continue TANF benefits and pamphlets that explained many of the services offered.



In this preliminary phase, we also met with a representative of the Social Security
Administration; spoke to people from other agencies that assist immigrants and refugees,
such as HIAS and Lutheran Children and Family Services; got additional information
from the Internet, and read as many articles as possible about TANF. In April, the
Department of Public Welfare presented a workshop for Center for Literacy employees,
which further helped to clarify the rights and requirements placed upon TANF recipients.

Frequent meetings were held to discuss ways to organize material and formulate
the lesson plans. From our knowledge of the welfare system, we chose relevant topics
for the lesson plans. From our knowledge of ESL teachi‘ng, we planned methods to use
that would make the lessons meaningful and pertinent to the learners. Along the way,
lesson ideas were tried out with our own classes and refined or rejected, as needed.

In March, we completed the first draft of the guidebook and sent it, along with a
written questioﬁnaire, to three other ESL agencies in Philadelphia (Nationalities Services
Center, Project Shine at Temple University, and South East Asian Mutual Assistance
Corporation). Although the verbal feedback that we obtained from these other agencies
was positive, it was very general. Despite our best efforts, we were unable to acquire
written evaluations from any of the agencies.

The lesson plans were then modified to be as focused and direct as possible. The

reactions of our own learners helped us accomplish this.



Obiectives Met

1.

To develop a guidebook to help English as a Second Language
teachers assist their learners in working with the TANF system
and provide them with effective preemployment strategies.

The lesson plan guidebook has been developed. It contains a set of ten
lessons that are designed to help the learner become familiar wlith the
TANF system, including all of the responsibilities and rights that

it provides. The second set of ten lessons is designed to provide the
learner With effective strategies and skills to use when looking for a

job in which he or she can achieve self-sufficiency.

To pilot test this guidebook in diverse ESL classes offered by the
Center for Literacy.

The teachers who wrote this guidebook have developed ESL teaching
strategies through courses, workshops, and research. Most of the methods,
however, have come from trial and error within their classrooms. The
lessons for this guidebook were tested in three Center for Literacy ESL
classes. One class is composed of senior citizens from the republics of the
former Soviet Union. Most of these learners collected Social Security
and/or Food Stamps. The second class is a citizenship class with learners
from many different native countries. Many of these learners concentrated

on developing basic communication skills necessary to becoming a citizen
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and to surviving in their new homeland. The third class was a family
literacy class. Some of the learners in this class are currently under the
provisions of TANF.

We learned that all of lessons contain a great deal of information
and activity. It is important to take time with the lessons and not rush
through them. If learners are presenting a poster, or writing a response, or
participating in an interview, time must be allowed for them to slowly and
comfortablf interact with the subject matter and the task required.

It is also important to keep each lesson focused on one specific topic and
to relate all of the components to that topic.

When the final draft was written, the feedback from our learners

was foremost in our minds.

3. To solicit outside evaluation of the guidebook from three external ESL
agencies.
Rough drafts of the guidebook and - questionnaires were sent to
Nationalities Service Center, Project Shine at Temple University, and
South East Asian Mutual Assistance Corporation. When we spoke to
representatives of these agencies, their verbal feedback was positive, but
very general. Despite or best efforts, we were unable to obtain written

feedback from any of them.
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Objectives Not Met

No written feedback was obtained from outside ESL agencies.

Evaluation Instrument(s)/Technigue(s)

The questionnaire for use by other agencies was not completed. The feedback that was
obtained was anecdotal from other ESL agencies. The most constructive evaluation came

from our own ESL learners.

Dissemination

Copies of this lesson plan book are available through AdvanceE.

Conclusion

Teachers can use this guidebook to help plan instruction for ESL learners who need to
work with the TANF system and find employment. ‘The lessons are general enough that
learners who are not receiving benefits from the Department of Public Welfare can still
benefit from the skills taught. Many of the methods employed, such as bingo, jeopardy,

role playing, and scenarios, can be used as for the presentation of other subject matter.

These lessons are intended to help the ESL learner improve communication skills and
gain enough self-confidence to be able to go out into the commu;lity and accomplish the
.tasks necessary to sustain themselves and their families in their new country. The lessons
stress multicultural themes and the methods are interdisciplinary and interactive.

Activities are varied and active to promote interest and transfer of learning.

BEST COPY AVAILABLE
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Additional Comments

Although the lesson plans presented in this guidebook were designed for ESL learners,
the subject matter and the methods of presentation can also be used for ABE or GED
classes. Even though these learners are more proficient in English language skills, they

can still benefit from the opportunity to interact with the materials presented.
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INTRODUCTION:

This lesson plan book is designed to be used by English as a Second Language (ESL)
teachers to help their learners deal with new welfare legislation under TANF and to
prepare them for the world of work. Learners at a high beginner to low intermediate level
and above will benefit from this instruction. All learners will not be TANF recipients,
but the lessons are general and can help everyone build important language skills.

" Each lesson is expected to take several days or weeks to complete. Lessons can be used
in any order and are self-contained, so the teacher can pick and choose whichever he or
she wishes to use. -

Each lesson contains a vocabulary list of words intended to form a word bank. These
words should not be studied in isolation. Frequent challenges, such as spelling bee type
games, word puzzles (go to puzzlemaker.com on the Internet), or cloze exercises should
be provided as practice. Other tactics, such as: bingo, jeopardy, scenarios, and role plays
can be adapted to most any topic. Learners should maintain portfolios and keep samples
of their work in them. These portfolios will serve not only as an excellent tool for
demonstrating progress, but they will also provide an organized spot to keep materials
they may need later.

It is hoped that these interdisciplinary, multicultural, interactive lesson plans will help
both new and experienced teachers guide their learners through some of the most difficult
tasks that they will ever face. Dealing with the welfare system and finding work,
especially in a new country and in a new language, can seem overwhelming. The skills
and self-confidence gained from these lessons can mitigate this fear and help learners
achieve their goals.



PART ONE
THE TANF SYSTEM

| - What is TANE? Lo

In August, 1996 new welfare legislation (T'ANF\) went into effect, and its impact on
ESL learners is significant. This new law sets specific time limitations, and recipients
must follow specific regulations.

Purpose: To familiarize learners with the major rules of TANF, how to
access services, and how the requirements apply to them.

Skills stressed: Vocabulary development; asking and answering questions for
information.
Materials: Fact Sheet 1/29/99 (see appendix A) and/or other TANF

information obtained from local County Assistance Office,
dictionaries and/or electronic translators, chalk and chalkboard,
index cards, pencils and pens.

Vocabularv: alternative equivalent recipient
assets federal refugee
assistance income requirement
asylee legislation resident
benefits limits self-sufficient
citizen needy services
discretion program supportive
education public temporary

Method:

The teacher begins the lesson with a brief introduction to the history of TANF legislation
and its basic provisions.

The learners break into groups of three or four to discuss and study the vocabulary words
and their definitions. The teacher circulates around the room and answers any questions.
Learners create their own word banks by writing each vocabulary word on the front of an
index card and then writing its definition on the back. An illustrative sentence can also
be added. These cards should be kept for study and review.
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The teacher then passes out information about TANF using the Fact Sheet (see appendix)
or other information which is readily available from your local County Assistance Office
and can be adapted to fit the level of the class. Important facts to stress should include:
e TANF means Temporary Assistance to Needy Families
e TANF began on August 22, 1996 at the federal level
e In Pennsylvania, the TANF program began March 3,
1997
e Each state administers its own TANF program and rules
vary and change at any time
e Refugees can receive TANF if their families meet the
requirements
o In Pennsylvania, TANF is only available for 60 months
in the recipient’s lifetime; the recipient must be
working at least 20 hours per week after 24 months
e Generally, refugees and immigrants must become
citizens to continue to receive benefits of any kind
(including social security and food stamps)

These and any other important facts are written on the chalkboard and the teacher and
learners discuss them until all facts are understood. At this point, a round-robin can be
held: one student asks the student next to him or her: “How long can I get TANF
benefits?’ The second student replies: “For a maximum of 60 months.” The second
student then asks his or her neighbor a question about welfare, and the questions and
answers continue around the room. The teacher should clarify any questions of word

meaning, pronunciation, or comprehension as they arise. '

If possible, a representative from the local County Assistance Office should be invited to
address the class. If a speaker does come, the learners should prepare for the visit by
writing and practicing relevant questions in advance.



2- Other Supportive Services _
Clients moving from welfare to work will need other supports along the way. Child
care, elder care health care, housing assistance, substance abuse aid, mental health
services, legal aid, and other services are available.

Purpose: To familiarize learners with support services that are available in
the community.

Skills stressed: Vocabulary development; reading for information; writing;
speaking and listening.

Materials: Dictionaries and/or electronic translators, poster board, paper,
magazines and catalogues, glue stick, crayons markers.
information from the County Assistance Office about community
resources to help clients. '

Vocabulary:
abuse elder care medical
allowance eligible mental
assistance GED peer
child care head start resources
citizenship health subsidized
coverage housing technology
dependent insurance transportation
education literacy violence
Method:

The teacher briefly introduces other support services that are available in the community.
Students then work in groups of three or four to define vocabulary words and add them to
their word banks. (See lesson one).

The teacher then distributes information about community services that the class
members might need. Resources may include: child care, elder care, legal services, health
care, transportation allowance, housing assistance, substance abuse counseling, and
mental health services. (The teacher can obtain this information from the County
Assistance Office and other service organizations. Information should be written simply
in the form of a fact sheet, without too much detail.)
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Each group studies information about one or two of these services, with the teacher’s
guidance. Then, by using old magazines and catalogues, each group finds pictures
related to its topic(s). A poster is created for each service by gluing pictures and/or
drawing on the poster board. Each group presents its poster(s) to the class and explains
the available services. The other groups are encouraged to ask questions of the
presenters. These posters can be displayed around the classroom for future reference.

" The class members are then asked to think about what services they might need and to
write a few paragraphs about their own situations. The teacher can read the learners’
writing, but corrections in grammar, usage, and language should not be made at this time.
Positive comments are very helpful to encourage self-confidence. The learners should
keep this writing in a portfolio or folder for future reference.

If the teacher notices a pattern of errors occurring in the writings, lessons can be
developed to improve those specific skills.



3 - Finding the County Assistance Office
It is difficult for the ESL learner to travel throughout the area and to find specific
locations. Reading a map, understanding the mass transit system (if one exists), and
being able to ask for directions are skills that must be mastered.

Purpose: To develop map reading skills and the vocabulary to ask for
and follow travel directions.

Skills stressed: Vocabulary development; map reading, talking on the telephone,
asking questions, writing down information, following directions.

Materials: Dictionaries and/or electronic translators, street maps, public
transportation maps and schedules, phone books, note pads,
pencils.

Vocabulary: A
automobile exit one way
block gnid scale
bus highway schedule
compass rose key south
corner landmark subway
Cross map symbol
direction mile trolley
east north west

Method:

The teacher briefly introduces the ways in which learners can get to the County
“ssistance Office and other locations in the community. The learners then break into

=nall groups and study the vocabulary words. Then the words are added to the learners’
word banks. (See lesson one).

The teacher then distributes various street maps and introduces basic map reading
concepts, such as:

scale

key

compass rose

directions (north, south, east, west, northeast, southwest, etc.)

symbols

grid
The class members practice finding different locations on their maps. Then the learners
work in small groups and use phone books and local maps to locate the County



Assistance Office and other points of interest on their maps. Getting to places by public
transportation should also be discussed and studied, if applicable.

The learners then work in pairs to conduct mock telephone calls for directions to the
County Assistance Office. Use a dialogue such as:

Caller: Hello! Can you help me?

Receptionist: What is it you need?

Caller: Could you please give me directions to your office.

Receptionist: Where are you coming from?

Caller: 1am coming from

Receptionist: Are you taking public transportation or are your driving?

Caller: 1 am

Receptionist: (After consulting a street map or public transportatlon schedule)
You can get here by

Caller: Thank you very much. Goodbye!

Receptionist: Goodbye!

The pairs can reverse their roles and practice the dialogue again.

Other dialogues can be created dealing with asking directions of a person on the street or
asking a bus driver how much is the fare or where to get off to reach a destination.
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4- Filling out the Application for Benefits — A Board Game
The Application for Benefits is the form by which eligibility for TANF and other
services is determined. If the clients need assistance, another person or staff member
can work with them. The form can be returned in person or by mail, but it must be
completed in its entirety before a determination will be made.

Purpose: To become familiar with the Application for Benefits and how to
complete it.

Skills stressed: Vocabulary development; speaking and listening; completing
forms; following directions.

Materials: Dictionaries and/or electronic translators, copies of the
Application for Benefits form, large sheet of poster board
or wood for game board, crayons and markers, spinner or dice,
small game pieces.

Vocabularv:
affidavit disqualified nonresident
alias domestic probation
application expedited protective
available felony seasonal
benefits identity section
caseworker immunizations snowmobile
certify insurance supplemental
criminal maiden name temporary
defendant migrant unshaded
disabled misdemeanor veteran

Method:

The teacher briefly introduces the Application for Benefits form and stresses its
importance. Enough copies of the Application for Benefits should be obtained from the
County Assistance Office so that each learner has his or her own copy (See appendix B).

The learners break into groups of three or four and defining the vocabulary words. These
words can then be added to the learners’ word banks. (See lesson one).

The teacher then facilitates a section by section discussion about how to fill out the
Application for Benefits form. The teacher should note:

e notices can be provided in Spanish

e the learner can request an interpreter

¢ all of the unshaded areas must be complete

ERIC | s 24




e only citizens may register to vote

e immigrants must provide information about their
Sponsors

o all parents and/or spouses not living in the household
must be listed, even if additional pages are needed

e all expenses and all income must be included

e what it means to sign the affidavit

After the form is thoroughly discussed and understood, a board game about it can be
constructed by drawing a large square or oval “track” on a piece of poster board or wood.
Divide the oval or square into twenty or more even spaces, and write one question from
the Application for Benefits form in most of the blocks. Other blocks can give
instructions, such as: start, go back three spaces, lose a turn, or go forward one space. Use
a spinner or dice to determine how many spaces each player should move his or her
token.

