ESL Program Procedures
Absence from the Program and Placement Testing 

In accordance with college policy, students who are gone from the ESL program for a shorter period than three years may continue in the program in the level they would have taken had they not left.  Students who have been gone more than three years should be retested to determine their appropriate level (higher or lower than when they left).   Students who have been gone for a period of time between one and three years should be strongly advised that retesting is a good idea, but in those cases, it is the students’ choice.  If a student chooses to retake the placement test, the most recent results of the test will determine the student’s placement.
Academic ESL Handbook

The program endorses the procedures set forth in the Academic ESL Handbook including the need for in-class writing assessments (see “in-class writing” below) and the use of the writing rubrics and corresponding evaluation forms.

Beginning of the Quarter Assessment and “skipping” to a higher level
Teachers should be on alert during the first week of the quarter in order to identify students new to the program who exhibit skills which suggest that they have been misplaced in the level.  The program encourages the collection of a writing sample during the first few days for this purpose.  If teachers feel that a newly placed student is a candidate for a higher level, they should do other kinds of assessments outside of class (grammar, reading, or whatever is appropriate to the course) to get a fuller picture of the student’s skills.  These assessments must be shown to the Program Chair so that she or he can give permission for the student to move to a higher level.  The program chair will sign a form that the student needs to provide to an advisor in order to make a level change.

Beginning of the Quarter Assessment for 095

In the case of ESL 095, teachers can refer to the Program Chair students who feel that they should be exempted from the course.  The Chair will give a short listening presentation and administer an assessment to check the student’s listening/notetaking skills.

Blackboard

Teachers of levels 6, 7, and 8 are encouraged to include a Blackboard component.

Compass Test: See “Placement into ESL courses of students who have taken the COMPASS”  
ESLAB 054 

Connecting to College and Careers is a 1 credit online class, designed to help students begin the conversation with their advisor, discover different college and career opportunities and help them learn how to pay for their education. In addition, it teaches them how to use Blackboard, so they are can feel comfortable taking classes online in the future. Some of the Blackboard skills they learn include how to take tests, have discussions, find information, and contact their instructor.  

All resident level 5 students are required to take this class, so that they are made aware of the opportunities open to them, and so that they are better equipped to make educated decisions about those opportunities. 

In order to help students begin the class, level 5 instructors are asked to bring their students to the lab for a half hour orientation meeting at some point in the first or second week of classes. We ask this because otherwise it is difficult, if not impossible to find a meeting time where all students can learn how to begin the class.

ESL Tech Lab   (See Tech Lab)
Evening Program

Because the evening program curriculum is slightly different from that of the day program, students who wish to move from day to evening classes or vice versa, will need to get a special referral from their teacher.  If the student’s teacher isn’t familiar enough with both parts of the program, the program chair or someone he/she designates should help make the decision with a sample of the student’s in-class writing.   

Exempting: See “TOEFL score: exempting out of ESL with a TOEFL score”
Hybrid and On-line Courses

The program has agreed that ESL 100 is the only ESL course that can be taught as a hybrid course and that no ESL courses should be taught totally on-line except ESLAB 054, a one-credit course for resident students in level 5.  Teachers wishing to teach 100 as a hybrid should have gotten some training/experience with Blackboard before signing on to teach a hybrid.

In-class Writing

In terms of the writing portion of courses, students should be passed from level to level based on the ability they show on their in-class writing.  Hopefully, the students’ in-class writing will verify that their out-of-class work reflects their true ability.  This means that there may be cases in which a student with acceptable out-of-class writing cannot move to the next level.  This is not meant to imply that writing is the only skill that should be assessed.  The syllabus of the class will also specify other criteria that must be met in order to pass the class.
Moving to a Higher Level Course

See “Beginning of the Quarter Assessment and ‘skipping’ to a higher level”

On-Line Courses 

See “Hybrid and On-line Courses”

On-Line Course for Level 5 Residents

See ESLAB 054

Passing Courses (Levels one through three: 10-credit and 5-credit courses) 
Students in a 10-credit grammar/reading/writing course and the corresponding 5-credit speaking/listening course do not need to pass both courses together.  In other words, a student in 010/015 could pass 010 and enter 020 the next quarter but fail 015 and have to repeat it.  In similar fashion, a student in 010/015 could fail 010 and have to repeat it but pass 015 and enter 025 the next quarter.  However, it is not desirable to have too great a spread between the two courses.  Acceptable student split schedules would include 010/025, 020/015, 020/035, 030/025, 030/045, 040/035.  Examples of unacceptable split schedules would be 010/035, 030/015, 020/045, or 040/025.  In some cases, students may repeat levels they have already passed in order to avoid an unacceptable split schedule.
Since a student’s studying in two different levels at the same time presents some inconvenience to the office staff, the two teachers should be firmly convinced that it is in the student’s best interest to be held back in one class while passing the corresponding course.

