
Spanish-American Institute

English for Specific Purposes Proficiency 
Descriptors 


	Blank Page
	Blank Page




1000 English for Using Apple iMovie (80 hour cycles*) 


PREREQUISITE: English Level 5 or by individual placement through advisement 


Textbooks: 


iMovie & DVD: The Missing Manual. David Pogue and Aaron Miller, O’Reilly Media/Pogue 
Press: 2009 (or recent edition). 


Other Instructional Aids:   


Apple’s on-line tutorials 


COURSE DESCRIPTION: In this “English through iMovie” course students develop English 
language skills to be successful with Apple iMovie. Students will learn how to create movies on 
the computer using a variety of media and to output their movies to other media, send them via 
e-mail, or post them to a web site. This course is not intended to provide instruction which will 
result in the student’s acquisition of occupational skills. Placement assistance by the school is not 
available for this course. 


COURSE GOALS: This course will develop students’ knowledge and usage of iMovie. 


OBJECTIVES: Students will be able to: 


 Read and interpret English written iMovie directions for textbook exercises 
 Interpret documents and situations written in English to design, develop, and customize 


iMovie applications for various situations 
 Express questions in English regarding iMovie 
 Write simple iMovie procedures an results in English 
 Explain the design and content of iMovie and iDVD 
 Use the basics of gathering video assets, trimming and organizing them, garnishing them 


with title tracks, special effects, and transitions 
 Modify and use Imovie to create stand-alone movies, and output their created Student 


Learning Outcomes: By the end of the course, student will be able to: 


GENERAL SLOs 


 Create video “products” using iMovie. 
 Produce and gather video assets; trimming and organizing those assets and creating titles, 


special effects and transitions. 
 Outputting created videos to disk, Email, web or social media. 


 


 


 







SPEAKING  


B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of subjects 
within his/her field of interest, presenting it as a linear sequence of points. (CEFR B1)  


 Can explain or define or differentiate iMovie features and capabilities related to the software’s 
general functions, or related to some specific task or problem. 


 Can explain why something (related to iMovie) is a problem, discuss what to do next, compare 
and contrast alternatives.  


 Can explain procedures used or tasks accomplished in iMovie. 
 Can make opinions and reactions understood as regards possible solutions or the question of what 


to do next, giving brief reasons and explanations.   


B2 SLOs:  


 Can outline an issue or a problem clearly, speculating about causes or consequences, and 
weighing advantages and disadvantages of different approaches.  


 Can give clear, detailed descriptions and presentations on a wide range of subjects related to 
his/her field of interest, expanding and supporting ideas with subsidiary points and relevant 
examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


WRITING 


B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check information and 
ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, getting 
across the point he/she feels to be important 


 Can write short, simple essays on iMovie or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information on 


familiar routine and non-routine matters within his field with some confidence. 


B2 SLOs: 


 Can write an essay or report that develops an argument systematically with appropriate 
highlighting of significant points and relevant supporting detail.  


 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or against 


a particular point of view and explaining the advantages and disadvantages of various options.  
 Can synthesize information and arguments from a number of sources. 


*Instructional Methods: 







 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-hour 
cycles toward proficiency progression of course state outcomes and student personal proficiency 
goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world purpose 
in learning something they are interested in rather than language in isolation. Classes include 
hands-on practice and drills. Students will complete periodic summary exercises that require 
application of all skills learned to date which are premised on English language learning while 
having Apple iMovie content. Each student will create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention and 
fluency by stimulating student to make meaning from a new language through active learning 
activities. Recorded listening passages build on vocabulary and ideas from background materials 
and exercises. Students work individually, in pairs, and in small groups on guided, linked 
activities built around each unit’s theme. Instruction will be supplemented with ESL audio and 
video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated 


Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at their own 
rate. As long as a student is in good academic standing (as defined in our student policies), a student may 
be in a given level for an variable amount of time. 


TUITION:  $320.  Certificate: Using Apple iMovie 


 


 








200  English for Keyboarding for Information Processing (48-hour Cycles) 
Prerequisite(s):  
English Level 5 or by individual placement through advisement  
Textbooks:  
None - Mavis Beacon Teaches Typing or comparable interactive computer-assisted instructional 
software package.  
Course Description:    
In this “English through Keyboarding” course students develop English language skills 
related to keyboarding and information processing. Students acquire language related to 
keyboarding while exploring basic keyboarding and information processing. Students 
also utilize language skills to complete basic computer application tasks.  