When a player lands on a square with a question, he or she must answer it completely -
and correctly, as determined by the teacher. If an incorrect answer is given, the player
goes back to the space from which he or she started. The winner is the first person to get
around the board (once or twice). The game may be played by teams, if the class is large.
If desired, small prizes or certificates can be awarded to the winner(s).
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5- The Agreement of Mutual Responsibility — An Important Contract
The Agreement of Mutual Responsibility form must be completed in order fora
person to receive TANF benefits. It is a plan for the client to attain self-sufficiency
and no longer need TANF within the set time limits. Since this document is a
_ contract, both the client and the Department of Public Welfare must follow its
" provisions or stiff penalties can result.

Purpose: ' To understand the Agreement of Mutual Responsibility and the
requirements of both parties to a contract.

Skills stressed: Vocabulary development; making a sales pitch; writing; asking
for service.
Materials: Dictionaries and/or electronic translators, copies of the AMR form,

old magazines and catalogues, paper and pencil, chalk and
chalkboard, scissors, glue stick, card board or index cards.

Vocabulary:
actively independence screening
additional ineligible self-sufficient
blueprint ordered situation
caseworker paternity substance
clinic penalty ~ support
contract progress update
cooperate refuse voluntary
hearing resources workshop

Method:

The teacher briefly introduces the requirements and ramifications of entering into a
contract. The class then breaks into groups of three or four and studies the vocabulary
words. The new words are then placed on index cards and added to the learners’ word
banks. (See lesson one).

Since the Agreement of Mutual Responsibility (AMR) is a binding contract, the concept of
contracts should be stressed. The teacher and the class brainstorm about different kinds
of contracts that people sign throughout their lives. Examples are written on the board
and may include: professional athletes signing with a team, a movie star agreeing to
promote a product, an apartment lease, hiring somebody to fix something or build
something in a house, marriage and divorce, prenuptial agreement, a product guarantee, a
will and a living will, a mortgage or other loan agreement, a preplanned - funeral,

enlistment in the military, etc. It should be stressed that in a contract each side must
fulfill its obligations.
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Each learner looks through old magazines and catalogues and finds pictures of items that
he or she wishes to “sell”. These pictures should be cut out and may be mounted on
cardboard or index cards, if desired. Each learner takes a turn “selling” his wares to
members of the class. When an agreement of sale is reached, a sales contract is created
and signed by both parties. If the product is guaranteed, a follow up role-play can take
place in which the purchaser has a problem with the product and wants to invoke the
provisions of the guarantee. :

Each learner is then given a copy of the Agreement of Mutual Responsibility form to
study (see appendix C). Suggestions about self-sufficiency plans are made. It should be
stressed that the AMR is jointly created and both the client and the Department of Public
Welfare must live up to its side of the agreement. The AMR can be modified in the future,
as situations change. :

Learners who need to fill out this form with their caseworkers can practice with the
teacher’s assistance.
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6 — Meeting with the Caseworker — A Time Line for Action
When a client becomes eligible for TANF benefits, he or she must meet with a
caseworker and complete the AMR form (See lesson 5). Since TANF is only
available for a maximum of 60 months in a recipient’s lifetime, the client, with the
help of the caseworker, must develop a plan for self-sufficiency.

Purpose: To focus on the time limitations of TANF and develop a time line
as a tool to plan for success. .

Skills stressed: Vocabulary development; putting events in chronological order;
speaking and listening; writing.

Matenals: Dictionaries and/or electronic translators, paper, calendars, rulers,
pens and pencils.

Vocabulary:
activity goals reliable
appropriate guide requirement
assessment initial revised
average insurance sub-standard
development notice support
employment prenatal time frame
enrollment reduce training
exempt register volunteer

Method:

The teacher briefly introduces the concept of time lines - horizontal lines with important
dates placed across them in chronological order. The learners then study the vocabulary

words in small groups. These words are then added to their word banks. (See lesson
one).

The teacher illustrates an example of a time line on the chalk board. A time line dealing
with U. S. history could include some or all of the following dates: (

1492 Columbus lands in the West Indies

1607 First English colony established at Jamestown

1620 Pilgrims land a Plymouth Rock

1776 Declaration of Independence signed in Philadelphia

1783  Colonists win the Revolutionary War

1787 Constitution written in Philadelphia

1803 Louisiana Purchase

1865 Civil War ends; Abraham Lincoln assassinated by John Wilkes Booth

1869 First transcontinental railroad
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1886 American Federation of Labor is organized

1898 Spanish American War

1917 U. S. enters World War |

1929 Stock Market crash

1941 Japanese attack Pearl Harbor

1945 World War Il ends

1953 Korean War ends

1954 Brown v. Board of Education makes separate but equal education illegal

1963 John F. Kennedy assassinated

1968 Martin Luther King, Jr. assassinated

1973 U. S. withdraws from Viet Nam

1974 Richard Nixon resigns due to Watergate cover-up

1981 U. S. hostages released from Iran

1991 Persian Gulf War

1992 Breakup of the Soviet Union — end of the Cold War

1999 Bill Clinton impeached but not convicted
A few or as many of these dates can be used, depending upon the level of the class and
the interest and knowledge of American history. Other topics of greater relevance to the
class members can be used for this example.

Groups of learners from the same country get together and draw a time line for the
histories of their countries. A flag should be drawn on the paper, as well. Each group
presents its national history to the class, and questions and answers are encouraged.
These time lines should be displayed in the classroom to depict the many cultures
present.

The teacher then presents an example of his or her personal ti:ne line on the chalkboard.
Dates for birth, first day of school, graduation, marriage, birth of child(ren), jobs, etc.
should be included. Another time line depicting the teacher’s goals for the future should
be added. Then the learners are asked to create time lines about their pasts and about
their future goals and the time it will take to accomplish them. Again, the temporary
nature of TANF should be stressed with 24 months to get at least a 20-hour per week job
and 60 months of lifetime benefits. These time lines should be kept in the learner’s
portfolio or folder for future reference.

Tips on the actual meeting with the caseworker can also be discussed. Concepts, such as
arriving on time, being prepared with goals and time frames, not bringing children,
dressing appropriately, etc. can be written on the chalkboard and strategies can be
~ developed.
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7 — Exemptions
The Department of Public Welfare caseworkers will consider certain situations as the
basis for temporary exemptions and good cause exemptions from the work

requirement.

Purpose: To familiarize learners with allowable exemptions from the work
requirements of TANF, stressing that most of them are temporary;
to practice using the phone book to get information.

Skills stressed: Vocabulary development; using the phone book problem solving;
speakmg and listening.

Materials: Dictionaries and/or electronic translators, phone books; paper and
pencil, chalk and chalkboard.

Vocabulary: -
addiction emergency mental
cause excuse periodically
comply exception physical
conflict exemption reschedule
danger homelessness sanction

- disability illness situation
discrimination incapacitated "~ suitable
domestic violence injury transportation

Method:

The teacher presents a brief outline of exemptions and good cause exemptions to the
TANF work requirements. Then the learners break into groups of three or four and study

"2 vocabulary words. These words can be added to their word banks. (See lesson one).

The teacher writes a list of exemptions from the work regulations of TANF on the chalk
board:

* The client has a child under the age of one and is a single parent. This is a once-in-a-
lifetime exemption for twelve months.

The client has a child under the age of six and cannot find ch11d care. (This exemption
is not acceptable in some locations, such as Philadelphia).

The client is a grandparent or other adult receiving cash only for children.

The client has a physical or mental problem that keeps him or her from working.

The client is the primary care giver for a family member who is sick.

The client is the victim of domestic violence.

The client is homeless and has problems working.

* ¥ ¥ X 0*
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* The client is in a drug or alcohol treatment program that will prevent hiin or her from
working.
* The client is under eighteen years old and still in high school or a GED program.

The teacher and the class discuss what each of these statements means. Some
exemptions can be permanent, such as a physical or mental disability, but most are only:
temporary and will not stop the 60-month clock from ticking. Continue the discussion,

giving as many examples as possible, until the learners understand these concepts.

Good cause exemptions are common sense reasons for failure to comply with the work
requirement. A client will not be subject to sanction if he or she has a reasonable excuse
(good cause) but is expected to make a good faith effort to overcome any problems he or
she may have in meeting the work requirement. Good cause exemptions should be listed
on the chalk board and can include:

* Personal illness or injury that prevented the client from complying.

Failure to receive notice at least two days prior to an appointment.

An unavoidable conflict with paid work hours or a job interview.

Personal emergencies such as a death in the family, court dates, or important medical
appointments that cannot be rescheduled.

Serious problems that must be addressed prior to employment, such as homelessness
or drug or alcohol addiction, where there is an agency plan that prevents participation
in a work activity.

Illness of a family member which prevented a client from complying.

A client is currently attending high school. ’

* Lack of care for disabled children or for an incapacitated adult in the household who
needs care or supervision that there is no one else in the household to provide.

Inability to arrange or locate transportation.

Job training was beyond the ability of the client.

Discrimination or dangerous situations in the work place.

Living more than two hours (round triz) from a work assignment.

*
*

*

*

*

* ¥

The teacher and the learners discuss these good cause exemptions, giving as many
examples as possible, until the learners have a good understanding of what an exemption
is and what it is not.

The students break up into small groups, and each group is given a phone book. The
teacher assigns each group three or four of the exemptions, and the group’s task is to look
up services in the phone book that would help a welfare client solve his or her problem
and comply with the work requirement. After a list of potential resources is developed,
the learners should call selected sites and ask them about their services. If possible,
agencies should be asked to send the class information about their offerings. These"
pamphlets and other information should be kept in the classroom for easy reference, if the
need arises.

Each group will be responsible for presenting its findings to the class as a whole. If
possible, each group can create an information sheet (through word processing or free
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hand) and distribute it to the class. These sheets should be kept in the learners’ portfolios
or folders for future reference.

If the teacher has contacts with any service agency that can help welfare clients get over
the problems that are preventing them from working, he or she should ask a
representative to come and talk to the class. If the agency is willing, the class could plan
a visit there.

[f'the class is having a speaker, appropriate questions should be written and practiced in
advance. If the class is going to an agency on a field trip, plans for how to get there, what
to look for at the site, and questions to ask should be formulated in advance by the
learners. '
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8 — Responsibilities while on TANF — A Checklist
All TANF recipients must develop an Agreement of Mutual Responsibility. (See
lesson 5). Requirements and time limits are placed upon the client at that time, and
these obligations must be fulfilled. If the recipient is not working after 24 months,
further obligations are put into place. A person cannot collect TANF benefits for
more than 60 months in his or her lifetime.

Purpose: To acquaint the learners with the job search and other
requirements imposed upon him or her, once TANF benefits
begin.

Skills stressed: Vocabulary development, reading for information, creating a check

list; interviewing, speaking and listening.

Materials: Dictionaries and/or electronic translators, drawing paper, crayons
or markers, chalk and chalk board, pens and paper.

Vocabulary:
attachment independent rapid
budget mandatory skills
community service  nonprofit search
contracted obligation solutions
court ongoing subsidized
disregard options supervision
enroll personnel utilities
human services probation workfare

Method:

The teacher presents an introduction to the requirements of TANF in the first 24 months
and in the period from 24 months to five years. Then the learners break into small groups
and study the vocabulary words. These words can be added to their word banks. (See
lesson one).

The teacher divides the class into three groups. The first group receives information
about TANF entry and the mandatory eight week job search. The second group receives
information about clients who did not get a job during the initial job search and their
options for looking for work and improving skills during the first 24 months of TANF.
The third group gets information about the 24 to 60 month period and the 20 hour per
week work responsibilities. This information should be presented in the form of a fact
sheet prepared in advance by the teacher. Information for this fact sheet can be obtained
from the local County Assistance Office, the Internet, or a service agency that deals with
TANF requirements.

17
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With the help of the teacher, each group studies and discusses the responsibilitiés of -
TANF clients in its category. Then each group creates a large chart or poster listing these
responsibilities. The information is presented to the other groups, and the charts are hung
on the walls of the classroom for future reference.

The teacher then presents the concept of check lists as a means of keeping track of items.
The learners and teacher brainstorm and write common uses of checklists on the
chalkboard. Examples may include: a shopping list, a “to do” list, a health history form,
a questionnaire, a child’s report card, an inventory of the condition of an apartment when
it is rented, etc. Examples of check lists can be brought from home and shown to the
class.

Each group is then asked to create a check list for the responsibilities within its TANF
category. After the checklists are completed. the learners can role play situations in
which one is the DPW worker and one is the TANF client, and an interview is held to see
if the client is fulfilling his or her responsibilities. Procedures that the client has followed
should be checked off on the group-created check list.

It should also be stressed that the Department of Public Welfare has responsibilities to the

clients, as well. The client must work closely with the caseworker to ensure that both
ends of the contract are being upheld. (See lesson 9).
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9 — Rights of the TANF Recipient - Learning to Negotiate
While on TANF, the client also is entitled to supportive services, to participation in
welfare to work programs, and to a problem solving procedure to deal with the
Welfare Department.

Purpose: To inform the student that the TANF recipient has rights and how
to access the services and systems to which they are entitled.
Skills stressed: Vocabulary development; negotiation, distinguishing fact from
opinion.
Materials: Dictionaries and/or electronic translators, chalk and chalkboard.
Vocabularv:
allowance directed reapply
appeal intensive referral
community service  job coach regional
commute literacy SPOC
conciliatory non-custodial subsidized
contact organization training
contractor PIC transportation
deny placement wraparound
Method:

The teacher presents a brief introduction to the rights that a recipient has during his or her
time on TANF. The learners then break into small groups and study the vocabulary
words. These words can be added to their word banks. (See lesson one).

