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Introduction 

This guide will acquaint you with the 

policies, procedures 

and forms needed to fulfill your 

responsibilities as an instructor for the 

Spanish Education Development 

Center. As an employee of the SED 

Center, you are expected to follow all 

Fund policies and procedures. 

We hope this guide will help 

acquaint you with the procedures 

and forms needed to fulfill your 

instructional responsibilities. 
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The Spanish Education 

Development (SED) Center 

was founded in 1971 when a 

group of community leaders 

and parents joined together to 

establish daycare services for 

their children.  These services 

became the first bilingual 

preschool in Washington, 

DC.  As the population 

increased and diversified, the 

SED Center developed 

programs to meet the changing 

needs of a wider range of 

immigrants and their children. 

Today, SED Center serves 

over 700 families a year 

through adult education and 

children development 

programs. 

Our Vision 
 

Empowering the community, 

through education 

development programs, to 

achieve their personal and 

academic goals; ultimately 

providing a healthy, 

prosperous, and fulfilling 

future for our students and 

their loved ones. 

 

Our Mission 

 

SED Center provides 

bilingual, high-quality, 

academic programs, to 

Washington D.C. residents 

mostly from low-income 

backgrounds, empowering 

them to navigate the 

District's professional and 

social environment by 

building the knowledge, 

skills, and confidence that 

can help them lead 

rewarding lives. 
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Our Students 
 

Our adult students are 

primarily made up of 32BJ 

SEIU members. The largest 

union of property service 

workers in the U.S, with 

more than 145,000 

members. As well as low-

income residents in the 

D.C. metropolitan area who 

are looking to better 

themselves. 

Taking Classes 
at the SED Center 

The training program runs 

on a trimester basis. Classes 

begin in September, January 

& July of each year. Each 

trimester is 10 weeks in 

length. Classes meet once 

or twice a week in 2, 3, 4-or 

6-hour sessions, depending 

on the type of course. 

Eligible members who wish 

to attend classes may sign 

up during  

 

registration period that 

precedes each trimester (see a 

current class catalog for exact 

time & dates). 

All initial training textbooks 

and supplies are provided free 

of charge to enrolled members, 

whereas non-member students 

pay for materials. Materials are 

distributed the second week 

typically. Students are expected 

to attend classes on a regular 

basis and maintain an attendance 

rate of 80% or better. 

Grades and certificates of 

completion are issued for each 

student who successfully meets 

the requirements of the course. 

Students who follow and 

successfully complete a series 

of prescribed courses in a 

particular area of  

concentration are granted a 

diploma. These diplomas are 

awarded to members in our 

annual graduation ceremony. 

concentration are granted a 

diploma. These diplomas are 

awarded to members in our annual 

graduation ceremony. 

SED Center Pledge of 

Professionalism 

We at the SED Center strive to 

create a positive and professional 

learning environment for all 

members. To accomplish this, we 

will provide: 

• A safe, supportive learning 

environment. 

• Teaching that helps 

individuals maximize their 

potential. 

• Respect for the diverse 

learning needs and 

contributions of all 

students. 

• Courteous and 

knowledgeable support 

from all instructors and 

staff. 

Students or Teachers who feel 

they have constructive criticism 

to offer, have been treated 

improperly, or experienced or 

witnessed unprofessionalism at 

school should feel free to contact 

us to discuss their concerns. All 

conversations will remain 

confidential. 

Jose Gonzalez: 

joseg9@sedcenter.org 

Lanita Russell: 

lanitarussell@sedcenter.org 

Jeanett Villalobos: 

jeanettvillalobos@sedcenter.org 
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Teaching ESOL 
 

Spanish Education Development Center 
 

 2018-2019  

  
 

 
 
Getting Started: The Basics of Teaching 

The following principles apply to almost any kind of language teaching. Some of these 

points may seem like common sense, yet these are the types of issues professional 

teachers spend years learning and perfecting. Much of the approach we are going to learn 

today is the result of over 25 years of research, trial and error, and personal experience. 

Still, if you enjoy reading the theory behind teaching English to adults, you can find some 

helpful articles in the following text books: Teaching by Principles: An Interactive 

Approach to Language Pedagogy by H. Douglas Brown; How to Teach English by Jeremy 

Harmer and Standards for Adult Education ESOL programs, published by TESOL.  

Who are your Learners? 

There is no  one “perfect” approach to teaching ESOL. Teachers need to adapt their 

teaching style according to the target audience, their learners. Having an accurate profile 

of your adult learners will assist you in designing an effective learning environment for 

them. Program administrators need to inform teachers about the characteristics of the 

learners they are going to encounter in class. The knowledge of these characteristics will 

help us develop the activities we will perform in class. Some important factors that 

influence your approach to teaching include: age of the learners, time available to 

dedicate to the new language, exposure to the new language outside of the classroom, 

need for the language, level of literacy of the learners in their native language, previous 

educational experience, knowledge of the Roman alphabet, learning style of learners 

(visual, auditory, kinesthetic), among others. This last one, you will probably find out 

during your class and regardless of the characteristics of your learners, you will need to 

design your classes so that you address all the learning styles.  
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Once you have a profile of your typical learner, then it is much easier to determine your 

approach to teaching the new language.  The typical learner in most of the classes of the 

Training Fund and the SED Center is male or female, Latino, 29 years old, 5th grade 

educational level, exposed to little or no interactive learning, works 12-14 hour days, has 

little or no exposure to English outside the classroom, has 1.7 children, and makes 10-12 

dollars an hour.  He/she needs mostly oral skills to communicate with co-workers, 

supervisors, neighbors, teachers of their kids in school, etc. 90% of the learners are 

seeking a better job inside or outside their current field of work and do not plan to go to 

college. In this workshop, we will focus on the 90% of learners.  Nevertheless, the 10% 

of learners who have the intention of going to college will most definitely benefit from the 

approach we will go over today. The only difference is that due to study habits already 

formed, they will more than likely advance more quickly through the levels.  With this quick 

profile, we can begin to develop our approach to teaching ESOL. 

 

So now how do I teach them?  

First, it is important to state that most methodologies found in modern reference text 

books are effective and proven methods, but they lose or gain effectiveness according to 

the characteristics of the population we are serving (learner profile) and also depending 

on the point in time we choose to implement that methodology inside our class. I will also 

add that most ESOL text books are designed assuming that students have a higher 

literacy level than that of most of our learners, so some suggestions, approaches, etc 

found in your current ESOL text books will not be appropriate for your classes here.  

As we have already established, most of our adult learners are Latino. Their main reason 

for learning English is to communicate orally at home, school or the workplace. They have 

spoken Spanish all their lives. Although there are some similarities between English and 

Spanish, there are some important variations that need to be taken into consideration as 

they affect our approach in teaching our classes.  

