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Introduction to The English for Speakers Of Other Languages Program
The English for Speakers of Other Languages (ESOL) program is the specialized part of the Office of
Adult Education (OAE) that addresses the needs of adult English Language Learners (ELLs).
According to Title II of the Workforce Innovation and Opportunity Act (WIOA), the term “English
language learner” means an adult that has limited ability in reading, writing, speaking, or comprehending
the English language, and—
 whose native language is a language other than English; or
 who lives in a family or community environment where a language other than English is the
dominant language.
The ESOL program, formerly referred to as English as a Second Language (ESL), provides English
Language Acquisition (ELA) instruction to immigrants, temporary residents, and citizens of the U.S.
According to Title II of the Workforce Innovation and Opportunity Act (WIOA), the “English Language
Acquisition program” is defined as:
“A program of instruction designed to help eligible individuals who are English language learners
achieve competence in reading, writing, speaking, and comprehension of the English language; and that
leads to attainment of the secondary school diploma or its recognized equivalent; and transition to
postsecondary education and training; or employment.”
The ESOL program in Mississippi offers English Language Acquisition (ELA) instruction in pre-literacy
skills, reading, writing, listening, speaking, grammar, U.S. citizenship, civic participation, career
awareness, job readiness, career pathway identification, and test preparation for high school equivalency
exams.
The main priority of the ESOL program is to help adult ELLs to communicate in American English in
order to enter the American mainstream. Some adults want to study English to get a job or get promoted;
to complete a HSE diploma; to enter vocational and higher education programs; to help their children with
schoolwork; to communicate with acquaintances and coworkers; or to pass the Citizenship and
Naturalization Test and become a U.S. citizen. Some students have post-graduate degrees in their own
languages while others are not even literate in their native language. Some want only survival competence,
while others want to have advanced linguistic competence. Some speak and understand English quite well
but do not read or write it; others have the reverse abilities.
The ESOL program must take into account all reasons students have for attending. Instruction should also
address the difficulty caused by the difference between the sound systems and alphabetic systems of
English and the first language. Finally, a good program considers cultural adjustment difficulties that can
be a major barrier to integration.
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The ESOL program is offered in various formats:





Individualized or small group instruction – for individuals or very small groups enrolled in
general adult education classes or literacy programs seeking ELA instruction.
English Language Learning – groups of ELLs enrolled in classes specifically focused
on ELA and organized according to the participants’ language proficiency level, on topics of
interest, or on workplace or family literacy needs. These classes provide basic academic skills,
preparation for high school equivalency, and encourage civic participation, knowledge of U.S.
history and government, and/or preparation for the U.S. citizenship and
naturalization process.
Integrated English Language and Civics Education (IELCE) – classes that focus on
improving English language skills and acquiring the basic and more advanced skills needed to
function effectively as parents, workers, and citizens in the United States. These
classes provide integrated education and training (IET) to prepare students for post-secondary
education and training or entry into the workforce. They include instruction in literacy and
English language acquisition and instruction on the rights and responsibilities of citizenship
and civic participation, and may include workforce training.

This Handbook is aimed at providing help for those instructors who have had little or no experience
with ELLs. For further assistance, feel free to contact Cindy Heimbach, MS Adult Education Instructional
Development Specialist, by phone at 662-227-6101 or by email at cheimbach@grenadak12.com.

What is Integrated English Language and Civics Education (IELCE)?
As stated in statutory language (WIOA, Sec. 243), the goal of Integrated English Language and Civics
Education (IELCE) is to:
 Prepare adults who are English language learners for, and place such adults in, unsubsidized
employment with in-demand industries and occupations that lead to economic self-sufficiency,
 Integrate with the local workforce development system and its functions to carry out the activities
of the program.
Since 2015, funded EL/Civics programs across the country have been transitioning to IELCE by
envisioning ways to provide Integrated Education and Training (IET) in addition to contextualized
instruction in English language acquisition. That meant providing adult education and literacy
activities concurrently and contextually with workforce preparation activities and workforce
training.
In 2016, the IELCE program shifted the focus on preparing adults for employment in in-demand
industries and in coordination with the local workforce system.
Programs must prepare to deliver Integrated Education and Training (IET) in in-demand careers. Topics
must now focus on:
 Exploring concepts that are employment and work-focused in nature
 Investigating career choices and in-demand job opportunities
 Becoming aware of governmental and educational resources for employment and employment
training
 Seeking career pathway experiences
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IELCE programs must seek out workplace partners in order to collaborate in delivering the workforce
training component of IET.
For further study on ELA, civics, and citizenship:
Adult Education and Family Literacy Act: English Language Acquisition -- March 2015
WIOA Topical Fact Sheet on English Language Acquisition
http://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/english-language-acquisition.pdf
This fact sheet highlights the impact of WIOA on English Language Learners (ELLs). It provides
definitions of terms used in the WIOA legislation. It also outlines how WIOA funds may be used to
provide opportunities to adult ELLs.
LINCS Learning Portal Courses
https://lincs.ed.gov/learning-portal
Citizenship Resource Center
www.uscis.gov/citizenship
This site provides learners, instructors, and organizations with a one-stop resource for locating citizenship
preparation materials and activities.
Civics and Citizenship Toolkit
http://www.uscis.gov/citizenship/organizations/civics-and-citizenship-toolkit
This site offers a collection of citizenship preparation materials, resources, and information.
EL/Civics Online through LINCS
http://www.elcivicsonline.org/
This site offers online professional development opportunities for instructors and volunteers who want to
incorporate EL/Civics content into their adult ESOL classrooms.
IEL/CE under WIOA - Frequently Asked Questions: OCTAE program-memo-15-7
http://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/octae-program-memo-15-7-ielce.pdf
This memo from the federal Office of Career, Technical and Adult Education (OCTAE) answers questions
regarding the rules for IEL/CE programs.
Meeting the Language Needs of Today’s Adult English Language Learner
https://lincs.ed.gov/publications/pdf/ELL_Increasing_Rigor_508.pdf
Practitioner Toolkit: Working with Adult English Language Learners
http://www.cal.org/caela/tools/program_development/prac_toolkit.html
This toolkit provides a variety of materials including a first-day orientation guide, lesson plans, and
research-to-practice papers on English language and literacy learning.
Preparing English Learners for Work and Career Pathways
https://lincs.ed.gov/publications/pdf/ELL_Context_Instruction_508.pdf
This Brief describes program models for career pathways and outlines skills that ELLs need to be
successful at work and in postsecondary education.
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Orientation & Intake
Each program has its own registration process; however personal contact at the outset is vital to
establishing rapport with English Language Learners (ELLs).
All students (new and returning) must fill out new registration forms each school year for the classes.
You do not need to ask ELLs to show proof of their immigration status as a condition of offering
educational services. National adult education legislation does not specify the need to prove legal status
nor forbid a legal status requirement. If an ELL does not have a Social Security Number, leave that section
blank on the forms and ask your AE Director for the process for your program in giving personal ID
numbers. This number needs to be a 9-digit number to enter into the data management system (LACES).
There are forms which need to be in the student’s cumulative folder. For a list of the forms needed, see
the Cumulative Student Folder Checklist in the appendix (page 21). The following forms are provided in
the appendix. If your program has their own form, please use your program form.