Then working with the whole group, the teacher facilitates a discussion about supportive
services available to TANF recipients who are looking for work.

1) Supportive services during the initial 8 week job search period:
independent job search or rapid attachment program
literacy programs
ESL instruction
training programs
rapid attachment programs
child care assistance
transportation assistance
homeless assistance
housing counseling
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food assistance
drug and alcohol abuse care

2) If the client has not found a job after the 8 week initial job search he or she
must begin an active job search and building skills phase for up to the 24 month
mark and may receive:

full time education (not more than 12 months)
transportation assistance

child care assistance

clothing allowance

work activity options

3) After 24 months on TANF the client may receive:
Work Requirement Review Meeting
subsidized employment
community service job
education and training (after 20 hrs/week of work)
child care assistance
transportation assistance

4) After 60 months, TANF benefits will end.

The discussion continues until the learners understand the rights during each of these
periods and how they differ.

The learners then break into groups of three or four. In each group, a discussion takes
place about the Work Requirement Review Meeting (WRR), which is held at the 24-
month mark of TANF. For this meeting, caseworkers send letters to clients giving them
the date and time to come in for a conciliation session. Clients must attend this meeting
or call the caseworker to reschedule, if the time is not convenient. Clients who do not go
to this meeting will be treated the same as those not cooperating. A second letter will be
sent to the client, and if he or she still does not respond, sanctions can be imposed.

At the WRR meeting, the caseworker and the client review the AMR and what steps the
client has taken to look for work and improve skills. At this stage, the client (unless he or
she is exempt or has good cause) must engage in an approved work activity for at least 20
hours per week to continue to receive TANF benefits. It is important that the AMR be
revised not only to reflect the client’s work activities, but also to list the support services
still needed. The client and the caseworker must negotiate to reach a new AMR that is
acceptable to both parties and one that has provisions that each party can fulfill.

At this point, a representative from a community legal services group should be asked to
speak to the class about negotiating the revisions to the AMR. The representative should
also tell the learners about the appeals process for those who feel that they are being
sanctioned unjustly. Learners should prepare for the legal representative’s visit by
thinking of questions in advance and practicing asking them.
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If a representative from a community legal service organization is not available, the
teacher can contact the agency and get as much information about the appeals process as
possible.

After discussing and digesting the information about appeals and revisions, the learners
can role play meetings between the caseworker and the client at a Work Requirement
Review meeting and at an appeal of sanctions. Each learner should have the opportunity
to play both the client and the caseworker during these role plays.
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10 — Citizenship Issues — 100 Questions for Reverse Jeopardy
Most immigrants and refugees who collect government benefits will be required to
become citizens to maintain these payments. Currently, an immigrant or refugee
must have a green card (document as a permanent resident of the U.S.) for five years
before applying for naturalization. If the immigrant or refugee is married to an
American citizen, the wait is three years. Then an N-400 form may be submitted to
the INS. When the prospective citizen is called for an interview, an oral test of U. S.
history and civics is given, and an oath of allegiance is required. The INS
(Immigration and Naturalization Service) circulates a list of 100 questions as a study
guide for the oral test, and most of the questions asked are on it.

All laws dealing with citizenship and naturalization can change at any time; contact
the INS for current provisions.

Purpose: To acquaint learners with the citizenship process, assist them in
in finding help with citizenship questions, and familiarize them
with the 100 questions.

Skills stressed: Vocabulary development; researching; speaking and listening.
Materials: Dictionaries and/or electronic translators; paper and pencil or pen;

U. S. History and Civics books designed for ESL learners; noise
makers; sample of 100 Questions; N-400 form; prizes.

Vocabulary: ,
allegiance election legislature
anthem eneimies mayor
branch examiner " naturalization
checks and balances executive oral
citizen governor. oath
civics independence Pilgrim
colony INS president
declaration judicial swear
Method:

The teacher introduces the subject of citizenship and naturalization to the class. The
learners then break into small groups and study the vocabulary words. These words can
be added to their word banks. (See lesson one).

The teacher and the class discuss the requirements to naturalize. It should be stressed that
if an immigrant or refugee does not become a citizen within seven years of receiving

38



permanent resident status (this rule is subject to change), any benefits that the family is
receiving can be denied. '

A representative of a refugee or immigrant assistance agency should be invited to address
the class and help learners with questions and issues about chtaining a green card and/or
becoming a citizen. WARNING: Giving incorrect information could result in legal
trouble for the learner. Please get expert advice. Do not attempt to help him or her with
INS provisions or paperwork.

Next discuss the oral test that must be passed for naturalization. In this oral interview,
the examiner will go over information that the learner has provided on the application for
citizenship (N-400) form) (See appendix D). Then he or she will ask some questions
about American History and Civics. These questions are generally taken from the list of
100 questions circulated by the INS. The examiner will also dictate five simple sentences
covering the same information as the 100 questions. When the applicant passes the
interview, he or she will take an oath of allegiance to the United States in which he or she
will give up loyalty to any other country.

The teacher passes out copies of the 100 questions and their answers (See appendix) to
the class. The list is in the appendix to this book, but it can also be obtained most ESL
citizenship textbooks and from the INS. :

The class breaks into groups of three or four and each group begins to study the 100
questions and their answers. As questions arise, the teacher should bring the class
together and, using history and government textbooks as references, research the topic of
the question and discuss the answer.

In their groups, the learners should take turns asking each other the questioﬁs and
answering them. It may take many days (or months) for the learners to become
comfortable answering the 100 questions.

When the learners are ready, the class plays reverse “Jeopardy”. Three teams are formed
and each team is given a distinctive noisemaker. The teacher then proceeds to ask a
question from the list of 100 questions. When a team knows the answer, it makes its
noise and answers the question (in the form of an answer). If the answer is correct, the
team gets a point. If the answer is incorrect, another team can attempt to answer. Points
may be subtracted for incorrect answers, if you wish to make the game more challenging.
At the end of the allotted time, the team that has the most points is the winner. Small
prizes, such as certificates or pencils can be given to the winning team.



PART TWO
JOB READINESS STRATEGIES

11 — Availability for Work — Household Tree

Adjusting to life in America will take time for all newcomers. If welfare reform is
pushing the learner to find a job as quickly as possible, the adjustment process must

" be as quick as possible. Once a routine is established, it is important for the refugee
or immigrant to understand his or her responsibilities that may limit the amount of
time, distance away, or hours and days that he or she can be at work.

\ . .
Purpose: To help the learner discover the days and times that he or
she is available to work and to reconcile family and community

responsibilities with working hours.

Skills stressed: Vocabulary development, seeing relationships, speaking and

listening; writing skills.

and markers; chalk and chalkboard; phone books; pencils or pens;

part time
preschool
relative
responsibility
sanitary
sibling
spouse
supervision

Materials: Dictionaries and/or electronic translators, drawing paper; crayons
paper.
Vocabulary:

: babysitter family
benefits flex time
camp full time
child care generation
community infant
day care neighborhood
educational obligation
elder care parent

Method:

The teacher briefly introduces the concept of full time paid employment and the
obligations that it entails: hours per week at work, days off per year, attention and
dedication required by the employer, etc. The learners then break into small groups and
study the vocabulary words. These words can be added to their word banks. (See lesson

one).
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The teacher then passes out drawing paper and markers or crayons. Each learner is asked
to draw the simple outline of a house (a large square with a triangle on top). On the first
floor, the learner should depict (with stick or simple figures) all of the children who live
in the house. On the second floor, the learner ang all those in his or her generation should
be drawn. In the attic, residents of the learner’s parents’ generation should be shown. If
there are more than three generations in the household, draw in additional floors.

Each learner should be asked to bring pictures of his or her family members to class. Set
up the room with chairs in a circle, if the furniture allows. The learners then take turns
sharing their household trees and showing pictures of their families. If they wish, after
presenting their household trees, the learners can have their classmates guess the
identities of the people in their pictures.

The teacher then facilitates a whole group discussion about the time that the learners are
obligated at home. Examples such as: must be home for after school hours, cannot work
on weekends, have to be home over night, cannot work from 12:00 to 2:00, etc., are
written on the chalkboard.

The teacher then describes what a full time job usually requires :
35 to 40 hours per week
one or two weeks vacation per year (pre-approved)
overtime often required
must get to work on time
limited number of sick days and fewer personal days (if any)
no personal phone calls
cannot leave early
sometimes have to take work home to finish
The requirements of part time jobs, temporary assignments, etc. are also listed.

Suggestions for having more time available for working are then elicited from the group.
These may include: child care, elder care, changing the time that a special task is done,
having a spouse stay home, etc. Each learner is asked to use the telephone book and to
call one child care or elder care provider and ask him or her to send information to the
class for future reference. What to say in this phone call should be written out and
practiced in pairs, before the actual phone call is made.

A field trip to a local day care or elder care center should be arranged, if possible. Things
to look for, such as cleanliness, number of teachers per child or adult, safety, etc. should
be discussed before the field trip and noted by the learners while they are on their tour.
When they return to class, observations should be shared. As a class, a thank you letter to
the facility can be written.

The learners are then asked to write about how their obligations at home can fit into a
work schedule. The learner is urged to consider child care, elder care, etc., options in
making this determination. When the learners are finished, they share their writings with
the class, and other class members and the teacher can offer them suggestions for more
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availability. This writing should be kept in a portfolio or folder for future reference.
Learners should be reminded that TANF requires the recipient to work at least 20 hours
per week by the end of the 24™ month and to be completely self-sufficient and require no
further cash benefits by the 60" month.
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12 —Choosing a Career — A Skills Inventory
Learners should be realistic in setting both short term and long term employment
goals. By taking into account a full picture of their skills, learners can set their sights
on a future employment that will be a good match for their ability. Choosing careers
that the learners have good skills for, will help them achieve success and future
advancement.

Purpose: To make the learners aware of all of the skills that they possess and
how these skills can help in choosing a career.

Skills stressed: ~ Vocabulary development, sorting, self-awareness, collaboration,
designing a survey. '

Materials: Dictionaries and/or electronic calculators; chalk and chalkboard,
paper; pens and pencils; poster board; markers and crayons.

Vocabulary:
-budget dexterity operate

calculate diagnose perform
compose empathy reflect .
coordinate experiment self-esteem
counsel goals skills
decisions hands on survey
design inventory training
details machinery transfer

Method:

The teacher introduces the concept of choosing a career for which the learner is best
suited. Each of us has skills that we were born with and others that we have
developed throughout the years; and if we can build on our skills, we have a good
chance of finding a job that we will like and at which we can be successful and grow.
‘The learners then break into small groups and study the vocabulary words. These
words can be added to their word banks. (See lesson one).

With the whole group, the teacher facilitates a discussion about what skills the
learners have. The format *“I can (take a phone message). Can you?” may be used to
go around the classroom to practice vocabulary and conversation.

After the learners have thought about their own skills, the teacher and the class can

create an employment skills inventory. Write all the skills that the learners mentioned
on the chalkboard. Then write abilities that go along with each of them. For
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example, if a learner can take a phone message, then he or she has good listening and
wr1tmg skills. Skills can be grouped, for example:

hands on skills:
putting things together
using tools

operating machinery
lifting

word skills:
reading
writing
talking
editing

number skills:
counting
_calculating
budgeting

keeping an inventory
measuring

thinking skills:
researching
organizing
sorting

problem solving

leadership skills:
starting a group
organizing
directing

making decisions

creative skills:
imagining
inventing
designing
doing crafts

‘helping skills:

being of service
understanding
offering support
counseling

art skills:

writing music, or stories
playing an instrument
singing

drawing

acting

follow through skills:
seeing things through
following directions
recording data
reflecting

Skills can be added or taken away to reflect the accomplishments and abilities of the
particular group of learners. Once a complete list has been developed, the learners

write each category on a separate sheet of paper. Then, they write down the abilities
they possess under each heading. Each learner can then evaluate which sets of skills

he or she favors.

Further class discussion should focus on jobs that use particular skills. This would be
a good time to have people that work in different occupations come to the class and
talk about what their jobs entail. If a visitor comes to class, the learners should think
about any questions they have about the career that he or she is coming from and
practice them in advance. If class visitors cannot come, each class member can
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research an occupation that he or she might have the skills for and report back to the
whole class.

Learners who are interested in the same or siiuilar occupations can work together in
groups to make posters about the career and its needed skills. After each poster is
presented to the class, it can be hung on the walls for reference.

Students can also research organizations that support careers in which they might be
interested and write away for reference material for the class.
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13 — Writing a Resume — Action for Action
[t is important for a job applicant to make a good first impression to a perspective
employer. The resume is one of the first things that a hiring manager sees, and it is
usually the basis for deciding whether or not to interview the person.

Purpose: To suggest, to the learners, a format for a resume that is active and
positive.
Skills stressed: Vocabulary development; collaboration; following a

format; writing.

Materials: Dictionaries and/or electronic translators; chalk and chalkboard;
pencils and paper; word processing equipment (if available);
construction paper; old magazines and catalogues; markers and

crayons.

Vocabulary:
accomplishments employer previous
awards experience recognition
biography goals responsibility
career graduate significant
certificate history skills
degree honors training
diploma license workshops
education objective vocational

~ethod:

The teacher provides a brief introduction about the purpose of a resume and what it
sually contains. The learners then break into small groups and study the vocabulary
--ords. These words can be added to their word banks. (See lesson one).

