By

Pui Tak - Genter

Student Handbook

BHEF A
Adult English Language Learning (ELL) Program

PR AZRERIE

Updated September 2025
BT 2025 F 9 H

1



Table of Contents % H

Welcome il

Purpose of the Program 2 B i
ELL Program Administration and Staff

FOCRETBREE R REE
ELL Class Description Z£3C 21

A.
B.
C.
D.
E.

Term Schedule 1 H i

Class Offerings £ 5
Curriculum ##4

Citizenship Classes \£&3r
Supplemental ELL classes #h 78 3%

Student Resources 4% IR

A.
B.
C.
D.
E.

Tutoring % 5

Transitions Counseling and Support # A4 5 5 % £
Migrant Services Ik %%

Book Purchase 4 3£ 45 4

Mobile Device Loan Program #3115 £ FH {5 2 HE

Academic Policies AR E

A.

H.

Registration % 727

B. Attendance & Absences Policy H! & & S #il &
C. Transfers ¥t

D.
E
F
G

Post-testing 2 >J J il 3%

. Visitors i %
. Student Grievances %4 AN
. Student Contact Information 224 5t 245 &

Gifts #L4¥

Open Registration FFREM
First Day of Class Fi&—R

© © © 0o o o g1 o1 o oA~ B~

L e e o O o o = T T T
N o o U N WNRRRPBPOOO



End-of-Term Procedures iK%

A. Continuing Registration J& 4275 /it

B. Final Assessments 4 %z

C. Feedback Surveys {517

D. Student Progress Reports 224E i FE i 15

E. Standardized Assessment Tests fxfE Atk Pl I
Classroom & Building Rules At K R # EH N
Proper Hygiene in Building #5 A F41
Holidays & H

School Closings % {&1¢
Equal Opportunity / Disability Access

Funding B4k
Contact Information BERAH R

17
17
18
18
19
19
19
22
23
23
24
24
25



Welcome X

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.

REBHERIEETD (PTC) MEABEIRIERIMETS! T HFER
ENESCIVGRIBiR. BATABAIBNEIE. FE. BIPHNRTLIRAE
INEREHAISIMRBEITH. BAFREEREPONFEIZR

ZmRE,

Purpose of the Program $##2 B K

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.

=HELSK, BEPORITRIRARERESIFEF IR,
BAERE. ETFP. FHREFARSREZHESHREERISLAR
1BfEE. HIRREEREBIRELAIMECRESKRES, 7
BUSARIEASMES FIERNEEE NGBS, BEX
LS, Ets BB,



ELL Program Administration and Staff

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

Tutoring Coordinator: Lin Zhu

Data Coordinator: vy Lee

Adult ELL Transitions Coordinator: Jonathan Meter
Teacher Support / Resources Coordinator: Jenny Mei
Migrant Services Coordinator: Cecile Guo

RXRETBEERA R %

FRNZE M 3E A3 #9595 (Sarah Swetz Huang)
RN TS AR R A PR A B UK (Sandy Louie)
BN SESCH S P G2 ARBE (Lin Zhu)

RN JESCHHRE MR 51 225503 (lvy Lee)

BN SRR B 53 K5 (Jonathan Meter)
BTS2 R IE YA B MK (Jenny Mei)
MRS T i F8FHE (Cecile Guo)

ELL Class Description ZE3CURFE U

A. Term Schedule #¥1HFH

There are six terms each year, with each term lasting for
seven weeks. The academic year starts in July. The term
schedule is as follows:

FEANNFH, BEAEE. ZFENEHFG. 585
ZHHN T

Term 1 %5 —223: Early Jul. to late Aug. & ¥ % )\ JE
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Term 2 5% 2~ Early Sept. to mid Oct. JLA¥IE+ H )
Term 3 % =%}l Late Oct. to mid Dec. +HEZE+ — At 4]
Term 4 VY243 Early Jan. to late Feb. — H ¥ % — H K
Term 5 5 F24H: Early Mar. to mid Apr. = H¥IE Y H #4)
Term 6 %5 /5244 Late Apr. to mid Jun. Y HJEZ N H di)

B. Class Offerings iRfEk5)

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 students 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.

