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ESUVCLC 
STUDENT HANDOOK

Revised: September 2008

INTRODUCTION

East Side University Village Community Learning Center (ESUVCLC or The Center) is an open admission, community/faith-based learning center offering certificates of completion for learning and improved technology skills, workforce training, life long learning proficiencies, language upgrades, seminars, and tutorial and mentoring opportunities for a diverse community of youths and adults.

ESUVCLC is located in the Greater Third Ward Community of Houston, Texas and is within the city limits, just outside the downtown business district.  It is a convenient distance from all major thoroughfares into the City of Houston and only a less than a one minute’s walk from the Scott Street Metro Rail and the Alabama Street Metro Rail lines.

ESUVCLC is housed in an attractive unique building, which is composed of recently renovated row houses located at the East End of Holman Street Baptist Church campus.   The building is two-story with classrooms and administrative offices on the first floor.

Many factors contribute to the continuing utility of the ESUVCLC.  The most important factor is its sponsorship by the South East Houston Community Development Corporation (SEHCDC), which was founded by Manson B. Johnson, Shepherd-Teacher of Holman Street Baptist Church, March 1, 1995.  SEHCDC is a 501C (3) Texas non-profit corporation.

ESUVCLC is accredited by the Southern Association of Colleges and Schools, Council on Accreditation and School Improvement (SACS CASI) since June 30, 2008.  This noteworthy achievement will benefit the future of our students. 

ESUVCLC affords its students an opportunity to pursue complete and systematic courses of preparatory GED study as they prepare for taking the GED examination.  Other courses offered to youth and adults are Spanish, ESL, and computer software and hardware knowledge. It also provides opportunities for the youth and adults of this area to improve their quality of life through life long learning skill developments.  

HISTORY

ESUVCLC was created by the SEHCDC, March 19, 1998, to provide educational assistance and skill development to low-to-moderate-income youths and adults.  ESUVCLC, the brainchild of SEHCDC, provides GED Preparation, ABE classes, ESL classes, El Civic classes and Microsoft Office instructor lead computer training classes.   Our facility is located in U.S. Census Tract 305.01 at 3614 Holman (77004) in the heart of Houston’s historic Third Ward.

PURPOSE

ESUVCLC’s primary purpose is to assist in the overall development and potential of all members of the Greater Third Ward community by providing basic Adult Education literacy, English and Spanish languages, technology skills and tools necessary to succeed.   The aim of its adult literacy program is to ensure that all adults in its community have access to all the skills required to function effectively as parents, employees and citizens.

MISSION STATEMENT

East Side University Village Community Learning Center (ESUVCLC) is “a gathering place for knowledge for all people of all ages’.  It is the Center of choice for those seeking to upgrade their literacy skills, enhance their preparedness for economic and lifelong learning opportunities and augment their quality of life.  The Center’s philosophy is to be a facilitator by being the catalyst that helps foster community empowerment and community pride.

ESUVCLC envisions an increase in educational and job opportunities for community youth and adults by offering a variety of life improving literacy classes, technical and tutorial assistance.

ESUVCLC actively seeks viable partnership alliances that further its goal.  The Center is a community’s response to real issues facing the 21st Century inner city life and unserved and underserved neighborhoods.

HOURS OF OPERATION
OFFICE HOURS

Monday –Thursday 9:00 am- 9:00 pm

Friday 9:00 am – 12:00 pm (Administration Only)

Saturday 9:00 am – 3:00 pm

CLASS HOURS

Monday – Thursday 9:00 am – 9:00 pm

Saturday 9:00 am – 3:00 pm

BOARD OF DIRECTORS
Roosevelt Weeks, Chair


Manson B. Johnson, II, President

James Davis, Vice Chairman/Treasurer 

Bracy Johnson, Secretary 

ADVISORY BOARD

Roosevelt Weeks, Chair

Deputy Director of Houston Public Library 

Manson B. Johnson, II, Executive Director

Community Leader/Founder

Sally J. Schuler

Arlen Driscoll, Legal Counsel

Driscoll Law Firm

Victor G. Williams, I

President/CEO, Saturday Academy, USA

Dr. James E. Anderson

University of Houston, Office of Chancellor & President

The Honorable El Franco Lee, Commissioner represented by:

John Beaudion, Jr.

Harris County Pct. 1

Dr. William Harmon

Houston Community College-Central, President

Dr. Jay Cummings

Texas Southern University, Dean, School of Education

POLICY

The power to formulate policy governing the operation and administration of the ESUVCLC has been delegated to the Advisory Board through the President of the SEHCDC and SEHCCDC Board.  The school is operated by the Executive Director who carries out policies established by the board of directors.  The Executive Director is head of school/superintendent and controls the day to day operations. 