The teacher then works with the whole class to explain active verbs. Action verbs that
can be used to tell about oneself on a resume are determined by brainstorming together,
and a list is made on the chalk board. The list should include verbs that describe abilities,
interests, and accomplishments, such as: word process, inventory, proofread, operate a
cash register, wait on customers, take messages, collate, use a copying machine, take
orders, draw, write, supervise, instruct, train, use software, interview, draw, provide
assistance, translate, lift, sort, make an oral presentation, baby sit, use machines, sell,
mow lawns, garden, calculate, proofread, organize, clean, file, measure, drive, follow
directions, etc.
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The class breaks up into pairs, and each pair takes an equal number of the verbs from the
board. Each group defines their verbs, using a dictionary or electronic translator, as
needed. The pairs then write sentences for each of their verbs and place each sentence
at the top of a separate sheet of construction paper. Underline the verb used in each
sentence. It is easier to use only one verb per sentence.

The learners explain each of their sentences to the whole class, and further discussion and
clarification can take place. Some (or all) of these sentences can be illustrated with

" pictures from old magazines and catalogues and hung up around the room.

The teacher then facilitates a discussion with the whole group about the purpose of a
resume and what it should contain. Points to stress include:

it is the resume that gets you the interview

be positive about yourself

summarize and be brief

create a well organized, attractive document

The learners break into small groups and help each other place personal information into
the suggested resume format:
Objective
Education
Experience (can come from life as well as previous work)
Special skills and interests

Use as many action verbs as possible to create a positive, readable resume. The groups
peer edit each other’s drafts. The teacher then reviews the draft with each learner and a
final draft is written.

If word processing equipment is available, the learners may, with as much of the
teacher’s help as necessary, put their resurnes into the computer and print them out.

If no computer is available, the teacher can word process tie resumes for the class, if he
or she has access to this equipment at home or elsewhere. The resumes should be saved
in a portfolio or folder to be used when necessary.
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14 — Reading a Job Advertisement — Abbreviation Bingo
Since employers pay for newspaper advertising by the line, they often fill their ads
with abbreviations to save space. Learners must understand these abbreviations in
order to make sense of what the ads say.

Purpose: To help learners understand the meanings of abbreviations used in
job advertising and to begin to read these ads to see if they are
qualified for the positions. '

Skills stressed: Vocabulary development, reading for understanding, matching.
Materials: Dictionaries and/or electronic translators; chalk and chalk board;

cardboard; rulers; markers; paper; employment advertising sections
- for various dates; index cards; scissors.

Vocabulary:
abbreviation column maintenance
administrative commercial management
advertise computer literate retail
automotive data processing technical
available experience trade
benefits general vocational
category ledger workshop
clerical license word processing
Method:

The teacher )presents a brief introduction to looking for jobs by reading the want ads and
tells the class that these ads have a vocabulary all their own. The learners then break into

small groups and study the vocabulary words. These words can be added to their word
banks. (See lesson one).

The teacher tells the class that advertisers pay for ads by the line and asks them what they
think that implies. The conclusion — ads must tell as much as they can in as little space
as they can — is written on the chalkboard. The teacher then asks the class how
advertisers can fit as much information about their jobs in very little space. When the
idea of abbreviation is hit upon, it is written on the chalk board, too. The teacher then
asks the learners to think about common abbreviations in English that they see every day.
Examples, such as: Mrs., Mr., Ave,, St, RR., TGIF, PA, Rd,, Rte., Apt., Co, and Inc. are
written on the chalk board.

The learners then break into small groups, and each group is given several pages of
employment ads from different dates and/or different newspapers. The task for each
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group is to write down all of the abbreviations they can find in these ads and, from
previous knowledge and context, what they think these abbreviations mean. Each group
then presents its list and explanations. Any questions should be answered and
information clarified by the teacher during these presentations.

The class constructs “abbreviation bingo” cards by taking a piece of cardboard and
drawing three evenly spaced vertical lines and three evenly spaced horizontal lines to
make a page with sixteen empty squares. The teacher or a student that understands the

“concept can demonstrate the making of the game board to the class. Sheets of blank paper
are cut into little squares to act as markers during the game.

In each blank square, the learner writes one of the abbreviations from the want ads. The
learners should choose abbreviations that they feel familiar with.

When the game boards are finished, the bingo game begms The teacher reads a
definition: This means a full time job.

This means a certified nursing assistant.

This means hours.

This means commercial drivers’ license.
When the learner has one of the abbreviations listed on his or her card, he or she covers
that space with'a tiny piece of paper. The first person to cover every square on his or her
game board wins the game. The winner must show that each abbreviation on his or her
card was indeed mentioned. Learners can switch game cards and play again.

Learners go back into their groups and select three or four ads from their newspapers that
are representative of jobs that they might be interested in. Learners place each ad on a
separate index card and list and define all of the abbreviations used on the back of the
card. These cards can be stored in their portfolios or folders for future reference.
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15 — Writing a Business Letter - Scenarios
Writing a good business letter combines the ability to communicate effectively in
writing with the implementation of correct business letter form. If learners want to
write cover letters, letters of inquiry, or thank you letters to prospective employers,
they must master correct business letter form.

Purpose: To practice written communication skills and to learn how to
follow a business letter format.

© Skills stressed: Vocabulary development, written expression, following directions,
critical thinking.

Materials: Dictionaries and/or electronic translators; paper; pehcils and pens;
chalk and chalkboard; word processing equipment, if available.

Vocabulary: :
accurate indent public
address inquiry punctuation
alignment inside reply
closing legible salutation
colon letterhead signature
correspondence manuscript sincerely
courteous margin statement
format organization word processing
Method:

The teacher briefly introduces the need for learning to write good business letters. The
learners then break into small groups and study the vocabulary words. These words can
he added to their word banks. (See lesson one).

Then the teacher and the class brainstorm about when it is necessary to write a business
letter. Instances such as: to apply for a job, with a resume, to inquire about job openings,
to order an item, to complain about service, to ask a question of a child’s teacher, to make
a request to a landlord, etc., are written on the chalkboard.

The teacher then presents the format of a business letter by writing on the board or
passing out a sheet on which the format is written:

address of sender

current date

(Skip two spaces)

inside address (who is getting the letter)

a
D
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(Skip two spaces)

salutation + colon

(Skip two spaces)

body of the letter

(align to left and skip spaces between paragraphs)
(Skip two spaces after the body is completed)
Closing + comma

(Skip four spaces)

“Signature

Printed name

The learners break into pairs, and each pair writes a scenario about a situation in which a
business letter is needed. Details such as: the address that the letter is going to, the
specific reason that the letter is being written, and the address of the letter writer should
be included. The scenarios are written down and given to the teacher.

The teacher checks each scenario for understandability and legibility. It is not necessary
to correct minor grammar or spelling mistakes at this time — only errors that will cause a
lack of comprehension. The teacher then distributes a scenario to each leaner, making
sure that everyone gets one written by someone else.

The learners write business letters to correspond to their scenarios. If word processing
equipment is available, the learners should practice composing their letters and printing
them out. If there are no computers for the learners, the letters can be handwritten in the
learner’s best penmanship, or the teacher can take the final drafts and word process them
somewhere else. If using word processing equipment, the teacher should allow enough
time for the learners to slowly input their letters and learn how to operate a computer.

When the letters are finished, the students read their letters to the whole group and
learners critique them for how well they expressed what the learner needed to say.

Each learner then writes a letter of application for the kind of job in which he or she 1s
interested. Advertisements cut out and saved in lesson 14 can be used. The learners
should make sure that all of the facts in the letter-are correct, that it provides all of the
information called for, and that it follows the correct format. The teacher should discuss
each rough draft with the learner and make corrections, as needed. The letter should be
word processed, if possible, and kept in the portfolio or folder for future reference.

The advisability of writing a thank you letter after an interview should be discussed. If
desired, thank you letters can also be written and placed in the learner’s portfolio or
folder.

The teacher and the whole class then discuss the proper way to fold the letter and
complete an envelope for mailing. Examples are written on the chalkboard.
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16 — Calling about a Job — Telephone Etiquette
ESL learners are often self-conscious about talking on the telephone, especially in a
business situation. There are situations in which they have to call about a job and
may need practice to make sure that they are understood.

Purpose: To make the learner more comfortable and self-confident to make
business calls.

Skills stressed: Vocabulary development; speaking and listening; speaking from
" notes; taking down information; pronunciation.

Materials: Dictionaries and/or electronic translators; two unplugged or toy
telephones; note pads; pencils and pens; chalk and chalk board,
tape recorders, if available.

Vocabulary:
annunciate directory operator
answering machine etiquette option
apologize hand set personality
area code impression push-button
conversation local select
courtesy long distance switchboard
dial tone message tone
digit mouthpiece voice
Method:

The teacher briefly introduces the need for being understood on the telephone, especially
when calling about a job. The learners then break into small groups and study the
vocabulary words. These words can be added to their word banks. (See lesson one ).

The teacher and the whole group discuss the importance of making a good impression
when calling about a job on the phone. Everything depends on the learner’s voice and
phone etiquette. Important points area written on the chalkboard and can include:

speak slowly and clearly

do not shout or whisper

remember you are talking to a person, not a machine
speak directly into the mouth piece

show interest in the conversation

offer to call back if it is not a good time

apologize if it is a wrong number

plan what to say beforehand

write down important facts or messages
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e be brief, do not chitchat
e hang up gently

With these guidelines in mind, learners write a list of points they would like to make ina
phone call about a job of interest. Then, using disconnected or toy phones, each learner
makes his or her “call” to the prospective employer. The teacher or another learner can
play the role of the employer. Learners should be polite, pronounce words carefully for
understanding, and manipulate the handset so they are talking directly into the
mouthpiece. Writing messages while holding onto the phone equipment should also be
practiced.

If a tape recorder is available, the teacher can record the learners’ conversations and play
them back. Learners will then have an opportunity to hear what their voices sound like
and make any corrections they feel are necessary.

Role play as many different phone conversations as it takes for the learners to feel
comfortable and self-confident.

If there are common pronunciation problems within the class, exercises to improve these
areas can be undertaken. Tongue twisters, chants, and poems are also tools to improve
pronunciation and fluency. The teacher should stress that the most important factors in
being understood on the telephone, however, are speaking slowly and distinctly.
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17 — Preparing for the Interview — Dress for Success
Once an interview is set up, the learner must get ready to make the best first
impression that he or she can make. Showing an interest in the company
by dressing appropriately and acting professionally is the best way to show ability.

Purpose: To show the learner how to prepare for a job interview, stressing
appropriate dress and demeanor.

Skills stressed: Vocabulary development; recognizing cultural differences;
interviewing.
Materials: Old magazines and catalogues, poster board, glue stick, markers,

and crayons, chalk and chalkboard.

Vocabulary:
appropriate ethnic patterns
attire expression pronounce
business dress flamboyant research
casual formal society-
colorful listen speak
communicate narrative suit
culture norm uniform
dialogue pattern wardrobe

Method:

The teacher briefly introduces the concept of the iob interview and the importance of
making a good first impression. The learners then break into small groups and study the
vocabulary words. These words can be added to their word banks. (See lesson one).

_he teacher facilitates a class discussion about how to make a good first impression at a
job interview. Suggestions such as:

know about the company

come on time:

wear appropriate clothing

answer questions simply and honestly

let voice and body language show interest

ask pertinent questions that show knowledge and ability

If the class is multicultural, the teacher and the class discuss clothing styles favored by

particular cultures. If possible, learners, teachers, and staff can wear native garb to class
and show it off in a “mini fashion show.” Leamers should explain what they are wearing
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to other class members from different cultures and answer any questions about fabric,
color, occasions to wear it, how to make it or buy it, etc.

What is fashionable in America should then be discussed. Learners should not be
encouraged to give up all of their native customs and choices of attire to fit into their new
society; but, especially in the workplace, it may be beneficial for them to know the
cultural norms. o

Afterwards, the teacher facilitates a discussion about appropriate dress for a job interview
in the United States. Examples of acceptable outfits, including shoes, clothing, hosiery,
make-up, etc., are written on the chalk board in lists under different kinds of jobs. Often
clothing worn every day to a job differs from what is appropriate for the interview.

With the teacher’s help, learners work in groups, according to their career interests,

to find pictures in old magazines and catalogues that illustrate proper attire for the
interview for those particular jobs. These pictures can then be glued to sheets of poster
board with the job title written across the top. Posters may be decorated and hung around
the room. Each group makes a presentation about the appropriate attire for a job
interview for their specific field.

The class can then hold a “dress for success” day when the teacher, learners, and staff
come to class dressed appropriately for a job interview. (If class members do not have
appropriate attire and cannot afford to purchase it, there are agencies that can help them.
If they receive TANF, they may be eligible for a clothing allowance. (See lesson two).
The proper use of make up, perfume, toothpaste, mouthwash, soap, and deodorant should
also be mentioned.

Mock employment interview questions can be prepared by the teacher or cooperatively
with the class, taking into consideration what the employer wants to learn about the
applicant and what is permissible to ask. Questions of a personal nature, including age,
marital status, children, sexual orientation, etc. are not allowed. The learners may take
turns being the employer and the applicant and practice interview techniques. The
“applicant” should be encouraged to ask insightful questions that show that he or she is
interested in the company and knows something about it.

Learners should be reminded that it may be helpful to write a thank you letter to the
employer (See lesson 15) after the interview.
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18 — Filling out the Employment Application — A *‘Cheat Sheet”

A When applying for a job, completion of an employment application form is usually
required. Learners should know what information they are expected to provide and
bring written notes to help them complete the form correctly.

Purpose: To familiarize the learner with the information required to
complete an employment application.

Skills Stressed: Vocabulary development, reading and filling out forms, printing
neatly.
Materials: Dictionaries and/or electronic translators; sample employment

application forms; black pens; paper; chalk and chalk board.

Vocabulary:
apprenticeship initial recognition
degree major referral
duties middle relative
felony military relocation
history : non-exempt salary
human resources personal valid
information polygraph - volunteer
internship previous work permit

Method:

The teacher talks briefly about information required to fill our a job application. The
learners then break into small groups and study the vocabulary words. These words can
be added to their word banks. (See lesson one).

