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A MANUAL R' DEVELOPING AND .IMPLEMENTING THE ESL /ABE'
PROGRAM

2.1 IDENTIFY PROGRAM REQUIREMENTS/FUNDING

e-program administrator shOuld become aware of those requirements mandated by the
vpriotts pu_bliQ-aencies undpi. whose 'auspices hii hrogram is_ fundecLiNo_program,should
be developed whiCh IficlUdet areas c-6fitrary-to federal, state or local requirements in order
to avoid the risk of possible loss:or reduction of ftindin4."

. .

2.1 IDENTIFY FEDERAL REQUIREMENTS
4

While of limited use to focal program administrators, a general familiarity will avoid such
situations as offering ESL classes to students under 16 years of age. .

IDENTIFY FEDERAL FUNDING

The major source of federal funding for ESL BE programs has been PL 91-230. A chart
outlining the various funding sources is included in this section..

2.1.3 IDENTIFY STATE REQUIREMENTS

*The program administrator should be familiar with those guidelines, regulations, policy
requireMent forms, and reporting prbceduresiequired by the Illinois Office of Education.
The Illinois Office of Education regional sfipervisor can provide assistance in obtaining
adequate informalion to prepare proposals which meet both 'federal and state
requirements.,

Regional Offices of the Adult and Continuing Education Section, Illinois Office of
Education:

Springfield It . Chicago Mt. Vernon
100 North 'First Street 188 West Randolph 2413 WestBroadway
62777 60601 c .62864
(217) 782-3370 (312) 793-2232 -(61'8) 242-1676

.- .

2.1.4 IDENTIFY STATE FUNDING j

1 .

Illinois state Wilding' flakbeen available under Se on" 3-1 of the School Codsi Illinois
.1

Code
Adult Education Act Please see Chart 2.2: Adult Edu tionSources of Funds.

2.1.5. IDENTIFY LOCAL REQUIREMENTS). 14
1

Those areas hich a)not mandated by Federal or State law may be required by local.
agencies uch as the local community college or high school board. You . should be

.thoroughly familiar with-these regulations. *

Whine state teacher certification is not required to teach ESL in ABE programs, local
districts may have unique requirements. Some local districts require a,ptate certificate
while others have no requirements at all In any case, you Will need to .be familiar with ,
local regulations.



tit
2.1.6 IDENTIFY/LOCAL FUNDING

Local, agencies, associations, government offices; business and industry may be potential
sources-of supplementary funding: * .

PROGRAM DEVELOPMENT.

s.

Prior to instituting a progjam it.is necessary-to subrnita-vvri et"Troposal to:the-Malt
and Continuing Education Section of:the Illinois Office of Education.

All proposals should follow-the format outlined in,the Adult and Continuing Education
Guidelines. Assistance in developing the initial- proposal will be provided by th4-

=appropriate Redional Offices' of_the Adult add. Continuing Education Section,- Office of
Education (see Section 2.1.3),

2.2.1 IDENTIFY TARGET POPULATION

Areas of information might inciude:

population statistics
. age of population.

educational leVels of population
economic levels of population

United States GovernfiVnt Source-
1970 Census -
Gov rnrnentfirinting'Office
lnf rmation:frOiti 'Legislators \

# Regional Health, Education and Welfare Office
Regional Labor, Department Office

'Immigration and Naturalization.
MDTA Office
CETA Office
ProfesSional Associations (NAPCA*E;-TESOL)

chief employment areas f = .

national background ofpopulatiod.
'geographic area served -.

, present educational offerings in area
-

°

State Resources
State Manuals and Directories
Employment Security, Mental flealtliandEduCation Maferials
College-and-University Extension Centers
State LegislatOrt

4Office of Education
Public Aid '
Bilingual Education Service Center
Illinois Adult Edecation Association (IAEA).
Public Adult and Continuing Education Association (PA CE)
Illinois Teachers of English, to Speakers of Other Languages

Local Sources
Welfare and Health Agencies
SchoolDistricts



Education.Amcindmentsof 1974

CHART 2.1

Adult Education

Section. 102220 Schciol Code

Federal SRS Amendments

- 3-1 of. School Code

A) P.L. 91-230 as amended idiom: A) Public Aid A)
Title III .

B) Programming

1). ABE

a) 0-12 Level of- Insyuction

b) Priority (Reading
Test Determines)

c) 08
d) 9-12 (20% Limit)

C) Funding*

6

B) Programming

1) Federal Matching 74'-6/30
2) 10016.90/10-90% Federal,

10% State

3) Free

4) Out of school youth,
16 and older

C)

1) ABE

a) 0-12 Education;
b) No limitation on

'GED on 9-12
c) Child Care

d): Transportation
e) Vpcational Training

B)

Illinois Adult Education Act

Programming

1) Elemeritary Credit
2) High School Credit
3) Amefricanization (ESL)

4) GED

Funding

-

C) Fuliding

Federal 711-6/30 1) State 7/1-6/30.
100t 75/2545% Federal, , 2) $5.25 per clock hour
25% State 3) Tuition
Free

Public Aid Aecipient Only

)`Community colleges,are given monies for tuition with State apportionmetnt funds from the Illinois Community
College Board. ,

KEY TO CHART 2.1

A = SPECIFIC LEGISLATION '
B r AREAS OF INSTRUCTIONAL SERVICES

FUNDING

sDurce

Riimbursemant

3 Costs to. Participant

4 - Eligibility



Chambers of commerce
Newspapers.
Telephone Direcjories
pornmunity.Service Agencies
Religious and ChUrch Affiliated Organizations

on-Offices

^1.

-Other Local ABE Programs

2.2.2: IDENTIFY STUDENT NEEDS

local program counterparts
local bilingual piorams
related local,--state and federal agencies
local ethnic, fraternal and religious grouin"
former students
local.business and industry.

'local schools and training facilities

Methods which can be Used toocollect the infoination include:

distributing questionnaire to community agencies °
distributing: queStionnaire or needsassesiment to potential/students
telephone interviews with heads of, agencies serving theCOMMunity.
telephone interviews with commUnity residents
personal interviewspith agency heads
personal interviews with community residents

-
Cost benefits must be -considered- when evaluating and selecting information. and
information gathering needs. Some means of assessing student needs take more'
effort and money than others, but may provide important benefits in public' relations and
useful information,

For your information samples of student needs'as.sessment questionnaires are included
(see Sample Questionnaires 2.2 [A] and 2.2 [B] ).

DEVELOPING A PROGRAM

To meet the interrelated, needs of Adult ESL- students, it is necessary to distinguish
bettileen a course and a program. A course usually Twins a regularly scheduled
instructional session lasting fpr some specified period ofAlWits(i.e., 8 weeks, 16 weeks,
39 weeks) concerning one isolated area of study. A program consists of a co plc serves''
of related and highly integrated, units or areas of study., .In order. to meet th C Qoals of
ESL/ABE it is necessary to develop a core program (see Section 3A Planni g Guide for
Developing the ESL/ABE Instructional Prograin Introcluction).



LOPING.MEAU,RABLEEOBJECTIVES

To d ter nine the extent to which the Six'Gdalsof ESL/ABE are being satisfied, you need
to d velop measurable student objectives.,Section 3 of the Manual provides an extensive
lifting of si.4dh objectives drouped according to each of the Six Goals they address.

2.2.5 TIFY PHYSItAL FACILITIES

the extent pbssible, the folloWing areas shOuld Lie taken into consideration when .

ting facilities.
. P

parking
accessibility
lighting
heating/air,,conditioning/ventilation
mist rooms'ooms
f mishirigs/size/quantity/flexibility,

orage
oustics

space availability/size/flexibility.
amenities /food services

`Ct' IDENTIFY STAFFING NEEDS

You shotild consider all of the following instructional staffing needs:

instructional staff
paraprofessional staff
recruiting staff,
administrative staff
secretarial/clerical staff
volunteer staff
child care staff
supportive service staff

Any adult ESL administrator Will need to consider carefully all of the staffing a
suggested -above. Exclusion of any area shoulii be avoided Whenever possible and a budget
item commitment should be explicitly included for each Category in the proposal
developed for furiding,

2.2,6.1 INSTRUCTIONAL STAFF

The heart of the program is the teaching staff. Flecognizing the scarcity of qualified,
trained ESL teachers, program administrators.nevertheless should not sacrifice the quality
andsuccess of the prcigram, but should continuously search for qualified, experienced
teachers.