ESUVCLC ADMINISTRATION AND STAFF

Manson B. Johnson, II
Executive Director

Faculty

Beverly Miller
HCCABE/GED Coordinator

Ronald Bunch……………………………………………………….ABE/GED Instructor

TBD
Computer Instructor (BCS)

TBD
Computer Instructor (MSO)

Mery Morales
Spanish Instructor

TBD
Administrative Assistant 

M. Bracy Johnson………………. ….
Facility Manager

Faculty Advisor/Liaison

Beverly A. Miller, Instructor/Supervisor………………Houston Community College System
REASONABLE ACCOMODATION STATEMENT
East Side University Village Community Learning Center (ESUVCLC) provides access, equal opportunity and reasonable accommodation in its services, programs, activities, education and employment for individuals with disabilities. To request disability accommodation, contact the Center at 713.747.9255.  

LIBRARY
Because we do not have a library on campus, students have access to the Lonnie Smith Public Library located on 3624 Scott Street and to the Houston Community College System Library located at 1300 Holman Street on its Central Campus.  Both library facilities provide a quality collection of resource materials.  Professional librarians are available to show you how to use the library and help you locate information and materials. 
ADMISSION PROCEDURE

ESUVCLC has an open admission policy to the community.  ESUVCLC prides itself by admitting students with different learning styles, levels and disabilities.  Our organization does ask that students are committed to learning, maintain good attendance, and take this opportunity serious by completing homework, identifying specific goals on what they need in their desired subject area, progressing throughout the semester, and finally possessing an attitude of commitment and openness to learning new things.  An applicant must complete the admission application.  The application may be completed in person and must be submitted within the registration period.  Students will be contacted by ESUVCLC to acknowledge their first day for class attendance.  For a student to enroll the student must have an officially issued social security card and valid government issued photo ID.  Students can not attend class without both documents on file at ESUVCLC.   

CURRICULUM

ESUVCLC offers an opportunity for adults to prepare to take the GED high school equivalency examination.   It also offers an opportunity for its students to learn how to use a computer by offering courses ranging from basic to difficult applications.    Students are awarded a certificate of completion upon the satisfactory completion of the course requirements.

The obligatory courses offered by the ESUVCLC are adult literacy-related courses.  These courses include GED preparation, Adult Basic Education (ABE), and English as a second language (ESL).  Elective or optional courses include computer courses and Spanish.

REQUIRED CURRICULUM

· Pre-GED preparation [ABE (Adult Basic Education) & GED Preparation]:

· Adult Basic Education (ABE)

· GED Preparation

· ESL (English as a Second Language) *Classes coming soon.

ELECTIVE CURRICULUM

· Basic Computer Skills

· MS Office Suite Classes 

· Conversational Spanish

· Intermediate Spanish

DESCRIPTION OF COURSES

Pre-GED Preparation [ABE (Adult Basic Education) & GED Preparation]:  Helps students prepare for five General Education Development (GED) tests, which is a high school equivalence examination.   ESUVCLC does not give the exam.  The GED is a way for millions of adults to get diplomas or certificates without returning to high school.  This course also helps students develop basic skills in writing, social studies, science, critical reading and mathematics.

*ESL (English as a Second Language):  Designed for students with limited English language skills in speaking, reading and writing. Upon completion of all ESL requirements each student is expected to perform well enough to pass any officially administered civics exam for foreign persons.

Basic Computer Skills:  Designed for students with very little or no computer training.  In hands-on environment, the student learns about the Internet, MS Word, Email and basic computer software.
Microsoft Office Suite Computer Skills:  Basic MS Office User Class.  Instructor lead class on usage of entire Office Suite with the following components: Excel, Access, Word, and PowerPoint.  Become more employable by increasing your ability to use MS Office.  Almost all office environments are using all or parts of MS Office Suite! 
Conversational Spanish: Designed for students with very little or no experience in speaking Spanish.  The student will learn basic vocabulary, numbers, months, pronunciation, personal pronouns, and grammar. 

Intermediate Spanish: Designed for students who have mastered the Conversational Spanish class.  Students will be introduced to sentence structure, past and future tense verbs, and seeking to learn how to speak and write in an advanced classroom experience. 
ADMINISTRATIVE REGULATIONS

Class Attendance

Students are expected and required to attend all classes regularly and promptly at the time set for them.  The instructor, with the permission of the Director, may drop any student from a course for unsatisfactory classroom work or misconduct and the student shall not receive credit or a certificate of completion of the course. Each student is expected to complete at least 80% of their course work with a passing grade to receive a certificate of completion.  