Mississippi Adult Education Participant Data Form
All ELL students must complete the MS AE Participant Data Form for ESL. You will need to assist the
student in filling out this form or ask questions to gather the information needed for the document. This
information is needed for entry into the data management system. This data sheet must be submitted to
your program’s data entry manager so it can be entered into LACES within 15 days of the test
administration date. This document requires an original student signature. This document must be kept in
the student’s cumulative folder.

General Release of Information Form (sample in appendix)
In order for our state to do “data-matching” to verify most of the federal indicators, a Release of
Information must be obtained and kept on file. This form may be difficult for ELLs to read and understand
without assistance from you. Also, ELLs may fear giving personal information to government agencies.
You can assure them your program does not give out their private information to the government. The
SSN is only used to collect and count data. Even if they do not provide their SSN, have them sign the
release of information form so that other data may be aggregated. Your program may have the general
release of information form or a program form that you are to use. Check with your intake specialist or
director for the form.

Technology Acceptable Use Policy (sample in appendix)
Each student folder is required to have a Student Technology Acceptable Use Policy. There is a sample
policy in the appendix, but check with your program to see if they have a different policy that is required
for your program files. A sample Media Release form is provided in the appendix also.
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Copy of a Photo ID
Students need to provide a photo ID. If they do not have a photo ID, please discuss with your program
director the process for obtaining an ID. Make a copy of the ID and keep the copy in the cumulative
folder.

Program Forms
Your program may have program related forms that are required for the student folder. Check with your
program director about forms required for student folders.

Learning Needs Assessment & Learning Style Inventory
Assessing the abilities, needs, interest, goals, and past experiences of ELLs should be an integral part of
your intake. To gather this information and help learners define and reach their education and employment
goals, your program will need to use a variety of assessment instruments. Try to make the process for
collecting this information as non-threatening as possible. The assessment and screening instruments for
ELLs may be quite different than those used by other adult education students. The ESL Learning Needs
Assessment and the ESL Learning Styles Questionnaire documents are provided for you in the Appendix
of this handbook. This assessment is not required for the student folder, but is included to help you with
understanding the needs of your students.

Student Success Plan (sample in appendix)
Each student must have a Student Success Plan in their cumulative folder. WIOA and our state plan
require referrals to our Core Partners. Six questions are required to be answered by students during
registration and intake into the program. These six questions are on the first page of the student success
plan. If a student needs services from one of our core partners, they should be referred to that agency in
your community. A copy of the MS Smart Start Referral Form should be included in the student’s folder.
Each program has policies in place on the procedure for these referrals. Talk to your program director to
become aware of your program’s procedures for referring students to other agencies for services.
Document in the student success plan the date students were referred to another agency for services. (The
success plan in the appendix is an example of a student success plan.) Your program may have developed
a plan, so check with your director. The state will be working on a statewide plan that should be ready by
July 2019.
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Standardized Assessment
Standardized assessment is addressed in the next section of this handbook. All faculty and staff who
administer the TABE CLAS-E assessment must attend and complete the state TABE CLAS-E training
and adhere to the MS Adult Education State Assessment Policy. The following documents should be in
the student folder:
Locator Test Answer Booklet
TABE CLAS-E Answer Sheet
Writing Portfolio (if Writing test is given)
Individual Diagnostic Profile (IDP)
Assignment Sheet

Individual Diagnostic Profile
The Individual Diagnostic Profile is the document all TABE CLAS-E scores are recorded. On this
document you will mark incorrect answers to find the levels of mastery, partial mastery, and non-mastery
at the standard sub-skills. This will help you determine the instructional needs of the student.

SIOA or Student Goals, Objectives, and Assignments
Each student should have goals and assignments for their course of study based on their results from the
TABE CLAS-E assessment. These goals or assignments can be recorded on the ESL Student Goals and
Objectives form. If your program uses a different form to indicate student assignments or courses of
study, please make sure that form is completed and is in the student’s folder.

Mississippi Community College Board

Office of Adult Education

ELL Teacher Handbook

8

Standardized Assessment and Placement for English Language Learners
Skill assessment of ELLs is different from that of regular MS AE students. ELLs are assessed for
reading/writing and/or listening/speaking skills and placed into English as a Second Language (ESL)
Educational Functioning Levels (EFL).
All ELL students must be assessed for placement within their first 12 hours of instruction. Test results
are to be used for assigning an appropriate EFL and determining student progress. In programs with
leveled classes, test results may be used for class assignments. The state approved ELL assessment is
TABE CLAS-E. Students must be pre- and post-tested with TABE CLAS-E using alternate forms in order
to document educational gains. Students who score the maximum scores allowed by NRS regulations
on TABE CLAS-E should be tested with TABE 11/12 Locator and then assessed with the
appropriate form of TABE 11/12.
Assessment scores are recorded on the Mississippi Adult Education Participant Data Form (ESL) for entry
assessments (pre-test). Post-test scores and further test scores should be recorded on the Mississippi Adult
Education Participant Update Form. The following chart translates assessment scores into ESL
Educational Functioning Levels.