FATRMEAMAF R UREE, X LRI o5 BB il E 5 /e 1K
o WREEFSIME BN, 7 RYEAEYE . FEERIEM B
8:00 #| I-“F 10:00, MEPEURFEM T 5 mfJHah, Wb 7 miopss
e FEELLITH Y, FATEIRMEA R B BOL g, IR
R SR YENB YRS E AR . B Ol N R & A 1 5
AR R LIRSS DASEE R REIREE

C. Curriculum ##4

Future series from Pearson £5 4= H kit
e Future Intro: Students at this beginning level practice the
pronunciation of letters, basic words and phrases.
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(Future NITRS) B EH THIZOKFRAE, 235
Zro] TR B, A SR IR .
Future Book 1: Students in this class focus on simple,
learned words, phrases and pronunciation. Some easy
grammar is taught at this level.

(FutureZE—) © 522 iZBM 2R TR A . I /Y
BE, R FIRE . T KPR AR 25 o] — Se i
B
Future Book 2 (Pearson): Students in this class learn
functional English words and phrases. Some grammar is
taught for immediate needs.

(Future 28 ) CGBRAEHRRHLD @ AP AE 2 ) SEH 96T
HIRIR AN . b B — SR I,
Future Book 3 (Pearson): Students practice basic
grammar, conversation, vocabulary, phrases and short
reading passages.

(Future 5= (EAHRRAL) A BEAEL, &
W il BRI

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

(Future VUMY (B thhicH) @ AR IR ARG
%L il Bk, 5 EANER.

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 ety (BEAtHhicH) @& A T 3RAT R = 95 1E K
PR, REFAARIR . A B R, X
UREEAF I F AL A AR AE %



Burlington English 11 R #5515 -

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 students for post-secondary education, job training,
as well as the everyday English needed to integrate into
American life.

KR— N EURAE, VP AR IRE N A SR R T
PR — N E TR ER N FAZ O UREE, 2R 5 AR St it
WA I EE AT e, FAEDETE 7 2] P RS AT S 8 . A1
RWGER SIS & 7 ARS8 e, BRG]
A F N HMIF R S E AT BRI DL fl N [ A 55 B 7
FR)H TR R HE

. Citizenship Classes \$E¥E

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.
NEERRET B A NFEH AR T % . IR LB UR AR R
25 LA BRRAERAEHIE A R B I A . XEEPREE & T
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GOE KIS B Bt (FutureZs — ) E’J%ﬁi e s
HU 1§ CASAS FiA k4t 200 4 8 bh b, ik s m 6k, 77
CIEEPN 78

E. Supplemental ELL classes #MFRiRFE

These include Conversation, Phonics, Listening, and a Read
Aloud class, at various levels. 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 OFE AN HA R SIERIE . PEEIRIE. W JUREEA iR
Fio IXECTRAEAEA[F] ) H AN (] 2847, K28 ERR, B
85 EF 10:30 & H17F 12:00, =it b 7:30 £ | 9:00. RAHKA
PR PEENFEYE A A v LS nab m iR AR .

Student Resources 224 % JE

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 enrolled in a core ELL class are
eligible to register for the tutoring program. Please call (872)260-
3345 to register.

WAV AR X — AN . WA 9 Hha%E 5 H
¥ HIEWIN EAMTTAE R AR A, SR At n) 2240 S LB R .



AINHRFRAE S 2847 IjRSSATIE, EhadER iR gE. HAE
M7 A% O TEERFR R A RAE M S E . IR
(872)260-3345 FEM it

B. Transitions Counseling and Support &S 5 #

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.

FATIEAE R AR, BOEAE TF 4R B O UM BOE 155 )1 HL
S(nEhHEE . PAEIECR L E /)24, RS #E.

AVOMHESR . 7 EIX LRSS 1 AEE B0 (872) 260-3350. it

A SRR B0 S ELL 2226

C. Migrant Services MRS

We recognize that there are 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.

FRAT TN RS JEE AR e R 2 T i 5 Ry B Pkl e AT R 3 BRI 5%
P SR AT DAFE B RS AR A SCRRIIRSS IR 3 B o 1y e R 3R
ATDE SRR P 75 O A 255 R 55
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D. Book Purchase WJZHA

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)
PO 0 A KRR AR ) I TR) AT . PRASIZR ST I
B AR A KA B AR E AT 2 Ikt PR
o WM T4 AR BIARIMIIg, FrLhET = RS A 20 X
Ffe. ABh AR TR BRI, ROy R A
P EEGARE . UELH BAIFARETEZR . R4 AR
FORH, AT LUREAE A WA — A . TR PR EMA 51D

E. Mobile Device Loan Program ##h& & {5 %4k

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.