A student will not be permitted to receive a certificate of completion if the student fails to attend at least 80% of the classes in which the student is enrolled.   Persistent absences amounting to excess of 30% of the classes scheduled for any course during the semester may result in the student being automatically dropped from the course or courses.  Leave of absences should be requested from your instructor in cases of long term illness.  Upon return to the class, the student must submit a doctor’s signed permit for that absence.

.

Knowledge of Student Handbook and Regulations

All students are charged with knowledge of the contents of the student handbook and responsible for complying with all requirements, rules and regulations therein.  Students are also charged with knowledge of all official communications placed upon the official ESUVCLC Bulletin Board.  The student handbook has been prepared for your guidance in understanding some basic policies and procedures of the East Side University Village Community Learning Center.   Please read the information contained in the handbook.  Supplemental or additions to the handbook will be made as needed.

Course Sequence & Course Advancement

No student can take computer courses unless the student has at least a GED high school equivalency or a high school diploma.  However, a student may take the computer course if the student has been assessed as being capable of basic academic and scholastic understanding and is enrolled in the GED preparation course concurrently.  After a student has completed or attended 2 consecutive semesters of classes they must advance to the next learning level class unless approved by the project director.  EXCEPTION: YTC & YTM students have access to any program we offer.
Orientation

Orientation for classes is mandatory for all students.  During orientation new and returning students will review the ESUVCLC student handbook, discuss class procedure and policies, and be introduced to instructors.  It is important that every student attends the first day of class. A student not attending orientation will be expected to get with his/her instructor to review what was missed in orientation.  Each student must individually have on file a signed copy of the “Acknowledgement Receipt of Student Handbook”.
Testing

Students are given a pre-test assessment on the first week of class to assess where the student is in the class, additionally, a Post-Test (also called Progress Test) is mandatory during the semester to determine the success of the class.  All students have to take at least one Post-Test per semester.  If you are absent on an exam day for any reason, you should make arrangements to take the test before the end of the semester.  Students that do not take the Post-Test will not be able to register for the next semester until they meet this requirement.  Any student that is withdrawing from the program must take a Post-Test to formerly withdraw from the Center.  *Any student who registers for Intermediate Spanish or Microsoft Office Suites course must either have a recommendation from an ESUVCLC instructor or pass a placement test.  

Withdrawing from ESUVCLC:
Students who wish to withdraw from East Side must fill out a student variance form (located in the front office).  It is important to communicate with the administrative staff and/or instructors if you need to drop your class for any reason.

Communication:

In order to maintain accurate student files and attendance it is mandatory that when you miss class you call ESUVCLC and leave a message for your instructor. Having a friend or relative call in for you is not acceptable.  Failure to communicate with ESUVCLC could result in the student facing termination.  

Change of Information:

If you have a change of information (such as telephone numbers, address, etc.) please report the change to the administrative staff by filling out a “change of information” form so ESUVCLC can maintain accurate student information.
Privacy Record Statement:

ESUVCLC keeps proper student document such as registration application, social security card and picture ID’s on file for administrative purposes.  However, please be assured that ESUVCLC does not release any personal information without the student’s written permission.  ESUVCLC stores documents in a secure location which is not accessible to the general public.   

Food & Drinks:
Outside food and drinks are prohibited at ESUVCLC.  ESUVCLC does offer students the opportunity to use the vending machines on site; however NO food or drinks can be used around the computers.  Students may only eat in the main office area at a table; it is the responsibility of each student to clean up his/her mess only.  On special occasions students may bring outside food for the purpose of class parties and dinners with the approval of the Executive Director.  

ESUVCLC Dress Code Policy

A student’s dress and appearance should not be such that it causes disruption, is immodest, distracts others from the educational process, or creates a health or safety problem.  

Skirts, dresses, and shorts should be of adequate length to assure modesty when the student is seated or engaged in any learning center activity.  “Skin tight”, sheer, spaghetti strap or strapless shirts/dresses, midriff (no abdominal skin showing), off-the-shoulder blouses, sweaters, or dresses or all clothing revealing underclothing, midsection, torso, back, chest, breasts or cleavage is considered inappropriate.

Pants must be worn at the waist or upper hip and must not reveal underclothing.  Attire that can create a hostile learning center environment or disrupt the educational process such as clothing with harassing symbols, pictures of vulgar, legal, racial, sexist, or other discriminatory viewpoints which denigrate others on the basis of race, color, religion, creed, national origin, gender, sexual preference or disability.