The teacher then distributes copies of job applications to the class. Actual applications
can be obtained from companies or stores that are hiring, or a generic application can be
created. The teacher and the class work together and list information that must be
provided on the application on the chalkboard. It should be pointed out that some
information is common to all job applications, such as: first name, middle name (or
initial), last name, current address, social security number, phone number, hours
available, education, employment history, signature, and date. Other information may be
pertinent to specific applications, such as: do you have a relative employed by the

company, what prompted you to apply, positions of interest, job related skills, have you
ever been convicted of a felony, references, etc.

Because so much specific information about dates, addresses, telephone numbers, etc. is
required to complete the job application, the learner should make sure that he or she
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writes down pertinent information and brings this paper to an interview. By referring to
written information, the learner can be sure that all information is correct, all spellings are
correct, and that nothing of importance is left out. The teacher should point out that by
signing the job application, the learner verifies that all information is correct and can be
confirmed by the employer.

The learners then work as partners to help each other create a “cheat sheet™ to use in
completing job applications. The teacher should talk individually with each learner to
make sure that he or she has written: '

Full name

Social Security Number

Full address, including zip code, and phone number

Names of all schools attended, addresses, dates, degrees

Names of all previous employers, addresses, phone numbers, dates,

salary, reason for leaving
Full names, addresses, and phone numbers of any references

Once the “cheat sheets” are completed, the learners practice filling out the job
applications as neatly and legibly as possible. The teacher should suggest that the
learners print all information and make sure to stay within each section’s lines. Since
neatness will help create a good first impression, do not erase or cross out, if at all
possible.

When the applications are filled out the learners should place them and their “cheat

sheets” into their portfolios or folders for future reference. When they actually go to an
interview, this “cheat sheet” can be updated, if needed, and taken with them.
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19 — Asking and Answering Interview Questions
During a job interview, the learner will be asked many questions. He or she will
also have the opportunity to ask questions of the employer. The way in which the
applicant answers and asks these questions, along with body language and
appearance, will determine whether or not he or she has a chance to get the job.

Skills stressed: Vocabulary development, asking and answering questions, positive
body language.
Materials: Dictionary and/or electronic translator, chalk and chalkboard,

video camera, if available, paper and pencil.

Vocabulary:
arrogance discussion positive
attitude examples promotions
anxiety impression research
brochure language slouch
challenge motivation strength
conflict nervous tardiness
credit organization trial
) discomfort promotion weakness
Method:

The teacher provides a brief introduction to asking and answering questions at a job
interview and presenting a good impression. Then the learners break into small groups of
ihree or four and study the vocabulary words. These words can be added to their word
banks (See lesson one).

The teacher and the class discuss the kinds of questions that might be asked by an
~mployer at a job interview and suggest answers. These questions and answers are
written on the chalkboard. It should be stressed that the learner must research the
company and know as much as he or she can about it, before the interview. Ways to find
out about the company include: reading all of its brochures and publications, talking to
current and former employees, and talking to organizations in the field. This way the
applicant will be able to provide well thought out, insightful answers to questions about
why he or she wants to work there and/or what he or she can offer the company.
Learners in small groups look in the phone book to find possible sources of information
about companies of interest. They can call these contacts and get information to share
with the class, if they wish.
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Next, the teacher and learners write down questions that the applicant should ask at the
interview. These questions should come from the applicant’s knowledge of the company
and from his or her own experience with the type of work.

The teacher then facilitates a discussion about body language in the United States. In
American business situations, it is appropriate for both men and women to shake hands;
when speaking, one should look the other person in the eye; good posture is important

- when sitting and standing; do not fidget and look distracted — maintain full concentration;
‘give the other person at least a foot and a half of personal space all around him or her.

Some important rules for the interview should also be written on the chalkboard:
e arrive on time
e dress appropriately (See lesson 17)
¢ speak slowly and distinctly and do not use slang or
profanity
let the employer talk at least 50% of the time
tell the truth
use positive body language
show interest in the position by asking thoughtful
questions

The learners take turns being the employer and applicant at a job interview. If a video
camera is available, these practice interviews can be taped and critiqued by the whole
class. If no camera can be used, the class members take notes and provide feedback to
the “applicant” after the interview is over.

The teacher should stress again that being prepared for an interview means, (1) knowing
as much as possible about the company, (2) dressing appropriately, (3) using positive
body language, and (4) asking and answering questions in a thoughtful manner. This is
the one opportunity that he or she will have to make a good first impression.

If the learner is called back for a second interview, the same basic rules apply. He or she

may expect more in-depth questions about his or her qualifications, or the questions may
be about the same but asked by different people.
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20 - First Days on the Job
Once the learner finds a job, he or she will have a lot to do in the very beginning,
even before he or she has a chance to meet people or get comfortable in new

surroundings.
Purpose: To help learners get familiar with paperwork they have to fill out
: when they are first employed, benefits choices they may have to
make, and ways to get to know their fellow employees.
Skills stressed: Vocabulary development, filling out forms, making choices.
Materials: Dictionaries and/or electronic translators; sample W-4 and 1-9
forms (see appendix); chalk and chalkboard; pencils and pens.
Vocabulary:
alien dependent refugee
allowance documents resident
anti-discrimination ~ exemption ' spouse
attest federal taxable
authority itemize temporary
benefits license . verification
certificate naturalization withhold
claim passport worksheet
Method:

The teacher briefly introduces all that a new employee must accomplish in his or her first
few days of work. The learners then break into small groups of three or four-and study the
vocabulary words. These words can be added to their word banks. (See lesson one).

The first day on the job will probably require the new employee to complete a lot of
paper work. One form that must be completed is the W-4 to determine how much money
must be withheld to pay taxes. The teacher and the whole class discuss income taxes and
write some of the things that they pay for on the chalkboard. This list could include: the
military, interstate highways, social security benefits, Medicare and Medicaid, health
research, education loans, space exploration, foreign aid, etc.

Then the teacher distributes copies of the Form W-4 (see appendix F) to each of the

learners. The terms defined on the top third of the form are reviewed The teacher should
stress the note that explains that one cannot claim exemption from withholding if his or
her income exceeds $700, includes more than $250 in interest or dividend income, or if
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someone else claims him or her as their dependent. Those not exémpt must complete the
Personal Allowance Worksheet part of the form.

Learners break into small groups and complete the Personal Allowance Worksheet by
entering a “1”” on all of the lines that apply. Most of the learners will not have to fill out
the back of the form. Take the number from “H” on the worksheet and place it in # 5 of
the Employee’s Withholding Certificate. The Employee’s Withholding Certificate can

_then be completed. The teacher should stress that by signing this document the employee

certifies that the information he or she provided is correct. The teacher should also
mention that the higher the number in “H” the less money is withheld from their pay.

Another form that all employees including refugees and immigrants must complete is the
1-9 Employment Eligibility Verification. To complete this form, the personnel
department worker must see and copy one (or two) of the documents that verify that the
new employee has a legal right to work in this country. The teacher passes out copies of
the 1-9 form (see appendix G). The learners look at the back of the form to learn what
documents are acceptable to establish employment eligibility. The learners must bring
with them and show one document from List A or a document from both List B and List
C, in order to begin work. The teacher and class discuss what these documents are, and
the learners make sure that they have the appropriate papers and can bring them to their
new job. If there are any questions about these forms and how they can be obtained, the
learner should contact a representative from INS or a community legal service agency.
WARNING: the teacher should not attempt to give legal advice or interpret the
acceptability of any document.

Other documents, such as election of benefits, emergency contact cards, payroll
information sheets, etc. may have to be completed on the new employee’s first day. It is
important that the learner ask enough questions to be sure that he or she understands how
to complete all new employee paperwork correctly. It is the responsibility of the
personnel department to make sure that all employees understand what papers they are
signing and what the implications of them may be. DO NOT BE AFRAID TO ASK
QUESTIONS!

The teacher and the whole group then discuss meeting new people on a job. The learners
break into pairs and practice dialogues for a first meeting at work. A format can be used
such as: .

OLD EMPLOYEE: Hi! You’re new around here, aren’t you?

NEW EMPLOYEE: Yes, today is my first day.

OLD EMPLOYEE: My name is . What’s yours?

NEW EMPLOYEE: 1 am

OLD EMPLOYEE: I am in the data department. Where will you be
working?
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NEW EMPLOYEE: I am in the sales office.
OLD EMPLOYEE: Well, I'll see you around.

NEW EMPLOYEE: 1t was nice meeting you. ['ll see you.

Learners practice this or similar dialogue until they are comfortable with both parts.
Other dialogues asking simple questions, or greeting bosses, etc. can be designed and
practiced.

New employees will want to be friendly and to meet as many people as possible. They
should be encouraged to interact with all of their fellow employees and not stay with
people from their own country, (if they are in the workplace) even though this may be a
more comfortable situation for them. The teacher should stress that it takes time to get to
know other people and for other people to get to know and like the new employee. Tell
the learners to relax and be themselves, and they will quickly become familiar with the
people and tasks of their new work situation.
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Refugee Welfa

AF a

re-and Immigration Reform Pro;ect -

$

istitute for oclal 'and Economzc Development
190l Broadway Suntc JIJ fowa City IA 52240 (3!9) 338- 233! or (800) 888-4733 « Fax: (319) 138. 5824

FACT SHEET

- Refugees and

T emporaty Asetstance for Need dy Families (1. ANF)
. January 29, 1999

Note ’“The pnntary g i of this fact sheet is to- -help professionals' who work with refugees
nd. federal TANF ﬁblzczes and state policy optxons as they apply to refugees. The fact sheet
does not include details of ‘each state’s TANF program. However, the Refugee Welfare and
Immigration Reform Project welcomes inquiries about.a particular state’s TANF program or other
TANF-related issues ajfectmg refugees in your area.

Introductlon

:‘\

The> 1996 Welfane law substantlally changed the nature of publlc assnstance .The leglslatlon makes
publxc assxstance temporary for most recxpxents—regardless of their income level—and requires

_of work acthty whlle recewmg TANF assxstance
QL 3{{ g \ LEVEP N

Famlhes-.wnh Dependent Chxldren) program and created federal block grants to the states. The
states have road discretion to design and administer their own welfare programs. Through TANF,
each state provides cash: benefits to_certain groups of low-income families with minor children.
States- determine benefit levels and can set lumts on the length of time families can receive TANF
ass1stance States also may prov1de supportwe services, such as child care and tmnsportatlon

Who can receive TANF assistance?

Rel:'ugees2 can receive TANF assistance if their family meets all the requirements for eligibility in
their state (such as having limited income and assets) and they are a member of one of the following
ng“PS'

the law is called the Personal Responsibility and Work Opportunlty Reconciliation Act of 1996 (PRWORA).

Asylees (but not asylum applicants), aliens granted withholding of deportatlon, Cuban and Haitian entrants, and
Amerasian immigrants from Vietnam are treated the same as refugees for the purpose of determining federal benefits
eligibility. :

Q
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. Citizens. Refugees who have become. naturahzed cmzens“are eligible for:
under the same rules as natwe-bom cmzens szen chr[drcn of refugee parents areceli

for TANF assistance.

e Refugees in the U.S. before “August 22 1996. As:a. result of federal- and: state- level
legislation, almost all refugees in the US. at the time the welfare law was enacted are
eligible for TANF assistance to the.same extent as. citizens. PRWORA requires that all
‘refugees are eligible for: TANF assxsta for’ therr first five years. in the country. Almost
all states have chosen to continue thr's llgibrllty past the five: year: penod for refugees (and
other qualrﬁed aliens®) who entered the country before August 22, 1996

bl

e Refugees arriving in the U. S. after August 22, 1996.. PRWORA requlres tha" refugees .
are eligible for TANF assistance: for their first, five years in‘t i tates have
chosen to. continue this Cllglblllty past t the five year penod for reﬁrgees (and other Quahﬁed
aliens) who.entered the country after August 22. 1996

e Long-term workers and certain of their family’ members. . Legal permanent restdents who )
have worked or can be credited with 40 quarters of work under the Social Security Act are
eligible for TANF assistance to- the same extent as citizens. Spouses receive credit for, the .

_ Quarters ‘worked by their husbands/wrves children receive credit for the quarters wor ed by

T a nts whlle the chlldren were under the age of 18: (even 1f the chrldren are:now; over.

- :"’:spouses of’ these-refug €S
the U. S.as refugees, are legal permanent'

Determining a non-crtrzen s elrglbrhty for TANF assistance: can: be a compl 'You thay wish::
to- contact-your local welfare office for the. most current. mformatron “about: refugee_ ehgxblhty for
TANF«._-assistance.m our fy r d a ' artlcular reﬁ.lgee" 5 not- ehgrble for - TANF
assistance-due t0. her/hrs unmrgratron status you may wrsh to revrew your state s TANF legrslatron

and: regulatrons to venfy th1s mformatron o - R -

Resrdency requzrements Some states “have placed restrictions’ on’ ehglbrhty or benefit level for
TANF assistance applicants who have not resrded in the state for a certam length of time;. such as’

3 The following groups of people are qualified aliens: legal permanent residents (mcludmg Amerasians from Vletnam)

refugees, asylees, those granted parole for more than one year, those granted withholding of deportatxon, condmonal

entrants before 1980, Cuban-Haitian entrants, and certain victims of domestlc ‘violence. '

4 In some states, refugees who have been in. the country. longer than 5 years are required to adjust their status to legal

permanent resident to remain eligible | for TANF assistance. _

5 For quahfymg quarters worked after December 31, 1996, to be credited, the refugee and anyone else ‘whose quarters

the refugee is claiming cannot have received “federal means-tested public benefits"—which include TANF assistance,

Aid to Families with Dependent Children (AFDC), Supplemental Security Income (SSI), Food Stamps, Medicaid, and
Children’s Health Insurance Program (CHIP) benefits—during the quarter. :
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thirty days or twelve months. Some of these residency requiréments have been” declaged
unconstitutional by courts and are not in et’fect Contact your local welfare office for mfonnatlon on

residency requirements in your state. FETRNLE

Is there a limit on the length of time a family can receive TANF assistance?

