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Macon Area Adult Education & Literacy

Dear New Student,

Welcome to the Adult Education Program. Whatever your reason for coming in, the staff is glad you are here.  Everyone is ready to help you find success in learning.
Our staff understands that each student who enrolls with us is capable of setting and reaching goals that will improve his/her life and lead to more opportunities for a better future. Please do not let past experiences or negativity stop you from taking the important step of achieving your high school credential, improving your skills, entering college or a training program, or finding fulfilling employment.  You can achieve these important goals for yourself.  Students just like you demonstrated this time and time again.  If you are ready to commit to a better future, our staff can help!
As an adult student it is understood that you come to class with time constraints, responsibilities, and problems that may interfere with your learning.  Please talk to your teacher.  He or She can often help you find a way to continue your learning while managing the other circumstances in your life.  Make no mistake; this will not be an easy effort in earning your education.  Often it will be necessary to put things you want to do on hold until you have completed your study and attained your goal.  Be assured, your educational success will be worth it, you only need to see it through.

There are probably many questions going through your mind as you begin this educational journey.  You may find answers to several of those during your enrollment process.  If not, please feel free to ask.  Your teachers will be happy to answer any questions that you have.  Don’t be shy.  As an adult, you need to be a full partner in your own education.

The best is yet to come for you.

The AEL Staff

Focused Instruction Sheet
I, _______________________________, (student) will progress in​​​​​​​​​​​​​​​​​​​​​​__________________ (subject) from level________ to level __________by____________________ (date).
I will master with 80% proficiency the following skills in the subject written above:

1._________________________________________________________________

2._________________________________________________________________

3._________________________________________________________________

I will complete a TABE Post-Test before taking any OPT’s (Official Practice Test) and before I leave the program.
Teacher (signature) __________________________________________Date:_______________

Student (signature) __________________________________________Date:_______________

	TABE Scale Scores

	Reading
	Math
	Language

	6
	812
	6
	775
	6
	826

	
	596
	
	595
	
	586

	5
	595
	5
	594
	5
	585

	
	567
	
	566
	
	560

	4
	566
	4
	565
	4
	559

	
	518
	
	506
	
	524

	3
	517
	3
	505
	3
	523

	
	461
	
	442
	
	491

	2
	460
	2
	441
	2
	490

	
	368
	
	314
	
	390

	1
	367
	1
	313
	1
	389

	
	175
	
	217
	
	235


STUDENT COMMITMENT CONTRACT

Attendance Policy

The staff of the AEL program is committed to working with you to achieve your educational goals. To be successful, you MUST attend class and work while in class. Students enrolled in the program are expected to attend a minimum of 9 hours per week. 
In order to keep classes free of charge we ask that you attend 30- 40 hours in the classroom and re-assess in the area of your lowest score. Prior to taking the HiSET you will be asked to complete the WorkKeys exam and an official HiSET Practice test.
Students are allowed 2 absences during the 4 week class session. On the third absence, you will be dropped from the program.

	Macon Class Schedule

	Day of Week
	Class Type
	Time

	Monday- Friday
	General Education
	8:30am-11:30am

	Tuesday and Thursday
	General Education
	12:00pm-3:00pm

5:00pm-8:00pm

	Wednesday
	Math only
	

	English Language Learners Classes Upon request


I plan to keep the following schedule:
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total Hours

	Morning

8:30-11:30
	
	
	
	
	
	

	Afternoon

12:00pm-3:00pm
	
	
	
	
	
	

	Evening

5:00-8:00
	N/A
	
	
	
	N/A
	


I further agree to attend class ____________ hours per week and to accomplish the class work and testing necessary to complete the goal(s) listed above. I understand that if any emergency arises that prevents me from attending class; it is my responsibility to inform the instructor.

It is also understood that it is the right of each student in the class to participate in an atmosphere that is conducive to learning, and I agree it is my responsibility to help make it so.

I have also signed the Rights and Responsibilities of Adult Basic Education Students and Acceptably Use Policy (Technology Use). I fully understand the content and agree to follow the guidelines and Code of Conduct contained therein.

Student: ______________________ Date: ___________Teacher: __________________________ Date: ____________


“STOP OUT” PROCEDURES FOR AEL PROGRAMS

1. CAN ONLY BE USED FOR EXTREME EMERGENCIES

(Transportation problems, illness*, and lack of child care do not qualify for a “stop out”.  The 2 absences per month are to be used for these problems.

