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	Role
	Name
	Phone/Email

	Program Director			
	Dr. Erin Paszko
	978-519-4040
epaszko@communityactioninc.org

	Program Advisor
	Zhihui (Joy) Li 
	978-519-4035
zli@communityactioninc.org

	Program Advisor 
	Gretchen Pedraza 
	(978) 519-4028
gpedraza@communityactioninc.org


	Multilingual Staff Assistant
	Fabiola Harrington 
	978-519-4042
fharrington@communityactioninc.org

	ESOL Basic Instructor
	Yvanne Larochel Hyppolite
	Maculate2022@gmail.com



	ESOL Beginner Instructor
	TBD 
	

	ESOL Intermediate Instructor
	Dr. Erin Paszko/
Diane King 
	epaszko@communityactioninc.org
dchin3@comcast.net


	ESOL Advanced Instructor
	Peter Ash
	peterash19@gmail.com


	ESOL PM Intermediate
	TBD
	


	ESOL PM Advanced Instructor 
	TBD 
	

	ABE and ABE Math Instructor	
	Russell Bent 
	russellbentabe@gmail.com


	Pre-ASE and pre-ASE Math Instructor
	Michelle Logan
	mlogancai@gmail.com


	ASE Instructor
	Deborah Henegan
	deborah.henegancai@gmail.com


	ASE Math Instructor
	Deborah Henegan
	deborah.henegancai@gmail.com


	ASE PM Instructor 
	Gabby Russell 
	gabby.russell.instructor@gmail.com


	ASE PM Math Instructor 
	Michelle Logan 
	mlogancai@gmail.com






Office Hours: The Adult Learning Center at CAI is open M-F from 8am-4pm. Most staff, including Program Advisors, work during those hours and are only accessible during that time. Please understand that if you email, call, or text outside of office hours, that you will not get a response back until the person is back on work hours. Occasionally, Program Advisors and the Director are available in the evening if they are responsible for activities associated with the evening classes.  

Staff Roles:
The Program Director oversees the education and training programs at Community Action, Inc. Instructors provide appropriate instruction to students helping them progress towards their academic and career goals. Program Advisors assess students, maintain records on student attendance and progress, help students overcome barriers and obstacles to progress, and assist students in achieving learning goals. Program Advisors also help students set, explore, and achieve the “next step” in college and career opportunities. These steps can include college application and acceptance, career exploration, resume writing, interview skills, career changes/promotions and workforce preparation. The Multilingual Staff Assistant assists students with referrals, translation support, and classroom needs. He/she also assists advisors, instructors, and the director with classroom setup, copies, supplies, etc., and maintains overall office operation.  

About This Handbook
This handbook provides important information necessary for your success in the program. Please save the handbook we provided and review as needed. The handbook will also be posted in the Community Resources Google classroom for you to refer to whenever you are uncertain about program policies and procedures.

About Community Action, Inc.
Community Action, Inc. (CAI) provides resources and opportunities for individuals, families and communities to overcome poverty. CAI envisions thriving communities free of inequality and poverty. We build hope and help with respect and understanding. Community Action, Inc. offers many additional services for the community. These services include Childcare, Early Childhood Education, WIC, Community Services, Food Pantry, Fuel Assistance, and Housing Assistance. If you need assistance regarding food and nutrition needs, health insurance, housing support, fuel assistance, childcare, etc., please let us know, and we will refer you to services in the area, both within and outside CAI.  

About the Adult Learning Center
The Community Action, Inc. (CAI) Adult Learning Center is committed to helping you to learn English, obtain your High School Equivalency (GED/HiSet), identify a career pathway, and find your way to a brighter future.

We offer ESOL classes, HSE Preparation classes, and Education and Career Advising and Support

CAI’s Adult Learning Center Program Vision: “Together We Learn, Together We Thrive” 
The Adult Education Program at Community Action, Inc is a supportive, affirming, responsive, and empowering program aimed at helping individuals uplift and transform their lives. We also believe that everyone in our program (instructors, staff, the Director, students, volunteers) are in the same struggle together. We come from diverse backgrounds and experiences and we occupy diverse identities and viewpoints. At our program, everyone comes together from a place of empathy and understanding, and we strive to help, uplift, and support one another. The power of community, collaboration, and belonging is transformative and we work to put this power into practice each and every day. 