An administrator should consider such areas as:*

1. Demonstrated native or near-native fluency in English
2. Understanding,a ceptance and empathy for adults from a variety

of :non-English s acing backgrounds
-Ent : - -, 7 tra-n-dltegibilItY
Understanding of adult learners

5; Demonstrated teaching ability in ESL
6.. Knowledge, understandingand apprecialion ofnonAmerican

American ethnic-cultures
7.. Knowledge of ESL methods and techniques
8.* Practical experience in ESL instruction
9. Ability to diagnose language needs and provide appropriate

instructional experiences
TO. Professional degree

Priorities of Hiring
t

nd

i

The possibility of fully staffing your program with individuals exhibiting the ten criteria
listed above is remote. However, the criteria have been listed in order of priority from
that of the greatest (1) to the least (TO). It goes without saying that the teacher should
havenative or near-native Jluency with all aspects of the language. This is a must. or all
instructors. Items (2) and (3) are almost interchangeable and indeed it is difficult to
understand how one could. exist without the Other. The bdministrator should seek to
employ those individuals who can bring to the program as many of the ten comOebtencies
as possible, giving priority to the first five items.

Is it mandatory that the ESL teacher speak the language of the students? The answer, of
course, is; not simple. Incases where there are a multiplicity of .1anguage,backgrounds
represented in the class, a bilingual Aeacher is decidedly.ript required.. Offen, even with a
homogeneous language 'background, the teacher is better off NOT, speaking or at least
using the students' vernacular language. In such a case this often becoMes a crutch and
instruction is disintegrated into,talk.about English in Chinese, Tagalog, 'Italian, 4panish Or
whatever rather than talk in English. Bilingual.ability, for the ESL teather, then, is n4
required. .

Locating Capable Teachers

1. Maintain-a 'list of potential candidates. Sources for this list
might include:

ESL administrative counterparts
University and college placement offices.
, University TESOL Departments
Advertisements in local newspapers
Il.11inois TESOL Affiliate
Bilingual Education Service Certer

Have candidate complete written application



3, Secure professional vitae, credentials and recommendations.

,
4. Arrahge t ryo obsee a teaching demonstration by the candidate in your program

if ;possible. If this is not posSible, any teaching demonstration should be
arranged

.

Direct person I interview with you, y9ur staff bnd your students

2.2.6.2 PA R AP RO F..ESSI ONA STAFF

1

.
The 'complementary c mponent of teacher and student in the instructional team is the
paraprofessional. The paraprofessional vtforks directly with the teacher and the student.
Additionally, the , al' e will be required to work with., the entire supportive staff.
Attitudinal qualifica ons basic to teaching. staff members .should be expected of
paraprofessionals. Ad Wane! qualifications should include:

f" Ability to r late to and maintain rapport with adults,
students, to criers, other staff and community members
Ability to identify with the students J.

Understanding of their own responsibilities
Ability and willingness to folloW directions oaf teachers

4 40 Residence within the community
Participation in pre-service and in-service tra ing
Knowledge and Understanding of problems .f ced by Students
I wledge of student language

Suggested Duties:

Instructional assistant
,Tutor
Substitute teacher
Recruiting
Record keeping
Public relations
Community liaison
Care of teaching materials
(Nursery
Reproduction of materials

. Visual aid specialist
CheOk roils
Call on absentees
Perform otherduties as directed by the teacher

2.2.6.3. RECRUITING STAFF

p',/4 valuable adjunct to the program is &full or a part-time recruiter. A major responsibility
f the recruiter would be to act as a liaisai between the program and the community it

serves, bringing both together.

4 12
'f4



Ve.
4,

.

*.e

Name Social SatirityNo.' 40

Addivss

Telephone Date

Samidelquesti9rmaire [4].

Language Goati

Speaking

klri5nunclittion-4c

Reading

Ligen.14g

tab information Goals

Emergency Services.

(Health, Fire, Police,

Accident, Legal)

.-`low to Usthe Phone

Insurbnae (Auto, '
-Health, Life)

briver's se

Informatiop

,Based on a form used in the William Rainey Harper ESLIABE Program, Palatine, Illinois

a
%
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, '

Sample Questionnaire 2.2,2 [A] Contd.
4

.

What I WanIT4iXiiiiw. How ImiScirtails Iti commonti

Now Becorne

a Citi21#11

Social Security

(Disabi(fity., Medicare,

, Aetirement, Corredtiops4

I
CommunitY Services 1Food

$tari-ipsPuplip Aid,
1 Librlaryi Votinglifiecre-
i. pori, Consuriier Fraud).

,.Long Range Goals

Ei4hih'Grade'Dplarrta

6ED.Certificite

..-"4Vocatiohal Training `

ce.
gpporturiities,,,

1/4

Professional Training

EmploymentQoals

Job Forms (Applications,
TimeCards, Leave bfo

Absence)

Very ' Not
rIMportant Important ;Important

(I

Employment Opportunities

Unions

'Tests for Job Upgrading

.
JobRelated Math

Consumer Education Goals

Payroll Deductions

Ittcdme Tax

ip

r



1

Sample Questionnaire 2,2.2 [Al Contd.
0.

How ImPortant Is It?

Very Not
Important Important; Important

Credit ,

,Managing Your Money

Checking, eavirAs Account

Refit Problems

Salesmen Problem's,
9

Adyertising

Use of Newspaper

Other Goals

W

Comments
110.

? 3 40 Other

3 4 5 Other

I I 1 / I
How many t Mes a week would ou like each class to be?

I loW arty hours would you like each class to be? .

4DDITIONAL COMMENTS:

. .

IS 14



Pronunciation .

Reading

Writing

Voc.abula,ry & a

Listening Skills

4

Information Goals

How to Use Teleplione

citizenship

.4.

Comm\unity Services (Library, Recreation, Family Aid) ..

EmefOlay Services (Police, Fire, Legal)

Health Services

Family Budget & -Money Management

Employment (Applications, Opportunities) 0

Developed bythe Elgin YWCA, 220 E. Chicago Scree , irElsc,Ilyinois 60120
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CUMULATIVE MONTHLY
'Section

CLAIM 'FORM FOR ADULT EDUCATION CL. SSES.
10-22.20 of the Illinois Schodl Code

Approved
Budget

July August September Qc ober Noveihbor

A. instruction
T. Salaries
2. Benefits

B. Administration
1.. Salaries
ZSecieetariffl or clerical
3. Benefits
4. Other

C. Guidance and Counseling
1. Salaries
2. Benefits
3. Other

D. Testing Materials

B. Instructional Mateilals

F. Text Materials and Aids

G. Buildings and Facilities
1. Custodial

a. Salaries -

b. Benefits
d. Custodial supplies

2. Utilities
3. Building

a. Rental
b. Maintenance

),.

H. New kquipment

A to H SUB-TOTAL

J. Staff Development

,1( Transportation

L. 'Child Care

Monthly Cost Coniputation
Cumulative Cost Computation

Montlily-Gerferiteil Computation
Cumulative Generated `Computation



kt December. Janiiery Febru er'y April June
Yearly
Tp.tals

17

t
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I

Form 181.L.

CUMULATIVE MONTHLY CLAIM `FORM FOR:.-FEDERAL'ADUI,T EDUCATION ACT

Approve0,.

Budget
July, August

A. Instruction-

''. Salaries

2. Benefits

TOTAL SECTION A

September October November

Administration
1. Salaries

2. Clerical

3. Benefits
4. Other.

/ TOTAL SECTION B

C;Guidance & Counseling

1. Salaries

2. Benefit NY
-w

3. Other'
TOTAL SECTION C

11

sp. Testing Materials

E Instructional Materials

. F Text Mate & Aids:

W. Nein/ Equipmeht

A tb 171 - SUB-TOTAL

J. Staff Development

t
I. Indirect Cost Rate

17 Monthly Indirect Cost

2: Cumulativelndirect Cost

Monthly Cost Cornpatation

CumulatiVe Cost Computation

Monthly Generated Computation

Cumulative Generated Computation

18



A

FisCal Year

December January - February, March April May 'June
Yearly

Totals

r

k.