This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.   


Course Goals: 


 Learn keyboarding vocabulary
 Identify keyboarding spelling and punctuation errors


Objectives:  
Students will be able to: 


 demonstrate understanding English keyboarding terms;
 identify and modify English spelling, punctuation, and other language
errors in a document


 type a short, timed document using grammatically correct English


Student Learning Outcomes 
General SLOs: 


 To identify and utilize keyboarding terms with 80% accuracy.
 to read and understand English letter combinations and words, word


combinations, sentences, and passages;
 to recognize and correct spelling, punctuation, and other English language errors;


and
 to compose short, timed writings with 80% accuracy.


SPEAKING 
B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of
subjects within his/her field of interest, presenting it as a linear sequence of points.
(CEFR B1)
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 Can explain or define or differentiate keyboarding features and capabilities related to the 
software’s general functions, or related to some specific task or problem. 


 Can explain why something (related to Keyboarding) is a problem, discuss what to do 
next, compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Keyboarding. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   


WRITING 
B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check 
information and ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, 
getting across the point he/she feels to be important 


 Can write short, simple essays on Macintosh or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information 


on familiar routine and non-routine matters within his field with some confidence. 


*Instructional Methods: 
 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-


hour cycles toward proficiency progression of course state outcomes and student personal 
proficiency goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 
English language learning while having Macintosh content. Each student will create a 
portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided, linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated 
Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for a variable amount of time. 
 
TUITION: $192 Certificate: Keyboarding for Information Processing 


 


 












201  English for Keyboarding (Basic Course)   120-hour cycles  


Prerequisite(s):   
English Level 5 or by individual placement through advisement  


Textbooks:    
None - Mavis Beacon Teaches Typing or comparable interactive computer-assisted instructional 
software package.  


Course Description:   
In this “English through Keyboarding” course students develop English language skills 
related to keyboarding and information processing.  Students acquire language related to 
keyboarding while exploring keyboarding and information processing.   
This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.  


Course Goals:   
This course will reinforce students’:  


 ability to comprehend and use basic English related to keyboarding  


  
Objectives:  


 read, comprehend, and edit English language errors in letters and documents  
 transfer and type letters, reports, tables, memos and business documents from 
handwritten text using correct English grammar, spelling and punctuation.  


Student Learning Outcomes 


General SLOs:  


 to read and understand English letter combinations and words, word 
combinations, sentences, and passages  
 to recognize and correct spelling, punctuation, and other English language errors   
 to recognize directions in English when practicing keyboarding exercises 
 to identify and correct English language errors in producing documents    
 to produce letters, reports, memos, tables, and other personal-business and 
business documents from hand-written and from printed text in English with 80% 
accuracy. 


 


 


Speaking: 







B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate. 
 


Writing: 


B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or 


against a particular point of view and explaining the advantages and disadvantages of 
various options.  


 Can synthesize information and arguments from a number of sources. 


*Instructional Methods.  


•This course is designed to be repeated in multiple, continuous, simultaneous course-hour 
cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for a variable amount of time. 


TUITION: $480 Certificate: Keyboarding (Basic Course) 


 








202  English for Keyboarding (Advanced Course) 120-hour cycles  


Prerequisite(s):  Keyboarding 201 or equivalent.  


Textbooks:  None - Mavis Beacon Teaches Typing or comparable interactive computer-assisted 
instructional software package.    


Course Description:    


 In this “English through Keyboarding” course students further develop 
English language skills related to keyboarding and information processing. 
Students acquire structural and functional language related to keyboarding 
while transferring and typing letters, reports, tables, memos and business documents 
from handwritten text using correct English grammar, spelling and punctuation.  


This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.  


Course Goals:  
This course will:  


 teach students advanced Keyboarding vocabulary and grammar 
 present learners with the tools of applying English skills to document 
production 


Objectives:  


 demonstrate correct vocabulary and grammar usage when producing a 
document with 80% accuracy  
 comprehend keyboarding instructions  
 examine information from multiple sources to determine proper document 
format.  
 interpret and type documents from printed English.  