AT DU S S i1 ek,  DARBD A o) o I KRR 0
TAELRAER U EE. HATRATAIAEAE  iPad GEERFHURD |
Galaxy Tab A (=EFHHM A) LA Chromebook (#H#iZEid
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A B, XEBF R AR — A WAKIE I Bk, NS
)i (312) 328-0986.

Academic Policies A &
A. Registration IR&EF

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 prior to the start
of each new class term. New students may register up until the
second Wednesday of the term. Regardless of when a new student
registers, all students must attend their first day of class before the
end of week 2 of the term.

FAISEEN . S IRETIN O BC R AHRPE R A e VR BE
A AFEREAN B2 TR BT A TR0 M I N o i A BB AT AAE 2
WIS AN B =M. R AR Y, R SR AR R AL A S
5 AT EIR.

B. Attendance & Absences Policy H &) & 5hEi# &

Students must attend class within three school days of receiving
the class placement natification in order to be officially enrolled for
that term. If a student does not attend class within the first three
days after receiving the placement notification, their registration
will be invalid. Furthermore, if a student misses six consecutive
classes after they begin attending, they will automatically be
considered "dropped" from the course, and the instructor has the
right to refuse entry into their class. If a student wishes to enroll
again, they will need to wait until the next semester to re-register.

12



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. Our funders provide free classes so that adults
committed to learning can enjoy taking English classes without any
financial barriers. Since we are required to report attendance and
student progress to our funders, we expect that students have at
least a 50% attendance rate. When time comes for re-enrollment,
students with an attendance rate below 50% may be told to take a
term off and come back when they are able to have more
consistent attendance. 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.

FASHEW S PEE A E =ATAEH N B, A ek U5 Bz 3
PVEM e W R A AR R A BRI AN 5 Sk =R B, Al T
TRk mH, FAEEXERE, WERIESLGRIRNK, W E sl
NGRHEAE, ZBIEBOELA A B AR AR A G
W), MRS AR A B ER i 4

PAIAT BT 2 A AR RS A B, iR R Rl
JURHTESTT, MATRRIEEIZ . AR BB IR0t R 2 iRAE, ik
BUI T2 2T R N B AN AT AT 22 5 i 2 32 i R R . |
FRA T 5 2 1) B B LA AR T L 3R M2 A 2 ST HE RS, JRATTI B 22 AR 1
B 2 /DIE 500, FIEFTRAANS, HEIARRT500% M) 2 4 7] E
DWERR AN]SR B R AR E JA R B R, SO
ERIB MR 22 A e i TR R R, DUME S AR 1
PEN G S 3t 1 g PH #5250 1 B
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C. Transfers ¥%¥t

Students must attend the class that they are assigned to. Transfers
must occur before the second Wednesday 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.

A WRS IAATTI PR, . B PR AE R I 38 — A B =2 A1
BEAT . AREAEPLNY AR A AUCESK H AR 2 MR . RAH
B4R € (22T AT LUK RGBS AR A AR 2 AN B sh e Pt . 2 hA
3 RVEAEA N B EIR

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.

FEF R I IRS I G, SETRRRIp 2 % 0 TR AL B R 222 o e 2]
Bk, A BAHETT L S IR RIS, 5 WL PR A5 O

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.

VR SR e AN vrie s, BRAFBDN AT IR 2 (1R T
PEmFA]) BRBA A (EhBer e LB KA . X2
A3 BN 2R R R I S vt

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

14



from their assigned classes. Exceptions to this are only made by
the Adult Education and Training Manager.

FHEAE AN B FAR — IR AR AT LG SR N L IL A 2 TR AR
B — PR — AR BN T ORI B ]
iE o

D. Post-testing 23] jEMl=

The State’s goal for Adult Education is the improvement of English
skills as evidenced 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.

PBURRTF SO 0 LR REARB SR BRI A B
RELE RO BRI AP AR . T A8 Bt A1
) 40 /MR R B SN ST R IR 2t BN R 70 /R
S SRR R R RV T A, L% SR
R

E. Visitors %

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.

Uige CBIEEAREM AL HAMPEEE DL KSR REMAHE
HEIZB e, ARAN LR,
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F. Student Grievances ¥4

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, then contact the ELL Office.