Problem: Spanish has 5 vowels and also 5 vowel sounds. All vowels are pronounced in 

exactly the same way regardless of the position of the letter in the word, phrase or 

sentence. “American English” has up to 17 vowel sounds plus blends of those vowels 
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with the letter “r”.  Below you will find these sounds.   You may not use all of these sounds 

listed and you may not differentiate some of them.  It mostly depends on where you grew 

up or where you learned English.  These vowels can be pronounced in different ways 

depending on their position in the word, phrase, or sentence. Teaching Spanish to English 

speakers has become a very easy task for me because of this simple fact. Getting people 

who have spoken English all their lives (with up to 17 vowel sounds), to learn a new 

language that uses only 5, is easy. You as ESOL instructors have a much more difficult 

challenge. You need to teach adults who have spoken a language all their lives with 5 

vowel sounds and now introduce completely new sounds that they have never heard 

before. Look at the chart below: 

American English Vowel Sounds: 

Eat Pin Eight, bet 

At Sun Zebra Earth 

Farmer Drew foot boat 

jaw clock try mouth 

Oil    

Girl Beer Bear Tour 

 

Solution: All classes, regardless of the level need to be taught English orally first. There 

should be no exposure to written English. Why? Native Spanish speakers will use the 5 

vowel sounds they have, to “learn” any vocabulary they see in their books or on the board. 

Words such as pencil, book, nurse, pretty, tall, will sound different if you have only 5 vowel 

sounds with which to pronounce them. Please be aware, I am not saying that we should 

not teach written English.  This will come later once the learners master the skill taught 

orally.   
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Problem: Our adult learners need oral communication skills to speak with the people 

around them.  

Solution: All words, expressions, and phrases introduced in our classes should be 

pronounced as you would pronounce them when speaking with other native English 

speakers. It is not necessary to enunciate words or phrases trying to obtain 

comprehension. Many times, learners will learn to pronounce better if they do not know 

exactly what they are saying. Keep in mind that you need to use only vocabulary that 

learners already know. Use prior knowledge to introduce new material.  

Problem: Our adult learners have a number of responsibilities and priorities. English is 

not the first one. Work, family here and abroad, rent, etc definitely come first. In addition, 

many of our learners will come from working 12-14 hour days so they are not focused on 

English. 

Solution: Our classes need to be interactive, fast-paced and practical. Adult learners will 

not come back to a class if they don’t think they are getting something in return. Activities 

in the class should change every 15-20 minutes. Limit introduction of new vocabulary to 

10-15 words at a time. The attention span of an adult does not allow for more. Introduce 

item by item, segment by segment and especially skill by skill. Learners should learn how 

to listen and understand first, speak second, read third and then write, in that order. 

Remember how you learned your first language.  There should be no exposure to the 

learners’ native language. All communication should be done in the new language.  

Problem: As previously indicated, most of our adult learners have a 5th grade educational 

level. Grammar, even in their own language is not one of their strong points. An academic 

approach or lecture will not work in obtaining the desired results. Be aware that this does 

not mean that our adult learners cannot learn the grammar. It just means that it needs to 

be taught differently. 

Solution: As our adult learners begin to gain familiarity with the spoken language, and 

once they are able to pronounce the vocabulary and the grammatical structure being 

taught, they can begin to read the same phrases they have already learned to speak, with 

teacher prompting. Reading similar phrases or sentences 3 or 4 times with the teacher 

as a guide, will give them the ability to read English with the same pronunciation they 
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used when they learned how to speak.  Once they are able to read, they can begin to 

write and as they write they begin to deduce the “grammar structure” you are teaching. 

Listening to it, speaking it, writing it and reading it in class will give them the knowledge 

without having to go through tedious grammar definitions that learners do not need in 

order to speak the language. Those definitions will come when the learners have the 

vocabulary to understand them.  

 Basically, we have learned a “building block” approach to language learning. If you have 

the time to do a little research on different methodologies used to teach ESOL, you will 

see that in this approach we include a number of those methodologies, but never any one 

as a stand-alone in the class. As you gain confidence as an instructor, you will be able to 

transfer all the units in your textbook to the learners’ own lives. Little by little you will see 

a dramatic improvement in the English ability of your learners and they will always come 

back to your classes to learn more.  

Keep these following points in mind:  

Make Lessons Interesting 

Bored students won't remember much of the lesson. Don't talk for long blocks of time. 

Instead, keep students involved and interacting with you and each other in English. Some 

may come from cultures where teachers lecture and students listen quietly. If interaction 

makes your students nervous, provide plenty of support by giving clear and very specific 

directions. Vary the types of skills you practice and activities you use, add games, pair 

work, group work, and bring in real-life objects like a photo, a cook book, or musical 

instrument. Vary your own dress or behavior patterns for a day. Keep in mind, though, 

that some degree of predictability will be appreciated by your students, fostering a feeling 

of safety.  

 

Make Yourself Understandable 

Simplify your vocabulary, grammar, to the degree necessary to be understood, and keep 

any instructions simple and logical many times using practical examples instead of long 

explanations. New ESOL teachers frequently slow down the pace of their speech. This is 
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not necessary if you remember to modify the vocabulary and grammar for the beginning 

learners. As your students' English ability increases, so should the complexity of your 

English. Some of your interaction with intermediate-level learners and most of it with 

advanced-level learners can use natural every day English with no restriction on grammar 

use.  . The speed should remain the same at all levels. The lower the level the more you 

may need to repeat certain words or structures but your English should be natural and 

fluid.  Teach your learners how to ask for clarification when they need it. Try to anticipate 

unknown vocabulary and be prepared to explain it at the level of your learners. 

Appropriate language modification gets easier with experience.  

Motivate Your Learners 

Learners will truly want to learn when they perceive a reward. Most of the time, this reward 

is going to be the ability to finally understand people outside of the classroom.  The typical 

adult learner is already motivated to start classes. Your teaching ability and what they 

learn in the classroom need to motivate the learners to remain there. Keep in mind that 

motivation can also be hindered by over-correction or teaching a topic that the learner will 

not use in daily life.  

Provide a Useful Context 

Learners will remember material better and take more interest in it if it has relevant 

contextual meaning. Arbitrary rote learning (word lists or grammar drills) may be useful in 

solidifying language forms, but unless there's a real-world application, sooner or later it's 

likely to be forgotten.  

Remember that Native Language Affects English Learning 

A learner's native language will provide a basis for figuring out how English works. 

Sometimes the native language can affect English production. To illustrate, the Japanese 

language does not use articles (a, an, the) so correct article usage is frequently difficult 

for Japanese learners. Spanish uses idioms such as "I have thirst" or "I have sleepiness" 

so Spanish speakers may forget to use "I am..." with an adjective instead of a noun. Most 

teachers, however, have little if any understanding of their students' native language. 

While a familiarity with the native language may shed light on certain errors, it is certainly 
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not essential. I have known great instructors that speak Spanish and great instructors that 

don’t speak Spanish. The common denominator: they do not use Spanish as a crutch for 

their learners to learn English 

Don't Assume All Errors Are Bad 

Native language interference contributes to a gradual process of learning in which 

language is refined over time to become more like natural English. For example, a learner 

may progress through phrases such as "no I like peanuts," "I no like peanuts," and finally, 

"I don't like peanuts." Teachers must not get discouraged watching students exchange 

one error for another; this process is a natural part of language learning. Selectively 

choose errors to work on rather than trying to fix everything at once. Give priority to 

problems that hinder communication rather than incorrect but understandable errors. With 

gentle corrective feedback, students will keep improving.  