2. The student must call or come in and talk with the teacher to request a “stop out” and give the teacher an approximate date that he/she will return. The student is told that this is a request and that we will get back to the student with our decision. The student’s file is reviewed, including the student’s attendance, behavior, etc. to make a determination if a “stop out” should be granted.

3.  Teachers will record that the student stopped out, the reason, and approximate return date in the student’s folder on the daily record sheet. 

4. The following circumstances constitute a “stop out”:

a. Car accident/Hospitalization of self or immediate family member

b.  *Only extreme illness- long term flu, broken bones, surgery (self or immediate family member if student is primary care giver.)

c. You may check with the director if another reason is presented which you feel qualifies as a “stop out”.

5. Students are granted one (1) “stop out”. Any additional “stop outs” will be considered on a case by case basis and at the discretion of the teacher/director.

I have had these procedures explained to me, read them, and understand them. _________

                                                                             

                     Initial here

Rights and Responsibilities of Adult Basic Education Students

Instructors and staff member in the Adult Basic Education (ABE) program are committed to providing the best possible educational opportunities for adult students in our program. We are also committed to meeting the requirements of the Americans with Disabilities Act and Section 504 of the Federal Rehabilitation Act and to protecting student privacy rights. As part of our commitment, we want to ensure that your rights and responsibilities are understood and to avoid any discrimination in services to you.

Student Rights:

· Free adult education instruction

· Evaluation for appropriate placement

· Trained and qualified staff members eager to assist you in meeting your goals

· A program of study designed to meet your educational needs

· Educational materials that are at your level and match your learning style

· Equal opportunity; no discrimination based on race, religion, nationality, sex, age, or disability

· A suitable and accessible learning environment

· Reasonable accommodations, modifications, or auxiliary aids for learning and testing if you have documented disabilities

· Confidential records shared only with your written consent

Student Responsibilities:

· Follow the code of conduct and terms on the contract.

· Take an active part in planning, learning, and tracking progress in your program of study.

· Attend class on a regular basis in order to meet goals in a timely manner.

· Tell the instructor when you need to be absent.

· Sign-in and sign-out each time you are in class using the attendance sheet.

· Ask for help if you have a special need.

· Tell about your disability if you want special accommodations.

· Provide records about your diagnosed disability in order to access appropriate testing and classroom accommodations.

· Respect the rights or other students; be considerate.

· Report conduct of other students, instructors, or visitors to the program that disturb you. 

· Be honest; do not cheat.

· Keep your study area clean; check with the instructor about eating areas.

· Do not take materials out of the classroom without permission – many materials must be shared with other students, so please ask your instructor.

Code of Conduct 

Students will be terminated or suspended temporarily from the ABE program for any of the following offenses:

· Possession or distribution of stolen property, contraband, fireworks, explosives, firearms, or weapons of any kind.

· Vandalism: intentionally defacing, breaking, or damaging school property or equipment

· Participation in any bomb threat or false fire alarm

· Damage or destruction of the property of instructors or students in the program.

· Physical or verbal assault on others in the program

· Threatening to do bodily harm or inciting others to do bodily harm to another person

· Intimidation of another person by placing him or her in fear for personal safety

· Loud boisterous conduct that disrupts the classroom and prevents others from learning.

· Use, distribution, or possession of beer, wine, other alcoholic beverages, controlled substances, or substances represented to be controlled substances.
· Use of tobacco products in non-smoking areas

I have read the Rights and Responsibilities of Adult Basic Education Students and agree to abide by these guidelines and the Code of Conduct contained therein.

___________________________________________


__________________________

Student Signature (Parent/Guardian for 17 year olds)


Date
Internet Acceptable Use Policy
Use of the computer and internet provides great educational benefits to students. Unfortunately, some materials accessible via the Internet may contain items that are illegal, defamatory, or potentially offensive to some people. Access to the Internet is given as a privilege to students who agree to act in a considerate and responsible manner. We require that ALL students and parents or guardians of 17-18 year olds read, accept, and sign the following rules for acceptable behavior while utilizing the computers at the Family Literacy Center.

Students are responsible for good behavior on the internet just as they are in school.

General school rules for behavior and communications apply.

The student agrees to the following:

· I will NOT play games or use the computer resources for non-academic purposes.

· I will NOT violate any copyright laws.

· I will use e-mail and chat rooms only when authorized by the ABE instructor for academic purposes.