Student Learning Outcomes 


General SLOs: 


 to comprehend and utilize English word division and composite words;  
 to interpret directions in English when practicing advanced keyboarding 
exercises;  
 to interpret and apply English language descriptions of business situations 
in the production of documents;  
 to synthesize information from various English language sources that will 
determine the format of document production;     







 to produce letters, reports, memos, tables, and other personal-business and 
business documents from hand-written and from printed text in English, 
identifying and correcting language errors. 


Speaking SLOs: 


C1: 


 discuss in detail issues related to business situations involving document 
production 


 talk in some detail about document formatting . 
 discuss possible solutions for problems with document production and what role 


formatting can play. 
 compare and contrast various forms of document layouts. 
 understand various communication styles, including direct, indirect, formal and 


informal. 


Writing SLOs: 


C1: 


 can express yourself in clear, well-structured text. 
 express points of view at some length. 
 can write about complex subjects in a letter, an essay or a report, underlining what 


you consider to be the salient issues.  
 can select style appropriate to the reader in mind. 


*Instructional Methods.  


This course is designed to be repeated in multiple, continuous, simultaneous course-hour 
cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for an variable amount of time.  


TUITION: $480 Certificate: Keyboarding (Advanced Course) 


 








203  English for Keyboarding (Expert Course) 80-hour cycles  


Prerequisite(s):  Keyboarding 202 or equivalent.  


Textbooks:  None - Mavis Beacon Teaches Typing or comparable interactive computer-assisted 
instructional software package.    


Course Description:   
In this “English through Keyboarding” course students further develop English language 
skills related to keyboarding.  
  
This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.  


Course Goals:  
This course will reinforce students’:  


 ability to apply expert English reading, speaking and writing skills to 
determine format and produce business documents  


Objectives:  
Students will be able to:  


 demonstrate comprehension of language related to business documentation.  
 identify appropriate register for business documentation.  
 locate English grammatical, spelling and composition errors  
 type 45 wpm with less than 5 errors in 5 minutes  


Student Learning Outcomes 


General SLOs:  


 to comprehend and apply directions in English when practicing advanced 
keyboarding exercises within integrated business situations experiences 
requiring English language reading, discussion, and writing skills;  


 to distinguish English language descriptions of complex business 
situations that will determine the production of documents;  
 to synthesize information from various English language sources that will 
determine the format of document production;      
 to produce within situated experiences various kinds of letters, reports, 
memos, tables, and other personal-business and business documents from 
English language text, identifying and correcting language errors. 


 







Speaking SLOs: 


C2: 


 give clear, smoothly flowing, elaborate descriptions of complex issues related to 
document production and complex business tasks; 


 talk about resolving such issues tasks in a fast, native pace; 
 discuss document production planning and give and understand advice about it. 
 discuss techniques of creating various kinds of letters, reports, memos, tables, and 


other personal-business and business documents. 


Writing SLOs: 


C2: 


 can write clear, smoothly flowing text in an appropriate style. 
 can write complex letters, reports or articles presenting a case with an effective 


logical structure which helps the recipient to notice and remember significant 
points. 


 can write summaries and reviews of professional works. 
 can express themselves with clarity and precision. 


*Instructional Methods.  


•This course is designed to be repeated in multiple, continuous, simultaneous course-hour 
cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for an variable amount of time.  


TUITION: $320 Certificate: Keyboarding (Expert Course) 


 








235 English for Introduction to MS Word (80 hour cycles*) 


PREREQUISITE: 
English Level 5 or by individual placement through advisement 


Textbooks: 
Microsoft Office 2008 for the Macintosh:  Visual QuickStart Guide by Steve Schwartz.  Peachpit 
Press, 2008.  ISBN 0-321-53400-X.   


COURSE DESCRIPTION: 
In this “English through MS Word” course students develop English language skills 
needed to successfully understand and execute concepts, features, functions, and 
applications in MS Word. 
 
This course is not intended to provide instruction which will result in the student’s 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course. 


Course Goals: 
This course will develop students’ skills using MS Word functions and features in English. 


OBJECTIVES:  
Students will be able to: 


 Produce, analyze and demonstrate use of Word documents in English 
 Use Word toolbars and menus to customize projects 
 Apply other Word features 
 Discuss the basics of MS Word operating system in English 


GENERAL SLO’s:  
 Create various documents using Word features 
 Read about MS Word and understand what is being discussed or described 
 Follow directions when practicing textbook exercises 
 


SPEAKING: 
General SLO’s: 
 
 Can ask questions concerning concepts and implementation; 
 Can explain to others procedures used or results obtained; 
 Can give instructions (steps in a process) regarding specific Word tasks.  
 Can evaluate functions of Word. 
 Can give instructions related to a Word task that requires 2 or more distinct 


functions. 
 