Encourage Learners to Think in English 

Too often ESOL learners will get stuck in a habit of thinking in their native language and 

then mentally translating what they want to say or write into English. This is time 

consuming and frequently leads to confusion when direct translation isn't possible. 

Thinking in English requires learners to use learned words, phrases, and language 

structures to express original ideas without focusing too much on language rules or 

translation.  You can achieve this even at the basic level by keeping your class upbeat 

and fast-paced. Keep learners on their toes by calling on them at random and changing 

activities frequently during the class period.  

 

Build Confidence in Your Students 

Learners must believe in their own ability to complete a task. Without self-confidence, 

they are unlikely to take risks, and risk-taking is necessary in language learning. Learners 

need to feel that it's safe to make mistakes. By trying out new or less familiar language, 

they may find that they are indeed capable of more communication than they thought. Try 

to reduce feelings of embarrassment when mistakes are made, and give far more 
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compliments than criticisms. Make some tasks easy enough that everyone is guaranteed 

success.  

Account for Different Learning Styles 

Some people are hands-on learners, some like to watch, some like to have detailed 

explanations. Some people learn better visually, others audibly. Some like to work in 

groups, some work better individually. Language teaching should take a variety of 

learning styles into account through varied activities.  

Know Your Students 

Learn how to pronounce students' names and then remember and use them. Build trust 

with your students by building relationships and being approachable. Make sure quiet 

students are included and more assertive ones don't dominate the lesson.  

Good Luck!!! 
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Curriculum Overview 
Instructors will be provided the curriculum for the course(s) they teach. As curricula and supporting materials are 

adopted, they will be added to the Instructor Portal. If you do not have access to the necessary curriculum, contact the 

administration. 

The SED Center maintains curricula for more than 215 active courses and more than 50 inactive courses. Course 

content and materials are designed to meet the needs of SED students. All materials are developed with input from 

instructors and subject-matter experts. Once they are approved by the curriculum team, they become available to 

instructors through the Instructor Portal. 

Curriculum Components 
A curriculum may contain a variety of pieces. Typically, the Center develops a primary curriculum 

component for instructors to begin using in their classes. This may be a lesson plan, presentation, or 

student manual. Once the core component(s) have been developed, supporting materials and 

resources may continue to be added later. Instructors can expect to receive any or all of the 

following components, either through their Instructor Portal or given to them by office staff before 

the beginning of their classes: 

• Syllabus: A simple course outline listing topics, objectives, duration of course 

• Lesson Plan: Complete unit-by-unit instructions including objectives, exercises, type of 

presentation, links to support materials 

• Textbooks: Textbooks are assigned by the curriculum team. If you have suggestions please contact 

curricu- lum@32bjfunds.org 

• Presentations: (Powerpoint or Smart Notebook) 

• Handouts: PDFs to be distributed in the classroom 

• Student Manual: A book created by the Training Fund to serve as the main text in a course 

• Pictures: Photo bank for use in classroom 

• Videos: 3rd party or custom created in house 

• Tests/Assessments: If there is a standard test included on the instructor portal you must use that material. 

 

Curriculum: Instructor Responsibilities 
Instructors should become familiar with the curriculum components available 

to them by accessing materials through their Instructor Portal. Syllabi and Lesson Plans will contain course 

descriptions and objectives to guide instructors for their students’ progress. 

 

Course objectives for ESL, HSE, and Computer classes are more flexible. In these courses, Instructors may adapt 

curriculum and course materials to best suit students’ specific needs and levels. 

Instructors are required to use SED Center curricula. Supplemental materials may be used to support the already 

existing curriculum materials; they must be high-quality, accurate, and used in accordance with our copyright policy 

outlined in Appendix 7. 

mailto:lum@32bjfunds.org
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Instructor Policies and Procedures 

The following policies and procedures are important to the day- to-day operation of the SED Center. 

They apply to all instructors at the SED Center, except where noted.   

Schedules 

You will be notified of the courses you 

will be teaching following the completion 

of the registration period for each term. 

Occasionally, sections with low enrollment 

are cancelled or combined with another 

section. Whenever practical, the decision 

to cancel or combine will be made before 

the start of the term. However, a decision 

to cancel or combine a class with low or 

declining enrollment may be made after 

the class has begun. Instructors will be 

notified of changes to their schedule as 

they are made throughout the year. 

Administrative 

Responsibilities 

Instructors are responsible for some basic 

non-academic tasks that are evaluated 

each trimester by their Site Managers. 

New instructors go through the 

onboarding training where they learn 

about these responsibilities which include, 

but are not limited to, taking attendance, 

uploading rosters, contacting absent 

students, assigning make-up work as well 

as completing their own time sheets. For 

step-by-step instructions about how to 

perform tasks that involve using our 

Learning Management System (LMS) 

please see Appendix 

5 for information on how to access this 

through your Instructor Portal. 

Attendance & Rosters 

Instructors are required to print their own 

rosters (sign-in sheets) prior to the start of 

class. Rosters can be printed from all class- 

room computers, the Instructor’s Lounge, 

the Computer Lab or from home. 

Instructors are required to record 

attendance on the LMS before midnight 

the day of the class. We recommend 

completing this responsibility 

immediately after class or during a break. 

After completing attendance, the sign-in 

sheet must be uploaded to the LMS. 

 

Each instructor a “point person” or a Site 

Manager in the administrative office to 

whom they will provide their sign-in 

sheets after upload. If you need assistance 

with your LMS responsibilities, see Jose 

Gonzalez for help. 

Grading 

Course grading and attendance policies 

for successful completion are typically 

found in the syllabus or lesson plan 

documents located in the Instructor Portal 

for most courses. Grades should be entered 

in the LMS. 

Make-Up Work 

Instructors should assign make-up work to 

replace an absence and help students meet 

the attendance requirement. We require 

students to have 80% attendance to be able to 

complete a course, but they may replace up 

to two missed classes by completing 

make-up work.  

Instructors should provide students with 

work to make-up for the class they missed 

and upload the Make-Up Work Form to the 

LMS. The form can be found in the 

instructor portal under make-up work. For 

an example of what this form looks like 

please see Appendix 6. 

Retention Policy 

It is the instructor’s responsibility to 

maintain adequate student attendance and 

retention. This means you may need to 

make phone calls or send emails to 

students who are absent. Completion of 

this responsibility is a part of an 

instructor’s performance evaluation. 

 

Students are expected to attend all classes 

and to be on time. The attendance policy 

reflects the attendance expected in any job 

one may hold. All attendance is recorded. 

Notifying the school of an absence does 

not excuse the absence. 

 

 

 

 

Book Distribution 

Books are distributed on the second week 

of class. Students must initial the “book” 

column on the rosters to indicate they 

received the books. When distributing 

books, instructors should write which 

books are being distributed including 

subject and quantity. 

Field Trips 

Instructors are encouraged to take their 

classes on field trips that will help 

explain or expand class related subject 

matter. The activity must enhance 

student learning and integrate curricular 

goals. 

To request approval for a field trip: 

1. Complete a Field Trip Request Form 

at least 2 weeks in advance. 