· I will not access, write, transmit, or send unethical, illegal, immoral, inappropriate, obscene, or questionable information of any type.

· I will not download files without the permission of the ABE instructor.

· I will not intentionally download, upload, or execute viruses.

· I will not corrupt, destroy, delete, or manipulate system data.

· I will not change the settings of the machine without permission from the ABE instructor.

· I will not use the computer to harass, insult, or attack others.

· I will not intentionally damage computers, computer systems, or computer networks.

· I will not use another’s password.

· I will not trespass in another’s folders, work or files.

· I will not intentionally waste limited resources, including through the use of “chain letters” and messages broadcasted to mailing lists or individuals.

· I will not employ the network for commercial purposes.

· I will not reveal the personal address or phone number of myself or any other person without permission for the ABE instructor.

I understand the use of the computers is a privilege. Violation of the rules described above will result in the loss of computer privileges and could result in expulsion and / or criminal charges. I have read, or had explained to me, and understand the above stated rules. I agree to comply with said rules. I also understand that any user having a history of problems may be denied access to the computer resources.
____________________________________  

 _______________

Student Signature




  Date


Guidelines for Goal-Setting

The concept of goal-setting, being mindful of what one is working towards, is an important one. Below are guidelines that apply to any goal.

To be effective, a goal must be:

S.M.A.R.T.

· Specific

Clearly stated, one thing at a time

· Measurable

Stated so that it can be measured in time and quantity

· Achievable

Able to be accomplished with your given abilities

· Relevant

Will result in a positive change in your life

· Time Bound

You should be able to check your progress toward the goal

How to Reach a Goal

· Know the goal (long-term)

· Identify steps toward the goal (short-term). This is “The Plan”

· How long will each step take?

· When should I start working in order to finish on time?

· How can I measure my progress?

· How will I know that I have reached my goal?
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Goal Setting Worksheet
What one thing do you want to accomplish by the end of the week?

______________________________________________________________________________

What one thing do you want to accomplish by the end of next month?

______________________________________________________________________________

What one thing do you want to accomplish one year from now?

______________________________________________________________________________

What do you want to be doing 3-5 years from now?

______________________________________________________________________________

What did you like about school?  (i.e. favorite school, seeing friends, sports, clubs, projects, dislikes, etc.)

1.__________________________________

2.__________________________________

3.__________________________________

What values do you look for in work and jobs? (i.e. flexible schedule, opportunity for overtime, team               environment, personality of supervisor, working outside, working with your hands, etc.)

1.__________________________________

2.__________________________________

3.__________________________________

Three Skills I have are: 

1.__________________________________ 

2.__________________________________

3.__________________________________
Self-Assessment Survey

Name: _________________________________Date:_________________________________________

1. What is your main reason for attending AEl?
2. What are your greatest fears as you being your AEL classes?

3. Have you ever received special help in school?

4. What might affect your AEL attendance?
____I sometimes have transportation problems.

____I have health problems.

____I might have childcare difficulties.

​____My work schedule sometimes changes and might conflict with class.

____ I am sometimes very tired.

____I have a lot of responsibilities at home.

____I’m always thinking about problems at home.

____I have family and friends who don’t think I should attend AEL

____I am afraid I cannot succeed because I’ve been out of school so long. 

____Math (or reading or language) has always been hard for me; I’m not sure I can learn.

____I sometimes get angry at what others do.

____I don’t like being around people very much.

____Other:  ​​​​​​​​​​​​​​​​​​​​​​_________________________________________________________
Continues on next page
5. What Difficulties might you experience?
____ It’s hard for me to ask for assistance.

____It’s sometimes hard for me to understand what people are saying. 

____I have trouble hearing sometimes.

____I sometimes have trouble seeing the board.

____ My eyes get tired from reading too much. 

____It’s hard for me to work by myself.

____It’s hard for me to work with other people.

____I get really nervous taking tests.

____I am easily distracted.

____I have trouble finishing what I start.

____Too much noise or activity bothers me.

____It’s hard for me to work when it’s too quiet.

____it’s hard for me to concentrate.

____My motivation to attend AEL comes and goes.

____Other:  ​​​​​​​​​​​​​​​​​​​​​​_________________________________________________________

AEL Director


Macon Area Education Center


702 N Missouri Street


Macon, Missouri 63552


Phone: (660) 385-2158





AEL Director


Macon Area Education Center


702 N Missouri Street


Macon, Missouri 63552


Phone: (660) 385-2158












