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Adult Career and Educational Services




ADULT LEARNING CENTER

STUDENT REGISTRATION PROCESS 

The following must be completed before a student is officially registered in an English as a Second Language (ESL), Adult Basic Education (ABE) or GED Prep class.

· Student Application – Intake personnel will interview student to gather contact information, employment status and educational goals. Registration fee is collected; student will receive a receipt to confirm fee was paid.
· Writing Sample – All students are encouraged to write about a topic or answer questions about themselves; this helps teachers identify strengths and/or weaknesses with writing. 
· Americans with Disabilities Act (ADA) Form – Student signs form to acknowledge that ADA guidelines were explained and understood by the student. 
· Student Contract –Student agrees to follow program’s attendance requirements and code of conduct; original is given to the student and a copy is kept in the student’s file.  

· Pre-assessments – Testing is conducted to determine the appropriate placement for the student.  
· ESL students will be given a Basic English Skills Test (BEST Plus) or BEST Literacy.  
· Testing time can range from 15 minutes to one hour.
· ABE/GED students will be given a Test of Adult Basic Education (TABE).  
· Testing time is typically three hours.
· Placement -   After student has completed writing sample, testing and signed the necessary forms, the student will be explained their current level of performance and advised when they can start class.
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