2. Download the Insurance Liability 

Form, ensure all students complete 

the form, and upload forms to 

the LMS section before the 

trip. 

 

The SED Center may approve a 

field trip if: 

• there is no cost associated 

with the trip, OR 

• the cost does not exceed $10 per 

student and it is possible for the 

SED Center to pay the cost in 

advance. 

 

Instructors are responsible for student 

attendance on field trips. Please take a 

sign-in sheet with you for your students 

to sign. Upon return from your trip, 

attendance must be entered into the 

LMS and the sign-in sheet uploaded. 

 

Please note: trips to restaurants are 

generally not encouraged as a class 

activity/field trip and can be done outside 

of class time 
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Timesheets and Paycheck 
 
Our Instructors are required to maintain a 
timesheet of the hours worked. This 
timesheet is then given to Lanita Russell 
in the administrative office in order to 
receive payment. 
 
Instructors receive payment the 15th and 
the 30th of the month. Payments are done 
via check. By state law, we are required 
to give each and every instructor a 
paystub of their hours worked.  

Emergency School Closings 

• If cancellation is announced in advance, 

instructors will not be paid. 

• If cancellation is announced when the 

instructor is already at the work site, the 

instructor will be paid for the full 

session. 

In the unlikely event that no students attend 

a session, the instructor will be paid full 

hours. He/She must call all students while 

still at the facility if possible and document 

calls in the LMS, assign make up work, etc. 

Instructors who teach a minimum of 20 

hours in a trimester, or 60 hours over the 

course of the school year, are eligible for 

an increase in pay after teaching three 

consecutive trimesters. Instructors who 

teach more than 20 hours per trimester, but 

whose course does not run for 3 

consecutive trimesters, will receive an 

increase on the first day of the fourth 

trimester in which they teach after their 

anniversary date. Annual increases are 

awarded in $5.00 increments to eligible 

instructors on the first day of the trimester 

following their anniversary date. Hourly 

compensation is capped at $50.00 ($75.00 

for Green Industry instructors.) 

Class Times/Lateness 

Classes are to begin and end at their 

scheduled time; instructors are required to 

be present in their classrooms at start of 

each and every class and are not to release 
students before the prearranged dismissal 

time. Instructors must set positive 
examples for their students by being 

punctual and starting their classes on time. 

 

 

Instructor Absences 

Instructors are expected to be present 

for all of their scheduled classes. If 

you are aware ahead of time that you 

are going to be absent, we ask that 

you provide a minimum of 24 hours’ 

notice so arrangements for a substitute 

can be made. We make every possible 

effort not to cancel classes. All 

arrangements for substitutes must be 

approved in advance. If a substitute 

cannot be found we may add an 

additional class at the end of the 

trimester. In case of emergencies or 

illness we ask that you provide us 

with as much notice as possible, 

minimally 3 hours. In order to notify 

us, you should call the SED Center 

and talk to the administrative office at 

(202) 722-4404. DO NOT leave a 

message on voicemail. You must 

speak to an administrative figure. 

Under no circumstances should you 

contact your students to let them 

know you won’t be attending. 

 

Instructors are only paid for the 

instructional hours present in the 

classroom. Instructors will not be paid 

for time lost due to tardiness or 

absences. 

Instructor Attire 

Due to the culture of the SED Center 

we allow a more casual attire for 

instructors. We recommend a business 

casual attire but instructors are 

allowed to wear jeans and sneakers as 

well. 

Instructor Discipline 

Instructors who do not adhere to the 

policies and procedures of the SED 

Center will be subject to disciplinary 

action.  

1)An instructor will be notified by the Site 

Manager when they have violated a policy 

or procedure and may be issued a verbal 

warning. 

 

 
  

 
 

 

 

 

 

 

 

 

 

 

 

2)After an instructor has received more 

than one verbal warning, they may be 

issued a written warning and may be 

required to meet with a member of the 

administrative staff to develop a plan for 

improvement. 

3)If the problem persists, disciplinary 

actions up to and including termination 

may be taken. 

4)Egregious violations of a policy of 

procedure, or actions that are of 

unprofessional nature, may lead to 

immediate termination. 

Annual Graduation 

Ceremony 

Members who successfully complete 

a year-long course, or series of 

courses, are eligible to be invited to 

graduation. Members who complete 

a Career Track program are also 

invited. Certificates and diplomas are 

awarded. Students may be nominated 

for special recognition and invited to 

speak at the Annual Graduation 

Ceremony; you are encouraged to 

nominate deserving students. 

This event is usually held on a Saturday 

in June each year. Instructors are 

encouraged to attend and will be 

compensated for their attendance. 

Student Conduct 

Students are expected to behave in a 

well-disciplined and courteous manner 

while in attendance. 

The following will not be tolerated 

under any circumstances and may lead 

to disciplinary action up to and 

including termination from the 

program: 

• Verbal or physical threats or physical 

contact with staff or other students 

• Sale, possession or use of alcohol 

or illegal substances 
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• Stealing 

• Defacing public or personal property 

• Smoking or vaping anywhere inside 

the building (Students who wish to 

smoke may do so outside the building 

during class break)  

 •Cell phones/pagers/radios not turned off 

or set on vibrate while in class; students 

expecting an urgent call must step out of 

class to complete their call  

• Digital video and audio recording of 

classes, unless otherwise authorized by 

the SED Center. 

Instructors are expected to hold their 

students responsible to the Student Rules 

and Regulations and generally accepted 

appropriate classroom behavior. Each 

instructor is encouraged to establish a 

classroom management that includes 

standards for behavior and participation, 

and to review these expectations with 

students clearly on the first day of class. 

Additionally, instructors are expected to 

handle routine classroom misconduct in 

a timely manner prior to referring it to 

the administrative office. 

Unauthorized Persons 

Only registered students may attend 

classes. Absolutely no children or 

spouses are allowed in the classrooms. 

Members who bring children to class 

will be sent home and marked absent. 

Personal Property 

The SED Center cannot be held 

responsible for the loss or theft of any 

instructor’s personal property. Please do 

not leave property unattended, talk to the 

administrative office about storage 

options. 

Emergency School Closing  

The SED Center will send out a 

message, whether its through Whatsapp 

or our various social media outlets. If 

unsure about a closing make sure to call 

the center to verify. 

 

 

 

 

Policies and Procedures 

for Lesson Observations 

As part of our commitment to quality, 

student-centered classrooms, you will 

have the opportunity to work on your 

teaching through a process of 

observation and feedback. There are 

four basic steps to the procedure: 

1. Pre-observation Communication 

2. Observation 

3. Post-observation Communication 

4. Completed Evaluation 

 

During this process you will be working 

with one of our professionally trained 

Instructor Observers. These observers are 

experienced instructors who have gone 

through extensive training in lesson 

observation, giving feedback, and 

facilitating professional development 

workshops. 

 

You will be contacted in advance by the 

Instructor Observer to arrange a time for 

a classroom observation. After the date 

has been established, you will 

communicate with the observer about 

your class regarding what you are 

planning to teach on that day, where in 

the curriculum the class is, any issues 

that have come up with students, and 

any other relevant information. These 

check-ins typically last for 15-20 

minutes and can take place face-to- 

face, on the phone, or via email, 

whatever is most convenient for both of 

you. 

