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This handbook has been developed to explain and clarify the
policies and procedures of Pui Tak Center.
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Welcome! il

Thank you for choosing the Pui Tak Center (PTC)
as your place for learning English! We look forward
to assisting you in fulfilling your goals. We are
proud of our program, students, teachers and staff
along with their “dedication to excellence.” We
hope you will have a rewarding learning experience
at PTC.
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Purpose of the Program: #£F2 H [¥]

For 30 years, PTC’s Adult English Language
Learning (ELL) program has been designed to help
students learn and use functional English skills
needed at home, on the job, in the community and
for further education. Our program emphasizes
learning through classroom instruction and
individualized tutoring, along with technology to
encourage language learners to become more
interactive communicators who are culturally
sensitive and socially independent.
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ELL Program Administration and Staff:

Adult Ed & Training Manager: Sarah Swetz Huang
Student Services Coordinator: Sandy Louie
Tutoring Coordinator: Judy Fairbairn

Data Coordinator: Ivy Lee

Adult ELL Transitions Coordinator: Jonathan Meter
Teacher Support / Resources Coordinator: Jenny Mei

FOCREITBEE A R

N B A #7575 (Sarah Swetz Huang)
RSN TS AR MRS P B B UK (Sandy Louie)
BN B S0 51 il (Judy Fairbairn)

RN TESCEHR A 51 ZE i (lvy Lee)

SN e SO MR 51 K 2K (Jonathan Meter)

O R IR R G M/ (Jenny Mei)

ELL Class Description: ¥ 30 i B

A. There are six terms each year, with each term
lasting for seven weeks. The academic year
starts in July.
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B. We offer 10 different courses which cover seven
English language proficiency levels. The morning
classes run from 8:00 am to 10:00 am, Monday
through Thursday. The evening classes begin at
5:30 pm and end at 7:30 pm. Under the ELL
program, we also offer citizenship classes, a
Healthcare Bridge class and a Career Pathways
Bridge class. There is also a Food Service
Management Certification course, in which
student can learn both English and vocational
skills related to managing a restaurant or other
food service establishment. A vocational class, the
Food Service Sanitation Manager certificate
training program, is also offered at PTC for those
students who qualify.
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C. Textbooks 4t

Future Intro (Pearson): Students at this beginning
level practice the pronunciation of letters, basic
words and phrases.

(Future ARG CEEARHRAL) iz 80b43&E A
THIGOKTF A, 2557 R &,
FEA ) B AR PO VE

Future Book 1 (Pearson): Students in this class
focus on simple, learned words, phrases and
pronunciation. Some easy grammar is taught at this

level. (Future Z5—) EFAHRFE) 1 525
G AR R AR A Sl R, RE
MK TR IR 25 5] — L 3
[PITETE

Future Book 2 (Pearson): Students in this class learn
functional English words and phrases. Some
grammar is taught for immediate needs.

(Future 5 1) (34 d )  A¥rs4
25 3] S FHOOE B HAR A AR . IS SR — LER
B 75 L EE

Future Book 3 (Pearson): Students practice basic
grammar, conversation, vocabulary, phrases and
short reading passages.

(Future 55 =# ) AR @ 4%
SIRAEYE. 25, A AAERIE .,
6



Future Book 4 (Pearson): Students practice more
complex grammar, conversation, reading
passages, writing and intonation.

(Future 45 DU ) (34 HARA) @ %
ARSI EINE L TEE . 26, Bk
B B AEAER.

Future Advanced (Pearson): Our most advanced
students develop their reading, writing,
vocabulary, and critical thinking skills. This
curriculum gives a special focus to workforce and
academic readiness.

(Future L) (BsAEHRA) - EHT
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Burlington English: This is a fully online
curriculum that allows students to learn English
both inside and outside the classroom. A six-
level, standards-based core curriculum,
Burlington English, teaches students essential
skills for real-world success, and to make
measurable progress in their English language
learning. The Burlington English blended
curriculum combines academic and workforce
readiness skills that actively engage and prepare
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students for post-secondary education, job
training, as well as the everyday English needed
to integrate into American life.