Shoes must not detract from or interfere with the learning environment or present a safety or health hazard.  House shoes/house slippers of any kind are not allowed in the classrooms. 
REQUIREMENTS OF COMPLETION

A candidate for a Certificate of Completion is required to:

1. Meet all entrance requirements.

2. Complete a minimum of 70% of homework, assessment, and other requirements set forth by the instructor. 
3. Attend at least 80% of classroom instruction.
DISCIPLINE

ESUVCLC reserves the right to terminate the attendance of any student at any time, or to remove from the list of candidates for the certificate of completion.  ESUVCLC also reserves the right to remove the name of any student whom it may deem unworthy on account of neglect of study, incapacity for the course in which enrolled, or deficiency in conduct or character not in keeping with the standards of ESUVCLC.  Any person, by registering with ESUVCLC, agrees to these reserved rights of ESUVCLC to place the student on probation or to sever the student’s connection with the school at any time circumstances warrant.

ALCOHOL AND DRUG POLICY

It is the purpose of ESUVCLC to help provide a safe and drug-free environment for our students and ESUVCLC is dedicated to creating an environment that allows students to achieve their educational goals.  With these goals in mind, we are establishing the following policy for all students in attendance at ESUVCLC.

 
ESUVCLC explicitly prohibits:

· The use, possession, solicitation for, or sale of narcotics or other illegal drugs, alcohol, or prescription medication without a prescription on any ESUVCLC campus.

· Being impaired or under the influence of legal or illegal drugs or alcohol impairment which adversely affects the student’s performance, the safety of the student or of others, or puts at risk ESUVCLC’s reputation.

Any student found in violation of the above policies will be subject to immediate termination and may be referred for criminal prosecution.
RIGHT TO MODIFY

The information contained in this handbook is considered to be descriptive in nature and not contractual. ESUVCLC reserves the right to make changes in the contents of this student handbook from time to time, as it deems necessary or desirable without notice.  

NOTICE OF NON-DISCRIMINATORY POLICY

ESUVCLC admits students without regard to race, religion, color, national or ethnic origin, sex, or disability to all the rights, privileges, programs and activities generally accorded or made available to its students.  It does not discriminate on the basis of race, religion, color, national and ethnic origin, sex, or disability in administration of its educational policies, admissions policies and other school-administered programs.

PLAN FOR MANAGING INFECTIOUS DISEASE

Staff will take extra special precautions when students are ill and are diagnosed at the Center.  Students who exhibit symptoms of the following types of infectious diseases, such as gastrointestinal, respiratory and skin or direct contact infections, may be excluded from the Center if it is determined that any of the following exist:
· the illness prevents the student from participating in the class activities;

· the illness results in greater care need that the staff can provide without compromising the health and safety of the other students;

· the student has any of the following conditions: fever, unusual lethargy, difficult breathing, or other signs of serious illness;

· Diarrhea;

· Vomiting two or more times in the previous 24 hours at home or once at the center;

· Rash with a fever or behavior change until the physician has determined that the illness is not a communicable disease;

· Purulent conjunctivitis (defined as pink or red conductive with white or yellow discharge, often with matted eyelids) until examined by a physician and approved for re-admission, with or without treatment;

· Tuberculosis, until the student is non-infectious;

· Impetigo, until 24 hours after treatment has started or all the sores are covered;

· Strep infection, until 24 hours after treatment and the child has been without fever for 24 hours;

· Many types of hepatitis are caused by viruses. The symptoms are so alike that blood tests are needed to tell them apart. In the U.S. the most common types of hepatitis are A, B, and C. Types B and C are spread through blood and other body fluids. Type A, is spread through contaminated food and water or stool (feces). 

· A student who has been excluded from classes may return after being evaluated by a physician, physician's assistant or nurse practitioner, and it has been determined that he/she is considered to pose no serious health risk to him or her or to the other students or staff.

When a communicable disease has been introduced into the Center, the students will be notified immediately, and in writing by the Project Director. Whenever possible, information regarding the communicable disease shall be made available to the student.
East Side University Village Community Learning Center

Emergency Response Alerts:

Codes: 

Code Red = Person in building with Weapon

Code Green = Hostage Situation

Code Blue = Intruder in Building

Code Black = Fight in Building 

*All Codes require calling 911 immediately!

Air Horn Signals:

1 Long Blow = Fire or Fire Drill

2 Blows = Severe Weather or Severe Weather Drill (Tornado)

Attendance During Emergency Alerts:
Students and administration should call the general office number (713.747.9255) during declared severe weather or other dangerous public disasters. M. Bracy Johnson is responsible for receiving all emergency calls and responding appropriately.

Building Evacuations:

In case of emergency situations requiring evacuating the buildings, all students are to be aware of the Emergency Evacuation Plan signs posted in each room indicating your present location and how to evacuate that particular classroom or space.
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     East Side University Village

     Community Learning Center

    Acknowledgement Receipt of 

   Student Handbook

    I confirm that I have read and received a copy of the student hand book. In     the event that I have a problem with any of the policies listed in the handbook I will consult with a member of the administrative staff for clarity on the issue.

______________________



​​​____________

Print Name






Date
______________________



____________

Student Signature





Date
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