TABE CLAS-E
Forms A & B
Scale Scores for NRS ESL Educational Functioning Levels
ESL Educational
Functioning Level

Reading
Scale
Scores

Writing
Scale
Scores

Total
Reading
and
Writing
Scale
Scores

Listening
Scale Scores

Speaking
Scale
Scores

Total
Listening
and
Speaking
Scale Scores

SPL

1

Beginning ESL
Literacy

250-392

200-396

225-394

230-389

231-425

230-407

0-1

2

Low Beginning
ESL

393-436

397-445

395-441

390-437

426-460

403-449

2

3

High Beginning
ESL

437-476

446-488

442-482

438-468

461-501

450-485

3

477-508

489-520

483-514

469-514

502-536

486-525

4

509-557

521-555

515-556

515-549

537-567

526-558

5

558-588

556-612

557-600

550-607

568-594

559-600

6

4

5

6

Low
Intermediate
ESL
High
Intermediate
ESL
Advanced ESL

All faculty and staff who administer the TABE CLAS-E assessment must attend and complete the state
TABE CLAS-E training and adhere to the MS Adult Education State Assessment Policy. A certificate
will be awarded for attending the training.
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Things to Remember about Testing:

















All staff must be trained yearly on the MS AE State Assessment Policy. Please review that policy
before assessing students.
Students must be assessed within the first 12 hours of instruction.
TABE CLAS-E is the approved test for ELLs in Mississippi.
All assessment data must be entered into LACES (the data management system) within 15 business
days of the test administration date.
The minimum hours before post-testing is 40 hours of instruction.
Assessments have an effective date of 270 calendar days.
A returning student’s most recent test from the previous year may be brought forward into the new
fiscal year and considered the pre-test if the rollover date is within 270 calendar days of the test
administration date.
Only trained/certified staff members are allowed to administer the TABE CLAS-E.
For the speaking and writing tests, teachers may NOT post-test students for whom they are
providing instruction.
For students who have low literacy skills or lack of English proficiency and are unable to be
assessed with the TABE CLAS-E, documentation must be kept showing an attempt was made to
assess the student.
When administering TABE CLAS-E, a minimum of two skill area tests must be given in a
particular combination, either Listening/Speaking or Reading/Writing.
The Locator test must be administered first and is used to determine the appropriate battery level
of the pre-test.
Hard copies of all assessment records must be maintained in the student cumulative record.
Test materials must be kept in secure, locked storage prior to and after administration of any test.
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Curriculum and Content Standards
MS ESL does not have an established curriculum for English Language Acquisition. We do highly
recommend using Burlington English software as part of your curriculum and the TABE CLAS-E
Teacher’s Resource Guide, Volume 2. We recommend a study of the English Language Proficiency
Standards be part of your professional development and aligning your curriculum to these standards.

ESL Curricula from Other States










The Arlington Adult Learning System (AALS) Curriculum: A Transitional ESL Curriculum
for Adults http://files.eric.ed.gov/fulltext/ED382058.pdf This report details the ESL curriculum
of the Arlington (Virginia) Adult Learning System.
North Carolina ESL Curriculum Guide http://www.nc-net.info/ESL/guide.php These lessons
provide instructors with a range of design elements, from simple to advanced. The lessons are not
leveled.
Pima College Adult Education: The Splendid ESOL Web–Resources for Teaching English
to Speakers of Other Languages http://cc.pima.edu/~slundquist/ This web site has everything
needed to teach the functions of the Arizona Content Standards in the ESOL classroom with
complementary computer activities.
REEP ESL Curriculum for Adults
http://www.apsva.us/cms/lib2/VA01000586/Centricity/Domain/74/reepcurriculum/index.html
The curriculum addresses nine proficiency levels ranging from Low Beginning to Advanced.
Each level is designed for 120 to 180 hours of instruction, but the Needs Assessment component
allows teachers to customize the curriculum.
Tennessee Adult ESOL Curriculum Resource Book and New Learning Plans
https://www.cls.utk.edu/esol_curriculum_book.html The content is compatible with Principles of
language acquisition for adult learners of English and includes skills useful in workplace, life, and
academic applications. Skills are integrated into reading, writing, speaking, and listening formats.
It is not intended that a student progress through this curriculum sequentially. The instructor may
present topic-centered lessons that integrate skills from several areas. The website contains the
curriculum resource book, new learning plans, and other useful information.
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Distance Education Curriculum for ELLs
The following distance education curricula is approved by the MS Office of Adult Education for ELLs.
It is important to note that beginner levels of ELL benefit from classroom instruction and interaction;
therefore, distance learning may not be appropriate for lower level learners. A hybrid approach with
students attending a class and using distance education curricula at home would be beneficial at all levels.
See chart for approved distance education curriculum.

Approved
Curriculum
Burlington
English

Type of
Student
ELL or
Other

Type of
Curriculum
Online
Software

Rosetta Stone ELL only

Online
Software

Reading
Horizons

Online
Software

ELL or
Other

Mississippi Community College Board

Model for
Proxy
Hours

Method of
Assigning Proxy
Hours

1 hour of clock
Clock Time time= 1 Proxy
Hour
1 hour of clock
Clock Time time= 1 Proxy
Hour
1 hour of clock
Clock Time time= 1 Proxy
Hour

Office of Adult Education

Method to
Document Proxy
Hours
Management
system print-out of
hours
Management
system print-out of
hours
Management
system print-out of
hours
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Materials for Serving English Language Learners
The Center for Adult English Language Acquisition (CAELA) has compiled an annotated list of
publishers of books and other materials for adult ELLs
(see www.cal.org/caela/esl%5Fresources/publishers.html).
The OAE has provided links from the West Virginia’s Adult Education office of text, video, and software
resources favored by their seasoned instructors, and the OAE has listed those below. These lists are
provided as a reference and do not imply specific endorsement of the publishers or products listed.