:20 19

p



In addition to the attitudiriel qualities giveh for teachers and paraprofessionals, the
recruiter should:,

have intimpteJsnowledge of-the comMunityand the program
speakthe language of the dominantstudent community
have knawlege of public relatfons; program promotion and
c'orninUnit4elatiOns

2.2.6A ADMINISTRATIVE STAFF'

_Staffing for thd administrative positiOn is extremely critical because individuals in a leader-
.,'ship position cantelp or hinder a program. /Candidates for an administrative position

should, in addition to already cited - attitudinal qualifications, possess the following
qualificatiorik

to previous adult administrative experience
preyio4 ESL teaching or administrative experience

'..fle'3dbiky in working with staff and'corrirratnity service.work
4ckgroOd experience and knowledge of fui4ding agencies and requirements

'-bockgroUnd experience and knowledge in proposal' writing
baCkgroUnd experienbe and knowledge in materials development and selection)

,experidnfe and training in staff development

2.2.7 DEVELOPING A BUDGET

Every prdposal submittedlor funding approval js requiredto develop a budget based on
the Guidelines developed by the Adult and. Continuing Education Section of the Illinois
Office of13ducation. The. categories .suggesfed in these guidelines.. form the basis for
budget. development-ESL administrators shbuld be aware that publicity, recruitment; etc.

I are not funded per se, but rely on generated student hours.-both in the\public schools
) .and community colleges

The program Administrator should bear in mind that the administrative unit through
which the ESL/ABE program is funded, 'whether it is a local high school district, a
community college or a cooperative district, Mil .process all disbursements and
expenditures. through its business office, It is helpful to develop your working budget: to
coincide with or at least reflect_ that followed by the administrative business v nit.

A second area or toneern in setting up, the budget should be the maintenance of an
up-to-date, accurate record of disbursements.Such a record should include:

Tie-in and coordination to major administrative districts
disbursement categories

Use °cone page for each budget line item.

Each entry should include date; purchase order:number; check. or cash
voucher number; date; dollar amount; item name. and 'description;
p ose; vendor pluS total remining in budgefitem-

20



Keep a running total of amount expended, deducted from total amount
"allocated, thus maintaining a running record of current balance

In addition to maintaining a separate record of Jisbursements per budget line' item, it is,
suggested that administratois maintain a cumulative running account of total disburse
meats made for all approved budget line items. A monthly cost would be computed and
carried each month to reflect the total program cost to date. The same records would be
maintained fOr monthly generated income and for cumulatiVe generated income. This
system provides a complete, simple record of total program expenditures and generated
income to date. The two following sample forms provide a suggested. format for
maintaining these tvyelve-month cumulative records (Form 2.2.7 [A1,, Cumulative
Monthly Claim Form for Adult Education ClassesSection 10-22.20 of the Illinois
School Code; Form 2.2.74[B]; Cumulative Monthly Claim Form for Federal Adult'
Education Act);

s. 2,3 PROG RAM, IMPLEMENTATION

-2.3:1 INFORMING THE COMMUNITY,

Develop an overall strategy to inform the communnyeof the ESL progra .

Involve all staff members
Consider use of a special recruiter who should be a representative
of the target community

3. Develop a list of community grouks representing:f

.

.

a) News media
b) Local government agencies
c) Business and .industry.
d) Schools, colleges, universities

fie) Ethnic, fraternai and religious groups

2.3.1.1 PREPARE PROGRAM.INFORMATION

Volt may wish to reproduce:

'1. Leaflets
2. Brochures.
3. Letter's
4. Posters
5. Newspaper articleS'
6. Media announcements
7. Speeches

While recruitment, pUblicity, materials selection,:maintenance.of student records, testing,
etc. are essential to the success of a program, it goes without saying that none of these is
funded per se, but rely on generated student hoursboth in the public schools and
community colleges.



2.3,1.2 'DEVELOP AND REFINE TECHNIQUES TO PROMOTE THE PROGRAM

- 1. Conduct telephone campaigns
2. Conduct door-to-door campaigns

. 3. Deliver, individual speeches
4. Contact parents of children in Bilingual Programs
5. Distribute leaflets at local supermarkets, movie theatres, shopping centers
6. Distribute through local agencies such as community oppcirtunitvicenters,

local clubs, churches, civic centers
7. Publish in local news media
B. Utilize non-English'speaking news media
9, Mail to former studeQts

10, Utilize any existing vehiclei which'serve the community you want to reach
.11. Institute an "each one /bring, one" policy
12. Hold a cultural open house
13. Participate in'prograTs, and activities hosted by tonal community agencies

While certain techniques, such as item tWo, work best in certain areas; in this case highly
urban areas, many, of the listed techniques.can be used by any one program: There Ore
responsibilities a recruiter can perform if recruiting sbrvices have been included in the
budget. 74

2.3.1.3 SCHEDULING DESIGNS

To serve the total community a director needs to plan for maximum prograril
In every community, large or small, there are workers and homemakers whb are unable to
attend evening classes due to work schedules. Try to schedulemorning, early"afternoon,
late afternoon and weekend classes as well as evening classei to make .opportunities
alienable to all adults. At preSent if ycib can my have evening classes, consider adding
one or two daytime classes. Gr4dually you ON buildg balanced program of daytime and
evening classes or learning laboratoryliours.

.

points to consider when scheduling:

1, Students should rot receive fewer. than three hours of in-class instruction per
week. .

1

2. A more desirable Schedule issix hours of in-classinstructiont per week.

3. It is not desirable to schedule a class which meets only once a week. bo
maximize instructional efficiency and carry over, a cless should meet at least
twicea week./7

4. Choose a location which permits all students to interact at least once dUring the
evening,

.1*
.

5, Establish classes pfnot less than, ten: and not, more than fifteen per claii.
Priorityfor reduced .class loiads should go to,the Basic GrouPs. tq meet
this goal will ultimately result in an excessively high drop-out rated



6. Encourage staff and students to determine an appropriate class break.' With
three hoars per evening, breaks might occur at the end of the first and iecond
hours for a total of twenty minutes. A 2'h-hour classThight recess at the end of
the first ninety minutes for fifteen minutes.

Schedule a sequential progression of instructicfnal levels which meet simul-
taneously, allowing students to move freely from group to group as ability
dictates.

B. If daytime space- allocations are difficult to obtaiff rri schools 'or collegets,
consider .facilities available in churches, community'tenters",:store-fronts, local
"Y'sn, etc. ,

. 9. Baby sitting /child care d s,facilities should be included "whenever possible.;
supportive service can be included'in the program if you have included

this expenditure in the toml budget allocated for "Indirect Costs." Addi-
tionally, local funding sources. to underwrite this service should be actively
sought. >00

P

)0. Once a balanced full time language program has been established, consider
adding special interest' classes to the program in such areas as reading,,
mathematics, consumer edtieation, citizenship, driver education, vocational \til

*English, business English.

MATERIALS EVALUATION AND 6E L(ECTION

1 SELECTING MATERIALS 1

,
The impo'rtance of ESL/ABE instructional materials to a sound program cannot be
overemphasized. The selection of materials based on sound language 'acquisition principles
will save teacher time and will aid' him in utilizing his time well Great care must be
exercised ip selecting materials. Some of the best or most common materials are intended
for the fast learning college student The vocabulary is usually, technical and highly'
specialized while the pace is generally faster than many a'dult ESL students can handle in
their situations. Although students and teachers may g through the material, little will
belearned and used by the student. On the other ham!, me need to be cautious of those

',materials ostensibly for adults which are actually urisatisffro.tory adaptations of materials
for children which reflect children's interests. .-

q

Generally, most second language materials are sequenced although each text has its
individual variations, It is usually necessary to select material from the text which fits the
majority of the students' needs and program goals and then adapt it, eliminate what is
inappropriate: nd expand what is useful.

Publishers, quick to ocognize the need for appropriate ESL/ABE material, ore producing
,pew books very rapidly: You and your staff have the responsibility and the authority to
decide what materials will be used An exaMination of the total range of materials,
available is the most satisfactory way to make thil decision. This is, however, completely
unfeasible. The ESL/ABE consultant staff is available to assist you in examining a
reasonibie range of materials. Some of the major factors to consider when selecting
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Materials are presentedin the sample Materials Evaluation Form iriclUdedin this section
(Figure 2,3.2.1),,

4
2.3,Z2 Some steps which you might follow in' evaluating and selecting instructional materials

include:.