Class Sessions and Locations:

ESOL and HSE Classes at Community Action, Inc. 3 Washington Sq. 3rd Floor, Haverhill, Ma 01830    
Parking is FREE anywhere on Bailey Boulevard or
You can also use this link to explore parking options: https://www.haverhillma.gov/media/vvlb1pcx/downtown-parking-map.gif

	Monday  
	Tuesday  
	Wednesday  
	Thursday  
	Friday  

	ESOL Basic   
ESOL Beginner  
ESOL Intermediate 
ESOL Advanced    
	ABE Basic
Pre-ASE   
ASE 
 
	ESOL Basic   
ESOL Beginner    
ESOL Intermediate  
ESOL Advanced  
	ABE Basic Math 
Pre-ASE Math 
  
ASE Math    
9-12:30pm   
	ABE Basic 
Pre-ASE
ASE  


  
ESOL (English Classes) 9:00 am – 12:00 pm 	HSE (High School Equivalency)   
Basic Monday/Wednesday 				ABE Basic: Tuesday/Thursday/Friday 9am-12pm   
Level Beginner: Monday/Wednesday 		Pre-ASE: Tuesday/Thursday/Friday 9am-12pm   
Level Intermediate: Monday/Wednesday 		ASE: Tuesday/Friday 9am-12pm; Thurs 9am-12:30pm 
Level Advanced: Monday/ Wednesday 		***Thursday is a class designated for math instruction   

ESOL and HSE Classes at Presidential Gardens - Community Center, 140 Evergreen Dr. Bradford, MA 01835  
  
	Monday  
	Tuesday  
	Wednesday  
	Thursday  
	Friday  

	ESOL PM Advanced (5:15-8:15)  
	ESOL PM Intermediate 
(5:15-8:15pm)   
  
ASE PM  (5:15-8:15pm)  
	ESOL PM Advanced  
  
ASE PM (5:15-8:15pm)   
	ESOL PM Intermediate (5:15-8:15pm)   
  
ASE PM Math (5:15-8:45pm)  
	 


ESOL (English Classes) 5:15pm – 8:15 pm 	HSE (High School Equivalency) 5:15pm-8:45pm   
ESOL PM Advanced: Monday/Wednesday 		ASE PM: Tuesday (5:15-8:15pm)/ Wednesday (5:15-8:15) 
ESOL PM Intermediate: Tuesday/Thursday 		ASE PM Math: Thursday (5:15-8:45pm)   


I.  The Adult Learning Center's Approach to Learning:

A Fresh Start
Welcome to a fresh start! Do know worry if you have failed in your education before. Wipe those memories from your mind. This is your chance to hit the "reset button" and try again. We will do everything that we can to support you along the way. We are here to empower you so you can take charge of your learning and personal growth. What that means is that while your teachers, Educational Director, Program Advisor, Bilingual Staff Assistant will help you in any way they can, you are responsible for your learning. You are the only one who can attend your classes, complete your work, and stay committed to the program. Always remember... you CAN do this!
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Growth Mindset
Education researcher, Carol Dweck, coined the term, “growth mindset.” When you have a growth mindset, you understand that abilities and intelligence can change and develop; they are not fixed and permanently set in place. This means you grow with each new thing that you do and learn. Not everyone has a growth mindset. In fact, many of us inhabit a fixed mindset. A fixed mindset means we cannot grow or learn more than we already have. But that is not true at all! At the Adult Learning Center, we will foster your growth mindset so that you can see how much you can change and improve. Your only job is to be open to the idea that you can, and will, learn new things. If you would like to learn more about a growth versus a fixed mindset, explore this website:  https://www.minsetworks.com/science/.
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Habits of Mind
Learning is far more than what you know about reading and math. Learning requires a complex set of behaviors that begin with your desire to know more, be more, do more and experience more. Intelligence is not just about how much you know; it is about what steps you take when you discover something that you would like to learn. At the Adult Learning Center, you will learn strategies and “habits of mind” that you can use to overcome challenges and gain positive outcomes.  