ESL Beginning Literacy Level Texts


Alta Book Center
http://www.altaesl.com



Action English Pictures: Activities for Total Physical
Response
The Card Book: Interactive Games and Activities for
Language Learners
Look Again Pictures: For Language Development and
Lifeskills
Sounds Easy! Phonics, Spelling, and Pronunciation Practice



Grab Bag Series

Canadian Resources for ESL
www.eslresources.com



Chalk Talks: Free Oral Expression Through Quick and
Easy Symbols

Command Performance Language
Institute
www.cpli.net/





First Words In English
Personal Stories, Book 1
Pre-Reading Resource Book

Linmore Publishing
http://linmorepublishing.com/




Basic Vocabulary Builder
Practical Vocabulary Builder

McGraw-Hill
www.mheonline.com




The Basic Oxford Basic Picture Dictionary
Crossroads 1 Multi-Level Activity and Resource Package

Oxford University Press
www.us.oup.com/us/



All New Very Easy True Stories: A Picture-Based First
Reader
Longman ESL Literacy
Picture Stories: Language and Literacy Activities for
Beginners
More Picture Stories
Survival English: English Through Conversation
Very Easy True Stories: A Picture-Based First Reader

Pearson/Longman
www.longmanhomeusa.com/
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ESL Low and High Beginning Levels Texts


Action English Pictures: Activities for Total Physical
Response
The Card Book: Interactive Games and Activities for
Language Learners
Look Again Pictures: For Language Development and
Lifeskills
Sounds Easy! Phonics, Spelling, and Pronunciation Practice
Zero Prep for Beginners: Ready-To-Go Activities for the
Language Classroom

Alta Book Center
http://www.altaesl.com



Grab Bag Series

Canadian Resources for ESL
www.eslresources.com



Personal Stories, Books 1-2

Linmore Publishing
http://linmorepublishing.com/




The Basic Oxford Picture Dictionary
Basic Oxford Picture Dictionary Workbook

Oxford University Press
www.us.oup.com/us/




A Conversation Book: English in Everyday Life, Book 1
All New Easy True Stories: A Picture-Based Beginning
Reader
Easy True Stories: A Picture-Based Beginning Reader
GrammarWork, Book 1
Picture This: The Fast Way To Fluency
Side By Side: English Grammar Through Guided
Conversation, Book 1-2
Survival English: English Through Conversation
True Stories In The News: A Beginning Reader
More True Stories In The News: A High Beginning Reader

Pearson/Longman
www.longmanhomeusa.com/














ESL Low and High Intermediate Levels Texts



Out & About: An interactive course in beginning English
Zero Prep: Ready-to-go activities for the language
classroom



Grab Bag Series



Callan’s Thematic Jigsaws 1 & 2







All Clear 2
Amazing Stories 2
Can't Stop Talking
Grammar in Context
Let's Start Talking

Mississippi Community College Board

Alta Book Center
http://www.altaesl.com
Canadian Resources for ESL
www.eslresources.com
ESL Jigsaws
www.esljigsaws.com

Heinle ELT
http://elt.heinle.com
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Our Lives: Authentic student stories for developing reading
and writing skills
Stories from the Heart

Linmore Publishing
http://linmorepublishing.com/



The Basic Oxford Picture Dictionary

Oxford University Press
www.oup.com/us




American Lives
New Land, New Language

New Readers Press
http://www.newreaderspress.com








A Conversation Book: English in everyday life, Book 2
Basic English Grammar
Beyond True Stories: A high intermediate reader
Even More True Stories: An intermediate reader
GrammarWork, Books 2 and 3
Side by Side: English grammar through guided
conversation, Book 3-4

Pearson/Longman
www.longmanhomeusa.com/



People at Work

Pro Lingua Associates
www.prolinguaassociates.com/




America's Story, Book 1-2
Real Life English, Book 3

Steck-Vaughn
http://steckvaughn.harcourtachieve.co
m

ESL Advanced Level Texts


Views and Voices

Alta Book Center
http://www.altaesl.com




Exploring Through Writing: a process approach to ESL
composition
On the Air – Listening to radio talk

Cambridge University Press
www.cambridge.org/us/esl/





Amazing Stories 3
Grammar Expert 3
Non-Stop Discussion Workbook

Heinle ELT
http://elt.heinle.com




American Lives 3
New Land, New Language

New Readers Press
http://www.newreaderspress.com






Focus on Grammar
Longman Dictionary of Contemporary English and
Workbook
Fundamentals of English Grammar
Understanding and Using English Grammar

Pearson/Longman
www.longmanhomeusa.com/




America's Story, Book 1-2
Real Life English, Book 4

Steck-Vaughn
http://steckvaughn.harcourtachieve.com



Listening Dictation

University of Michigan Press
www.press.umich.edu/esl
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Recruiting English Language Learners (ELLs)
Getting a new class started to serve ELLs may be a very difficult task because most established programs
get new students by word of mouth. In starting up a class, try to determine which organizations, agencies,
or businesses in your community offer services or employment to immigrants. Entities that may work with
immigrants include: churches, public schools, lawyers, immigration offices, health clinics, migrant
services, etc. Certain businesses may employ newly arrived immigrants: restaurants, hotels, construction
companies, farms, factories, etc. Ask a representative to get a list of potential participants or ask them to
post a sign-up sheet or pass out a survey.
Also, instructors may want to create flyers advertising ESL services that provide a contact number for the
program. “ESL” may be the most recognizable term that students would understand. It is best to develop
the flyers in the native language of the participants, but this may cause a problem when students call the
AE office because you will not have someone who speaks the students’ languages.

Tips for Marketing:




Be positive in your marketing materials or flyers. Avoid negative words.
Coach front-end staff on interacting with ELLs.
When setting up class schedules, consider the schedules of your potential students.

Ways of getting the word out about your program include:




