.2.'3,3

reviewing, goals -
. .,

Providing Vehicle for evaluators to record their. views
involving persons whose needs and abilities are similarto those who will use the
material in the evaluation process , ' ,.

i.,

,,
involving the er\tire staff in somaway_m the evaluation process
schedUling time for the staff to condUdt such, evaluations

MAINTAINING STLIDENT RECORDS

The foll owing checklist provides a detailgd deicriiition ofihe range of information which ,

might be ,included in the adult student's cumulative record file and sorne:of the po;sible
uses to which this information could beput: 1. .

.,

.. ,

1. Sourcesto Determine Student Needs:
. .

^, Interviews
.. Registration datai

, Test data
Advisory committees
Trncripts

Referral Services Offered:

Educational counseling
Vocational counseling
Personalsocial counseling,
Avocational counseling'

Person -Performing Service:

.0

Administrator.
Counselor
Paraprofestsional

Veterans' 'records,
wo,k.experience recordi

'Staff recommerlations
Teacher reports
Other -`

Testinterpretation . ,
"Group,,guidance

Other

t,.

f. Teacher
4 Community "agency representative

Other

Services Intended to trnplerriZent Follovving
40. ,

ntary'diefloma
-High school orpldrna
Upgrading in basic skills
Fluency in Englikl

Tests AdMiniskered for:

Literate

G61(s):,

. .

Employability
Avocational activities

'Placement
..0ther

Non-literate
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Types ofZests Administered;
,

.6 Intelligence
Interest

- AptitUde
'Cultural

Stikients' Records

. Actiieverttent
Placement
ArAltudinal
Other

*

Made a part of cumulative files
Mdde availatileto teachers.
Usqizi to report to students'
Used in.assessing student-.
prdgros r*
USed in annual reports

r

2.3'2.2"

Publio.Inforrned R garding Following

Made the basis,for counseling
intenitews ; 4,

Made available for staff meetings
in program planning

Used in cunficulurn pl ping
* Other

Phases of Student Peponnel SerVices:

* Determine additional study '-Determine on-the-job,success
Detetrriine reatqns for drop-outs Other

.

t

'REG1STRATIOO AND ENROLLMENT
44. - I

. si. .t ...;_-* .. , ,

programPrior,,* to progriarn start-up datp afticulate your enrolimest procedure andodevelop those
forns necessary', tto comply. with required Tederal, state and localliquireinents. A
suggqsted'enrollmentproceciure follows:

'1,. Greet erach,student
-2. Conduct'oral interview,
3. Assist student,to fill out necessary fOrms '..,

. ,,4. P e 1

4`; Collect theck-each fo rm. for correCtness and "completion . '... , .
5. Deterrnine class lever for ea9h student ' ...- .
6. Assign itudent.to a lettel, . . li .
7. Provicie;Stuijent With ?written record of room nurnber,

.
class meeting times)

s:. and date(".;, names,ofteacts) and aides ,t,

, 8.' Provide a brief facilities orientationtation .
. 9, Escor,t student to class, introduce stu.dent to teacher '
TO. Provjde teacher with, a copy of stUaent's complete program schedule

0 .4

,,,1 / : Establish inclividuhr folde for- each student 'Each, folder should provide a
cumulative record oft.services, tests, etc. ,-

.
.

,.. 4

The ,entire enrollment procedure may well take more than one day to complete. Steps 1,
3, 4 and Er'might bwcdmpleted during the first .meetirig;, with steps?., 5, 6,./.. and 9 ".

,..completed during the next meeting and finally at ,the third meeting you coulccomplete
. .

, steps 10 and 11. .?

. ,. c t

g 0

If your program has sufficient staff to complete air ofthe bteps'expeditiously during the
initial period by. Ail Mean's do so. If not, it is better to:distribute thee procedures so that
students are not required to wait long hours:before actually ilapginning their program.4



. . . .

Taken together the'complete enrollment process .might be so- formidable tctthe student,
that the total effect could be negative, thus leading to the possibility' di dropping out,

Three procedures which should be avoided in the enrollment process are

'pre-registration by m ai I
publication in Onelanguage only (try to provide translations of basic program
information into as Miny other languages as possible)
an e oliment period which istoo compreset1

ATTEN DA RECORDS

,

o .

Since the reimbursement to' programs is based on attendance, maintaining accurate,
complete records in this area is of critical importance. You should establish a system 'for
recording and summarizing that data necessary for preparfng required state and federal
reports..

A record of the following inforination may be helpful:

Namealphabetically listed; surname, first name, middle initial
Sex *),
Selectedi Categories:

W = White
B = Black

= American Indian
'0 = Oriental
ONW, =-`

=
MA
SA
CORH=
MIG =-

4 WEL
Date of:Birth:
Age
Date of entry into program
Social Security Number
Telephone Number
Address

0 Occupation
. Enrollment Status:

N j'7. New student, date
R a Reentering student, date'

VVithdrawn, date
C ,=-Completion,, date

1:0 T = Transferred, date, transfeired to
Recording Daily Attendance:

Record of attendance must Lae maintained from the time a student enters

Other Non-White
Cuban
Mexican American
Spanish American (specify)
Correctional Institution'
Hospital
Migrant Worker
Welfare Recipient
month, day, year*
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213.4
.-

class until the date he officially is withdrawn from class or to the close of
the program.
If a student does not attend class for five consecutive days and the `reason
is unknOwn, the student should be removed from the active enrollment-
list by drawing-a line throughh, the name and all spaces remaining in the
daily attendance book.
Transferst When 'a student leaves one class in the program, and tran;fers
to anotheklass in the same program, a "T", the 'date of transfer and the
class to,which he has' ransferred should be plated next to his name in the
attendance book. '; t

,f Wilhdrawars: After five, consecutive days of abs ce an adult may be
withdrawit as of the date of last attendancenote date, reason for
withdrawal next to his name, drawing a line from the final date of
attendance to the ehd of the available Spaces.

Recording Attendance Summaries:
Monthly Summary of Attendance: . Each month you should total
'Possible Class Hours" for each student., Note that many will have

_ different totals, depending on their date of entry into the prograM. Then
total "Actual AttendApce." These should be recorded in the attendance
record,
Yearly Summary of Attendance: Total' "Possible Class Hours"; total
"Actual Attendance." These should be determined and entered for each
student 1 .

Students may remain in attendance it
".1

1. They feel welcomed and accepted.
2. Their integrity as adult human beings is zealously respeCted.

YOUR CHAIR WAS EMPTY.

Hope you will be able to return to

Teacher

'Phone Number Mott Adult high School

7
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They feel secure.
They experience some success at each class.
They are able to use on the outside what they practice on the inside and to do
this from the first class meeting on.

6 They are give a participatory role in planning and eveluating the program.
Some polit nquiry to those students who have missed three consecutive class
meetings is made. The illustrated preprihted form Was developed by the Mott
Adult High School, 1231 E. Kearsley Street, Flint, Michigan 48503, and was
brought to the attention of the staff through the courtesy of M. Eldon Schultz,
Senior Program ..Officer, Department of Health, Education and Welfare,
Region V, C.bicago. A form such as this is not likely to alienate the student, but
does indicate 'Merest and concern. It also allows the student to initiate contact
with the teacher.

4.

2.3.5 FOLLOW-UP - .-0
, 1

A follow-up of individuals who have completed the program and-those who have dropped
f%,from the program is an important part o the administrative service. Because it is time'

consuming and difficultto implement; folio -up is often the weak point in the program.
Yet it is a valuable aid in curriculum development and program evaluation. Equally
important, follow -up data can; rovide information substantiating the continued existence
of a program.

.h.
Some procedures which may be useful in follow up are:'

7
After three consecutive absendes, teacher telephones student.1.

If student does not return, his name is given to aide, vvho makes a second
telephone call.

3. If student still does not return, director sends a letter indicating number of
classes.missed.

4. If there is,,no response, the student is asked to complete a brief form on which
he checks off his reasons for dropping out,.