 

During the lesson, the observer will be 

like a fly on the wall. In other words, 

they will sit off on the side taking notes 

and will not interact with the students. 

Feel free to announce the observation 

visit to your students and the purpose 

for the visit. You could say something 

like, “Today/next week there will be an 

observer in our class. She/he is here to 

observe me and discuss my teaching.  

 

 

 

 

They are not here to observe you. It 

is simply a part of the professional 

development for all instructors with 

the SED Center. Feel free to talk to 

him/her before, or after, class but 

during the lesson they will be busy 

taking notes and cannot participate.” 

After the lesson, there will be an 

initial debrief. Ideally, this would 

happen face-to-face following the 

observation. However, if this is not 

feasible you can have a phone call or 

email. There are a few specific 

questions that the observer will ask 

you and will take notes on. 

Shortly after the debrief, usually 

within one week, you will receive 

timed observation notes and 

feedback scores via email from the 

observer. For an example of what 

this looks like please see Appendix 

3. 

Role of the Observer 

As described earlier, your observer 

is the person who will come to your 

class and give you feedback using 

The Standards for Student-Centered 

Teaching. However, this is just one 

of the many roles that they will play. 

Their job is to help support your 

ongoing development as a teaching 

professional. Thus, they will also be 

facilitating workshops that relate to 

the Standards for Student-Centered 

Teaching, for instance, setting up 

Pre-reading/listening activities. 

These workshops are designed to 

help you more effectively apply 

these standards in your teaching 

practice. In addition, the observer 

can act as a listener, coach, or 

advisor. For example, maybe there is 

a technique that you would like to 

incorporate in a lesson, and you’re 

not exactly sure how to do it; your 

observer can model it for you, and 

help you practice running through it 

before trying it out in class. In short, 

your observer is not limited to just 

watching you teach. 
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At the same time, it is important to 

understand that observers are also limited 

in what they can do. For example, 

observers do not have the following roles: 

•  Support students in class during an 

instructor lesson 

• Be an extra partner that works with 

students during an activity 

• Determine pay raises, schedule, hiring 

decisions. 

• Do Site Manager responsibilities 

 

Whatsapp 

Here at the SED Center we utilize 

Whatsapp as a form of communication 

between instructors, administrative staff, 

and students. As an instructor it will be 

vital for you to get acquainted with the 

app.  

Typically, instructors send messages 

throughout the week to their students 

regarding information learned in class. 

Whether it’s questions about the weather, 

how their day is going or their plans for 

the day. It’s a great way to have students 

practice what they have learned, because 

generally students don’t get much practice 

outside of the center. 

Discrimination and 

Harassment 

The SED Center is committed to 

providing all employees with a workplace 

free from discrimination and harassment. 

The SED Center does not discriminate 

against, or tolerate harassment of, any 

employee because of race, color, creed, 

religion, national origin, citizenship or 

alienage status, gender, sexual orientation, 

gender identity, age, disability, 

pregnancy, military or veteran status, 

genetic predisposition or carrier status, 

marital status or any other protected 

classification as set forth by local, state 

and/or federal law. 

 

This policy covers discrimination and 

harassment by anyone in the workplace – 

supervisors, employees, Benefit Funds 

participants, vendors, visitors and other 

outsiders. 

Definitions of 

Discrimination and 

Harassment 

Discrimination: It is discrimination if 

an employer bases any decision 

regarding the terms or conditions of 

employment or an employee’s race, 

religion, color, sex, age, national origin, 

sexual orientation, disability, or any 

other characteristics protected by law. 

Harassment: Harassment consists of 

unwelcome verbal, visual or physical 

conduct that is based on an individual’s 

race, religion, color, sex, age, national 

origin.  

Harassment may also include written or 

graphic material that insults, disparages, 

ridicules or shows hostility towards an 

individual or group, based on the 

individual’s or group’s protected 

characteristic, whether this material is 

sent by email, through social media, 

placed on bulletin boards, computer 

screens, or elsewhere on SED Center 

premises or circulated in the workplace. 

Unwelcome conduct can constitute 

harassment if: 

• It has the purpose or effect of 

unreasonably interfering with an 

individual’s work performance; 

• Creates an intimidating, hostile or 

offensive working environment; or 

• Submission to the conduct is made 

either explicitly or implicitly a term 

or condition of an individual’s 

employment. 

 

Sexual Harassment: Sexual 

harassment can involve unwelcome 

sexual advances, requests for sexual 

favors, and other verbal, visual or 

physical conduct of a sexual nature. It 

can involve conduct by a person of 

either gender toward a person of the 

same or opposite gender. 

The following is only a partial list of 

sexually harassing conduct: 

• Explicit sexual propositions 

 

• Offering employment benefits in 

exchange for sexual favors 

 

• Making threats or retaliating after a 

negative response to sexual advances 

 

• Sexual innuendo or sexually 

suggestive or degrading comments 

about a person’s body, sex life, 

sexual prowess or sexual 

deficiencies 

 

• Sexually-oriented jokes, derogatory 

comments, epithets, slurs or catcalls 

 

• Obscene language, letters, notes or 

invitations (including email) 

 

• Physical contact such as touching or 

impeding movements 

 

• Leering, making sexual gestures or 

displaying or distributing sexually- 

suggestive objects, pictures, cartoons 

or posters (including email) 

 

If you feel that you have experienced 

any type of discrimination or 

harassment it is vital that you report it 

to the administrative staff. So that we 

are able to take the necessary steps in 

investigating the incident. 
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 Appendix 1: Principles of Adult 

Learning 

                 

 

 

 

 

 

 

1. 

Learning is an active process that 

each student must go through. For 

students to be able to learn, they must 

engage in 

activities such as: thinking, 

experimenting, remembering, asking 

questions, 

and making connections. 

2. 

Learning involves integrating new 

knowledge and skills to what 

students already know. 

3. 

Learning can be helped or 

hindered by students’ prior 

knowledge and prior 

experiences. 

4. 

Students need practice and 

feedback so that they can make 

progress toward their goal. 

5. 

Learning often involves and is 

motivated by social interaction with 

peers and/or with an instructor. 

6. 

Learning requires an appropriate level 

of challenge as students are learning, 

which means that the task requires 

effort but in an interesting or enjoyable 

way. 

 

7. 

Students need to feel that what they 

are learning is relevant to their lives 

and see that the knowledge or skills are 

useful and important on the job, at home, 

or with friends. 

8. 

Students need some autonomy 

(i.e. freedom in how they study) and 

benefit from opportunities for self- 

directed learning (i.e. making 

decisions about their learning). 

9. 

Students need opportunities to reflect 

on and make sense of how classroom 

activities and new skills and 

knowledge relate to their prior beliefs, 

attitudes, strategies, and preferences. 

10. 

Students need to retain a positive self- 

image. They may avoid participating 

or engaging in a lesson so that others 

do not form negative opinions about 

them. 

11. 

Students require a safe learning 

environment so that they can focus and 

feel comfortable engaging in activities. 

12. 