Press releases
Public service announcements
Newspaper advertisements
Classified advertisements
Radio/television commercials
Open houses
Brochures
Grocery bag advertisements
Utility bill stuffers
Church bulletins
Table tents or placemats
Public presentations
Slide presentations
Display booths
Billboards
Theater screen advertisements
Posters
Students as recruiters
Person-to-person recruitment methods
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Culture Shock
ELL teachers must be aware of the native cultures of their students and the impact this makes on the ways
in which the students behave and react to situations both inside and outside the walls of their classrooms.
Culturally competent programs and individuals accept and respect cultural differences, continue selfassessment of cultural awareness, pay careful attention to the dynamics of cultural differences, continually
expand their cultural knowledge and resources, and adopt culturally relevant service models in order to
better meet the needs of minority populations. It is the responsibility of adult ELL instructors to clarify
the cultural norms of American culture, while not discounting the cultures of their students’ native
countries.
People enter the United States from hundreds of different places every year; each person with his or her
own ideas and expectations of what the experience will be like. Some come to spend a few weeks, some
come to study for four to six years and then go back home, and some come with the intention of staying
and making this their home. No matter what the reason, it is an exciting experience.
Research has found that many people react to entering a new place and culture in much the same way.
Generally speaking, newcomers are excited about the new place (in this case the U.S.) and are very
interested in everything.
After a period of time, newcomers get lonely for some familiar surroundings and may become sad. There
is too much new for them to be comfortable; they seek people who are like themselves. If they have
embraced America completely and whole-heartedly in their first excitement, these newcomers may have
tried to become “more American than Americans” by denying their foreignness. When they come to the
time when they try to seek familiar surroundings, they may find that they do not feel welcome. They may
feel confused and guilty.
After another period of time, if the newcomer can adjust, they begin to understand the expectations and to
adjust them to the reality of what they actually find in the U.S. But it is quite common for many people to
have not one, but two, sad times before they begin to feel satisfied that they are doing the right thing in
their lives. Some people do not feel that this adjustment is worth its eventual rewards, and they decide to
go to another place or back to their original homes. But since they have not been participating in that
culture’s small but continuing changes, they must readjust to what was at one time familiar. There is
excitement of entering or reentering a culture and a predictable sad time afterward. But eventually, if
successful adjustment is made, a feeling that things are normal arrives.
What is interesting about all of this is that almost everyone experiences these feelings to some degree, and
the duration of these feelings depends on the length of time that person expects to stay in the foreign place.
The intensity of these feelings depends a lot on the individual. It is also very true that it is a rare person,
indeed, who can recognize that he is going through culture shock at the time. Most often it is much later
that a person can see that he or she did experience culture shock.
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Some Symptoms of Culture Shock (from
Survival Kit for Overseas Living by L. Robert
Kohls)
 Deeply felt homesickness
 Boredom
 Withdrawal (for example: spending large
amounts of time reading, only seeing
people from your own culture, avoiding
Americans)
 Need for excessive amounts of sleep
 Compulsive eating or drinking
 Irritability
 Exaggerated cleanliness












Marital stress
Family tension and conflict
Chauvinistic excesses
Stereotyping of host nationals
Hostility toward host nationals
Loss of ability to work or study effectively
Unexplainable fits of weeping
Physical ailments (psychosomatic
illnesses)

Teachers need to be aware of cultural norms from other countries so as not to misconstrue certain
behaviors that may be exhibited by their students. The table below (Alberta Education, 2007) outlines
some of the behaviors a teacher may observe in the ESL classroom.

Perceived Behavior

Possible Cultural Source

Student avoids eye contact.

Casting the eyes down may be a demonstration of
respect.
Student smiles at seemingly inappropriate A smile may be a gesture of respect, meant to avoid
times.
offence in difficult situations.
Student shrinks from physical contact or There are significant differences among cultures
interacts at an inappropriately close distance to with respect to personal space. There may also be
others.
taboos associated with certain parts of the body (top
of the head, soles of the feet, etc.).
Student does not eat with peers.

Some students may be unaccustomed to eating with
anyone but members of their own family.

Student does not participate actively in group Cooperative group work is not used by teachers in
work.
all cultures. Students may be unaccustomed to
collaboration.
Student is unresponsive, uncooperative, or even Separate schooling for boys and girls is the norm in
disrespectful in dealing with teachers of the some cultures, and the expectations for males and
opposite gender.
females are quite different.
Student seems reluctant to engage in debate, In some cultures, it is considered inappropriate to
speculation, argument, or other classroom openly challenge another’s point of view, especially
processes.
the teacher’s.
Student exhibits discomfort or embarrassment To put oneself in the limelight for individual praise
at being singled out for special attention or is not considered appropriate in some cultures,
praise.
where the group is considered more important than
the individual.
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What can I do to minimize cultural mishaps?
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.

Model respect.
Reflect on your own cultural biases.
Select culturally relevant classroom resources.
Provide opportunities for students to share their own cultural traditions and beliefs.
Understand the importance of promoting equity, rather than equality.
Establish a routine for welcoming newcomers.
Know how to pronounce their names, and ensure that the students do as well.
Have students seated with first-language peers initially.
Make personal contact with new students at least once each lesson.
Design classroom learning activities that encourage students to get to know one another.
Ensure that classroom displays are inclusive of all classroom cultures.
Learn some expressions in the students’ first languages.
Inform yourself about the student’s culture.
When interacting with students, be aware of deep culture and how it may play a role in student
behavior.

Suggestions above are drawn from Groth, Linda, Kerri McLaughlin-Phillips, Paddy Michael, Harold
Neth, Sherry Ritchie, (2006). Understanding ESL Learners: Moving Toward Cultural Responsiveness—
A Guide for Teachers. Retrieved from
https://www.teachers.ab.ca/SiteCollectionDocuments/ATA/Publications/Specialist-Councils/ESL-36%20Moving%20Toward%20Cultural%20Responsiveness.pdf.

Further Reading on Cross-Cultural Issues












American Cultural Patterns: A Cross-Cultural Perspective. Edward C. Stewart and Milton J.
Bennett, ISBN 1-877864-01-3, 1991.
American Ways: A Guide of Foreigners. Gary Althen, ISBN 0-33662-68-8, 1988.
Breaking the Language Barrier. Douglas Brown, ISBN 0-933662-91-2, 1991.
Encountering the Chinese: A Guide for Americans. Hu Wenzhong and Cornelius L. Grove, ISBN
0-933662-95-5, 1991.
From Nyet to DA: Understanding the Russians. Yale Richmond, ISBN 1-877864-08-0.
Good Neighbors: Communicating with the Mexicans. John C. Condon, ISBN 0-933662- 60-2.
Living in the U.S.A. Alison Lanier, ISBN 0-933662-69-6.
The Art of Crossing Cultures. Craig Storti, ISBN 0-933662-85-8.
Transcending Stereotypes: Discovering Japanese Culture and Education. Edited by Finkelstein,
Tobin and Imamura, ISBN 0-933-662-93-9.
Understanding Arabs: A Guide for Westerners. Margaret Nydell, ISBN 0-933662-65-3.
Understanding Cultural Differences: Germans, French & Americans. Edward Hall and Mildred
Hall, ISBN 1-877864-07-2.
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CUMULATIVE STUDENT FOLDER CHECKLIST
Items Required for Student Cumulative Folder
The student’s cumulative folder is a compilation of legal and confidential student education records. The
folder should be kept in a locked file cabinet and only viewed by Adult Education staff:

