A check-list often yields more precise information than would be possible if
stqdenis were simply 'left to their 'ow devices in' supplying a reason for
withdrawals. Eicarroplet of such follow -up forms follow this section (Figures
2:3.5 [A1,-.2.3.5, [8 , Part E, Figure 2.3,.6 t13] ).

STUDENT TESTING AND PLACEMENT

It is not recommended that the required reading test be administered during the initial,
registratiOri period. The.entire undertaking may prove so threatening to the. student that
he will withdraw. Rather a nom-threatening oral interview may, well provide enough,
inforrnation on the level of competency to permit a reasonable placement within the
program. Some steps which may be followed for; testing'are,

"" f. Scheduling an oral interview for all students:for programfplacement.



Completing a short'Stovritten statement for each student attesting to the results
of the oral interview which.is signed by the teacher (see Figure 2,3.6 [Al ). This

- statement makes provisions for those student's who are unable to read
ENGLISH and provides classifications for Reading. Levels I, II, and III. This,
statement can then be submitted to the Office of Education, Adult and
Continuing Education Section.

Later in the program you may:administer a reading test to those students able
to take such a test in English. In order to assist in selecting a test, you. may wish
to- consult the nnotated List. of. Adult ESL Exams, Section 3.6,

As an example of the. orarinterview used as a placement instrument, we have included
two specimens: Figures 2.3.6 (Br and 2,3.6 [Cl Figure 2.3.6, (C] was developed by the
Elgin YWCA Adult ESL program and is suggestive of the way in which a Program' can
adapt such an intern to its own use

2.3.7 UTILIZING T OMMUNITY
(7,

Programs should reflect the communities, they sem and should meet the needs of the
community. Steps can be taken toward the achievement of these goals by gaining the

confidence and support of the community' served. To gain this'support,, you should
develop a close and meaningful relationship with your community.sk,

The success of the ESL program will dePend upon an effective cooperative effort between
it and the community-at-large. A thoughtfully planned community involvement program
will help develop unity and purpose betWeen your program and theigeneral public.

-. /

CoMmunity resoure6s should be as ful# utilized as possible with guest Speakers, field
trips, visits and active. interchanges. Th following listing of Comminity .Resources may
prove helpful. While not exhaustive,.,it is hoped it may suggest the wide range of
community assistance available for investigation. \
Community Resburces:.

Public Library
School Libraries.
Labor Unions '
Social Security Offices
Department of Public Welfare

- Public Health Agenciei -

Local Office, National Safety Council
Better Business Bureau
Colleges and Universities
Mental Health Agencies
Medical ClinicS
Dental Clinics
Employment Agencies
Local Business and industry

Family Geunseling Agencies
S. Child Welfare. Agehcies

. Police Department
Fire Department
Local Public Utility Companies
Driver Education Programs
ahild Psychologists
Museums
Recreation,Centers
Religious Organizations
Ethnic Organizations

',Fraternal Organizations
Professional Organizations \

° Legal Aid Societies



2.3.7;1 Additionally, the 'following summary is indicative pf the range of assistance you nay
expect frpm your community.

Government Affiliated Agencies:

Public Health DePartmentprovides varying amount of free or low-cost health care,
chest X-rays, and speakerson health and sanitation.

Employment AgenciesCan refer students,' provide speakers. They, are usually willing
to speak to adult classes abouflocal job opportunities aridieducational requirements
for employment. These talks will be based on the agency's periodic surveys of the
local labor market as well as their personal knowledge of what local employers. are
lOoking for. ,fr!

Office of Vocational Trainingprovides vocational training and other services to
students; speakers fora classes. The scope of services offered by this state agency is so
extensive that a vocational counselor should speak to the Class to explain the
program And schedule interviews with individual students,' ,
Civil Defense Programprovides instruction and reading materials. The state or loCal
civil defense coordinator (or any qualified civil defense instructor) can speak to the
class on such topic? as medical self-help, survival in natural disasters, and survival in
case of atomic attack. The program is also a valuable source of free reading
materials.

Cooperative exten sion Serviceprovides lectures, demonstrations, and instructional
materials. Home Economics Extension personnel will demonstrate and teach many
aspects of home management, such as sewing or preparation of attractive, nutritious,
and economical meals. This can be done as a part of the ABE class or as a separate

°gram for those who are interested. The Service also has a large collection of
:rea r materials, many of whiCh are written in simplified form.

Children and Family Servicesprovide counseling. The department of. children and
family services, as'well as other agencies specializing in this area, will visit the homes
of students or offer counseling in the agency's offices. Services vary from one
community to the other, but they should be known to ABE students via a speaker.
from the agertcy or a class ,visit to it. In some communities, the agency will assist
with transportation.

Public Libraryprovides speakers, free films, tapes, bibliographies, magazines,
iraveling exhibits. While services vary from one community to another, the special
services department of the library will be happY to explore the many areas, in Which
the library can,offer service.

Schools and Collegesprovide speakers from among the professional, business,
health and supportive service staff. Local schools and colleges may provide special
services for health referrals.

Mental Health 'Institutes-000de brochures, speakers, special information for
referralsin counseling.



, Consumer Protectioh Officeprovides inforniation on products, services and other
subjects of consumer concern, . May also provide speakers and lecturers to develop
special program%

Law Enforcement Agenciesprovide speakers, various brochures ,and printed
infOrmation.

Volunteer Agencies and Civic Grpiips;

Local Religious Groupscari provide teacher aides,' operate nurs les, ,doliate
classrooms, or provide other forms of assistance. Local churches and nagogues--
particularly their women's auxiliaries, are often looking, for worthwhile community
projects and Will usually be anxious to help the ESL/ABE program if they are made
aware of its needs.. They 'can, for example, provide'rovide Volunteers to work as teacher
aides, or might operate a 'nursery for the class-members' children. Many religious
groups can donate classroom space which may be more appealing and more centrally
located than a classroom in the local ichool.

Red Cross. and alotion Army can extend. emergenoy help to students. Students
who need f d, clothing, shelter orpother essentials because of a natural, disaster or
some for of personal disaster can obtain- help from these agencies while-
goverjiment agencies or insurance companies are investigating their clai s. The local
Red Cross can also provide instruction in medical, self- help, - ,first -aid, b by care for .

./
expectant parents, and other related. subjects.

Civic Groups and ClubsMany are anxioil to begin community improvement
projects and will ielcome the chance to assist ABE' programs. One outstanding
example is the"Lions Club, which has provid eye care and glasses to thousands of
indigent people..

Special Interest Ethnic Groupsmay be valdable sources of volunteers; aides or
special community advice; services nd ref rals.

League of Women Voters.provides'itiformqtion about voter regiitration, candidates
and issues in elections, community agencies, and other information about
citizenship. While' each local League has its own projects, citizenship education of
the deprived is a continuing interest of all League ups. The lOcal League might
undertake a special project to help ABE stuiderjts, or can provide speakers. and
literature (such as political directories) about all aspe of the community's political
life to help students understand how they can beco rticipating, voting citizens.

Planned Parebthood Associationcan provide literatu rid speakers. Local planned
parenthood groups can provide professional speakers irth control to address the
class, or will provide personal instruction and counseling to those students who are
interested in more information on birth control methods.

Other Groupsthere are many such as Settlement Houses and the Migrant Council
who have years of experience worki g with disadvantaged people 'and can give
assistance to the ABE teacher or class. .
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Business and Professional Groups:

Medical and Dental Societiescan set up clinics and provide speakers, some medical
and dental societies can be,persuided to set up a clinic at the school to examine
ABE students. Individual doctors ,or dentists may speak to the class about health,
hygiene, and related subjects.

Hospitals and Clinicsmay provide services simill to above.

Legal Aid Societiesprovide legal services.and, informaliori. Sponsored by local
associations or law. schools, legal aid societies can provide,free legal services and
;advice for those who are unable to pay for it A spokesman,for the local society can
explaitithat group's services to the ABE class, as well-as provide general informatiori
about legal rights of citizens,

'Labor Unionswill recruit students and help in a variety of ways. Local labor,
organizations have long been interested in adult basic education, Their education
officers often serve on lay advisory committees to ABE programs, and may \
contribute time, money, or facilities to help the program in some appropriate way.

Private Business and Industryprovide free, literature or other materials, and
encourage tours.. They may be able to provide a variety of reading materials and
other equipment or supplies for the program. They may aj-so help the teacher plan
class visits to their plants or offices. Mat* will provide Speakers.