 
 







     B1 SLO’s: 
 Can reasonably fluently sustain a straightforward description of one of a variety of 


subjects within his/her field of interest, presenting it as a linear sequence of points. 
(CEFR B1)  


 Can explain or define or differentiate Word features and capabilities related to the 
software’s general functions, or related to some specific task or problem. 


 Can explain why something (related to Word) is a problem, discuss what to do next, 
compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Word. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   
 
B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  
 


WRITING 
General SLO’s: 
 Produce letters, reports, memos, tables, and other personal and business 


documents from copy using correct English grammar, spelling and punctuation 


 Proofread documents and make necessary corrections; 
 


B1 SLOs: 
 Can convey information and ideas on abstract as well as concrete topics, check 


information and ask about or explain problems with reasonable precision.  
 Can write notes asking for or conveying simple information of immediate relevance, 


getting across the point he/she feels to be important 
 Can write short, simple essays about Word or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information 


on familiar routine and non-routine matters within his field with some confidence. 
 
B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  







 Can write an essay or report which develops an argument, giving reasons in support of or 
against a particular point of view and explaining the advantages and disadvantages of 
various options.  
Can synthesize information and arguments from a number of sources. 
 


*Instructional Methods: 
 


 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-
hour cycles toward proficiency progression of course state outcomes and stuent personal 
proficiency goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 
English language learning while having Excel content. Each student will create a 
portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided , linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


Information Regarding the Maximum Number of Times a Class Can Be Repeated: 


Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for an variable amount of time.  


TUITION: $320 Certificate: Introduction to Microsoft Word for Windows 
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300  English for Business Management  (120 hour cycles*)  


Prerequisite(s):  
English Level 5 or by individual placement through advisement   


Textbooks:  
W.L. Megginson et al, Small Business Management:  An Entrepreneur's Guidebook, 
4th edition, Irwin McGraw-Hill, 2002 (or comparable text).    


Course Description:  
In this “English through Business Management” course students develop English language 
skills and acquire business terminology and common structures used in business settings. 
Through reading, discussion, and case study analysis, students develop an understanding of 
the English language usage:  


         in small business planning   
         marketing and operational strategy development  
         legal and financial issues  
         day-to-day supervision and control procedures.   
 


This course is not intended to provide instruction which will result in the student's acquisition 
of occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will develop students’:  


 knowledge of  English Business Management key terms  
 knowledge of common problems and concerns for small and large 
businesses 
 oral and written presentation skills 


Objectives:  
Students will be able to:  


 Know and use key small business management terms in English  


 Use English to examine and interpret various visual materials including 
graphs and charts  
 Analyze, discuss and write about small business problems in English  
 Create a small business plan in English  


  


 


 







Student Learning Outcomes:  
By the end of the course, students will be able to:  
 
General SLO’s: 


 Identify key English terms related to small business management;  
 analyze and interpret, in English, graphs, charts, and other visual material;  
 Read, discuss, and write in English about cases illustrating typical small 
business situations or problems  
 Develop an individual small business plan in English.    


 SPEAKING 
 B1 SLOs: 
 Can reasonably fluently sustain a straightforward description of one of a variety of subjects 


within his/her field of interest, presenting it as a linear sequence of points. (CEFR B1)  
 Can describe business management problems, discuss possible solutions and compare 


alternatives. 
 Can explain procedures used or tasks accomplished in Business Management. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   
 B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


 WRITING 
 B1 SLOs: 
 Can convey information and ideas on abstract as well as concrete topics, check information 


and ask about or explain problems with reasonable precision.  
 Can write notes asking for or conveying simple information of immediate relevance, 


getting across the point he/she feels to be important 
 Can write short, simple essays on topics related to Business Management or other topics of 


interest.    
 Can summarize, report and give his/her opinion about accumulated factual information on 


familiar routine and non-routine matters within his field with some confidence. 
 B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  







 Can write an essay or report which develops an argument, giving reasons in support of or 
against a particular point of view and explaining the advantages and disadvantages of 
various options.  


 Can synthesize information and arguments from a number of sources. 