Participant Data Form (state issued)
Participant Update Form (state issued)
General Release of Information Forms
Technology Acceptable Use Policy
Copy of state issued photo I.D.
SIOA, if applicable
Student Success Plan
All standardized tests answer sheets/scores (locator – if applicable, pre-test, post-test, official
practice test)
Transcripts, including TASC®, HiSet®, GED®, and college (MIBEST) transcripts, if applicable
Copy of stackable credentials, i.e. Forklift, ServSafe, CPR, OSHA, North Star (examples)
MS OAE Smart Start Student Record
Copy of Smart Start Credential or Certificate, if applicable
Copy of NCRC Scores
MS Smart Start Referral from external agencies and/or to external agencies
o Any correspondence between agencies that are providing services, resources or assistance
with identified barriers, if applicable.
Documentation of accommodations, if applicable

Additional Items Required for 16-17 Year Olds Student Cumulative Folders
 Verification of Withdrawal from K12 school system or home school setting as indicated by initials,
signature, and stamp or seal.

Student Folder (Maintained by instructor and student)
 Copy of Student Success Plan
 Copy of assessments
 Work samples (a few of these need to be transferred to the cumulative folder for verification of
work)
 Class assignments and chapter tests
 Software management print-out of student time
 Instructional Unit Mastery Tests
 Activity log for Proxy hours (Distance Learning)
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STUDENT LAST NAME

FIRST

SS/ID NO.

DATE

Mississippi Adult Education Participant Update Form
☐RE-ENROLL DATE: _______
STUDENT STATUS CHANGE ☐DROP/EXIT DATE:
☐ENTER NEW DATA
☐REVISE / CORRECT DATA
CLASS:
STUDENT DATA (Ex. ADDRESS OR PHONE UPDATE)
ASSESSMENTS LEVEL GAIN: ☐YES ☐NO
GED 2014: ☐Official
☐Practice Form: ______________
TABE ☐TABE 11/12 ☐TABE 9/10
FORM/LEVEL

SUBJECT

SCALED

☐SAME DATE ALL SUBJECTS

/

Reading:

Date:

/

Tot Math:

Date:

/

Language:

Date:

Date:

TABE CLAS-E
FORM/LEVEL

SUBJECT

SCALED

/

Reading:

Date:

/

Writing:

Date:

☐SAME DATE ALL SUBJECTS

Total Reading + Writing:

/

Listening:

Date:

/

Speaking:

Date:

Lang. Arts-Reading
Lang. Arts-Writing
Mathematics
Science
Social Studies
Total Score

Date:
Date:
Date:
Date:
Date:
Date:

COMPETENCY-BASED DIPLOMA (Enter under Education)
40 Hours AE Instruction

Exclusions: (from Performance Measures)

Foster Care Forced Move

☐ HiSET ☐ TASC ☐Official ☐Practice Form: ________

NCRC - Silver or Higher

Total Speaking + Listening:

Incarcerated
Mental Institution
Deceased
90+ Days Active Duty

☐SAME DATE ALL SUBJECTS
SUBTEST
SCALED
Date:
Reasoning Lang Arts
Date:
Math Reasoning
Date:
Science
Date:
Social Studies
Date:
Total Score

Date:
Date:
Date:
Date:
Date:

15 Hours College Credit
Smart Start Credential
Industry Recognized Cred.

Date:
Date:
Date:
Date:
Date:

WORKKEYS (Enter under Outcomes)
Applied Mathematics
Workplace Documents
Graphic Literacy

OUTCOMES
☐Entered Employment: ☐Full-time
☐Part-time
☐Attained Secondary School Diploma/Equivalent
☐Enrolled in Postsecondary Education or Training

DATE

Date:
Date:
Date:

NOTES
(Enter under History>Work History)
(Enter under Education>Diploma Cred)
(Enter under Education>Postsecondary Ed)

CERTIFICATES / DIPLOMAS / CREDENTIALS (Enter under Education)
Smart Start ☐ Credential ☐ Certificate Date awarded: __________ ☐Other: _____________________ Date awarded: ____________
☐NCRC Date awarded:

OTHER UPDATE

☐____________________________________________________ Date awarded:
GOAL(S) MET, VOTED, LEFT PUBLIC ASSISTANCE, REASON FOR DROPPING, FOR EX.

6/21/18
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MS Adult Education
Authorization for Release of Information to External Agencies or Individuals
I understand that different agencies provide different services and benefits which require specific personal
information for determining eligibility. By signing this form, I allow the agencies listed below, to use and
exchange certain information about me, including information in an electronic database, to improve the quality of
case management and match records to meet performance, reporting, and evaluation requirements under WIOA
(Pub. L. 113-128).
I, _________________________________________, am signing this form for ___________________________
(FULL PRINTED NAME OF AUTHORIZING PERSON OR PERSONS)

(FULL PRINTED NAME OF INDIVIDUAL)

______________________ /_______________/ MS /__________ /_______________ /____________________
STREET ADDRESS CITY

ZIP CODE

My relationship to this individual is:
□ Self □ Parent □ Power of Attorney

□ Guardian

BIRTH DATE

SOCIAL SECURITY NUMBER

□ Other Legally Authorized Representative

I acknowledge that the following confidential information MAY be exchanged and will ONLY be used for
determining eligibility of services and benefits:
Assessment Information
Financial Information
Criminal Justice Records

Medical Diagnosis/Records
Mental Health Diagnosis
Psychological Records

Educational Records
Benefits/Services Needed
Employment Records

Other Information (write-in)____________________________________________________________________
___________________________________________________________________________________________
By checking yes, I am allowing these providers to communicate and exchange information needed to determine
eligibility of services and benefits. If I check no, I do not want the information exchanged with that provider.
This authorization for release of information remains in effect until my service case is closed or I request in writing
this agreement be terminated. If I do not sign this form, information will not be shared and I will have to contact
each agency individually to give information about me that is needed.