Neat'ly all states have set limits on the length of time a family can receive TANF assistance. States
may use federal funds to provide TANF assistance for a family that includes an adult up to a lifetime

limit of 60 months. States can use federal funds beyond 60 months for up to 20 percent of a state’s - - - |

TANF caseload.’ The federal law imposes no. time' limits on assistance provxded with state funds.
About 30 states have seta lifetime limit of 60 months Some states have set lifetime limits shorter
than 60 months. -One state does not have a- t'.me llmlt another state requires work rather than
reducing or terminating-assistance once the time !imit is reached. In both of these states, parents
must meet program (mcludmg work) reqmrements to continue receiving: TANF ass1stance

States have dlffenng polwtes on when a farmly can be exempt from tlme limits and when beneﬁts SN
can be éxtended whenatime limit is reached. In some states, for-example, families. are .exempt
from time limits if the adult is incapacitated or caring for a disabled family member, In some states,
famlhes may be exempted from the hfetlme llmlt or have thelr beneﬁts extended upon reachmg the

forf the ’hzld ronce’th'e'*‘adult s:time limit-has; been | reached: In'determining. w hether&an -adult has
reacked the -timélimit; <states do not generally count months whermthe adult I‘CCCIVCd TANF
assistancé'as a minor child; * 2 B e e S

Requirements for continuing to receive TANF assistance .

States have . established .requirements that recipients must meet to continue to receive TANF
assistance. All states include the following types of requirements in their TANF plans. Your state
may have adopted additional requirements. Contact your local welfare office for information about
the specxﬁcs of your, state’s plan.

Work-related actxvmes._ States must assure that recipients are involved in some form of work-
telated actmty .However, the work requirement might not take effect immediately, and " some
reclplents may be exempted from this work requirement. :

Child support. Individuals must cooperate with the state in obtaining child support payments
unless they have received a “good cause” exemption.

Teen parents. Parents under the age of 18 must live with their parents, guardians, or other adult
relatives, or in other supervised living arrangements unless their current living situation is found to
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be appropriate. They must also pursue a high school diploma or its equivalent or participate in an
alternatwe cducatlonal or tratmng program that has been approved by thelr state

How can I obtain niore information about eligibility "or TANF _asaistance?

For 'mor_ei‘nformation about eligibility for TANF assistance, you may contact your local welfare
office or the Refigee Welfare and Immigration Reform Project (the address and telephone number
are on the front of this Fact Sheet).

Sources Cow
Center for Lav% and Social Policy A Det_atled Summary of Key Prowstons of the Temporary
Asszstance for Needy 'Families Block Grant of HR 3734: The" Personal Responslbtllty and Work
Opportumty Reeoncxllatton Act of 1996. Mark Greenberg and Steve Savner. 8-13-96. Limits on Limits: State
and Federal Poltcxes on Welfare Time Limits, Mark Greenberg, Steve Savner and Rebecca Swartz, 1996.
Welfare Policy Center, Hudson Institute: Chart of Ttme Limits- Based on TANF Programs Tlme
Limits, Peggy Flaherty Haering, December1996: :
' Immigrant Policy Project at the National Conference of State Legislatures Welfare Reform State
Trends;"10-21:97: Welfare Reform: Temporary Assistance for:Needy Families, 3-18-98. .
National Governors Association Summafyof Selected Elements.of State Plans for TANF l 1-20- 97

Notes: . et . : 4
We encourage you to copy and dissemmate this Fact Shcet We ask only that you acknowledge ISED’

Refugec Welfare and. [mmigratlon Reform Pro_;ect.

mail us. at

isit our  web. site. (www ised.org), _e-m:

Department of Health and Human Servrces (DHHS) The views e\presscd are those of ISE
reflect those of DHHS. :

Also available from this prOJcct Fact Sheet: Refugee Ellglblltty for Supplemental Securlty Income

(SSD and Fact Sheet: Refugee Eligibility for Food. Stamps R

clawwledgments ISED thanks the following individuals and groups for their assistance in developing this
fact sheet Nhu Hao Duong; _Ofﬁce of Refugee Resettlement and: Office:of Family Assistance, U.S.
Depaxtment of Health and Human Services; Mark Greenberg, Ceénter for Law and Social Policy; Kelly
Carmody and Liz Schott, Center on Budget and Policy Priorities; Ann Morse and Jeremy Meadows,
Immigrant Policy Project at the National Conference of State Legislatures; Tim Shedd and Kathryn Hunt,

AL Department of Human Resources; Betty Hodson, AR Department of Human Services; Ed Silverman, IL .

Refugee Resettlement Program; Tim Gordon, MN Refugee and Immigrant Services; Catherine Ryan, NY
Bureau of Refugee and Immigration Affairs; Phane Phomsavanh, SC Department of Social Servrces
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+ DOES YOUR HOUSEHOLD HAVE $100 OR LESS IN AVAILABLE -
CASH AND BANK ACCOUNTS AND EXPECT TO REOEIVE LESS
THAN $150 IN INCOME THIS MONTH? '

¢ ARE YOU A MIGRANT OR SEASONAL FARM WORKER?

. AF?E YOUR MONTHLY GROSS INCOME AND CASH ON HAND
LESS THAN YOUR RENT/MORTGAGE AND UTlLITY COSTS FOR
TH|S MONTH'? : : ; .

SSIStance Ofﬂce

FILE YOUR FOOD STAMP APPLICATION TODAY! ltis YOUR RIGHT to file |
1.an application today at ANY TIME before 5 p.m. The person at the County. |
i|:Assistance Office should date-stamp your application while you watch. ~

If you are denied expedited food stamps, you have the right to an agency
conference within two working days with a supervisor at the County Assistance
Office.

If you feel you are being denied your rights or services, or if the Cour'y
Assistance Office does not take your application when you hand it in, and

HELPLINE toll free at 1-800-692-7462.

YOU CAN GET FREE LEGAL HELP AT THE LOCAL LEGAL SERVICES

_OFFICE. | 0

Thie ic an onnal AnnAdinibs neamrm  If unii halious vni vaue hoaoan Adierriminatoand anainct hecAalise of

- date-stamp it while you watch. ask to talk with a supervisor or call the
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that vou may receile a cash henefit // Include stepsin your plan that will help vou get
y .A.:‘Asg'g[ance for Needy - 4 job or tuke part in a work activity for an-aver:
I a tot._al_,ot onl) R -+ age of at least 20 hours-per week: :
e Read vour Participart Guide 10 Success for
information about getting started with vour
osearch fer ob.
/ AsK vour caseworker o help vou update vour
~plan when sou complete the <teps of vour situ-

-""cstabllsh ‘jointly.

Guzde _t0' Success for an averagc"of’at least: 20't hours per wee'k'

. A caseworker is available to dlscuss_programs that‘are avallable 6 'assm you in your search: for work.

K We can help ‘with addmonal assistance for the cost’ of chlld care. tramportauon and other work-
EK related- ‘expenses, if needed. Ask vour caseworker 3§0ut child care consumer education and

PAruiext provided by enc
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Aruitoxt provided by Eic:

- Cambining income irem a4 sueppoit erder

wWith the vorges vou cars ram g gah e

ake the JHTerence i acHine vog g L onr i
make the difference niv getimg ven ond Lo . ru‘n T 1m S

famidy off welfare.

“You MUST cooperaic with the, locd
Domestic Relations. agency o abtain LI\..J AR

~support. This includes providing the father's,
~name and any other information \nn RINTET

‘about an absent parent. keopiag '.:;}.}.«\::4!-
ments and signing and roterning Seppor

« - oforms. .
R - N , N ARK wour \‘N\mr)\gral\ou( :r.m\pon.'nm noe
. We will theln oo e Si the pecussany Lt aur doctar or clinic, o .
° : R N - T :- wa . “
papers with the conrt D SR AT
. i: Jruges or alcohol are ')rg\ Lnuno vou trnm

nding or keeping a job, vou \ 'UST partic-
dpatesnand, (.()lﬂplL[L :m' ¢

EDUCATION

‘toda\ mll mve them 2 head snrt on a bet
tOMOIrow.

A\)
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E

LAN-FOR. -SELF-SUFFICIENCY. 'AND -

AEETING WORK"-REQUIREMENTS
.GR. .\'JIENT OF MUTUAL RESPONSIBILITY

TAasE AT

TELED SDNE NT

ZATE:

Y GOALI(Sk

MY ACTION PLAN: .

TAKE - .

ACTION 8Y -

T TACTION
"COMPLETED -

1. MEETING WORK REQUIREMENTS:

Hours v;/orked:

Participate in WHAT: ___

WHEN:

2. PLAN FOR SELF-SUFFICIENCY:

3. FACILITATE.WORK BY:

REPORT ON THIS PLAN TO:

AT: { )
WHEN: { ")

MY TNAL IS TO BE ABLE TO SUPPORT MYSELF AND MY FAMILY:

have read and understand this agreement. |
understand that - signing this agreement is a
condition of eligibility and that the penalties, listed
on the reverse side of this form, may be imposed
i QO  without good cause; to complete certain

MONTHIYEAR:

BEST COPY AVAILABLE
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O i S, ., MAs s A A
- o I :

e e i
D 1 plan

evelap:
ar

with
Agreement of Mutual Responsibiiiin.

“ " THE PENALTY WILL BE:

ewarker and gl the T

<

VO i i iliinet beeligibléfor vour share of the cash.gran(.

complete and-sign an Agreement:s

Cooperate wiih she regi

A e remaoved from ihe grant and vour henefits. .

dssistance.

estahlish paterivin, Wit 2o wd ot Reast 28 pereent. Benetits for vour
O sentioa profective pavee, E
Cor v owith wory oo i~ S : - Inehigibie Yor 30 davs il ve
e : : : f Vs oor untl vou
This includes. buy o~ o compheoschiciiever is longer.
R ~. .. H wiras i Oy Ay M .
o activedy searching 1o joh: Z cin incitgibic for of) davs. or until vou
- = ) . L i ' R T S .
CAalendIing sSeSamIG B oW s Snd e T oo SAMpIY s Richeveras longer.
] s : Parmanent disqualification.
. O O "x RER1S \;‘_" R NS o T . . - . . . . . .
CNEALING 1Y g s R : Toonzaen e I monibs of receipt of assistance sou
wonvs 2t ey Z4omenins, vaur entive famidy
Mamtun carnines ™ S M o Y R sooradnosd e aoent cgual 1o whg
catse. reducing vonr ey RN N i ool carned sou had ot voluntaris
per week durng the s Z4 vl e R U LTS

diploma.

s

Attend high school or GED Clisses and o
are under age IS and s onoe i

stel i veu Y. i nes e siteiidie for vour share of the cash grant
Sathi Sigh school ur v ou ren e schoal

stance  abuse
emplovment.

Participate-in availuble drug or alecohpl treaiment if-sub-
15 deternuned 0 be a barrier to vour

You will not be eligible for vour share of the cash grant™ "
untii vou cooperate with an available treatment-plan. g

Apply: for gther poteiitial $ourcds ofincaime.

¢ If vou are an dppiicant for General Assistance. vou are
ineligible for at least 60 days and until compliance.
Otherwise. vou are ineligible until vou comply.

YOUR
RIGHTS:

GOOD
CAUSE:

Prior to vour benefits being reduced o discontinued. vou have the right to request a review of
vour case to determine if vou had good cause for not complying. You have the right to receive
a notice of action hefore vour benefits sre reduced or stopped: You have the right to request a
car hearing if vou disagree with our ¢-ision.

Good cause will be considered if the r: :son for not completing the steps in vour Plan for Seltf-
sutficiency is beyond vour control. Examples of wood cause are lack of appropriate child care.
sub-standard conditions at the job, or need to care tor a disabled or il person. ‘

FOR DPW CASEWORKERS USE ONLY

ACTIVITIES CHECKLIST

I Complete ajob ~eiirch.
l Report for employ ment aad irsining
axsussment workshop.
__] Paritcipate inawarkerelaied activit

AVCfags od I hours per week,

J Complote miga sehond GED.

] Establish paternity for a child.
] Cooperate with all child support actions.
] See that ehildren attend school and graduate.

I See than children receive Reaith SCreCnings
and sre immunized.

a Get wood prenastal care.

3 Complete alcohol and drug shuse counseirz
'] Apply for ather income.

‘] Puy providers.

Follow-up date

O

+<ERIC
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U:S:"Depaitment of Justice”"

PRI T

- OMB ¢1115.0003 .

Ammigration and Naturalization. Service ... .. . . . : e ' Apﬁ.ca(,&." (or Nalurahzaton -
START HERE - Please Type or Print . T ,

FOR INS USE ONLY

Part 1. Information about you.

Receont

R eund

|
RO |
i
|
!