Employment AgenciesPublic, Private and Institutional. Placement Officescan
priovide speakers, brochures, employment forms, etc.

0E0/Type Programs:

Local. Community Opportunity Centers---provide tailor-made local services such as
recruiting, providing teacher aides, conducting nunneries, or administering projects
and direct grants. They are staffed by local people and are responsible =to local
conditions. There is virtually no limit to the variety of services which can be worked
out with the local agency.

Project Head Startthe head start program provides pre- school education to
deprived children from ages 3 to 6 so that they will be able to profit more from first
grade and elementary public school education. Programs for parents are often
conducted in the same location (or parents may be referred to ABE classes), so that
they will be in a better Position to help their children keep the head start they have
acquired.

The Job Corpsprovides job training to young men and women. Aside from trying
to make disadvantaged young people employable, the Job Corps encourages them to
return to schbol, obtain a job, or to joie the armed forces after training is
completed. Teachers may want to refer some of their younger students to he Job

»Corps, and should keep older students informed of the opportunities it offers their
children.
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2.3.7.2 ADVISORY COMMITTEE

One of the most effective methods of invoNing the community is through the
establishment of a community advisory,council, lit is self-evident that an advisory council
should be truly 'representative of the entire community and of the sub-communities
therein. If the council: is to be truly remsentative it should include an administrator,
fornier students, presently, enrolled students, re4resentative from busipess and labor,
representatives of public and community agencies, professional associations, minority
groups and any other community 'groups which can be identified.

To function effectively an Advisory Council should have

explicitly stated goals, and characteristici of the program
clearly defined internal and external operations

The degree of involvement and responsibility of the council will of course vary greatly
from program to program. Generally, however, ypu may wish to have an advisory council
assist you in such areas as:

conducting a needs assessment -
designing a-\systematic approach to 'establishing program goals; objectives,
outcomes, eValuations
interpreting the Adult ESL program to the greater community' as part of an
effort to secure and maintain public suppiirt- .

refining and supporting recreiitmerit programs
refining total progranyofferings
sources of voluntary resource persons for program enrichment

The Advisory Council, formeclis it is otcommuhity leaders, considers a cross-section bf
needs when making its recommendations: It teipds to keep the adniinistrator sensitive to
the broader community, and to keep tie broader community se>isitive to the needs of the
ESL adult program.
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Figure 2.32.1

ESL. MATERIALS EVALUATIolci--FOR/M

Evaluator

Program

Title
Date

Objective: This 'form is. designed for use by the staff of adult basic -and continuing education canters in their
_evaltiation of ESL/ABE materials. Its purpose is multi-faceted in that it is both an 'analytical device and also an
instructional instrument directing and broadening thought on how a particular teaching design can be Integrated
with other existing materials. These forms will be of special value to those, ESL' instructors who come to preview
materiels at the BESC.

Title.

Abthor

Publisher

Category (check where appropriate):

series

0 basic text
0 workbook

teacher's manual,

grarrimar

copiposition
seeder

eionversation

0 Pronunciation
0 tapebook
El vocabulary
El spelling

student reference

El film
tape

filmstrip

0 chart
poster

flashcards

0 language master cards

O microfiche
kit

. 0 record
0 other (sPecify)

Hardwari. necessary for irnplemytation of this material:

Method of instruction:

programmed: linear pranching7tr
self-directed

teacher-directed activity only
other (specify)

Designed for what level:

El beginning

O intermediate
advanced
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Figure 2,3.2.1 rpntd.

EACH' ITEM SHOULD tIE MARKED , or 0

aaao

adult oriented

legible

0 challenging

interesting ,

0 flexible (can be reorganized within itself and/or with other materials)

-I- YES NO 0 NOT APPLICABLE

GENERAL FORMAT AND APPROACH

innovative in its approach./ a.

fO clear,: di actions..
..

concise, and adequate d
,

special instructions given to the teacher

'El models are provided

to be pied with one specific language

presents aspectiof U.S. culture

providts for acquisition of language skills: cistening, speaking, reading, writing

activities integrate the four basic, skills
a

development Of skills is.sequential

development of skills is .gradual

development of skills is lOgical

O development of skills is reinforced

: 0 strictly supplementary

- call stand alpine

is integrated with other material

a. theory of second language'instrUction is evident

'

0 proOdes for out-of-classpractice

provides for testing Of skills

my students really need this material (identify students)

Comments:

3
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Figure Contd.

PRONUNCIATION

D schematic diagrams and pronunciation keys are clear and easy to follow
0 key*approachesaural, visual, oral, and kinesthetic are used in teaching pronunciation
ID provision is made for listening practice

ED a sequence is followed in teaching sands

0 adequate number, type, and vaiety`of drills provided
Comments

ry

400
GRAMMAR/DRILLS

grammar is presented through diagrams, dialogues, or reading passages

repetition is provide,d through mrVel sentences -'
0 a variety of practice activities for grammar items is provided
0 drills aft appropriate for each practice situation'
0-drill items are lOgically grouped for student peiception and performance
0 drill utterances represenvectual spoken English
0 real communication exercises are provided

0 grammar items are reintroduced in following communication activities
Comments

ainteresting to adults
recombine voCabttlery and grammar

0 treatcurrent topics
O accompanied. by adequate comprehension tests,
COmments

READING PASSAGES

WRITING

models are given'

nipdels aresosiefi by difficulty,,purposet or topic
0 models provide for a variety of levels of formality
0 writing activities reinforce listening, reading, and speaking activities
0 writing is taught during the other skills
0 writing ispught after the other skills
0 writing is controlled
0 skills leading to free composition are introduced sequentiallY
0 a variety of writing purposes is taught
0 stylus taught
0 kind, of writing taught is what the students really need
Comments

4

a
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Figure 2.3.2.1 Contd.

VOCABULARY

Din harmony with probable experiences and centers of interest of adult students

0 systematically taught and reintroduced
Pictures lotroduced to c.larifV-important concepts-

0 study activities included
Comments

,

,
D directions are easy to understand .

0 is necessary f4r daily use of material
0 has a plicemen't guide f,pr materials

Prcivides stiggestions for diagnosis of specific skills

rrhas supplementary material

GI deser s a variety:of teaching metVgIs

Ccrnmen t,

TEACHER'S MANUAL

GENERAL COM

Have you used this'material? '
>A

Was it effective? Was it a drag? Was it fug to use? Would you use it again? Would you Ilk* to toss it into the garbage?

Strong points of the material (be specific)

Weak points of material (if certain pages/sections Qrovide problems, list

If you haven't used it, would you?

We would appreciate any additional candid comments You would like to make concerning thli material;

Prepared by Joanna Sculley and John Daugherty, Arlington Heights, Illinois, 1975.'
0-
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Name

Figure 2.3.5 fAl

INFORMATION CHECKLIST

Date Age

Check any of the folldwing that are appropriate at entry and at termination:

At Entry At Termination

(
Entered tbe.prograrrifor the first time at this registration

2. Employed .

3. Employed part-time .

4. Not employed

5. Receiving public assistance

6. Learning English as a:second language

7. Does not use English at'prirnary language

8. Is a U.S. citizen

9 Found a better paying job

10. Has been promoted in their job

11. Received 8th grade diploma as a result of the program

12. Enrolled in education/training after ABE A

-

13. Passed GEE) test '." .4 ".

.
14. Enrolled in high school completion program

4
,

15. Received a drivers license during program

16. Registered to vote during program

17. Received training in completing tax forms ..... . .. . .... . ... .

. . ,
.Flinn the {lowing:

A

18. Number of children 0-5 years living in residence?

19. Number of children 5-18 years living in residence?

Developed by William Rainey Harper College Adult Education Program, Palatine, Illinois.
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TO:

' Figure 2.3.5 EEO

FROM: Noreen Lopez Coordinator, Adult Basic Education

To improve our program it is necessary to find out why students stop coming to classes.
ti

It would be most helpful if you would 'pleale check off the reason or reasons youstopped attending and return the

,form in the enclosed preeaddressid and prestamped envelope.

Thank yap very mu5h.