_______________________________________________
(Signature of Person Authorizing Disclosure)

Date: ____________________________________

______________________________________________
(Print Name of Person Authorizing Disclosure)

MS Dept. of Employment Security

MS Dept. of Human Services

MS Rehabilitation for Rehabilitation

Other: _________________________________________
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Student Technology Acceptable Use Policy
OVERVIEW
The Mississippi Office of Adult Education provides its learners an opportunity to take responsibility for their own learning, to be actively
involved in critical thinking and problem solving, to collaborate, cooperate, and to productive citizens. Learners of all ages must develop
proficiency in 21st century content, technology tools, and learning skills to succeed and prosper in life, in learning, and in their career.
Technology is made available to the learners of adult education to support the educational goals, increase learner achievement and educator
efficacy, and provide increased opportunities for lifelong learning. Therefore, we request that you review and agree to the terms of this
policy before signing the agreement form.
Use of technology resources within Mississippi Office of Adult Education Programs are to be used for educational purposes ONLY.
USER RESPONSIBILITIES (All Learners)
As a user of technology resources by Mississippi’s Adult Education Programs, each learner must read, understand and accept all of the
following rules and guidelines stated in this section.
1.
2.

3.

4.
5.
6.
7.

I understand that there is NO expectation of privacy on computers/equipment, or while using the network.
Digital Citizenship
a. I recognize that information posted on the Internet is public and permanent and can have a long-term impact on an individual’s
life and career.
b. I will NOT use telecommunication services for personal purposes. Personal purposes include, but are not limited to, social
networking, personal shopping, or participating in online gaming, gambling, and astrology, dating, downloading
music/videos and auctions.
Digital/Network Etiquette
a. As a Learner in the Adult education program, I understand I am expected to abide by the generally accepted rules of
digital/network etiquette.
b. I will NOT use Adult education technology to view, create, modify, or disseminate obscene, objectionable, violent, pornographic,
or illegal material.
c. I will not use Adult education technology to send unsolicited, offensive, abusive, obscene, harassing, or other illegal
communication.
d. I will not use external instant messaging email or chat services.
I will not listen to the radio or watch unapproved videos via the Internet.
I will not alter computer settings; this includes, but is NOT limited to desktop background, screen saver, desktop icons, toolbars,
printer settings, browsing history, cookies, downloading files/programs, etc.
All printer and copier usage is for educational purposes or with permission of a staff member.
I understand that I am prohibited from leaving the classroom/instructional environment with Adult education technology devices.
a. A learner must have a signed MS Adult Education Acceptable Technology Use Policy on file at their class site before s/he can
access any technology.

I have read the rules and regulations above, or they have been read to me. I also understand that all technology, as the property of the local
MS Adult Education Program, is subject to random auditing for the purpose of determining unauthorized use. If the technology policy
is violated, learners may be removed from class and referring agencies notified accordingly. I understand if I have any questions about
what is or is not appropriate technology use; I should ask a staff member prior to proceeding.

__________________________
Student Signature

____________________________
Parent/Guardian (for 16-17 year olds)

Date

____________________________________________
Student Name (Please Print)
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Media Release Form
This letter confirms the agreement between me and the _______________ (Local Program Name) regarding my
participation in approved adult education activities in which I may be photographed, videotaped, or interviewed
from time to time.
I hereby irrevocably grant to the ________________ (Local Program Name), exclusively, and for all media
throughout the world (including print, home video, CD-ROM, and Internet), the right to use and incorporate (alone
or together with other materials), in whole or in part, photographs or video footage, hereafter described as Property,
taken of me as a result of my participation in adult education activities.
I agree that I will not bring or consent to others to bring claim or action against the _______________ (Local
Program Name) on the grounds that anything contained in the Property, or in the advertising and publicity used in
connection herewith, is defamatory, reflects adversely on me, violates any other right whatsoever, including,
without limitation, rights of privacy and publicity. I hereby release the ___________________ (Local Program
Name), its directors, officers, successors and assignees from and against any and all claims, demands, actions,
causes of actions, suits, costs, expenses, liabilities, and damages whatsoever that I may hereafter have against the
________________ (Local Program Name) in connection with the Property.
AGREED TO AND ACCEPTED this _______ day of

, 20

Participant’s Signature:
Witness’s Signature:
Signature of Parent or Guardian:
Print name of Participant:
Address of Participant:

_______

Telephone Number:

_______

E-mail Address:
Program Name:
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Office of adult education
English as a Second Language Needs Assessment

Name ___________________

Date ________________

Please  check all situations in which you need to use English.

 I want to get a job.



 I want to read menus in restaurants.

 I want to read English.



 I want to write letters in English.

 I want to talk with a doctor or nurse.



 I want to learn to use computers.

 I want to get a driver’s license.
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 I want to travel in the USA.

 I want to talk with Americans.

 I want to read and understand signs.



 I want to understand weather reports.

 I want more education.

 I want to become a U.S. citizen.

 I want to speak and understand on the telephone.

 I want to understand and talk with
my children’s teachers.

 I want to understand bills and notices.
Mississippi Community College Board
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 I want to understand emergency information.

I am

 I want to learn English grammar.

We are

You are You are



He is

They are

She is

It is

/ƒ/ /ð/ /æ/
 I want to learn pronunciation.

 I want to understand and use



English words for my religion.



 I want to understand songs in English.

 I want to understand television and movies.



 I want to understand American sports.
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STUDENT SELF-ASSESSMENT
Student Name: _______________________
Teacher Name: _______________________
MY EFFORT:
I will come to class ...
I will use English at home ...
I will use English in class ...
I will use English at

Date: ___________________

Check One:
□ always
□ always
□ always
□ always

□ often
□ often
□ often
□ often

□ sometimes
□ sometimes
□ sometimes
□ sometimes

□ never
□ never
□ never
□ never

MY CLASS:
In class, I like working ...

Check One:
□ Alone
□ With Partners
□ With Small Groups
□ With the Teacher □ With the Whole Class
□ Other: ______________________________________

In class, I like using ...

□ Textbooks
□ Teacher Hand-outs
□ Dictionary
□ Videos
□ Audio CDs
□ Software
□ Computers
□ Tablets/iPads
□ Smart Phone
□ Other: ______________________________________

I like to practice...

□ Conversation
□ Pronunciation
□ Listening
□ Reading
□ Writing
□ Grammar
□ Other: ______________________________________

MY HOME:
At home, I like using ...

