 REGISTRATION

Continuing students have two days to register starting the day after grades are due.  New and returning students will be invited to register following continuing students.

WAITING LIST/LATE REGISTRATION
BEFORE the quarter begins, if a class is full:

Level 1 to 3 students are put on a manual waiting list in the ESL office.  If space becomes available before the quarter begins, our office will process the change and notify the student.  Students are also told at this time, if they do not hear from us to come back with our office on the fourth day of the quarter to check for space available.

Level 4, 5, 6 students will be put on an auto wait list with enrollment services when they go to register.  Students will attend the first day of class and inform the instructor that they are on a wait list.  Instructors may access the wait list through instructor briefcase.  The students will be listed at the bottom of their class roster.

THE FIRST WEEK of the quarter:
Instructors will receive enrollment reports from the ESL office to return indicating students who have not attended the first three days of the quarter – if these students have not paid, they will be dropped for non-attendance (this will open spaces in the class).

Level 1 to 3 students return to the ESL office on the fourth day of the quarter (first come first serve) to see if space is available.  If the class is full students are put on the list to register for the next quarter --- please do not give permission for new students to add your class during the first week. 

NOTE: If instructors do not turn in enrollment reports on time, we have to assume everyone is attending their class and there is no space available for new students
AFTER the first week of the quarter:

We will register students with instructor written permission only. Instructors should be cautioned if they allow students to register because some students haven’t shown up; they may inadvertently end up with an overloaded class if already registered/paid students do show up.  No students should be added after the 10th day, except under special circumstances. 
CLASS ROSTERS

Please check your class rosters carefully.  Students may NOT attend your class if they are not on your class roster.  These students should be sent to the ESL office (Room 5205) immediately.

WABERS -  INTAKE FORMS

The third week of the quarter instructors will receive WABERS intake forms for each resident student. These are required by the State Board to record the student’s goals and have permission to use the student’s social security number if it has been provided by the student on their application

WABERS - STUDENT ATTENDANCE AND ATTENDANCE HOURS

The State Board requires that we have a copy of the student’s attendance records and their attendance hours.  At the end of the quarter, you will receive a class roster from our office to record student’s attendance hours.  You will return this to our office along with a copy of your class attendance records and a copy of your final grades.

GRADING

Levels one to six receive mandatory P/NC grades. No decimal grades are given to these levels.

GRADING  FOR ESL NIGHT CLASSES

Since the night class is only 5 hours a week students should receive a “P” grade if they are making satisfactory progress in the class even if they aren’t ready yet for the next level.  When a student IS READY for the next level, instructors will need to highlight those students names on the copy of the final grades that is turned in to our office.  We will make the necessary notes in the student’s file so they will be registered for the next level when they come to our office.  
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