Burlington English fH R i e : Xt — 4k
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D. Citizenship classes help prepare students for
the Citizenship test and interviews. These
classes are only available to those students who
are eligible to apply for Citizenship within the
next year. These classes are only suitable for

students whose English proficiency is at Level

Two or Future Book 2. New students need to
have a CASAS test score of 200 or above and
pass a simple oral test to enroll for the

citizenship class.
NFEIRAE TS B 22 A2 9 N8 25 1A T sl i v
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E. Supplemental ELL classes include several levels
of Conversation classes, Phonics, Listening, and
a Read Aloud class. These classes meet at
various days and times, with most meeting two
days per week either from 10:30 am to 12:00
noon, or 7:30 pm to 9:00 pm. Only students
enrolled in core ELL classes are allowed to
enroll in a supplemental class.

AR BREOREZ NN SR PiE
URAE . W 7R FE AN B SR AR . X SRR TR
ASTRI I H AN (R 2847, K 2 B0 ) R
PR, WA B4 10:30 £ 4 12:00, Bf
i b 7:30 i 9:00. RARLIEIEIE
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Student Resources 224 %R

A. Tutoring: We offer both onsite and online one-on-
one tutoring to our students on a limited basis. It is
held on Saturday mornings and weekday afternoons
from mid-September to early May. A limited number
of summer tutors are also available. Small group
classes are held on Saturday mornings in Service
Industry, Phonics, and Conversation. Only students
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enrolled in a core ELL class are eligible to register
for the tutoring program. Please call (872)260-3345
to register.

S BAVAZEERMAE =X —5 AN S
SN 9 HHaIZ 5 AW BIEBS LR TAE
H Tt IRt E F=FRAR. i
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B. Transitions Counseling and Support: We offer
tutoring, education, advice and referrals to our
students who are seeking employment, or who are
looking for educational / training opportunities
beyond that which the Pui Tak Center offers (such
as high school equivalency, vocational training or
post-secondary education). Students requiring
these services should call (872)260-3350.
Transitions Counseling and Support is for
registered ELL students only.

BRSO SR BRATNIETERIMSAE, 5
IEAEFHREEE GO AN T BRI L2 (WS
FHE . BRAEIESCR BT F4, it
WS A BUCHERE. 7 EIX RS W
SAEES . (872) 260-3350. i JEH S A
SRR CVEM R ELL 224

C. Migrant Services: We recognize that there are
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unique challenges that asylum and refugee
students face. Our migrant services specialist can
help refer migrant students to support services, as
well as help identify needed other wrap-around
services needed to successfully persist in our ELL
program.

SRR S s FRATUR e 4 R A R 2 A= T
5 PURE BBk o FRATTIR HE B R 55 B 52 AT LA
e R AR SCRF RS, R385 W € ik
Th R FATSE SRR T 5 1 A 25 5 R 55

D. Book Purchase: Teachers will inform students when
and where they can purchase textbooks and
workbooks. Text/workbooks are not refundable.
Students need to be sure which classes they will
attend before they buy their books. Since students
may transfer to a different class, students are not
expected to purchase books for the first three days.
Using “used” textbooks or workbooks is discouraged
because students need to write in the books in order
to learn. (Textbook purchase is not required. If a
student cannot afford the purchase price of a
textbook, they can apply to borrow a book for the
duration of the term. Contact the Resources
Coordinator)

VSRR B0 5 Jon 2 AR I SR A1 25 >0 )t
OIS TR A £ TRASIZR>) WHE a2 AR K
SRR SRS R AT R 2 0 R £ 3R

11



Feo TSN U BRI YRS, AR =
REFEATEMELAEE. AU EEH —F
I BRI, POV EREAER EES
BE o). OWSR¥ REPIFARBEIEZR . iy
A SEANE RS, T RARIE A IS —
5o FERAR LIRS