WARPE EAT A AT B, ERAMERZ IR, AN 75
NER. ERAWZIN, BRI WR IR R,
HRRIETE TP A=

G. Student Contact Information 4R {5 R

Please keep PTC updated about your contact information. If your
name, address, phone number, or work status has changed (e.g.
if you obtain a SSN), please let your teacher or member of the
program staff know. Please join your teacher's group chat
(WeChat or WhatsApp) to receive important class information.
BN 0] = W R SNl N | W A ER R LY 2e o
Ak, BB WIREHRS Tk, EEAEM. EIAZIE
WD (RfE B WhatsApp)  DAEEISCE 22 (1R FRAE 2.

H. Gifts 3L4

Itis 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.

MRAE SR D HIE , FOMA AR N AN AZ 2 524 1) e ot
HYah. AT Bz Wi, A AR ) . B2 AR 2 AL

Yol 2Z o o FATH A 2 A DT AT B e 1) [F) 22 5548
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Open Registration FFEGEM

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.

AL AT ALE S TR i 0 B i DL RGE A T U6 w60 LR AR R
. FARERSHNPELBLESL (tinyurl.com/ebpvr3d2)
RBSINTE . WRAIIS TAENA, AT LTI E N . B e
TG B 1R S UE A A RE R B AT . AR N
T HEEMER S IrE RO 2 A EIRE b

First Day of Class i —R

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 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).

ARSI R B AE R A BB R . SEAR AR B BEAS LK
WEAE —HEIES Lo R —R, AR AN B B BN B AR
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EVR. SEAE A% E A B AR T AL B R AR R B E
OIS P AR 2 R aE R b, IR G ARk, I
BT BRHS . ZRoIME e RAR AR o 2242 N 58 A
TREI B

End-of-Term Procedures i R#&EF

A. Continuing Registration J5&E7F

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 helping
people to learn English. You may also take a unit final related to
the material covered in class.

TERAERI R G — WA, WSR2 R AR B4k sl 2% 5], vl DA T 4
HIPRIE . A EDLAUHE — I ENER S IR . fERLe 2 1)
H, SRR RES S INARAEAL A R SR EENAAR L, B DA
BURFUER T FRAT T SRR IEAE S B R 5K 2 2 i .

B. Final Assessments BiFR %A

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.

18



ARG WG ARBEAT, DI 2D . Bl Wi /.
GIEMERE B, fERXEHE T, HEFREHEHOK 24,
Hgr 2z a5 MR H H.

C. Feedback Surveys RREZE

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.

R GRS, 2RSS — 4 G T BRI 2 i 1) B 42
SRR . VB WS AR SIS BE I I A I S A5, DAMEIRATTER
o RGPS EREKIES P A ETAENR, TAZZIN,

D. Student Progress Reports ZAEE#R &

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.
RGN, ARSI ZIN RS, b AT]RIE B
CEREL b LIRS W& 7 TH R I

E. Standardized Assessment Tests Fr#EALPEAG

The State of lllinois 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 take: CASAS

19



Reading STEPS Test (30-75 minutes), CASAS Listening (15-45
minutes), or BEST Plus (10-20 minutes).

B N R BEAT VRO I, AR 2 AR AU B SR 58
& BT FE GBS —IKEM ELL AR # T — Ik
TR, I AT Rl AR AR SR, ARSI
M CASAS Reading STEPSJi% Test (30~75 734f), CASAS
Listening Wt /7 I1i&ESTEPS (15~45 434%1), 5 BEST Plus Test (10-
20 715 .

Classroom & Building Rules Hrta kB K 2 =50

Morning students may enter the Pui Tak Center and CCUC-South
open at 7:45am. RIFHAEW TR E 7:45 AR E GO, S
O BB .

Although teachers may finalize their own class rules, here are
some generalized rules per classroom. SARZLH AT LA 2 E S 1)
WRERN, EREADHBCEEA LT — L858 AU .
e Students should bring their own textbooks, a notebook,
pen or pencil to every class.
AR EHARA BIOA . WEEETE LR
e Do homework and take notes in class.
FEVR B BRI 2T
e Do not talk when the teacher is talking. Raise hands for
permission to speak. Wait until the teacher asks students

to speak.
LIPS AN EYE, A N TR R S VAT, &3
CINERFAER G RS

e TURN OFF/MUTE cell phones during class.
20



VRIS O P L

e Come to class on-time. Do not leave early.
femt B, AZLRIR,

e For online students, teachers generally appreciate that
you keep your camera on, but microphone muted.
XFTAEL AR, 2l o B T g Sk, Eas
R

**Students cannot sit in class unless registered. 24 205
A REARTE R [,

**Students should be honest in all work and not cheat on
assessments. 224 NSNS, AFEE R FIER,

Office Protocol 732 EAL1X

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.