Students benefit from using study 

strategies to help them learn and 

remember new skills and 

information. 
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Appendix 2: Glossary of Key Terms 
 

                

 

 

 

 

 

 

 

Background Knowledge 

The information or ideas that students need to 

have in order to understand a lesson especially 

when learning a skill. (Ex. knowing about the 

parts of a toilet and how water flows before 

learning how to install a toilet.) 

 

Chunking 

Breaking something down into smaller pieces. 

(Ex. Giving instructions in parts, rather than all 

at once) 

 

Class atmosphere 

The feeling (Ex. relaxed, energetic, boring) that 

the classroom gives students. 

 

Classroom norms 

The rules and expected behavior for students, 

and instructors, during class time. (Ex. how 

people should behave in class discussions such 

as calling out answers or raising their hands) 

 

Communicative Context 

Where and when language is used for real-

world communication. 

 

Comprehensible language 

Words used in everyday speech, without terms 

or jargon that may be unfamiliar to the listener. 

 
Comprehension Check Questions (CCQ) 

Short questions that an instructor asks students in 

order to help clarify information and/or 

instructions. Three general types: yes/no (Ex. 

Do you work with a partner?), either/or (Ex. Do 

you have to speak or write?), or short answer 

(Ex. How much time do you have to do the 

activity?). 

 

Controlled Practice 

When students work with a skill or language 

and do isolated exercises that have right/wrong 

answers. These help students clarify and 

remember the new skill or vocabulary, 

grammar, pronunciation. 

 

Demonstration 

This is when an instructor shows students how 

to do a particular task or skill. Usually students 

are given some kind of noticing task to do at 

this time. For example, an instructor teaching 

student how to install a toilet might have student 

put pictures of steps in order. (Contrast with 

Modeling) 

 

Diagnostic Assessment 

When the teacher has students do the kind of 

task or test at the beginning of a lesson or course 

that helps them see how much the students 

already know and/or their skill level before 

receiving instruction. 

 

During Stage 

The middle stage in a lesson in which students 

are listening, reading or watching a 

demonstration. In this stage, students have 

some kind of task to help them focus on key 

information. 

 

Elicit 

To prompt, or draw out, answers, 

responses, and ideas from students. 

 

Establish Context 

Showing students where and when something 

is used so that they can start to connect the 

new information to what is familiar to them. 

 

Feedback 

Information we receive about our knowledge 

or performance and how we might improve it. 

Note that this could be positive and/or 

constructive. 

 

Fluency 

When students, especially ELLs, can speak 

about a topic with ease and few pauses. 

Note that a fluency activity focuses on 

communication and does not force students 

to use particular target language. 

Focus 

Students do a task that helps them encounter 

and clarify the target skill or language (Ex. 

vocabulary, grammar, etc) in a lesson. 

 

Formative Assessment 

When the teacher observes students during 

the lesson to see how they are progressing, 

what they know or can do well and what 

they might need more work on. 

Freer Practice 

When students do activities such as 

communicative role-plays or guided 

discussions to help them start to 

internalize a new skill or 

vocabulary/grammar 

Grade language 

When students are able to understand 

spoken or written English because the 

vocabulary, grammar, and complexity 

are level appropriate. (Ex. ELLs might not 

know that the idiom ‘a piece of cake’ can 

mean ‘easy’ as well as an actual piece of 

cake. 

Habits of learning 

These are strategies and techniques that 

students use to help them remember and 

learn new information. (Ex. using flash- 

cards or spacing out their review sessions 

at home) 

High-stakes 

An assignment that has a relatively high 

value in terms of the overall grade. 

Interaction Patterns 

Different ways in which students actively 

engage in tasks (Ex. solo work, PW = pair 

work, GW = group work, and WC = whole 

class work) that support learning. 

Knowledge-based lesson 

A lesson that focuses on students learning 

information or ideas rather than actually 

doing something (see Skill). For example, 

students might learn about fire safety 

regulations or the duties of a fire safety 

officer. 

Learning-Centered Objective 

The specific, measurable goal for students 

to achieve by the end of one lesson. Often 

written as “By the end of the lesson, students 

will be able to...”. 
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Appendix 2: Glossary of Key Terms 

                 

 

 

 

 

 

 

 

Low-stakes 

An assignment that has a relatively low 

value in terms of the overall grade. 

 

Modeling 

This is something a teacher does while giving 

instructions to show students how to do a 

classroom activity. In this case, the teacher does 

the task as a student to show them exactly how 

to do it. (Contrast with Demonstration) 

 

Monitoring Students 

When the instructor moves around the 

classroom to check, see, or hear, that students 

are on task and is available for student 

questions. 

 

Noticing Task 

This is a type of activity in which students look 

at a demonstration, picture, or examples of 

language in order to learn or  

figure something out. (See Demonstration) 

 

PDP Lesson Framework 

Pre, During, and Post lesson sequence used to 

plan and teach information and/or knowledge. 

 

Post Stage 

This is the part of the lesson that includes 

activities that come after a lecture, reading, or 

demonstration. In this stage, students may do a 

pair work check about the text or some other 

activity to help them remember and apply the 

information 

that they learned. 

 

Practice 

Intentionally working toward a goal, such as 

trying to remember something or improve a 

skill through repetition and feedback. 

 

Pre Stage 

The part of a lesson that includes activities prior 

to a lecture, reading, or demonstration, when 

students have an opportunity to think about the 

topic and the instructor finds out what students 

already know. 

 

Prior Knowledge 

Information students have acquired in the past 

and bring with them to the classroom. This 

information may work to help or hinder their 

current learning experience. 

 

Productive Skills 

In ESL classes, these include speaking and 

writing (Opposite = receptive skills). 

 

Ready Stage 

This is the first part of the RFP framework for 

skills-based lessons. It helps students work 

with establishing context, activating prior 

knowledge, learning essential background 

information, and setting objectives. 

 

Receptive Skills 

In ESL classes, these include listening and 

reading (Opposite = productive skills). 

RFP Lesson Framework 

Ready-Focus-Practice lesson sequence and 

is used to design skills-based lessons. 

 

Skill-based lesson 

A lesson that focuses on students learning to 

do some mental or physical activity rather 

than acquire information (see Knowledge). 

For example, students might learn how to 

install a toilet, do math problems, or write 

an email. 

 

Student Talk Time 

The amount of time in a lesson that students 

are speaking. Pair work and group work are 

often used to maximize this. 

 

Support language 

Words, sentences, or questions that the 

teacher includes on a worksheet or the board 

to help students get started in a discussion 

activity. The language is usually not new to 

students. For example, the teacher might 

write ‘Tell me about  ’ 

on the board to help students get started with a 

speaking activity. (Contrast with Target 

language) 

 

Target language 

Vocabulary, grammar, pronunciation 

that students in an ESL class are 

trying to 

learn. For example, if students are 

learning talk about their 

neighborhoods they might learn 

‘There is/are,’ ‘It is,’ and vocabulary 

related to different shops. 

 

Task 

When students are doing an activity 

that focuses on meaning and/or 

communication 

 

Teacher Talk Time 

The amount of time in a lesson that 

teachers are speaking. This is generally 

during lectures, instructions, feedback, 

etc. 