 
*Instructional Methods: 


 This course is designed to be repeated in multiple, continuous, simultaneous 120 course-
hour cycles toward proficiency progression of course state outcomes and student personal 
proficiency goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 
English language learning while having Business Management content. Each student will 
create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided , linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a class Can Be Repeated 
 
Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for an variable amount of time. 


TUITION: $480 Certificate: Business Management  


 








302 English for Accounting (First Course) 120-hour cycles 


Prerequisite(s):  
English Level 5 or by individual placement through advisement  


Textbooks:  
Kermit D. Larson et al, Volume I:  Fundamental Accounting Principles With Working 
Papers, McGraw Hill Irwin, 2002 (or comparable text), pages 1-299. 


Course Description:  
In this “English through Accounting” course students develop English language skills to be 
successful with basic accounting functions. This course sequence introduces students to the 
purposes and principles of accounting and the practice of fundamental accounting procedures 
using standard American English. Students analyze and apply English language skills to 
accounting concepts and procedures to real-life situations drawn from various types of 
businesses.  
This course is not intended to provide instruction which will result in the student's acquisition of 
occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will introduce students to:  


 the purposes, principles, and English language of accounting  
 fundamental accounting procedures in English.   


Objectives:   
        read and explain English accounting descriptions and business language.  
        clearly pronounce numbers and numerical functions  
        interpret and use visual materials including charts and graphs in English  
        speak, read, and write about various accounting situations  
        breakdown financial statements and analyze transactions in English  


Student Learning Outcomes 


General SLOs:  
By the end of the course, students will be able to:  


 read and better understand written English language descriptions of 
accounting and the language of business;   
 develop oral fluency with numbers and numerical functions;   
 interpret charts, graphs, and other visual materials in English;   
 speak and to write in English about situations and problems requiring 
accounting activities or solutions;   
 read in English for detail in the context of accounting problems and 
directions   







 interpret orally and in writing how businesses communicate in English 
regarding financial statements. 


SPEAKING  
B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of 
subjects within his/her field of interest, presenting it as a linear sequence of points. 
(CEFR B1)  


 Can explain or define or differentiate Accounting software features and capabilities 
related to the software’s general functions, or related to some specific task or problem. 


 Can explain why something (related to Accounting) is a problem, discuss what to do next, 
compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Accounting. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   


WRITING 
B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check 
information and ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, 
getting across the point he/she feels to be important 


 Can write short, simple essays on Accounting or other topics of interest. 
 Can summarize, report and give his/her opinion about accumulated factual 


information on familiar routine and non-routine matters within his field with some 
confidence. 


*Instructional Methods.  


•This course is designed to be repeated in multiple, continuous, simultaneous course-hour 
cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for a variable amount of time. 


TUITION: $480 Certificate: Accounting (First Course) 


 








303  English for Accounting (Intermediate Course) 120-hour cycles 


Prerequisite(s):  
Accounting 302 or equivalent  


Textbooks:  
Kermit D. Larson et al, Volume I: Fundamental Accounting Principles with Working 
Papers, McGraw Hill Irwin, 2002 (or comparable text), pages 300-525.   


Course Description:  
In this “English through Accounting” course students develop English language skills to 
be successful with intermediate accounting functions. This second course in an 
accounting sequence expands students' knowledge about the purposes and principles of 
accounting and the practice of fundamental accounting procedures using standard 
American English. Students analyze and apply accounting concepts and procedures to 
real-life situations drawn from various types of businesses.  
This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.  


Course Goals:  
This course will reinforce students’ knowledge of  


 Intermediate English relating to the purposes and principles of accounting  
 intermediate accounting procedures in English  


Objectives:   


 interpret written accounting and general business language in English  
 interpret and use visual materials including charts and graphs in English  
 speak, read, and write in English about various accounting situations  
 explain the concept and form of accounting information systems in English  


Student Learning Outcomes:  
By the end of the course, students will be able to:  
 
General SLOs: 


 read and better understand written English language descriptions of 
accounting, the language of business   
 interpret charts, graphs, and other visual materials in English   
 talk and write in English about situations and problems requiring 
accounting activities or solutions  
 read for detail in the context of accounting problems and directions in 
English   







 interpret how businesses communicate regarding financial statements in    
English. 


Speaking: 


B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate. 
 


Writing: 


B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in 


support of or against a particular point of view and explaining the advantages and 
disadvantages of various options.  


 Can synthesize information and arguments from a number of sources. 


*Instructional Methods.  