Check One:
□ Textbooks
□ Teacher Hand-outs
□ Dictionary
□ Videos
□ Audio CDs
□ Software
□ Other: ______________________________________

At home, I like working ... □ With Books
□ With Papers
□ With a Computer
□ With a Tablet/iPad
□ With a Smart Phone
□ Other: ______________________________________
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ESL Learning Styles Questionnaire
In constructing the ESL Learning Styles Questionnaire (see next page), every attempt was made to depict clearly
and distinctly each of the commonly identified preferred styles of learning.
The silhouettes are meant to represent generic people (without reference to age, race, nationality, gender, or ethnic
background) with expressions that all cultures have in common. Below each silhouette is a caption describing the
activity associated with the learning preference.
English language directionality has been incorporated in the questionnaire by having the student begin with the
silhouette at the top, left-hand section of the page, and work to the right and down the page.
The degree to which the student likes using the method depicted, ranges:


from not liking it at all



to liking it very much
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ENGLISH AS A SECOND LANGUAGE LEARNING STYLES QUESTIONNAIRE
Name ______________________
Date ______________________
Circle the face that best describes how much you like learning using each activity.

Work by myself.

Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Work with a partner.

Always

Sometimes

Do Not

Do Not Like

Like

OK

Sometimes

Always

Like

Like
A Lot

Work in a small group.
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Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Work with a teacher.

Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Listen to audiocassette tapes.
// /æ/
/bd/
/bæd/
Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Practice English pronunciation.
Conversatio
n is very
important.

Oh!
Yes
!

Always

Sometimes

Do Not

Do Not Like

Like

OK

Sometimes

Always

Like

Like
A Lot

Practice conversations.
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Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Use a computer program.

Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Watch an English language video.

Always

Sometimes

Do Not

Do Not Like

OK

Sometimes

Always

Like

Like

Like

A Lot

Write my assignments.

Always

Sometimes

Do Not

Do Not Like

Like

OK

Sometimes

Always

Like

Like
A Lot

Read books.
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MS INDIVIDUAL ADULT EDUCATION STUDENT SUCCESS PLAN
Name:

Entry Date:

Overall Goal:

Program/Site:

Employment Goal:
Educational Goal:
Smart Start Goal:

Barriers (Diagnostic Questionnaire) WIOA Referrals

Refer to:

Question 1: Adult Education
Do you have a high school diploma or equivalency?

Request a
copy of
transcript.

Question 2: MDRS
Do you have difficulty with seeing, hearing, talking, using your hands,
getting around (mobility), interacting with others, learning, or thinking
that makes it difficult for you to get or keep a job?
Are you receiving benefits from vocational rehabilitation?

MDRS

Question 3: MDHS/TANF
(1) Are you at least 18 years old and the parent or caretaker of a child
younger than age of 18 who is living in your home?
(2) Is at least one parent of that child absent from your home, disabled,
or unemployed?

MDHS/TANF

Referral Date & Comments:

Are you receiving TANF benefits?
Question 4: MDHS/SNAP
Are you at least 18 years old and do you need help buying food for your
household?
Are you receiving SNAP benefits?
Question 5: MDES/WIN Job Ctr.
Are you working?
If no, have you worked in the last 18 months?
Are you interested in changing jobs?

MDES/WIN
Job Center

Question 6: C2C Youth Program
Are you 16-24 years old, not attending K-12 school or college, and need
assistance with furthering your education or getting a job?

Other Barriers & Needs:

Mississippi Community College Board

MDHS/SNAP

Gateway
Program
(former C2C
Youth
Program)
List Agency

Office of Adult Education
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TABE Information
Pre-TABE
Area
Reading
Math
Language

Date

Form

Post-TABE
Book

SS

Did the student achieve a MSG? ____

EFL

Area
Reading
Math
Language

Date

Form

Book

SS

EFL

Circle the area(s) of the MSG: Reading Math Language

TABE CLAS E Information
Pre-TABE
Area
Listening
Speaking
Reading
Writing

Date

Form

Post-TABE
Level

SS

Did the student achieve a MSG? ____

EFL

Area
Listening
Speaking
Reading
Writing

Date

Form

Book

SS

EFL

Circle the area(s) of the MSG: Listening Speaking Reading Writing

NCRC

Smart Start

Test Name

Test
Date

Level
Score

Domain

Workplace Documents
Applied Math
Graphic Literacy

Career Awareness
Necessary Skills
CRC

CRC Certificate Awarded: ______
Date Awarded: _____

Student’s Instructional
Objectives and Assignments
Educational Goal placement:
Smart Start Goal placement:

Employment Goal:
MiBEST placement & pathway:
English Language Learning
placement:

Date

Smart Start Certificate Awarded: ____
Smart Start Credential Awarded: ____
Date Awarded: _____
Class Schedule

Curriculum or Educational
Activities Assigned

Completion Date &
Comments:

Attached class schedule and
syllabus
Attached class schedule,
syllabus, and documentation
form
Attach documentation or
chart process:
Attach documentation or list
pathway:
Attach documentation
and/or class schedule,
syllabus
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Transitions
HSE Information
Practice Test Scores
Date

Area

Official Test Scores
Score

Date

MS Competency Based HSE

Area

Score

Date Achieved:

Did the student achieve their HSE? ____

Date Achieved: _________

Post-Secondary
College Attending

Course of Study

Date Entered

Employment
Is the student employed? _______
If no, does the student want to be employed? ___________
Employment Chart
Employer

Mississippi Community College Board

Current Position

Office of Adult Education

Date Hired
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37

Mississippi Community College Board

Office of Adult Education

ELL Teacher Handbook

38

ESL Student Goals and Objective
Name: ___________________________________Date: _________
TABE Clas E Scores: ___Listening ___Speaking ___Reading ___Writing

Listening
Objective

Assignments

Date
Assigned

Date
Mastered

Assignments

Date
Assigned

Date
Mastered

Quantitative
Literacy
Listen for
Information
Interpersonal Skills

Interpret Meaning

Speaking
Objective
Quantitative
Literacy
Social Interaction

Provide
Information

Accomplish Goals

Reading
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Objective

Assignments

Date
Assigned

Date
Mastered

Assignments

Date
Assigned

Date
Mastered

Quantitative
Literacy
Read Words

Reading
Comprehension
Identify Information
Construct Meaning
Extend Meaning

Writing
Objective
Quantitative
Literacy
Usage and
Conventions

Sentence
Formation and
Coherence
Expository Writing

Referrals for Services:
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
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