Fanuly 1 Giver A
Name i Narry HERE .
i U.S. Malling Address - Care ot T
: ‘ e gaciod
i _ Stroet Number az :
H and Name i e e ]
i o R oo
' Cuy Coury |
| State ¢ e Sent :
{
! |
Date of Binh T Conmine - e
(monthvdayryeary ' Qe :
Social - € | .. reme
Securnty « i L . LI A :
- &
Part 2. Basis for Eligibility (check orie/ e
O rave 0een g piniancnt iesaen =2 g Can :
0 1have teen g birmarcot s0eat ‘o al vast b ; e e AR S i
: Uaed States Coteern BT FeR :
D 1.arn @ penmanent (CskIC crag of Voenten Siaics Lo i ‘n:Na(:wﬂ::‘ :
5 1 am apptying on the bas.s ot QuiantVus (MAAAMY SCnC ar e X0 e Forrees 5t e, 0 R i
o have anacned comoteted Foris. *v 426 and G 3258 - . B
¢ [0 Other {Pieasc SDCCHy sCCtan ol iaw: . L Atinterview _
— - - | T rcouent NdtulonZalon ceremony at (ourt
Part 3. . A,c,!dltqo_nal;mtor,matlon...about..you,--~ R RALI : - R
o " . : : — Remarks
Date you became -’ peraracer ] PO a0 weltt i wine - utata eisa ot 08 Ot :
- resident (monthidaysycarl - - N o L WNCIC GEANCO AdiuSiet L Slalus L L e
Cuzénstup ) ) \
ERE "'Name on alien regisiratOn card (f aficrént than wi Pait 11 ] . NN
. P N P P .
JRIREIAR

7T Oher ndines used Suce yOou bOCame a permancnt resuct A Wbty 18

x D Male Hewint

O Femawe

Tor Matal Status ) Swape
P . '_‘_\ Mainoal

Can you speak. 1cad and wrie Englisty 7 - ONe Dtes

Absences trom the U.S.:
.34~ yOu been absent om the U.S .suie DECunang a periancet rean. .
Ul you answored “Yes” . cownplele ihe lotiowi, Begis with your it

need more room (o cxplam the reason (or an abscnco Of 10 Ut mOr-
paper.

1’

St dUSEICe
LWy, CONUC - On SCparale

Acuon

T No Dves

it O

D10 absence tast

" Date ich u.s. Dale returned | 6 monins or more? Destnanorn

Reasoud tor i

0O ves O No

: To 84 Compieted by
D ves D No E Attorney or Representative. il any
Y N i (O Futay bos 4 G-28 15 anached o represont
Q ves O N i e apphcan
Q ves ONo VOLAGF

0O Yes O No |

0O ves O No

ATTY State Licanse #

Forau N-400 (Rov 071179 N

Q

ERIC
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'Par,t: ‘4, lnformatlon about-your resldences and employment

A, LISt your 3ddrasses during Ihe ast live (5) years or sice you Decame a pcvmancnl (NS SR MwJ@:vg 5 )5S Yo with yout current acdress.

W you neca

morg Space, conunue 0N Separaie paper:

sie e Suect Number-and Name, City Stans ‘Cowry- 200 Zo Coge 7 7

.~Dates (manttvdayryear)

From TS

3

K

B. LiSt yOur 8MpIoYers Gueniy it idst ive (91 ¢Caf3 L.51 w06r 0t T U0 TONT PQIent ¥ vt TUs!

on separale papor.

e wns TNeee” TyOu 00ed more space., continue

; - -~ Employer’'s Name EMAUOeL: s AJCILSy ; Ddtes EMekdeal swoatnadaynear) Occupalion/poston
Street Naere 20 Hauminer Cady Stater e 8 Lae ] Cuyem Tn
- 3 |
- 4 H
- — +
H '
}
1
Part 5. Information about your marital history.
A.  Total nuniber of UMes you have boen marfied | i peu we Owe GrGE SCa LAt s et ;AR gt Bt 0 wle
Famidy name l Guven narne Midgdie wliat
i
1
Address
Oale.of. buth. Cuunuy of ety . J.Cliceustp., .. ..
» w Jors . - PRSI e

... AL lll.apohcao;‘e:.'._»

deerme huu-tqr e slalus
(oot o US: ‘ctzen

Place (Cuy Slale)

asc provise e oowng 0’ separalé giaer

Name of prior

Part 6. Information about your children. -

8. Toﬂ Number of Chiddren .

aodress column; otherwise gve cCity/stale/country of Chdd’'s cutrent resaicnao.
SPace; conlinue on separate paper.

Coinple(c e lollowing intormauon koo Cachui your Chuisrein 11 s L taat Wves’ wille yOu, state” “with me ™
1 JUCLasCd, Wil TOCCUdsxt o, e Sikirea§ coluiny

in e

I you nced e

Fudt nanwe of chilg

Date of tith | Country of butte Cuizenstup

A Nutuilbsr

Address

Form N-4OO (Rav OTNT YN

Q

ERIC
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O U

ee e b M e sem e vimmrntm e s e an e

Part 7..Additlonal eligibliity factors.

Ploase answer 6aCh Of Uat IIlOWING QUESIONS | yUrd SESWUT : TY@S™ topaait e 3 SCLArdie: Uaten

1. Aro yOu NOw, Of have YOu Cve! DOen 3 Momeaer S, » ¢ .‘:::»."«.,, Sedeat i € ASSCCIAIONY weU U OGN P et
knowngty asded o SuppOAOd 10 Commumist Parry WGty o aGuaLin 11 ahl aiOllet
aavocalad, LUQNL DLNEVEd . I KNOWINGTY SUCKICTANS 0 Tt er o ™

2. Dinng the poros Maich 23, 1933 10 May 3 *945 343 42
NGOCUy, any Muiary umil, PArAMIKLALY il SONCE .0t 1] el der o0l oo,

- QOVernmoONnt agoNCy or OHICE. ABIMMNALGN Tditif, S CeOYIN0C [ L™y 1 =
or ransit camp, under the CoNrol or alihalod wal

B LT L B RV PO RS FUE R B 52 5]

oot ) No

WA nl Al ot

T U NS et

Lt dlad | avi UG a K SNy

a.  The Naz Government ot Germariy® T ves O No
D.  Any gQvernment n any arca OCCuLOW v 31X atl 0 R L R TR R B Y [ S
Goverament of Germany S ores O No
3. Have you at any wine, anywherg. eve: Loivids! T R i LAt R L A e
DOCause ol (ace. rehguon, NAONAS ONQIn, O L al Sttt ™ = ves No
4. Have you ever efl the Unisd SIales 10 avisd dearg 313706 (-, e RS Tores NG
S.  Have you ever lwied 10 cComply wilh: SeeCive Sur.Ce aws oves ONo
1l you have (eQistered under the SeieClive SCr/iCe W|ws. Lut 1w & te  owm 2 0TGia :
Selocuve Service Numner Dt i e e _
H you registered belore 1978. also (Oovaie 10C 1odCwilg
-Local Board Numpe: ;

6. Dnd you evor aooty (0 CAOMDUON (1OM :Turliry SMCE WCauws ¢ et - Ttes T No
7. Have you ever 06senoa tom Ire matar, e o -aval 'Gioes 31 Lol o " "D Yes [ No
8.  Since DBCOMING a PErMANENl rESIOBIL . NAVE YUu 780 Q0 1 Wi 3 'exdur s fatang bge - S22 Yes 5 No
9.

- Smce beoommq a’ pom.ar\enl (ESIOENL . NAVE U L 8 IUCTAT CIG T " T1dS o s ~orvaan 5 4 L e ICURTAE TOIUME
because you consndered YOoursetl 10 De a ner SO0 . R
i "Are Oeponabon procecomgs DENGING BQAINS! vCA:, 0 vt vG e £ TAn S i O SRR I TG ¢ e e ves Spoied

1 Have you ever cta:meo w wnung O 0 ANy wdy W I 3 Urnied Siab
12, Have you cvc(

drunkard”
aavocaled or prachceo oolyqamv"
e i -~'~<c-‘*'oeena‘prosmu(e o ploculod anyone for- txcs!.lul-on"

tece'ved acome o Irom diegal garmbling?
o gvven lalse' lesumony for the purpose of ublam«-g arly auratco teoer:®

1
~lave you ever been declared legally sncompelent of have 70 CVEf SOEN SOhEd dS & DAUCNT 11 1 il assb s don? : 3
14 " Were you born with, or have you acQuired in same way. aiy lld Gf 7¥Je¢ .- ~uluhly 6 Afy 1ot Stale”  © 7 R 1 1

15. Hawve you cver:
. knowingly COMMtled any Crme {Or wilCN yOu NAVE *CH et sitesicn” )}
b.  been-arresled. Glad, cliarged, INGKCIEN, TONVICIED. NSl OF ANOHSUIG S0 MHCARICG W o adaiinn, wh fave « Siande
. " exchiding rathic regulations? : ) , S 0O ves O No
(1. ISWEr YOS 10 5 . 11 yOur expianation give Ihe 1ollowg 1ionhdlam: i * | w5 .:udcﬁl Of OCCUIICeCL e Citly state arw
country, where the offense took place, the date and nature of (he oftense. arg U oUtcome o -GISPOSIION Ll i€ (asci

Part 8. Alleglance to the U.S.

It your answer {0 any of the following quesuons s “NO*. anach a lull e1plariatn:.

‘1. Do you behéve n the Constiluton and fonn of government of the U S ° T vYes [OJ No
2. Are you willing to lake the (ull Oalh of Atiegiance 10 Ine U S 2 (see snsituctionst T Yes (O No
3. Hihe law requires it are you wilting [0 bear arms on benall ot inc U S ? M vYes (O No
4. It the law requires i, are you willing 10 pertorm nONCOMDALANT SCACES 1 ihes Armied Fon <. 0t it 13 § ° ) ves O No
S. 1 the law requires i, are you wiling 10 pCAOM work 0! NATD it HNPONANCE UNOC! Civilials JFCLli: 0O ves (O No

Fonns N-4OU (How U7 17 91N Continued on back
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T R

sotwne. OF Sdar groap m e

orh e v et 2 s

. e prw -
A LS gRA IXCHCHT A1) (1Dl LTI 3I9Q 28 Gt lifilglon. adt Tty A et jrvony :
e UOIOU STt L 1 gt Y < :-:\,__‘ 1" '.mtc -vxc" 9--'~.,'a~*";. crins of OIQAMIZANON, OCAION, U35 .
o -
1Y
£

LT VTS AP S M R LI

Part 10. Complete only if y0u checked block -

©C "in Part 2.

HOW. (Tiany Of youa gty 2 '35 oot 5" = Your P o g e Wtk g SO0l o e B it pdresit |
Faiuly * - - S Mutgic
.

Name « o RERN N
Agdiess
Basis-lor Telesunisry Y g 4 atfene ! L ahaeer Lat

0O Bwiv - .

B P N PR SR TR S5 LA LU 5 Bk SN
) Nawsansgten ion te . Gonp i
I3 et

1 20001 O CQUnt o sier vt fges D

DOES 1S PArert NAVE g Loy 5 L - oy

3 Ny Ty e e el s L0 S L cen and ceadence o ius parent’s cilizenshep.)

{Alach @ COpy O rerilin J et °0

TGN 3 I "(, (33 Dapt TS X ATH) "45 sechon:

Part 11.- Signature. CREAL T DTG 2t Letiley Tt .

It e O G Uniica S1atoy o AMenca that tus apphcation. und 1i¢

et ey e

IS Sldlos o swait 3¢ 0 GG et
otnaglon: HE0 Ay OGS wiach e knnugraton and, Naturahizason Servwe

1 CCrUty, Lt o QUESKR B

cvcdence Subun(xcc Wit gl W aiwd - '.om;-:: BRI DR U ETT IR L N Y
. _'needs,(o de(enlllnc (.lumnl-l, (00 HiC DEOS 4t UGy e e
s:gnalure* Yo ' o Ca e i e JDate.

- . P'"\( Your Name ", v . spatel - T

.DC NOT COMPLETE THE FOLLOWING UMT!L INSTRUCTED TO DO SO AT THE INTERVIEW

| swear that | know the contents of thus apphcauon. and supplemential Subscrived and swors (0 belore me by the apphcant.
pages~ 1 “through - -, 'that the corections ;-Aumbered 1 - .- N -

through . were made al my request. and that this amended
apphcauon, s lrue to the best of my knowledge and behel.

(Exammer’s Signature } Date

i{Complete and true signature ol apphicant)

Forrn N ae (Raey 07 129NN “U.S. Goverrvrent Printing Office: 1005 — 187-1 5422682

BEST COPY AVAILABLE
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100 QUESTIONS FOR REVIEW

According to the INS, examiners are using these 100 questons. or questions similar to them, in thelr .
interviews of legalization app//cants '

Test yourself. Cover the answers and.try ‘o answer the Gi.2sti0ns.

these questions with other students.:

®NODO A WD

N R.D ®©

15,
- States. today’7
16.

17.

18.
19.
20.
21.

22.
23.

24.

What are the colors of our flag?
How many stars are there in our flag?

" What color are the stars on our flag?

What do the stars on the flag mean?
How many stripes are there in the flag?
What color are the stripes? :
What do the stripes on the flag mean?
How many states are there in the Union?
What is the 4th of July?

. What:is.the date: of lndependence Day’?
- Independence from whom? !

."*What country did we-fight'dufing" the
Revolutlonary War?

Who was’ the first PreSIdent of the

Who elects the . President of the United
States?

‘*/ho becomes President of the United

-3tates if the President should die?

For how long do we elect the President?
What is the Constitution?
Can the Constitution be changed?

What do we call a change to the
Constttutton"

How many changes or amendments are
there to the Constitution?

How many branches are there in our
government?

What are the three branches of our

~government?

BEST COPY AVAILABLE

Red, white, and blue.

50.
White.

“hen.practice asking and answering

One for each state in the Union.

13,
Red and white.

They reoresent the original 13 states.

30.

independence Day.
July 4th.

England.

England. |

George Washington. -~ "

The electoral eollege.

The Vice President.

Four years.

The supreme law of the land.

Yes.
An amendment.

26.

Three.

Legislative, executive, and judiciary.
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.25,
26.
27.

28.

29.‘
30:

31.

32.
33.

34.
35.

36. -

39.

"40.
41.

42.

43.

44.

45.

46.

_What is the legislative branch of our.
government"

Who makes the laws of the United
States?

What is Congress?

What are the duties of Congress?

"Who elects Congress?