REASON FOR LEAVING:

a. Transportation problem..

b. Shift change

c. Got all you wanted from the class

. Second job or overtime II

e. 0 New job placement

f. Crass did not meet your,needs

g. C Dissatisfied with program

Other (specify):

4-Para mejorar nuestro programa es necesario investigar la razdn o razone$pO'r la quo los estudiantes dejar'on de-Vistfr

,a

Nos ayuclaria mucho si usted hiciera el favor de maiaar -1a,razon o rezones par las que usted dejo de asisiir.-Haga el

favor de davolveF la forma en el sobre que se le ha envied°.

Muthisimas gracias.

RA2ONES:

a. Probtema de transporte

b, Cambio de horatib'ile: trabajo

c. Recibid todo lo que esperaba de la clase

d. Segundo empleo o trabaje tiempo extra

ok.

e. Cambio de. emote°
a- -

f. 0 clase no cubrio sus necesidades
. . .

g. No estuvo-satisfecho con el programa' --
h. Otras rezones (Especificar)

J

Follow-up letter cleveloped.py William Rainey Harper College, Adultlucsation Program, Palatine, Illinois.
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READING LEVEL CERTIFICATION

Date

fi

Student's Name.

0 .Unable to read English

Cl Reading Level t (grades 0-4)

1No-Reatling -Level II '(grades 5-0),/

0 Reading Level (grades 9:12).

Based onithe results' of the criral iriterview .conducted at 's ent regiStration. ind/cir tha.reading test

certify.; that.-

at the above appropriately' cbeCkedlevel

o

inistered, 1.

. .

reads English

t

Teacher's Name .

.

Developed by. Elgin YWCA, 22Dtest Chico*, Street, Elgin, Illinois 60120

ao
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THE INFORMATI011\SHEET ASuA PLACEMENT 'INSTRUMENT

,

Figure;2;3.6 [B]

A-considerable amount of informationis necessary in order .to complete each stuaerit's.file-folder
and it is felt that several things might as well be accomplished at once, so questions relating to the
file-folder information are used asthe basis for a placement instrument This test is devised in such a
mariner that the student feels he- is filling odt\an 'application qUestioPaire rather than taking an
examination.

Later, the student's instryctor or the teacher aide can ttansferthe infor"mation from the plicemeht.
instrument to the file.- The placement instrument accomplishes at least...three purposes simul-
taneously. One, it offers a grIss placement for the incoming student. Two,nit accumulates necessary
information for the student's information file. Three, it puts the student "atRase" in the sew that
the studentfeels that he is still in the preliminary stages of 'his enrollment and is no4.. yet'under
stress. Also, the instrument gives .a gobd beginning for judging the student's usable vocablAdry,
grammar, pun*ation, spelling and reading ability.

The following.placembfit level is included as a suggested guide:

LEVEL I Low Beginning_

High. Beginning

LEVEL I I \Low Intermediate

High's Intermediate

LEVEL I I I Low Advanced

High Advanced

. , 4

Cannot and answer any questions .

Answers Q. 1,.2,. 3 with incomplete sentences,
many errors; omissions
Reads and answers as above

Answers Q. 1-5;ifaif cantrol,few omissions
Answers Q. 6.10 with correclinformation;
many errors; omissions

Answers Q.. 1 -10 correctly; few errors or
orrgsgions
AnsWers 11.and 12 hesitantly; niany*errors

.and omissions; non-comprehension of 13, 14
or ;15

Answers Q. 1-15 correctly: tew errors;JeW
omissions.
Difficulty understanding Q. B 1-3; answers
hesitantly; many errors and omissions

Answers Q. B 1-3 fluently and correctly
Understands Q. B 4-7; responds hesitantly;
many errors and omissions

Answers all questions through B 7 fluently;
few errors; possibly heavy pronunciation
boPiusions; errors in perfect tenses

41?



.

institution
In/Um-viewer

4
r

13 What is-your name?

2. What isyour address?.

What is the.datefoday?

Whatis your Soilal Secalty,No.?..

S Do you havi,a teteptione?. Whatis Ow number?

5. Are you married? What is yoUr husband's name (br wif so'hanie)?'

4.1

.7. Do you have children?'" , How many?

8. When were yOu born?: Month bay
9 Where ivere'youkrn7 City State

40. Do you havea car? .

11. If so, what kind? ti What is the license number?

Year
Country

12. Do you have an Illinois driver's license?

13. Where are yOu employed?

14. Are you'entplOyed full-tiree or pan-time?

15. How lonkhave you worked for your prestint employer?

0 B EOUCATIONAL HISTORY
ou go to elementary schtiol? . Where?

s'the last gradeNcis completed?.

u go to high school? Where?

is the last grade you completed?

outgo to college? . Where?

t is Ae.last grade Completed?

4. Have you had any other iducatibn or training/

1 2 3 4 5 6 7. 8

1''2 3 4

1 2 3 4

.What kind? 'Where?

5. Can you read:

English. '.

Spanish

Other

Not at all

Have You ever attended school in the U.S.? 0 Yes 0 No
Where? How long?

it:. How long ha4e you been in the'll S.?

43 42
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Figure 2.3.6 [B] Contd.

To be completes' by authorized program staff

C EDUCATIONAL PLACEMENT

Kind of Test

Progress Report

Enrollmint Comple.tion Certificate Exit
Date Course Date Hours Date

1. To Counselor

2.. To Vocational Training .

3. To Emptoyment

4. To Other Classes . .

5. Other ... .
6. Other , .

Referrals

'Results

'ft

Reason

0 0 ..... .....

. . .

Datg

Completion - .'Date

1. ESL Program .

. 2 8th Grade Diploma . . ... . . . . . 0

3, G.E.D , ...
4. Other . .. ... .. . ;



Figure'2.3.6 [B] Contd.

D CERTIFICATE RECORD

Date Certificate Received

Class

No. of Hours,.

FOLLOW.UP .

Reason for Separation Chick
1. To take a job . ..

2. To,take a better job ............. ... . .. ... .. ...... . .. ............'..... .. ..... 1,.. ..... -0
3. To enter another training program .... . .. ..i. ... . ./
4. Met personal objective

5. Fpr lack of interest

6. Because of health problems

7. Because bf-tfansportation problems . . .... . 4 0
8. Bedause of child care prOblems

9. Because of family problems , ..... . ... ................ .......
10. Because of time class /program is scheduled , .
11. fleciuse of classfprogram termination

12. For other known reasons
1001t

13. For unknown reasons

41.

Additic;nal Inforination

o

oa

1. Is enrolled in a urban ABE Program 'El
2. Is enrolled in rural ABE Progfam

.,..

3.; Is enrolled in ogram who is employed

4. Is enrolled in p ogram who is unemployed

5. Is enrolled in p ram who is receiving public assistance ........ I. V 0
6.41.74-trf waiting list to enter program . . .. . . . . .... . .

i 7. Achieved Eighth Grade Diploma through program ..
8., Enrolled in High School. Diploma Program after completing ABE Program

9. Passed. G.E.D. test 0
10. Graduated from high school after starting in Adult Education Program ..... . .. ..... . ......
11; Enr011ed in other Education/Training Program ,,.. .. .$. :."!:'......,,..'... . . . .. .. .
12. Was removed from Public Assistance Rolls ....-11

.

13. Obtained jobsas a result of Adult Education experience . _./ .. . .. . . .
14. Changed to or was upgraded to a better job as a result of program .. . . . .. .. : 0

. 15. Registered to vote for the first time , . 0
16. Received U.S Citizenship

17. Receivadr)ver's license ....... .............. ..
18. Received,training in completing income tax forms -' ... .

E.3>
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STUDENT R4GISTRA ION FORM

Name

Address

Phone

Birthday Lit Age

Male

Figyre 2.3.6 [C]

BEY

ENGLISH AS A SECOND LANGUAGE

Date

Interviewer

Reading Level

Female

Place of employment

Full time Pert time

HoW long in U.S.?

)
4 \

Educational History (circle last grade completed)

1. Grade School 1 2. 3

2. High School l' 2 3

3. College 1 2 3

4. Other education

(Include English classes, if any)

4 5 6 8

4

4

Read a newspaper in native language?

Read a newspaper in English?