. Mobile Device Loan Program: Students may apply
to borrow certain electronic devices to help with their
education. Having such a device can be especially
important for online classes. Currently we loan out
iPad, Galaxy Tab & Chromebook devices. These
devices are loaned out one device per term. If a
student wishes to borrow a device, they should
call/text Manying Tam (312) 328-0986.
Bz A A RHE AT DRSS R d 1
Bk, DA A PR B 0 TR
UREEKUC B . HATRATAI A4S iPad (SEZR
B , Galaxy Tab A (=2 FHH K A)
A A Chromebook (H#ZEID A) W, XL
R A IR s, NEBURE
2 (312) 328-0986,

Academic Policies “# AR E

A. Registration: Students must be registered, take a
pre-test, and be assigned to a class before
attending a class. New students can register for
class during the open registration period which is
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prior to the start of each new class term.

WA FAELILEN. St
WA ELRIBEE A e BR . B A ] DLEE R8T
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B. Attendance & Absences: Students must come to
class by the third day of class to be officially
enrolled for the term. If registered students do not
attend by the third day, they are automatically
removed from their class. Thereafter, if a student
misses six consecutive classes, they will be
automatically considered ‘“dropped” from the
program. Consistent and regular attendance is
expected of all our students. If a student will miss
a day or must leave early, they must notify their
teacher. PTC asks that students who exit the
program complete a short exit survey so that
teachers and program staff can better understand
the barriers to program persistence.

HE): PAELSETFRE =RZATEIR B, A
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Student Online Participation: Teachers spend time
and effort to plan lessons every day. Out of respect
for their time, and to make better progress in your
learning, it is PTC’s expectation that all students
actively participate in class. Online classes have
continued after the pandemic for the convenience of
both teachers and students. However, it is important
for the online learning environment to simulate an
in-person classroom to the greatest extent possible.
This means that it is strongly encouraged that
cameras remain on for the majority of class time.
Consequences for students that do not actively
participate or respond to teacher requests to
participate may include: loss of attendance for that
day, removal from the Zoom meeting, or becoming
ineligible to re-enroll for the following term. If you
cannot turn on your camera or unmute for any
reason, you must be sure to communicate this with
your teacher. Additionally, students should use their
real, legal names in all Zoom meetings and class
WecChat groups.

MR R AR AL [ AR 7180k T XHAd AT T
BB EE, o8 1 LRAR I 5 S B B A (K A
TP DA E T AR S 5. S
g, N T I EEOT A, 1R IR 4k
SR, (HiE, TEZRS I IRET 0 A K PR A 40 2
Wik, XEUEME, FATRENE SRR K
BB B AT RS Sk o ST AR S 5
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Transfers: Students must attend the class that they
are assigned to. Transfers must occur within the first
two weeks of the new term. Students who want to
change classes must ask their currently assigned
teacher to initiate the transfer. Only original teachers
can initiate a transfer. Students and receiving teachers
cannot initiate a transfer. Teachers are not to allow
students who are not on their roster into their class.

Upon agreeing to and initiating the transfer, ELL
staff will process the transfer and assign the student
to the new class. The student must have attended
their new class during the first two weeks,
otherwise the transfer is negated.

No transfers are allowed after the second week of
classes unless it is due to changes in the student’s
schedule (such as a change of work hours) or mode
of instruction (in-person to online). These transfers
must be approved by the Adult Education and
Training Manager.
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A student may transfer classes only once during a
term. A student may request a transfer to a class that
is only one level up or down from their assigned
classes. Exceptions to this are only made by the
Adult Education and Training Manager.