[image: ]

 Mindfulness
“Mindfulness means paying attention in a particular way: on purpose, in the present moment, and nonjudgmentally.” – Jon Kabat-Zinn

Due to many factors, including the fast pace of our lives, trauma, anxiety, and depression, many of us struggle to pay attention. We have difficulty being present in the moment and we tend to think about the past or the future. Our brains find distractions such as “When will this class be over?  Can’t we have a break? I can’t believe what my girlfriend said last night!” Every time these thoughts pop into our brains we become distracted and lose focus on the task at hand. By practicing mindfulness, you can become more in control of your thoughts and your manner of thinking. Most of us use the phrase “I can’t help it,” but that isn’t true. We can teach our brains to focus better and pay attention more. Learning mindfulness tactics will help us attend school more regularly, pay attention in class more carefully, and be less judgmental of your experience overall.  
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Personal Best
We encourage students to take a “Personal Best” approach to education. This means setting learning goals aimed at doing better than you did before. Of course, your best will be different from someone else’s best. Each student has a different background, different educational experience, and a different set of behaviors. So, it only makes sense that each person should work to do better according to their own personal best.  As we get to know you in the classroom and in advising sessions, we will get a good idea of what your best is. Once we know what your best is, we will help you to achieve a new personal best in attendance, homework completion, communication, study habits, test scores, and other areas. “Personal best” learning is very specific to you as an individual. So, while you will engage with the same academic material as your classmates, your experience of the material will be different according to your personal goals.

If you would like to learn more about the concept of “personal best” you can go to this website:
https://www.teachermagazine.com.au/articles/using-personal-best-goal-setting-and-values-driven-action


College and Career Planning
Our program provides college and career readiness planning, training, and assistance. You will learn how to identify jobs and careers suited to your interests and skills. In class, and in conversations with your Program Advisor, you will establish goals and outline a plan to pursue future career and college pathways. You will learn how to explore career possibilities, develop a resume, and practice interview skills. At the Adult Learning Center, you will also have the chance to participate in job and resource fairs and meet with local professionals from the employment areas you are interested in.  

[image: ]
II.  The Adult Learning Center’s Approach to Success
A.  Attendance

The Adult Learning Center at CAI is committed to providing all students with quality instruction. In return, students are expected to make the same commitment to their own education. Good attendance (both in-person AND online), assignment completion, and timeliness are necessary for students to learn and to improve. 

ABSENCES
⦁	Students should aim to attend every class every month. If attendance falls below 50% a month, the 	Program Advisor will arrange a meeting with the student to address any potential challenges to	participation. If the student does not meet with the Program Advisor, that student risks losing their	seat in the class and may be subject to withdrawal. 
⦁	All students are required to notify the instructor/advisor if they need to miss a class. Like a job, you need to “call out” if you are not going to be able to attend class. Avoid scheduling appointments/commitments during your class time.
⦁	If you know you need to miss two classes in a row, inform your Program Advisor. Any student who does not notify the Program Advisor and is absent for two consecutive class sessions, risks losing their seat in class, and the program may withdraw the student.  
· If a student fails to communicate with staff, fails to schedule a required meeting, or fails to attend a required meeting with their Program Advisor, the student will be given one last warning phone call and email. If a student has been absent for a week or more without notifying the instructor and advisor, the  student will be given a final date requiring program attendance before the student loses their seat in class. Students who are still interested in attending will be placed back on the waitlist until they can commit to attending classes.  
The best way to avoid losing your seat is to attend your classes on a regular basis each month. Keeping your Program Advisor aware of situations, personal issues, and/or scheduling challenges that might be getting in the way of your attendance is very important! Your Program Advisor will help you troubleshoot the issue that you are having and get you back on the path to success.