Vil ELL JMAE, TEFENTAMEE B . IR ZEHERA, W54k BA
SEEMY o ANELE B BT AR Y T B HoAd N AT TR

Programs / Services iRFE/Ik 55

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.

IR SINRE . ISR BREMN R, REEES
e FIBHON AR, 2@ HREA D E ) 730
Hallways 7 Jig
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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.

[F) 2 AV TR R FLAE B I B OR S 227, RO HABE R AR AE B R
FEFE R AL AL A 0 20N P 0

Trash 573
Items such as paper, cups, or napkins should be put in trash
containers after usage.

AREK. AT B T ARSEY) A S RN B AR A

Restrooms T4

Students shall not use the restrooms in the hallway on the 2nd
floor next to the staff offices. 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.
PG TREBIR T 5 55108 i LA AR . IR i
R TAE . (RSO R — R XA R 8 B T e 2E Ak
fi A

Elevator Hif#

The elevator at Pui Tak Center is available for those with limited
mobility. Students are encouraged to use the stairs if they are
able.

F A O R RS R AT B AME A o AT AR, Sk
il FH RS -

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.

22



ALE D WL ATk, Fahras, ke, 24
AFE T s AR AT R 2, AN el

Proper Hygiene in Building #5400 &
Restroom Rules: A= [a]4# FH Z5i %0

Neither smoking nor drinking alcohol is allowed in the
restrooms. PTC is a smoke-free environment.
PEARAE DA TRl IR R B AR b B o PR B .

Used toilet paper should be put in the toilet, not in the trash
bins. FHId i) TAE RN 2 0 e B, i AN S 3k B
Paper towels used to dry your hands should be put in the
trash cans, not in the toilet.
FREETF I 40N BOAZBAEBLIRAR B, TiAS 2l o L.
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.

PARRS . AN A N SR IBAE DT A, TR
ZIBAE DL B

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.

i EAAAE G Lo (BEE AR L IE SRR, ) A
B, ATAEAS B T A AR B A e R L

If the toilets are not working properly, if the restroom lacks
supplies or cleaning is needed, please notify the
receptionist on the first floor. 15l Fr A g £ &, i

I i O e BRR BEE v, T — BRI .

23



Holidays Fif& H

There will be no class on the following days:
TECLUN AT HERRAS B

New Year's Day jc H.

Chinese New Year ' [E#

Good Friday HB k57 X H

Memorial Day PT84+ 408 H
Independence Day 3¢ [E #5740 & H
Labor Day 55 &)1

Thanksgiving Day /& &5

Day after Thanksgiving & &35 5 5 —
Christmas %t

School Closings &2

PTC will close when the Chicago Public Schools are closed for
severe weather. Your teacher will notify 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.

2R A LR RS 5 R AT O BRI, B Ot 2 UH
W, BHENZIMSBKRE. PR ZITER—1% 8
ik Zoom ¥ MFEAAZ IR, DLEEAIGHIRIE . REROCH], Bl
O KT TR RIS & 7R . TEZR 22 mT DAE i s ity (312-328-
1188)  [EEZAEE. WARKAESME SN (W E A\
B, BETRUREE S DA AR P Ui A2 15 U PR R .
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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.

LIRS SR NS B FOE SR

B O80T A N EE VL FINLE =52 R . i
FURRS BB Ko BT RISV ECR A, S mTResgm 32
INBELR % B B & JELR LR R 2 A SR A B AT i 2 FRAT T
B . Bl AR AR B H (872)260-3348 ik HoAT: 15 7 oK .

Funding &&RIE

Our ELL and citizenship classes are supported by federal and
state funds through the lllinois Community College Board.

AT ELL A REURFE RN 58 4, 28 (/BRI i 4 X
REpEH 2 Prigfit.

Contact Information BERF I,

If you have any questions regarding our program, feel free to
give us a call, email us or drop us a letter atx§ FA T H /2R

FEE AR SBE ], YW AR e AT A5 2 AT
Address Hulik: 2216 S. Wentworth Ave Chicago, IL 60616
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Phone H.0rF 28 H11E: (312) 328-1188
Sarah Huang (Program Manager) #7551 (872) 260-3347
Email 5 -FHRfE: esl@puitak.org; sarahhuang@puitak.org
Website 3f: www.puitak.org
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