YR ARSI IATRI R . B PR A
WA WIRHT J LR W HEAT o AR EERE TR 22 A 20
ZORHArE € 2 M EOREE. AT Harda €
PR AT DA A GRS e BIE 2 2 R0 A 22 T A BE E 31
Feilt. ZIMARevFANMELM B2 B,
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. Post-testing: The State’s goal for Adult Education
Is the improvement of English skills as evidenced
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by students achieving level gains on a State-
mandated standardized test. All students must take
a post-test at the earliest opportunity when they
reach 40 attendance hours. Any student who
exceeds 70 hours of attendance without taking a
post-test will not be permitted to re-enroll in the
next term until their post-test is complete.
FFW: INBUFRT N ZE 1) B Ar 2 5 m
SR, BARRIL Y A AR AR M BUR L BIAR
AL U KPR e AT S AR ZAE HY
A Is 2 40 AN E RS0 > JE .
AEAT H B (A IS 70 /NI R 2 004 2] il
AR SV N E RN, "2
> Je Mk 76

D. Visitors (Including unregistered students,
students assigned to other classes, and family
members) are not allowed in class unless prior
approval is given by the Adult Education and
Training Manager.

Vg CHFERVEM A AR A DL
FRER ) RARNHE SRR FH
e, AEAN LR,

E. Student Grievances: If there is a class issue
that needs to be resolved, talk first to the
teacher, not the main office. Ask for a scheduled
meeting and try to resolve the issue or problem.
If the issue cannot be resolved or worked out,

17



then contact the ELL Office.

AN WIRYE EE A4 AR
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F. Student Contact Information: Please keep
your teacher updated about your contact
information. If your name, address, or phone
number has changed, or if you obtain a SSN,
please let your teacher know. Please join the
teacher’s group chat (WeChat or WhatsApp) to
receive important class information.
FHRERRKRELR: ERZIMER SRR
o WEREMRES . Mok B TF 505 K A2
e, BEEWERESRAS Vi@ ae R, EEH
= [ = | AN [ 7 =)
WhatsApp) PAFEZICE EHIRFEE B .

G. Gifts: It is PTC policy that teachers and staff
should not accept money or valuable items from
students. Food items are acceptable (e.g. tea,
coffee, bao, and pastries). It is at the teacher’s
discretion to accept or reject the gift. We also
discourage students from collecting money from
classmates for any reason.

LY AR O RE , B TAE N A
AN AZFEZ R R DT Y . AT DA
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Open Registration JF 03 it

New students can register for class within the first
two weeks of a term, and for several weeks leading
up to a new term. Students will need to fill out our
online intake (tinyurl.com/e6pvr392) and sign up to
take a pre-test. Walk-in registration can take place if
there are onsite staff available. New students need to
bring photo ID and proof of address to register.
Students will receive an orientation, fill out a
registration form, take placement tests, and be placed
in class.

AR AT UULE 22 BA 46 J5 B AT 8 BA ST S B 4G
BT LA iEMHRFE . 24 TR EIHE AT AL
A (E B (tinyurl.com/e6pvr392) F i 4% 2 N i
%, MEAIIH TAENG, TP TISEM
A TR B A i R A 0 B R A AT ik B 2 4T
EM. FARBEZAFETRS. BEEMER. 2
AR AR R i E | N Sl

First Day of Class i — K

Students will be notified of class assignments either
through email or text message. For in-person
students at PTC, a name list and class
teacher/location will also be posted on the wall on
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the 2" floor. For the first day, students should bring
a pen or pencil and a notebook to class. Students
should confirm with their teacher that their name is
on the roster. If not, please go directly to the office
to resolve any discrepancies. The teacher will
discuss the textbook, workbook, syllabus and
classroom rules. Students should stay for the entire
class period. If you feel the class is not a suitable
placement, talk to your teacher after class to request
a transfer (see above section on transfer policies).

AR I A R B A YRR BEAE . S
PRS2 2R 1 o0 DR A4 BRI E R R B AERX
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End-of-Term Procedures i K&+

A. Continuing Registration During the last two weeks
of class, students can register for next term’s class if
they want to return. Your current teacher will initiate
continuing student registration. You do not need to
fill out the registration form again. At this time,
students may also be required to take a standardized
post-test. These tests are important as it
demonstrates to the government that our classes are
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helping people to learn English. You may also take
a unit final related to the material covered in class.

JREREM: ERRERRIG — PR, IR ER
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B. Registration Forms: On the registration intake
form, students need to check that their personal
information (i.e. name, address, social security
number, educational history, and goals) is correct
and/or up to date.