• This course is designed to be repeated in multiple, continuous, simultaneous course-
hour cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for a variable amount of time. 


TUITION: $480 Certificate: Accounting (Intermediate Course) 


 








304  English for Accounting (Advanced I) 60 Classes  


Prerequisite(s):  
Accounting 303 or equivalent  


Textbooks:  
Kermit D. Larson et al, Volume II:  Fundamental Accounting Principles With Working 
Papers, McGraw Hill Irwin, 2002 (or comparable text), pages 556-845.   


Course Description:  
In this “English through Accounting” course students develop English language skills to be 
successful with advanced accounting functions. This third course in an accounting sequence 
expands students' knowledge about the purposes and principles of accounting and the practice of 
fundamental accounting procedures. Students analyze and apply accounting concepts and 
procedures to real-life situations drawn from various types of businesses in English.  
This course is not intended to provide instruction which will result in the student's acquisition of 
occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will expand students’ knowledge of:  


 Advanced English relating to purposes and principles of accounting  
 advanced accounting procedures in English  
 analysis and application of various accounting concepts and procedures in 
English  


Objectives:  


 read and explain accounting descriptions and business language in English.  
 clearly pronounce numbers and numerical functions  
 interpret and use visual materials including charts and graphs in English  


 speak, read, and write about various accounting situations in English  


Student Learning Outcomes:  
By the end of the course, students will be able to:  


 read and better understand written English language descriptions of accounting, 
the language of business   
 develop oral fluency with numbers and numerical functions   
 interpret charts, graphs, and other visual materials in English  
 speak and write in English about situations and problems requiring accounting 
activities or solutions   
 read directions and details of accounting problems in English.  


 







Speaking SLOs: 


C1: 


 discuss in detail issues related to business situations involving Accounting.  
 talk in some detail about Accounting issues . 
 discuss possible solutions for Accounting problems and what role the software 


can play. 
 compare and contrast various forms of Accounting approaches. 
 understand various communication styles, including direct, indirect, formal and 


informal. 


Writing SLOs: 


C1: 


 can express yourself in clear, well-structured text. 
 express points of view at some length. 
 can write about complex subjects in a letter, an essay or a report, underlining what 


you consider to be the critical issues.  
 can select style appropriate to the reader in mind. 


*Instructional Methods.  


• This course is designed to be repeated in multiple, continuous, simultaneous course-
hour cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated: 
Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for a variable amount of time. 


 
TUITION: $240 Certificate: Accounting (Advanced I) 








305  English for Accounting (Advanced II)  60-hour cycles 


Prerequisite(s):  
Accounting 304 or equivalent  


Textbooks:  
Kermit D. Larson et al, Volume II:  Fundamental Accounting Principles With Working 
Papers, McGraw Hill Irwin, 2002 (or comparable text), pages 864-1099.  


Course Description:  
In this “English through Accounting” course students develop English language skills to be 
successful with basic accounting functions. This fourth course in an accounting sequence expands 
students' knowledge about the purposes and principles of accounting and the practice of 
fundamental accounting procedures. Students analyze and apply accounting concepts and 
procedures to real-life situations drawn from various types of businesses.  
 
This course is not intended to provide instruction which will result in the student's acquisition of 
occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will reinforce students’ knowledge of:  


 Expert level English relating to purposes and principles of Accounting  
 expert accounting procedures in English  
 analysis and application of various accounting concepts and procedures in 
English  


Objectives:  


 interpret written accounting and general business language in English  
 interpret and use visual materials including charts and graphs in English  
 speak, read, and write about various accounting situations in English  
 read directions and details of accounting problems in English    


Student Learning Outcomes:  


 to read and better understand written English language descriptions of 
accounting, the language of business;   
 to develop oral fluency with numbers and numerical functions   
 to interpret charts, graphs, and other visual materials in English  
 to talk and to write in English about situations and problems requiring accounting 
activities or solutions   
 to explain orally and in writing how businesses communicate with financial 
statements in English. 


 







Speaking SLOs: 


C2: 


 give clear, smoothly flowing, elaborate descriptions of complex issues related to 
accounting, financial and complex business tasks; 


 talk about resolving such issues tasks in a fast, native pace; 
 discuss financial and accounting issues, give and understand advice about it. 
 discuss techniques of creating various kinds of letters, reports, memos, tables, and 


other personal-business and business documents. 