IN-PERSON ATTENDANCE POLICY 
Classes at the Adult Learning Center meet in-person. Students are expected to attend in-person and abide by the in-person attendance policy that every student will sign during orientation.  
· If the student has a barrier to in-person attendance that they would like to discuss with the Program Advisor, they must schedule a meeting with their advisor, and sign an “Exception to the In-Person Attendance” policy form, after approval for an exception is granted.  
· Barriers to in-person attendance include needed accommodation for a disability, lack of childcare or homecare for a relative, transportation difficulties (if warranted), etc. The student will be referred to services and resources to help them overcome the obstacle and barrier, and the student agrees to utilize the resources provided. For example, if the student lives in Haverhill, and has access to a bus route, not wanting to take the bus does not warrant a legitimate barrier to attendance.  
· In case of emergency, the student may “sign-on” to Zoom to attend class, only after alerting their instructor that an emergency requires their remote attendance for that class session. Zoom access will not be provided if the student repeatedly signs on to Zoom without discussing that option with the Program Advisor. Repeated remote attendance will warrant a meeting with the Program Advisor and could be the grounds for possible withdrawal from the program.  
· If the student is allowed to attend classes remotely, the student is expected to demonstrate active participation in the classroom. Active participation includes: completing all learning activities and assignments, verbal responses when called upon, activity in the chat when requested by the instructor, and participation in group work and breakout rooms. Students are also expected to keep cameras on throughout the class session. If a student needs to request an exception, they must discuss that with their instructor, and perhaps the Program Advisor, if warranted. 
· Students who do not demonstrate active participation during class will be marked as absent for that class session. Instructors will document evidence of participation. 
· Even if a student is granted an exception to the policy, and may attend classes remotely, the student is expected in-person for orientation sessions and progress testing. 
LATE ARRIVAL (TARDINESS)/ EARLY DEPARTURE

· Students must be on time for class and plan to stay for the entire class. Important announcements and classroom plans are given at the start of class. If you attend remotely, you must be ready to log in at the start of class. Classes begin promptly at 9:00 am. 

· Excessive tardiness (or a pattern of leaving early) will warrant a meeting with the Program Advisor. Students who have a repeated problem coming on time or leaving early may lose their seat in class and be placed back on the waitlist until they can commit to full attendance of the class. *If placed on the waitlist, students may return to class at the discretion of the advisor and teacher*

B. SCHOOL CLOSINGS/DELAYED OPENINGS
If CAI is closed for weather-related or other reasons, your class will be offered online via Zoom. The Program Advisor and/or your instructor will inform you if classes will be held on Zoom. You may receive a text message alerting you of a school closure and we will post the announcement on your Google Classroom. If CAI buildings are closed in the morning, the earliest we can get a message to students is 8:15-8:20 in the morning.  

You can confirm whether your class is either canceled or occurring only online by any of the following methods:
· Check your Google classroom for a posted announcement.
· Check the CAI website at www.communityactioninc.org.
· Call our main number at 978-373-1971
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C.  Assessment
Our state-funding mandates that all students take at least two assessments during the school year, a pre-test and a progress test. These assessments measure student progress. HSE (GED) students take an assessment called the MAPT- Massachusetts Adult Proficiency Tests in Math and Reading. ESOL students take an assessment called the BEST PLUS and the TABE Clas-E Reading test. These assessments will be scheduled by your Program Advisor, and you will be notified of your appointment. If you must leave the program before the end of the year, the advisor will ask you to test before you leave, or to make an appointment with you to come back after you have left to complete it. These assessments are required by the state of MA and they determine whether our program will receive funding to be able to offer classes. As a requirement of our program, students must complete both assessments each year. If a student does not complete a post-test or progress test, they may lose their seat in their class. Students must complete assessments in-person at the Adult Learning Center. 
III. Health, Safety and Respect for All

A.  Attire
Students and staff will dress conducive to working and studying. A shirt and shoes must always be worn. The Adult Learning Center and/or CAI staff may ask you to go home and change if your clothes are not appropriate for school. Clothing with inappropriate language, hate messages, or offensive logos will not be tolerated. Students are required to follow health and safety protocols if necessary, including wearing a mask if required.  