MR AN R L, AR ER A AT
MNEREIES . bk, Ha2as, #HE
28 PR ) 75 SN R

. Finals: Finals are given at the end of every term to
evaluate students’ progress. The tests consist of
listening, writing and comprehension exercises. On
these tests, students need to write their full name,
social security number and the test date.

BARFB R WIRB KR AR, DLV
FARBEE . B WERE . SEMEEE E R
A, X, AAFEHESHON &
EZNE s e s LA rM R B
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D. Feedback Surveys: At the end of each term, students
are given the chance to fill out an anonymous
feedback survey about their class and their teacher.
Please be honest and provide constructive feedback
about your class so that we can improve. Form
responses go directly to office staff, and not to the
teacher.

BRI, 2RO YL SIS T H T
ZANZ I B 44 AR A . E e R A e i
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E. Student Progress Reports: At the end of every
term, students will receive a progress report from
their teacher that lets them know how well they
are doing in class and on different aspects of their
language-learning.

B IS ARN,  SA F e U 2122 U )
e, AHEATREE CAERE EUURES ¥
>N J T R F

. Standardized Assessment Tests: The State of
Illinois requires assessment testing and provides
funding based on the level gains students achieve. All
students are given a pre-test at the start of the
academic year or when they first register for ELL
class. Post-tests are conducted at regular intervals
depending on attendance hours, but usually once per
term. Depending on their English level, students will
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take: CASAS Reading STEPS Test (30-75 minutes),
CASAS Listening (15-45 minutes), or BEST Plus
(10-20 minutes).

B R PP A W04, - 7 R 3 30 M 22 SR AT DR A 0
B, IFARIE AR R SR R . T o
AEFEFAE IR BUES — OEMNE ELL VRS #SEE
A7k T, IR IREAT a0 . AR S A A
WK, A2 nan Tl CASAS Reading
STEPS [ 3 Test (30~75 43%), CASAS Listening
Wy 77 1 STEPS (15~45 43-%¥), 8¢ BEST Plus Test

(10-20 43%H) ,

Classroom & Building Rules 0y i J = )

Morning students may enter the Pui Tak Center and
CCUC-South open at 7:45am.

RYERAR T8 b 7:45 NG, &3
Oy A B .

Teachers will have their own “set of rules” for their
students. But here are some generalized rules per
classroom: Students should bring their own
textbooks, a notebook, pen or pencil to every class, do
homework/take notes in class, do not talk when the
teacher is talking, raise hands for permission to speak,
wait until the teacher asks students to speak, TURN
OFF/MUTE cell phones for class, come to class on-
time and prepared. For online students, teachers
generally appreciate that you keep your camera on,
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but microphone muted.
**Students cannot sit in class unless registered
**Students cannot cheat on assessments!

O£ 925 5 B OB, (R A 4
B Sm AN SR AL Bk, W
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S B R E R SN R , b R %
g AL, R B MO . KT
th, T S BT T Gk, (B 2 5
Hi.

st s LRV A A TE T L

o2 1 R REE DA % W e

Office Protocol: When visiting the ELL office,
please wait outside the door to be called. If there is
a line, wait in line to be called. Do not go to the front
of the line or ahead of other people that are waiting.
IAZEAC Uil ELL AR, IHTEI4ME
E . R EHERA, 1 BAEEE Y. A
7 B BATL Y A T B AL oAl N B RTT -

Programs / Services: Students are encouraged to
attend programs, services and parties. Please try to be
on time and try to stay for the entire event. Leaving
early is not considered polite and can cause
disruptions or unnecessary distractions.
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Hallways: Students must keep quiet when walking in
the halls as many other classes are in session.
Students using cellphones in the hallway must speak
quietly.

FEJBR: [R] S AN 1A AE JAR B AE Bl I 0o O K 22 5
NHAMPERHAE BIR. BB AT
A Z5N P

Trash: Items such as paper, cups, or napkins should
be put in trash containers after usage.

