STUDENT PROBATION AND RETENTION RECOMMENDATION FORM

Date: ____________

Session:______


Class/Section: _______

Student: ________________________________________  Skill Area:   LS ____   RW____  

Grades to date:  Listening ____   Speaking ____   Reading ____   Writing____   Grammar____

Effort grade:______________



Attendance to date: ________________


I recommend the above named student be put on probation ____ and/or retained____ at the current level or not receive a certificate for the current session’s work ___ _for the following reason(s). I have discussed these concerns with the student.

1.  __    Student has not demonstrated adequate mastery of the skills for this level to be promoted or graduate at this level.  This assessment is based on low scores on tests and class assignments. 

2.  __ Student has missed too many classes, assignments, and/or tests to adequately demonstrate mastery of the skills at this level. 

3.__ Student wishes or agrees to teacher’s recommendation to repeat level and will receive a grade of “I”.  Student has an effort grade of at least ‘2and no more than 4 absences for the session.
__________________________________

_________________________________

Faculty member’s signature



Student’s signature*

*Signatures do not necessarily indicate agreement with the recommendation. Students retain the right of appeal as described below.
ELI Student Retention and Appeal Procedures

a. Week 7:  
· Teacher meets with the student, explaining to the student that retention or failure to earn a certificate is possible and why this is the case.
· Teacher completes a retention form, asking the student to sign the form and meet with or contact him or her during week 8 to learn of the final decision.
· Teacher gives the form to the Chair of the Committee on Student Attendance and Conduct by Wednesday of Week 8.

b. Week 8, Wednesday:
· Instructor of record meets with the Committee on Student Attendance and Conduct, providing evidence (i.e. grades, attendance, sample work) for the student to be retained, conditionally promoted or not awarded a certificate.
· The committee and teacher make a decision about the student’s placement /certificate at that time.
· Teacher informs the student of the decision.  Note for students not recommended for a certificate for the current session’s work: A student who has met the attendance and grade standards in previous sessions may still qualify for a certificate.  In such cases, the proficiency level indicated on the certificate will be the highest level for which mastery of language objectives has been achieved.

c. Week 1, the following session:
· Student receives a schedule, along with a letter explaining that he or she has been retained or conditionally promoted.
· The student may appeal the decision by writing a letter to the Associate Director, who will, in turn, meet with the instructor of record to determine whether the case should be referred back to the Committee on Student Attendance and Conduct.  If the committee reviews the case, their decision will be final.  The student may choose to meet with the Director for further clarification. 

Committee Decision

____ Retained

LS level  __________

RW level ___________

____ PROVISIONAL

LS level  __________

RW level ___________


PROMOTION







Conditions: ______________________________________






      ______________________________________
____ Probation
____ CERTIFICATE

Awarded



______






Denied




______





Awarded for work at previous level
______




Student Name: _____________________________________________