B. Your Safety and Health
NO SMOKING/VAPING
Smoking /vaping is not permitted anywhere within the building. If you need to, please smoke outside the building, at least 20 feet away from the entrance. If you attend classes online via Zoom, please wait until your scheduled break to smoke. Students found smoking inside the building may be subject to withdrawal.  

NO DRUGS
Any location at which Community Action, Inc. business is conducted is a drug-free workplace and classroom. There is ZERO TOLERANCE for all drug and alcohol use during the program. All participants are absolutely prohibited from unlawfully manufacturing, distributing, dispensing, possessing, or using controlled substances in and/or around the workplace/classroom. Any program participant violating the above policy will be withdrawn from the program for the first offense. Reentry into the program will be based on evidence of active participation in a treatment program.

Although marijuana is legal, students may not participate in class under its influence, just as they may not come to class under the influence of alcohol or anything else that can impair their judgement. If a student smells like marijuana, they will be asked to leave class for the day.

NO HARASSMENT/HATE SPEECH 
Harassment directed at students or teachers will not be tolerated. This includes racial/religious/ethnic/orientation/gender identification slurs, comments, suggestions, or discussions about one’s own or others’ sexual behavior, body parts, bodily functions, or physical and/or mental health problems. We are a family! We treat each other with kindness, dignity and respect always. You do not have to agree with someone else’s viewpoints, opinions or life choices, but you do need to respect them. 

NO WEAPONS
Weapons of any kind, including, but not limited to knives, guns, brass knuckles, chains, bats, pipes, etc. are not permitted in the classroom or any CAI building. Possession of a weapon at CAI will result in immediate termination.

CAI TECHNOLOGY AND ACCEPTABLE USE POLICY
CAI’s information and office technology systems (including, but not limited to, computer networks, internet, email, software, computers, telephones, printers, copiers, etc.) are tools provided to employees, clients, students, and volunteers to enhance a client’s participation in a program and an employee’s productivity and performance on the job. Regardless of the type of use, users of CAI’s technology devices and systems must not have any expectation of privacy to data, information or files that are created, stored or used on CAI’s systems. 
Use of the internet should be limited to work or classroom related activities. Transmission or use of electronic resources at Community Action, Inc. is not considered confidential and may be monitored to ensure acceptable use. 
 
Users of CAI technology systems and devices are expected to use good judgment in their use of CAI’s technology systems. Access to all systems is a privilege, not a right. Examples of inappropriate and prohibited use of technology include: 
· Any violation of law or government regulation
· Any unauthorized access to computer systems or networks 
· Any use promoting disrespect for an individual, discrimination, or any use constituting a personal attack, including ethnic jokes or slurs
· Viewing, copying or transmitting material with sexual or profane content
· Transmitting harassing or soliciting messages
· Transmitting unsolicited advertising
· Using copyrighted material without permission or legal
· Any use for personal financial gain, or in a manner creating a potential conflict of interest for the employee or CAI
· Any use that constitutes a waste of CAI’s resources, including network resources
· Any use that involves corruption or destruction of data, including knowingly or negligently launching a virus, worm or other malicious software
· Attempting to, or gaining unauthorized access to files, passwords, data, etc. 

Inappropriate use of the Agency’s technology systems may result in suspension of privileges, disciplinary action, or withdrawal from a program if a client, student, or participant.  

STUDENT WITHDRAWAL POLICY
There will be times when it is no longer appropriate for a student to attend our program. The following will result in immediate and permanent withdrawal from the program:

· Possession of a weapon (any article that is primarily used in a harmful manner such as: knives, guns, brass knuckles, zap, etc.)
· Harassment, hate speech, assault, or threat, either physical or verbal, which threatens any person’s safety or well-being.
· Theft or intentional destruction of CAI property.
· Violation of agency/program drug policy. 