Brdfe: ARGk AR s T ARSE A R S R TON
LSRR -

Restrooms: Students must not use the staff
restrooms located near the ELL Office on the
second floor. These are reserved for staff use only.
An adequate number of restrooms are available for
student use and can be found on every floor in the
Pui Tak Center.

PA ) A AL T R ELL Jp A ST
o TR X T . fE R
O R BE— JR P BEAT 2 08 2R X E T 18] it 2 A
A
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Elevator: The elevator at Pui Tak Center is available
for those with limited mobility. Students are
encouraged to use the stairs if they are able.

RS B PO B R R R AT B AN M8 2 A
o GnR e LR, SUih A AR o

Staff Kitchen: The staff kitchen located on the
second floor near the offices is off limits to
students. Students may not use any of the
appliances in the kitchen, nor are they allowed to
use the sink.

EIE% J'_\'I}_j:bi%/f_l‘ﬂ: &7 Ellzﬁjj‘A:I:’ T
B2t N AN E B REfT B E, W
ANGAE BB

Proper Hygiene in Building #%5 T2 A2 &1
A. Restroom Rules: B/ [a] { F 25 A1
a. Neither smoking nor drinking alcohol is allowed

in the restrooms. PTC is a smoke-free
environment.

FEARLE AR RO Al . B4 b 8 TE JH
g,
b. Used toilet paper should be put in the toilet, not in
the trash bins. ik 1 T2 AE 48N 1% 2 3t i HL
T AN A 3 3R A L
c. Paper towels used to dry your hands should be put
in the trash cans, not in the toilet.

P RIE T T 48 T N A B A B, i A
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d. Personal products for women, such as tampons or
sanitary pads are not to be put in the toilet. They
should be put in the trash bins.

PAEM . AT EE A N AR TRAE
U, T N TBAE B3R A EE

e. Toilets: When using the toilet, please sit on the
toilet. (Standing on the toilet makes it dirty.) If
desired, individuals can put toilet paper on the
toilet seat before usage.

T A5 ARTE TR Lo (U 1E DA e DA
It ) WA THE, AIAEAEH] B A AR EAE
AR Sy A e P L

f. If the toilets are not working properly, restroom
lacks supplies or cleaning is needed, please notify
the receptionist on the first floor. 415 ] fiT A~ Be
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Holidays Ff& H

There will be no class on the following days:
FELLR T BN RA E R

New Year’s Day 7 H.

Chinese New Year 1 [E #4F
Good Friday HJfik 52 4t H
Memorial Day T4 408 H

27



Independence Day 3% [E il 37423 H
Labor Day 574/

Thanksgiving Day /g% & 5

Day after Thanksgiving /& & 45 5 (158 —
Christmas &5

School Closings #1525 it

PTC will close when the Chicago Public Schools are
closed for severe weather. Usually your teacher will
contact you. In-person teachers will make every
effort to pivot to online classes via Zoom to avoid
cancelling class. A sign will be posted on the PTC
front door if the school is closed. Online Students
can also call PTC at (312) 328-1188 for more
information. In the event of a local emergency (such
as a power failure in Chinatown), the ELL Program
will decide if class will be canceled.
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Equal Opportunity / Disability Access

PTC is committed to the policy that all persons shall
have equal access and opportunity to its programs,
facilities, and services. It is our policy to provide, on
a flexible and individual basis, reasonable
accommodations to students who have disabilities
that may affect their ability to participate in class
activities or to meet class requirements. Students
with disabilities are encouraged to call (872)260-
3348 to discuss their needs for accommodations.
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Funding ¥ 4 K5

Our ELL and citizenship classes are supported by
federal and state funds through the Illinois
Community College Board.
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Contact Information Bt & 77

If you have any questions regarding our program, feel
free to give us a call, email us or drop us a letter at {1
FATHI I H AR A ARATSE ], XU . Al E

A E AN

Address Hhik: 2216 S. Wentworth Ave
Chicago, IL 60616

Phone Hi.if: (312) 328-1188 1t» 2k
(872) 260-3347 HILTHHK:

Email f5FHE/::  esl@puitak.org
Website [k www.puitak.org
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