 

TFP Lesson Framework 

Task-Focus-Practice lesson sequence 

for language classes with a 

speaking/writing focus. The idea is to 

first have students do a communicative 

task to establish context and create 

need. Then, the teacher has students 

focus on and practice language/ skills 

that will help them do that task better. 
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Appendix 3: Observation Forms 
 

Pre-observation  Communication  (completed by instructor prior to observation) 

Observers should check in with the instructor before the lesson. This communication can happen in person, on the phone, or 

via email. The observer may contact the instructor to discuss the information they’ve provided on this form. 

 

Date: 
 

Teacher’s Name: 
 

Observer’s Name: 
 

Class Name: 
 

# of students expected: 
 

 

 
Where are you in the course now? 

 
• 

Is there anything about the students, class, course that the observer should know? 

 
• 

Lesson objective/objectives: 

 

• 
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 Appendix 3: Observation Forms 
Section 1: Observation Notes (Completed by observer during lesson)

  
Practice Teaching Observation Notes 

Instructor Observer Class Focus Date # of Students + notes 

      

      

 
Lesson Outline 

1. 

 

 
                

 

Code                    

S = solo  work 

PW = pair work 

WC = whole class 

 
Time 

 
Interaction 

 
Teacher activity 

 
Student activity 

 
Comment/Question 

     

     

     

     

     

     

     

     

     

     

     



22 

 Appendix 3: Observation Forms  
Section 2: Lesson Evaluation (Filled out by observer) 

 
Part A. Lesson Preparation (Information gathered through pre-observation discussion and 

observation) 
Area 1 2 3 N/A Comment/Evidence from Class 

 

1. Pre-lesson communication 
     

2. Has materials ready and is prepared for 
class 

     

3. Has a clear learning-centered objective 
for the lesson 
(i.e. students will be able to…) 

     

4. Anticipating challenges for students 
(Ex. confusing points, background 
knowledge/experience) 

     

 
 
 
 
Part B. General Academic Areas (Information gathered through observer 

communication with instructor) 
Area 1 2 3 N/A Comment/Evidence from Class 

1.     Doing regular and fair assessments 
(i.e. quizzes that are valid and reliable) 

     

2. Keeping records of student attendance 
and progress on LMS 

     

3. Using the designated materials for the 
course/level 

     

4. Providing feedback on student high- 
stakes assignments and tests 

     

5. Maintaining safety practices for 
themselves and their students 

     

Scores 

1  Missing/May cause problems for student 

learning/participation  

2  Present in the lesson but needs adjusting to 

support student learning 

3   Present in the lesson and supports student 

learning 
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Part C. General Teaching Skills/Knowledge (Complete for all instructors) 
 1 2 3 N/A Comment/Evidence from 

Class 

Class atmosphere 

1. Classroom presence (Ex. position, tone, volume, manner)      

2. Maintaining an effective learning environment (Ex. 
classroom norms so all students can participate, 
arrangement, resolving conflicts) 

     

3. Interacting with students (Ss) in ways that support 
learning (Ex. professional, punctual, friendly, proximity, 
timing) 

     

Lesson Content 
4. Focusing Ss on the lesson (Ex. Agenda, Stating/posting 

objectives in clear and comprehensible way) 
     

5. Comprehensible/appropriate language (Ex. jargon, 
complex language that is hard for ELLs) 

     

6. Using white board and/or other materials, technology      

7. Eliciting Ss ideas and answering questions during whole- 
class interaction (Ex. extending ideas, participation from 
different Ss) 

     

8. Explaining key concepts (Ex. Instructor’s knowledge of 
subject, amount, using a variety of techniques, 
organizing, promoting critical thinking) 

     

9. Checking comprehension through focused questions 
and/or tasks 

     

10. Lesson/Materials link to the curriculum and 32BJ 
materials 

     

Student Tasks/Interaction 

11. Balancing teacher talk time vs. Student talk time      

12. Providing meaningful Ss interaction/tasks: solo, pair- 
work (PW), group work (GW) 

     

13. Using appropriate materials (Ex. equipment, SMART 
board, handouts, online tools, CDs, DVDs, PPT, VARK 
tools) 

     

14. Giving clear instructions (Ex. modeling, chunking, using 
written support, CCQs = comprehension check questions) 

     

15. Monitoring students during activities      

16. Providing feedback to students (Ex. highlighting 
strengths/areas to work on, appropriate amount, 
prioritizing) 

     

17. Providing opportunities to review and/or recycle content 
from previous lessons 

     

18. Supporting effective habits of learning in and out of the 
classroom 

     

Scores 

1 = Missing/May cause problems for student learning/participation 

2 = Present in the lesson but needs adjusting to 

support student learning  

3 = Present in the lesson and supports students 

learning 

Appendix 3: Observation Forms  
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ESL Lessons
  

 
Part D. For Productive-Skills Lessons (Speaking/Writing/Vocabulary/Grammar) 

Area 1 2 3 N/A Comment/Evidence from Class 

1. Level appropriate target language 
(Amount, difficulty level) 

     

2. Providing a communicative context 
     

3. Focusing students on the form, meaning, 
use of the target language 

     

4. Eliciting/Explaining key aspects of the 
target language 

     

5. Providing adequate practice activities for 
students so that they can improve 

     

6. Providing Ss a chance to express their 
ideas, experiences, and/or opinions 

     

 

Part E. For Receptive Skills Lessons (Reading/Listening) 
Area 1 2 3 N/A Comment/Evidence from Class 

1. Level appropriate text (Amount, sequence 
in course, challenge level) 

     

2. Helping Ss establish context (Ex. pictures, 
stories, discussions) 

     

3. Providing a ‘Pre’ listening, reading, 
viewing activity to activate students’ prior 
knowledge and experience 

     

4. Providing at least two clear listening, 
reading, or viewing tasks (1st gist = main 
idea, 2nd = details) 

     

5. Providing a ‘Post’ listening/ 
reading/viewing task to check and discuss 
meaning 

     

 

6. Eliciting/Explaining confusing areas 
     

7. Using PW to support learning in PDP (Pre, 
During, Post) stages 

     

8. Providing Ss a chance to express their 
ideas, experiences, and/or opinions. 

     

Scores 
1 = Missing/May cause problems for student learning/participation 

2 = Present in the lesson but needs adjusting to 
support student learning 

 3 = Present in the lesson and supports student 
learning 
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Appendix 3: Observation Forms  

Industry/Academic Lessons 

Part F. For Knowledge-Based Lessons (Readings/Lectures/Videos/Slide Shows) 
 1 2 3 N/A Comment/Evidence from Class 

1. Level appropriate text 
(Amount, sequence in course, challenge 
level) 

     

2. Helping Ss establish context 
(Ex. pictures, stories, discussions) 

     

3. Providing a ‘Pre’ listening, reading, viewing 
activity to activate students’ prior 
knowledge and experience 

     

4. Providing a clear listening, reading, or 
viewing task 

     

5.   Providing a ‘Post’ listening, reading, 
viewing task to check and discuss meaning 

     

6. Using Solo, PW, and/or GW to support 
learning in PDP (Pre, During, Post) stages 

     