Writing SLOs: 


C2: 


 can write clear, smoothly flowing text in an appropriate style. 
 can write complex letters, reports or articles presenting a case with an effective 


logical structure which helps the recipient to notice and remember significant 
points. 


 can write summaries and reviews of professional works. 
 can express themselves with clarity and precision. 


*Instructional Methods.  


- This course is designed to be repeated in multiple, continuous, simultaneous course-
hour cycles toward proficiency progression of course stated outcomes & student personal 
proficiency goals as determined in consultation with Student Services Associates.  


*Information Regarding the Maximum Number of Times a Class Can Be Repeated  


Students who enroll in the ESL-Plus Course of Study move their individual levels or 
courses at their own rate. As long as a student is in good academic standing (as defined in 
our student policies), a student may be in a given level for an variable amount of time.  


TUITION: $240. Certificate: Accounting (Advanced II) 


 


 








404 Business Communications (72 hour cycles*)  


PREREQUISITE: None  


COURSE DESCRIPTION: this course emphasizes developing oral communication skills, 


application of proper grammar and punctuation to letters, memos, reports, and other 


forms of personal and business communication.  


OBJECTIVES: By the end of the course, students will be able to:  


General SLOs: 


· recognize and solve common sentence problems; 


- develop speaking skills sufficient in business communications; 


· understand how context affects meaning and to correct grammar and other writing 


choices;  


· recognize and use correct grammar in context with an emphasis upon grammar and 


usage issues for ESL writers;  


· understand and use correct punctuation, mechanics, and spelling in business writing; 


and  


· use language skills to develop letters, memos, and other common forms of personal-


business and business communication.  


SPEAKING 


 


B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of 


subjects within his/her field of interest, presenting it as a linear sequence of points. 


(CEFR B1)  


 Can explain or define or differentiate Business Communications features and capabilities 


related to general functions, or related to some specific task or problem. 


 Can explain why something (related to Business Communications) is a problem, discuss 


what to do next, compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Business Communications. 


 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   


 B2 SLOs:  


 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  







 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 


relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 


restricting what speaker wants to communicate  


 WRITING 


 B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check 


information and ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, 


getting across the point he/she feels to be important 


 Can write short, simple essays about Business Communications or other topics of 


interest.    


 Can summarize, report and give his/her opinion about accumulated factual information 


on familiar routine and non-routine matters within his field with some confidence. 


 B2 SLOs: 


 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  


 Can evaluate different ideas or solutions to a problem.  


 Can write an essay or report which develops an argument, giving reasons in support of or 


against a particular point of view and explaining the advantages and disadvantages of 


various options.  


 Can synthesize information and arguments from a number of sources. 


*Instructional Methods.  


· This course is designed to be repeated in multiple, continuous, simultaneous course-


hour cycles toward proficiency progression of course stated outcomes & student personal 


proficiency goals as determined in consultation with Student Services Associates.  


*Information Regarding the Maximum Number of Times a Class Can Be Repeated  


Students who enroll in the ESL-Plus Course of Study move their individual levels or 


courses at their own rate. As long as a student is in good academic standing (as defined in 


our student policies), a student may be in a given level for an variable amount of time.  


TUITION: $288 Certificate: Business Communications  


 








950 English for Using Excel (80 hour cycles*) 


PREREQUISITE: English Level 5 or by individual placement through advisement 


Textbook:  


Steve Schwarts, Microsoft Office 2008 (Part III, Chapters 9 to 16), Peachtree Press, 2008 (or 
comparable text). 


COURSE DESCRIPTION: In this “English through Excel” course students develop English 
language skills needed to successfully execute operations in Excel. This course introduces 
student to English language spreadsheet comments, features, functions, and applications using 
Excel.  


This course is not intended to provide instruction which will result in the student’s acquisition of 
occupational skills. Placement assistance by the school is not available for this course. 


Course Goals:  This course will develop students’ English skills to navigate Excel in English.  