Students may also be subject to withdrawal if they display the following behaviors: 
· Inappropriate, foul and offensive language in the classroom, hallways, stairways, elevator, kitchen or restrooms. 
· Disruptive or disrespectful behavior in the classroom (both the physical and online classrooms) 
· Using drugs or alcohol while attending the program. 
· Inappropriate use of the elevator or disruptive behavior in the stairs, hallways, or other public areas.  

C. Your Right to Privacy
CAI staff will not and cannot, by law, ask if you have a physical, mental health, or learning disability issue. However, you can tell us if you want us to know about any of these issues. If any student has a physical or mental health emergency in class, 911 will be called for assistance.  Here are some examples of when it would be a good idea to disclose a personal challenge with your teachers and/or advisor: 

MENTAL HEALTH
For example: If you have anxiety attacks, depression, or other issues that make it difficult to concentrate or do work, you can explain what happens and what helps you the most. 

LEARNING DISABILITIES
If you have a learning disability and you tell the teacher and/or advisor, they will be able to figure out the accommodation that works best for you. Your advisor can help you seek accommodation for a learning challenge if you are taking the GED/HISET exam.  
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D. Family Educational Rights and Privacy Act (FERPA)

Under FERPA, students have rights regarding their education records. See the following statement from the US Department of Education regarding FERPA rights: US Department of Education FERPA Statement.
If a student would like us to share information from their student files, or regarding their enrollment at the Adult Learning Center, with another organization, agency, or institution, with which the student is involved, the student must grant ALC staff written permission by signing a release of information form with that organization.  
The US Department of Education FERPA Statement.

E. Enrollment Letters
There are many instances when a student needs an enrollment letter from us documenting the student's enrollment in our program. Students must give at least one week’s notice if requesting an enrollment letter. Do not expect your advisor to immediately write an enrollment letter for you. You must also be enrolled in our program for at least 12 hours to receive an enrollment letter. You must sign an release or information form granting us the ability to share information with that organization. If you do not attend class after an enrollment letter is provided, your advisor will contact the name of the organization requesting the letter to let them know you are no longer enrolled at the Adult Learning Center. For an enrollment letter, you must provide a contact name, organization name, address, contact phone number, and email so we can address the letter accordingly. 

F.  Your Right to Grievance Procedures
We want everyone to have a positive learning experience at the Adult Learning Center of Greater Haverhill. If you feel you have been mistreated or discriminated against, you have the right to communicate your grievance. If the issue is a relatively minor one, you might opt to speak with the person who has upset you. However, if the issue is a major one, and/or you do not feel comfortable speaking with the person or people involved, a more formal procedure is as follows:

· Talk to the Program Advisor and address the grievance.
· The Program Advisor will set up a meeting with the Program Director where they will both listen to your complaint and will work with you to find the most appropriate solution.
· If you have a grievance against the Program Advisor or another staff member, contact the Program Director and meet with them directly.
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G.  Community Etiquette
For the health, safety, and well-being of all, we ask that everyone adhere to the following:
· Be on time for your classes and scheduled appointments.
· Refrain from wearing perfume/after shave/cologne. Many people have allergies!
· [bookmark: _GoBack]Refrain from swearing in the halls, corridors, class spaces, etc. Try to speak quietly while in the halls and computer rooms. People are at work and classes are in session.
· Recycle your trash and clean up after yourself. If you are using the kitchen, please wash your dishes, the counters, table, and the refrigerator as needed.
· Silence cell phones and limit cell phone use when you are in the building. Leave the class to take a call. If cell phones become too much of a distraction in class, they will be removed during the class session.  
· Please do not leave food in the refrigerator past the safety/expiration date.
· Please help avoid illness by washing your hands after using the bathroom. Do not come to the building if you are sick. 
· Treat fellow students, instructors, staff with respect and understanding. Verbal assaults and threats against staff will not be tolerated. 
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