Children ...... . . Number School'Age Number Pre-School Age

list names and ages of children enrolled in YWCA child care program. Please indicate any special problems,

personal class objective:

.Developed by the Elgin YWCA, 220 E Chicago Street, Elgin, Illinois 60i20
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Figure 2.3,6 [CI Contd.

Please circle correct response.
'14ik .

Are you a citizen of U.S.? Yes No

Are you a registered voter?

Are you.an Armed Forces veteran?
I

Yes No

Yes No

Are you head of household? Yes No

Do you speak English in your home? Yes No

WO did you hear about the English class? I

Date

Class Placement s

COmpletion Drop
Location Teacher/Level Date Sate Reason

Testing Record

K d of Test Date Result s Date Result

Developed by the Elgin YWCA, 220 E. Chicago Street, Elgin, Illinois 60120

\
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2.4 STAFF DEVELOPMENT

Program administrators should encourage and foster staff detiielopment activities, It is
important to provide ways in which the staff can participate actively in both the planning
and training aspects of theidevelopment. To encourage such participation, you may wish
to consider some of the follOwing suggestions:

develop and *maintain staff profiles includinb training, experience, talents, interests,
areas of. expertise

schedule meetings at least oncea month (or, if this is not possible, schedule and hold
regular meetings)

.

schedule staff meetings either when demands on staff time are minimal or when
released time can be secured

discuss program structure and funding with staff

review proposal goals and objectives

discuss program planning and budget preparation with staff

. review present budget and its implications

solicit staff recommendations, within limits of budget and program, for staff
development activities

solicit staff recommendations for expenditures of budgeted items

review staff development activities, available locally, regionally, state and nation-wide

inplude budget item for staff participation in available staff deValopment activities
(i.p., attendance at staff development activities- regional, state, federal and
professional conferences; reimbursement for travel AO Curriculum Resource Center,
etc.)

review these options regularly with Staff

develop a professional library for staff; review with staff

review materials, brochures, handbooks, curriculum guides, media with staff

budget for and schedule periodical local program staff development activities based
on staff input

schedule time and space for staff to work together

cooperatively develop and review handbooks for staff. and 'students

prepare and distribute regular report of staff meetings and activities

arrange for staff to-visit other local programs, community service organiiations, etc.
ft

48 47



interp ret al, state and federal policies and practices with the staff

make availa e resource peopta with first-hand training and experience in adult ESL

delegate respo ibilities to students, staff mernbers-tproviding opportunities for
these staff mem rs ta make their findings available to others

provide opportuni for staff to demonstrate their instructional abilities to other
teachers

2.5 P ROG RAM VALUATION

Program eval ation should:

provide information necessary for general improveMent of program with respect to
its goals and objectifies

provide supporti6g evidence for program changes or budget requests

help keep the program in tune with the changing needs of students and community

The following principles of evaluation may prove useful:

self- appraisal is usually more meaningful tharroutside appraisal

everyone copcerned with the instructional process should be involved in the
evaluation. Administrators, instructors, regional supervisors, students, former stu-
dents, aide's, counselors, community representatives are all involved in the process

comparison with Self leads to mere growth than comparison with others. Compare
what is with what should be on the basis of your program goals and objectives

. , \ ."evaluation offers the greatest potential benefit if it is a continuous,in ;egral part of
the progranth

An Instructional Process Evaluation Kit prepared for the Adult English as a Second
Language program is available from the Adult English as a Second Language-Unit of 'the
Bilingual Education Service Center. It includes a series of questions and probes to aid in
determining homwell the instructional process is meeting the goals and objectives of the -

'program. The kit includes a form for teacher self evaluation and two forms for student.
evaluation of instruction=one intended for beginning /intermediate levels, the other for
intermediateadvanced

Because student evaluation of program effectiveness is often neglected we are including
here three evaluation formats, Figure 2.5 [A] is, a ,relatively- short Class Practices_
Evaluation desighed for the 'beginning level class and reflecti the work actually done in
class. Figure 2.5 [B] is also intended as a class evaluation foam It fs designed for use by
students who have completed the intermediate or advanced levels. The last form,
Figure 2.5 [Cl, is designed to help students evaluate their experiences with the total
program
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Oigpre 2.5 [Al

Date

English as. a Second. Len

Class Practices Evaluation
{

Please be honest! You may, sign your name but it is not required.

I want more 1;It's I want less
(I like) O.K. (I don't like)

'1. Spelling OOOOOOOO

2. Pronunciation

3. Oral reports by students

4.

OOO

Mastering American English . , ...... ... ....
5.. Listening Exercises

6. Writing .. ,
'7. Conversation ...... . ................. . .. .

8. Coffee. break

9. Verb, study

10. Field trips 0.

11. Guest speakersimoviei

12. Dictionary practice

13. Reading

14. Vocabulary. Biding,

15.,

16.

Suggestions of topics for practice and conversation (example: fiat-aid, describe symptoms to a doctor):

Comments and suggestions:

Developed by the Elgin YWCA, 220 E. ChicagoStreet, Elgin, IL 60120
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Figure 2.5 [el

CLASS EVALUATION.

Ingructor,
' Class.

Date

.1, How would you rate thii class?

r.

8

t

What' if your evaluation of the teacher?
,

. What is your evaluation of the teacher aide?

5t

r

How well were pointi clarified and illustrated?

. Was there a chance for,9uestions?

Did you have a chance to participate?

V

50
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'

Would you recommend th

"111111

Figure 2.5 [El] Contd.

vlass to others?

0 Yes

, Coutd you apply whit you learned in each cia;s?
S

.

What is your overall rating of tint 'program?

Excellent Very Good b Good .0 Fair Q Poor

10, What feeling did you have while in class? Check the appropriate answer.

0

Frustrited ...# .,,,
a

Challenged. ...

Annoyed . ,

Confused .:.

N. Satisfied . :

Often "'

1:3*

op". .11) 000 71, .111

* 000000 oo oo o '°

P r o u d . . . . . . . .. . . . . . . . . . . . . . . . . .

Ernbevisseci

Bored , . . 000000000 0000 .
a

Comfr irtable o

.

Uncomfortable 000 o 000000 o 7' 000000 4
N

!.. f? p oo ; oo oo oo

Happy; 14 0000 f ye.

o

51
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0

0

0

0

0

0

0

Never

' .

U. 0

*

'
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Figure ZS IC]

STUDENT gVALUAT10111:.-

_Name

Soc. Sec. No,

Date

Class

Whit I Went*? Know Did I Learn Enough Comments,

LangUagtt Goals

Speakin,g
r

PrOnunciaitio0

Reading

Writing '

Increased Vocabulary

.Job Related Vocabulary

Listening Skills

4.0

Information,Goals

En) ergenCy Service

(Health,Fille, Police,
ACcident, Legal) it\

TIIow to Use the Phone

Insurance

(AutoHealth; Life)

Driver's. License

Infirmation,

How to Become a Citizen

Social. Security

(Disability, lVledic100,

Retirement Correctiohs)

As Much As Not As Much ,,-

Expected' :,AS'Expectid

.**.

r

a

Based on iforn;tused in the 'Kgrper ESLIABE Program, Palatine, Illinois

t t-
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flgure Z5 (C), Contd..'

What I Want-to Know Did I LearnEni:,Ugh? Comments

Mucti Not Ai WM
Information Goafs (contd.) 'Expected As Expected

Community. Service (Food
;Stamps, Public Aid.,

Library, yoting,,Recte-
,-atiOn,-Consumer Fraud)

III, Lorig Range Goals

Eighth ai.ade DiOloma

GEICartificate!

Vocationel Training
g' Opportunities'

Profegional,Training
Opportunities

IV. 'Employment Goals

. Job Forms (Applications,
Time Cards, Leaves of

Absence)

Employment Opportunities

Unions

Tests for Job Upgrading

Job Related Math

V. Consurner Education Goals

,` Payroll DedUctions

Income Tax

Credit



.'
,e;

What I Want to Know . Did I Learn Enough? Comments
. 14,

° As Much as Not as Much
.Consumer Education Icon'td.) Expected -As Expected

us,

ChecKing, Savings

Adcoun0
.

Rent Prohlem s

',SaleSrhen,Prohlems

Advertising ,

Use of Nmk;spaper

Other Goals

1;,

45
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:Spggestions for ImproVing Classes:

s

4.

,

jf

n

;"
.5 54

031'
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