How many senators are there in
Congress? °

Can you name the two senators from
your state?

For how long do we elect each senator?

How many representatrves are there in
Congress? .-

For how long do we elect the
representatives? .

What is the executive branch of our .
government"

‘What iszthe:judiciary-branch of our -
government"

37 '.What are_the duties of the_._Supreme

S:supreme:law of the United

.Whet:iihsf ‘the Bili-of Rights?

What is. the capltal of your state"

'Who is.the-current governor of your

state? .
Who becomes President of the United

" States if the President and the Vice

President should die?

-Who'is the Chief Justice of the United

States?

Can you name the thlrteen original
states?

Who said, ““‘Give me liberty or give me
death?"’

Which countries were our enemies during

-World War 11?

.. Congress.... .. .0
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Congress.

T~e Senate and the House of
Representatives. '

To make laws.
The people. PR .
100. .- . LI R F

Six years.
435.

Two yé’ars'.
The President..cabinet, and: 'depa'rtments

under cabinet members
The Supreme Court

The first ten ame_ndments to the
Constrtutlon

The Speaker of .the House of
Representatives.

New Hampshire, Massachusetts;, Rhode
Island, Connecticut, New York, New
Jersey, Pennsylvania; Delaware,
Maryland, Virginia, North.Carolina,
South Carolina, and Georgia.

Patrick Henry.

Germany, Italy, and Japan.

~ BEST COPY AVAILABLE




47.

48
49.
50.

51.

52.

53.
54.

55.
56.

57.

58.

59.

" 60.

61.

62.

63.
64.

65.

66.
67.

68.
69.

70.

'What are the 49th and 50th states of the

Uhion? ware e
How many terms can a President serve?
Who was ‘Martin Luther King. Jr.?

Who is the head of your local
government? '

According to the Constitution, a person
must meet certain requirements in orger
to be eligible to become President.
Name one of these requirements.

Why are thefe 100 senators in the
Senate?

Who selects the Supreme Court justices?

How many Supreme Court jystices are
there? m

Why did the Pilgrims-co e to Amerjca?
What is the head executive ate
government called” -

What is the head executnve of a city
government called” e

What hollday was celebrated for the first., . .

time by the American colonists? - -

~'Who was the main writer of the
Declaration of Independence? -

When was:the.Declaration of
Independence adopted"

What'is the basic belief of the Declaratton .

of Independence?

What is the national anthem of the United
States?

Who wrote the Star-SpangIed Banner?

Where does freedom of speech come
from?

What is the minimum voting age in the
United States?

Who signs bills into law?

What is the highest court in the United
States?

Who was President during the Civil War?

What did the Emancipation Proclamation
do?

‘What special group advises the
President?
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July 4,1776.

Alaska and Hawaii.

Two.
A civil rights leader.

Must be a natura born citizen of the
nited States.

Must be at ieast 35 years old.

Must have lived in the Unlted States for
at least 14 years. :

There are two from each state.

Trey are aopointed by the President.

Nine.

For religious freedem.
Thz2 governor.

The mayor.

Thanksgiving.

. 'Thorna_ts Jefferson.. ... e

Cownf oot e

That all.men are created equal,
The Star-Spangied Banner.

Francis Scott Key.
The Bill of Rights.

gighteen.

The President.
The Supreme Court.

Abraham Lincoln.
it freed many slaves.

The Cabinet.
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" 71, Which President is called “the father of George Washington. -

our country?"’ . . - e Y
72. What Immigration and Naturalization Form N-400. “"Application to File Petition : ¥
Service form is used to apply to become ior Naturalization™
a naturalized citizen?
73. Who helped the Pilgrims in America? T~2 Amenican Indians (Native
Americans).

74, 'What is the name of the ship that brought The Mayflower.
“the Pilgrims to America?.

75. What were the 13 original states of the Coionies.

, United States called? _

76. Name three rights or freedoms Freedom of speech.
guaranteed by the Bill of Rights. rreedom of the press.

Freedom of religion.

Freadom of assembly: _

The right to own a gun (bear arms).

T-e government needs a warrant to
search or.take a person’s property.

A person may not be tried twice for-the
same crime. and does not have to
testify against himself:™ _

~ The rtght to a trlal and the rlght to.a .

lawyer: - : :
~ Therightto.a. trlal by 1ury SR
77.- Who has-the: power to declare:war?:s:i #1i:4:7.* The-Congress. . i
~ 78.: What kind:of. government does the Umted ) _RepUhl,i_(:an. _
N States. have” R LY
79, vVthh Pres1dent freed: the slaves? - Abraham meoln
80. In whatyear was the Constitution wrltten 1787 AT

81. What are the first ten _amendments to the The BI“ of nghts
Constitution called? 7 :

.87 -ame one ourpose of the United Nations. For.countries to discuss and try to
o resolve world problems: to provide
economic aid to many countries.

83. Where does Congress meet? Ir the Capitol in Washington, D.C.

84. Whose rights are guaranteed by the Everyone (citizens and non-citizens
Constitution and the Bill of Rights? living in the United States).

85. What is the introduction to the The Preamble.
Constitution called?

86. Name one benefit of being a citizen of the Obtain federal government jobs: travel
United States. with a.U.S. passport; petition for close

relatives to come to the U.S. to live.

87. What is the most important right granted The right to vote.
to U.S. citizens?

88. What is the United States Capitol? . The place where Congress meets.

89. What is the White House? The President's official home.

Q '
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90.
91.

92.

93.

95.
96.
97.
98.
99.

100.

Where is the White House located?
What is the name of the President’s
official home? _
Name one right guaranteed by the-first
amendment. '

Who is the Commander-in-Chief of the
U.S. military?

Which President was the first
Commander-in-Chief of the U.S. military?
In what:month do we vote for the
President?

In what month is the new President
inaugurated?

How many times may a senator be re- -
elected? '

How many times may a Congressman be
re-elected? o

What are the 2 major political parties in
the United States today? _

How many states are there in the United
States? '

Washington, D.C.
The White House.

Freedom of speech/press/religion/
assembhly.
The Pracident.

George Washington.

November.

January.

There is no limit.
There .5 no {imit.
Democratic and Republican. .

50.
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Purposa.

can*wimhold m% conectFederal incometax-<... - .-

“~m yourpay Becdusa'your tax situation may.
‘nge,.you may want to, refi igure your
_atholding: each year: -
Exempt!on from withholding. if you are
exempt, complete only lines 1, 2,3, 4,and 7,
and sign the form to validate it. Your exemption
for. 1999 explres February 16,.2000.
Note: -You cannot claim exemption from
withi.Jing if (1) your incoma exceeds S700 and
‘includas more than. $250 of uneamed income
{e:g., intersst and dividends) and (2) another
person can clalm you asa dependenl on their
tax retum. .
Basic lmtructlone. lf you are not exempt
complete tha Personal Allowances | Worksheet.
The:worksheets on page 2 adjust your

s

fowar allowances.

‘eets that- -apply.’ 'mey will_help you figure -
mber-of withholding' aflowances you are
ititted to claim. However, you may clelm

Child tax and ‘higher education Cmdltt For

- details on adjusting withholding ‘or these and

other credits, see Pub. 919, Is My Withholding
Correct for 19997

Head of household. Generaily. ycu may claim
head of household filing status or your tax
return only if you are unmamiec 2~d pay more

than 50% of the costs of keeping 0 a nome for

yourself and ycur dependent(s} = Jther
qualifying individuals. See line E elow.
Nonwage income. !f you have a -arge amoun:
of nonwage inccme, such as interest or
dividends, you should consider making
estimated tax payments using Fcrm .1040-ES.
Dtharyisa you may owa additional tax.

the Form W-4 prepared for"
job.and zero allowances are. clalmed- or.the
others. :
Check your withholding. Affer your- _Form W-4:
takes effect, use Pub. 919.to.see how.the dollar
amount you are having withheld’ compares to -
your estimated total annuaf tax.”Get.Pub: 919
especially if you used the Two-Eamer/Two-Job
Worksheet and your eamings exceed $150.000
{Single) or $200.000 (Married). )
Recent name change? If your name on tine 1

 differs from that shown on your:social” secunty

card, call 1-800-772- 1213, for.a new soc1al
secuntycard L ;,,.,-: . .

withhoiding, allowances -based on itemized

Personal Allowances Worksheet

A Enter “1" for yourself if no one else can claim you as a dependent A
. "® You are single and have only one ]Ob or -
B Enter 1" if: { @ You are mamed have only one job, ard your spouse Joes not work; or 8
® Yuur wages from g second job cr your spouse’s wages ‘or the tofal of ooth} are 51,000 or fess.
C Enter. *§" for your spouse. But, you may choose 0 enter -0- if you are ~arried anc hav2 either a working spouse or
one |ob (ThIS ‘may help you avoid having too little tax withhe:c.1. . c
Enter nyumber of_dependents (other than your spouse or yourself) you wiii claim on your tax return, , o __
lll f le as, head ot household on your tax- return (see conditions unaer Head ot household abovel E
ve.at least $1 0(_) of Chlld or dependent care expenses for whuch .you plan to clalm a credlt F

o ellglble child.

T two efi igible chlldren enter '2“ if you have three or: f0ur ellglble chlldren or enter ‘3" it you r\ave llve or_mo e;ellglble chrldren
Add llnes ‘A lhrouqh G:and enter total here. Nota This amount: may be: different from the number of exempuons ’

“olf you plan: ito itemlze or clalm ad]ustments to lncome "and want 16 reduce: y

"'--_For accuracy.
' complete all"
worksheets

Employee s Wlthholdmg Allowance Certlﬁcate

> For Prlvacy Act end Papemork Reductlon Act Notlce see page’ 2

OMB No. 1545—0010

- 1999

PR : your first name and rmddle initial

Last nar~

2 Your social secunty number .

Home edgress (number and street or rurat route)

3 D Single D Married D Married. but withhold at higher Single cate.
Nota: if mamed, but legally ssparated, orspouse:sanorwesrdentafmd)ecklqubox

City or town, state, and ZIP code

4  if your last name differs from that on your social security card, check
here. You must call 1-800-772-1213 for a new card ..

.»D

5 Total number of allowances you are claiming (from line H above or from the worksheets on page 2 lf they apply) .
Addltlonal amount if any, you want withheld from each paycheck .
7 | ciaim exemption from withholding for 1899, and | certify that | meet BOTH of the loIlowtng condmons for exemptlon

-]

1

o

e Last year | had a right to a refund of ALL Federal income tax withheld because 1 had NO tax liability AND
e This year | expect a refund of ALL Federal income tax withheld because [ expect to have NO tax liability.

if you meet both conditions, write “EXEMPT" here .

> 7]

‘ar penalties of perjury, | certify that | am entitled to the number of wnthholdmg allowances claimed on this cemﬁcate or { am entitled to claim ex

.ployee's signature
(Form is not valid

empt status.

unless you sign it} »- Date » -
8 Employers name and address (Employer: Complete 8 and 10 only if sending to the IRS) 8 Office code 10 Employer identification number
o : : : {optionaf) : . i o
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Documents that Estab“Sh Both. Documents that Egtabllsh

1STS OF ACCEPTABLE DOCUMENTS.™*

- usTC

Documentsthat Establish

identity Erl}giﬁmfyloyment OR Identity AND Employment Eligibility
L . 1. Driver's license or ID card 1. U.S. socnalsecunty card issued
' ;Jkﬁi.r:;)ssport (unexpired or issued by a state or outlying by Lhe Social Security
- possession of the United States Administration (other than a
S provided it contains a card stating it is not valid for
2. Cemf'cate of US. szenshlp photograph or information such employment)
(INS Form N-560 or-N’561) . as name, date of birth,-sex, ‘
. height, eye color, and address
3. Cedtificate of Naturatization 2. ID card issued by federal, state, 2. Qenit’(ujcatio?] of Birth Abroad
(INS Form N-550 or N-570) " or local t : Issued by the Department of
- o or local government agencies or State (Form FS-545 or Form
. entuktles prov:ded it cont.ams a DS-1350) -
4. Unexpired foreign passport, photograp: ct>r mffc:;m:uon sueh
with I-557 stamp or attached as name, dale ot birth, sex.
INS Form I-94 indicating height, eye color, and address
unexpired employment o 3. Original or certified copy of a
- authorization - - ‘School ID card with a birth certificate-issued by a
. e state, county,. municipal,

" _photograph’

aathority or outlying- possession -
of the ‘United: States bearmg an

5. Alien Reglstratlon Recelpt Card, ;A ' V_et‘er':sv_reg_istratioﬁ card )
with photograph (INS.1 Form > 0 L " vv.offmal seal” _
I-151or 1‘551) : . ~U.S. Military card or draft record :
6 ;_i.Milifaly dependent's ID card. - - Natlve Amencantnbaldocument
.__._,-‘-U.-S Coast Guard Merchant
: Marmer Card .
7 Unexplred Employment : 5. U.S. Citizen ID Card (INS Form
Authorization Card (INS Form "'"".N‘Qt',v‘? ‘American tribal document ~ © ~~ 1-197)
I-688A) i , ' o
‘Driver's:license issued by a .
Canadian government authority : ' BT
8. Unexpured Reentry Permut (INS g 6. ID Card for use of Resident
Form 1_327) : . Citizen in the United States
: For persons under age 18 who (INS Form I-179). :
o i, are unable to presenta
9. Unexpired Refugee Travel - ‘document listed above:
Document (INS Form I-571) ‘ 7. Unexpired employment
10. School record or reporl card authorization document issued
10 Unexpured Employrnent ' P by the INS (other than those

Authorization Document.issued

by the INS -which contains a

photograph (INS Form I—GBBB) '

12. Day-care or nursery school
record

11. Clinic, doctor, or hospital récord

" listed under List A)

Iilustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

‘orm [-9 (Rev. 11-21-91) N
Q
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