7. Providing Ss a chance to express their 
ideas, experiences, and/or opinions. 

     

 

Part G. For Skills-Based Lessons (Cognitive/Physical) 
 1 2 3 N/A Comment/Evidence from Class 

1.    Task appropriate to students 
(Challenge level, relevance, sequence in 
course) 

     

2. Getting Ss ready to learn with clear tasks 
that help Ss 

a. establish context 
b. activate prior knowledge & experience 
c. encounter/clarify essential background 

knowledge 

     

3. Focusing on challenging areas of the skill 
(Ex. chunking the skill, modeling, noticing 
tasks) 

     

4. Eliciting/Explaining key aspects of the skill 
(Timing, amount, relevance to immediate 
task) 

     

5. Providing adequate practice activities for 
students so that they can improve 

     

6. Providing opportunities for Ss to interact 
during RFP (ready-focus-practice) stages 
(Ex. peer teach, share observations, 
reflect) 

     

7. Providing an appropriate amount of time 
during RFP stages 

     

8. Providing Ss a chance to express their 
ideas, experiences, and/or opinions. 

     

Scores 
1 = Missing/May cause problems for student learning/participation 
2 = Present in the lesson but needs adjusting to 
support student learning  
3 = Present in the lesson and supports student 
learning 
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Appendix 4: Completing LMS Tasks 
 

APPENDIX 4 – INSTRUCTIONS FOR COMPLETING LMS TASKS 

 
LOGGING IN TO THE INSTRUCTOR PORTAL 

● To login in to the portal, go to http://training.32bjfunds.org 

● Click the Login button. 

 

• Enter your username (most likely your email address) 

• Enter your password (the default password is Password1; you will be prompted to change it the first time you login) 

 
 

 

• Write your login information above and keep this document handy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://training.32bjfunds.org/
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Appendix 4: Completing LMS Tasks 
 

ACCESSING YOUR TRANSCRIPT 
Once logged in you will see instructor portal. Click the Transcript link to access your online course. 

 

 

Click the Online Course link to access your course. This will take you to the online course launch page. 
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Appendix 4: Completing LMS Tasks 
 

Click the Access Course link to start learning. 
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Appendix 5: Instructions 
for Accessing Make up 
Work Forms 
 
Once logged in you, you will have access to the instructor portal. Click the Make-up work link to access the make-up work instructions. 

 

 

 

Click the Link to Make-up Work Form to download the form 
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Appendix 5: Instructions 
for Accessing Make up 
Work Forms 
 

Complete the Make-up Work Form and upload it to the LMS. 
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Appendix 5: Instructions for 

Accessing Field Trip Forms 
Once logged in you should see an option for Field Trips on the left side. 

 

Click the links to Field Trip Request Form and Insurance Liability Form to download the forms 
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Submit the Field Trip Request Form and complete the Insurance Liability Form for each student. 

 

 

Go to your LMS roster and upload the Insurance Liability Form for each student. This is located on the same page as make-up work. 
Helpful Hint: You don’t need to upload each form individually. You can scan the forms together and submit them as part of just one 
document. 
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3) The amount and substantiality of the portion 

used in relation to the copyrighted work as a 

whole. 

• Is the amount of the original work used 

reasonable? The smaller the percentage of 

the work used, the more likely it will 

qualify as fair use. 

• Is the section of the original work used the 

most important part of the work? The less 

significant the portion of the work used, the 

more likely it is to be considered fair use. 

4) The effect of the use on the potential 

marker for or value of the copyrighted work: 

• Does the new work appeal to the same 

audience as the original work? Copyrighted 

works that are used for another purpose or 

designed to appeal to a different audience 

are more likely to be considered fair use. 

 

Use of Images and Videos in the Classroom 
Images: 
Fair use also applies to online resources and 
digital media. Here are some ways to use 
extra caution when seeking out online images 
for curriculum development purposes: 
• Create your own images: Free graphics 

software includes sites like Vectr and 
Gimp enable content designers to create or 
modify images. 

• Download Free Stock Photos- the 
following are just a few websites for 
collecting free, unrestricted images: 
Unsplash, StockSnap, Flickr, and Pexels. 

 

*Creative Commons: A license which 
enables the free distribution of another- wise 
copyrighted work. A CC license is used when 
an author wants to give people the right to 
share, use, and build upon a work that they 
have created. 

• When searching for images in google, 
you can use a creative commons filter 
to ensure that only unrestricted images 
appear in your search or you can visit 
their site: https://creativecommons.org/ 

Use of Videos in the Classroom 

Here are some fair use considerations when 
using videos in the classroom: 

 

 

 

 

Appendix 7: Guidelines for Using 

Copyright Materials 

 

 
 

Fair use offers an extraordinarily important 

opportunity for educators to make reasonable 

and limited uses of copyrighted materials. 

 

Clipping, cutting, pasting, uploading, posting, 

and many other activities that are common 

practice in education and training may be 

copyright infringements OR may be within fair 

use. 

When do you need to think about fair use? Some 

example situations: 

• Reproducing, copying, and distributing 

materials sourced from outside books or 

resources. 

• Using online materials, resources, videos, 

and/or images. 

• Sharing articles and other materials with 

students and/ or other instructors. 

• Uploading outside materials to a digital 

library. 

A fair use analysis is necessary to determine if 

your use is a fair one. It’s important to 

understand that fair use is not a blanket 

exception and is still a gray area with no hard 

and fast rules. 

Fair Use Defined 

To determine whether a use is fair requires the 

consideration of four factors: 

 
1)The purpose and character of use: 

• Does the new work transform the original 

work or offer something beyond the 

original? Copyrighted works that are altered 

significantly are more likely to be 

considered fair use. 

• Is the use for nonprofit or educational 

purposes? Copyrighted works used for 

nonprofit or educational purposes are more 

likely to be considered fair use. 
2) The nature of copyrighted work: 

• Is the copyrighted work published or 

unpublished? Published works are more 

likely to be considered fair use. 

• Is the original work out of print? Out of 

print works are more likely to be considered 

fair use. 

• Is the copyrighted work factual or creative? 

Factual works are more likely to be 

considered fair use. 
•  
 

 

1. Commenting on or critiquing videos 

may constitute fair use for use of the 

video being critiqued. 

2. Videos used for illustration or 

example, in order to support an 

argument or point may be considered 

fair use. 

3. Capturing copyrighted materials 

incidentally or accidentally (e.g. a 

home video that has a famous song 

playing in the background) may not 

be considered infringement of 

copyright. 

4. Reproducing, reposting, or quoting 

from a video in order to 

memorialize, preserve, or recall an 

experience, event, or cultural 

phenomenon. 

5. Copying, restoring, and recirculating 

a work or part of a work for purposes 

of launching a discussion. 

6. Showing two or more videos in order 

to show the relationship between the 

two situations. 

When in Doubt, Get Permission: 

If you are not able to assess whether use of 

copyrighted material is fair, the best 

recourse is to obtain permission by 

contacting the owner. 

Websites generally have a “Terms of Use” 

section at the bottom of their site, which 

will indicate licensing and propriety rights. 
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