Placement into ESL courses of students who have taken the COMPASS:  If a student has taken the COMPASS test to enter an English course not designed for ESL students (e.g. Dev Eng 90, 80 or 100 or English 101) and attains a score too low to enter any of those courses, the student is invited by the testing office to return in order to provide a writing sample (the COMPASS does not require students to produce a writing sample).  If the student’s sample appears to have been generated by an English language learner, the program chair will evaluate the sample and recommend an ESL level that the student may choose to enter.  Even if the student has placed into Dev Eng 80, 90, or 100, in order to enter the ESL program the student must provide to the program chair a writing sample by way of the testing center since the COMPASS does not give a reliable placement for ESL students.

Placement of international students into courses:  International students take a placement test consisting of writing, reading, and listening sections.  Two teachers independently examine the results and place students in courses.  If the two teachers disagree on placement, a third teacher acts as a “tie-breaker.”  Students self-select the writing prompts for either the nonacademic ESL courses (levels 1-5) or the academic levels (6-8).  While a student who has chosen a prompt for the lower level courses should not be placed into a higher level course, a student who has chosen a prompt for the higher level courses may be placed into a lower level course, depending on the skill exhibited by the student.  In general, if the reading is lower than the writing, then the student is placed in the lower of the two courses, with the teacher using his or her best professional judgment.  The listening test will place students into or exempt them from ESL 095 if students place above level 4.

Placement of resident students into ESL courses:  Aside from the CASAS test, students take a program designed placement test consisting of a writing test and a grammar test.  The main consideration in placing students is their writing ability.  In cases in which there is some doubt, teachers may also refer to the student’s performance on the grammar test.  Two teachers place the student in a class by each of them individually evaluating the tests and recommending a level.  If the two teachers agree, then the student is placed into that course.  If they disagree, then a third teacher must act as a “tie-breaker.”  If a student places into 060 and the placing teachers suspect that the student might have the skills for 099 or 100, the office may be asked to invite the student to come back and take the test which is administered to the international students.  Then two (or three) teachers examine the results of that test to place the student into 060, 099, or 100.

Protocol for Placement Testing:  A protocol showing the correspondence of test scores to levels can be found on the ‘S’ drive.

Scheduling of Course Assignments
Full-time teachers are offered a choice of courses.  If there are conflicts among individual teachers’ choices, an effort is made to resolve them through consensus.  If consensus is not reached, decisions will be made on the basis of seniority.  Affiliate faculty are scheduled (with teaching loads according to the Federation contract) at the same time as associate faculty.  They are scheduled in consideration of various factors including the needs of the program, teachers’ availability, and teachers’ desire to grow professionally.  Affiliate faculty must be scheduled in courses which seem viable according to enrollment figures from past quarters.

Standard Reading Assessments 

The program offers to teachers standard reading assessments for levels 5 (050), 6 (060), and 7 (099) which faculty may use as final exams.  These tests are secure; i.e., the booklets and completed Scantron sheets should not be gone over with students after the test period and never released to them.

Tech Lab: Students’ Participation 

Resident students in ESLAB levels 1-4 are registered for the tech lab (in level 5, they are registered for an online course instead).  International students in ESLAF levels 1-5 are registered for the tech lab.  In the case of level 6 students, if they don’t take seats from other students, they are allowed to participate in the tech lab. If resident or international level 6 students come to the tech lab frequently, they should register for lab credit. Level 6 students’ activities in the lab should be restricted to attending workshops, being tutored or using language-specific software

Level 5 students who pass the English through Technology course but are repeating the level 5 integrated skills class will not be required to register for the Lab component.  It will be optional.  This is ONLY for level 5 students.

Tech Lab: Teachers’ Participation
The program has agreed that a full-time teacher may choose to work in the tech lab in place of a 5-credit course on a quarter-by-quarter basis (this involves 10 hours of lab duty per week).  Fulltime teachers who have worked in the lab previously would have to give that privilege up after two consecutive to one who has not if there is a conflict in course preferences.  Associate faculty may request work in the lab as they wish.
Textbooks

Teachers in levels 1-6 must choose textbooks from a committee-approved book list. Teachers in levels 7 and 8 should avoid using a textbook that has previously been used in a lower or higher level.
TOEFL score: exempting out of ESL with a TOEFL score:  English learning students (international or resident) who can show that they have achieved a certain TOEFL score can be exempted from taking ESL courses.  Those scores are as follows:  Internet based > 71; computer based > 197; pen-and-paper > 527 along with a TWE (TOEFL’s Test of Written English) at an appropriate level.

WABERS (Washington Adult Basic Education Reporting System)

Intake: Instructors will receive WABERS Intake Forms from the ESL office at the beginning of the quarter and should be completed and signed by each permanent resident student (not required for international. students) then returned to the ESL office.

Attendance Hours:  Instructors will receive a class roster at the end of the quarter requesting quarterly attendance hours for each permanent resident student (not required for international students). These rosters will be returned to the ESL office along with a copy of the final grades and a copy of the attendance records.

Writing Rubrics 

See “Academic ESL Handbook”