OBJECTIVES: Student will be able to: 


 Analyze and demonstrate us of Excel spreadsheets in English 
 Identify uses of Excel in everyday situations in English 
 Use Excel toolbars and menus to customize projects 
 Apply other Excel features 


Student Learning Outcomes: By the end of the course, student will be able to: 


GENERAL SLOs 


 Create spreadsheet files for personal and organizational functions 
 Analyze data in Excel spreadsheets and create new functions or displays using Excel features 
 Use toolbars and menus and other features to customize Excel files 
SPEAKING 


 General SLOs: 


 Can describe purpose and function of specific Excel components or functions. 
 Can explain and differentiate concepts related to Excel’s general use or capabilities/functions 
 Can give instructions (steps in a process) regarding specific Excel tasks.  
 Can evaluate functions of Excel. 
 Can give instructions related to a Excel task that requires 2 or more distinct functions. 
 B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of subjects 
within his/her field of interest, presenting it as a linear sequence of points. (CEFR B1)  


 Can explain or define or differentiate Excel features and capabilities related to the software’s 
general functions, or related to some specific task or problem. 







 Can explain why something (related to Excel) is a problem, discuss what to do next, compare and 
contrast alternatives.  


 Can explain procedures used or tasks accomplished in Excel. 
 Can make opinions and reactions understood as regards possible solutions or the question of what 


to do next, giving brief reasons and explanations.   
 B2 SLOs:  


 Can outline an issue or a problem clearly, speculating about causes or consequences, and 
weighing advantages and disadvantages of different approaches.  


 Can give clear, detailed descriptions and presentations on a wide range of subjects related to 
his/her field of interest, expanding and supporting ideas with subsidiary points and relevant 
examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


WRITING 


 B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check information and 
ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, getting 
across the point he/she feels to be important 


 Can write short, simple essays about Excel or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information on 


familiar routine and non-routine matters within his field with some confidence. 
 B2 SLOs: 


 Can write an essay or report that develops an argument systematically with appropriate 
highlighting of significant points and relevant supporting detail.  


 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or against 


a particular point of view and explaining the advantages and disadvantages of various options.  
 Can synthesize information and arguments from a number of sources. 


*Instructional Methods: 


 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-hour 
cycles toward proficiency progression of course state outcomes and stuent personal proficiency 
goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world purpose 
in learning something they are interested in rather than language in isolation. Classes include 
hands-on practice and drills. Students will complete periodic summary exercises that require 
application of all skills learned to date which are premised on English language learning while 
having Excel content. Each student will create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention and 
fluency by stimulating student to make meaning from a new language through active learning 
activities. Recorded listening passages build on vocabulary and ideas from background materials 







and exercises. Students work individually, in pairs, and in small groups on guided , linked 
activities built around each unit’s theme. Instruction will be supplemented with ESL audio and 
video material keyed to textbook units. 


*Information Regarding The Maximum Number Of Times A Class Can Be Repeated 


Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at their own 
rate. As long as a student is in good academic standing (as defined in our student policies), a student may 
be in a given level for an variable amount of time. 


TUITION:  $320.  Certificate: Using Excel for Windows 


 


 








955 English for Using the Internet (80 hour cycles*) 


PREREQUISITE: English Level 5 or by individual placement through advisement 


Textbook:  


Don Mayo and Catherine Skintik, Learning the Internet: Fundamentals, Projects and Exercises, 


DDC Publishing (or comparable text). 


COURSE DESCRIPTION: In this “English through Using the Internet” course students 
develop English language skills needed to be successful with the structure of the Internet. This 
course provides English direction and preacdtice in using the Internet correctly to obtain valid 
information for personal, for business, and for academic use. The course emphasizes good 
searching skills and includes practice in developing a personal English web page.  


This course is not intended to provide instruction which will result in the student’s acquisition of 
occupational skills. Placement assistance by the school is not available for this course. 


COURSE GOALS:   This course will develop students’ ability to: 


 Read and interpret internet basics through written English 
 Read and interpret textbook exercises in written English 
 Verbally explain internet procedures in English 
 Distinguish between valid and invalid internet information 
 Create a personal web page 


OBJECTIVES: Student will be able to: 


 Read and interpret internet basics through written English 
 Read and interpret textbook exercises in written English 
 Verbally explain internet procedures in English 
 Distinguish between valid and invalid internet information 
 Create a personal web page 
 Demonstrate use of the World Wide Web and its features 


Student Learning Outcomes: By the end of the course, student will be able to: 


GENERAL SLOs 


 Can describe history, purpose and function of the Internet in terms of technology and in terms of 
social significance. 


 


 Can create a personal www page  
 Can give instructions (steps in a process) related to Internet use (e.g., how to create a www page, 


or how to use search engines, how to download and upload software or files) 







 Can explain procedures related to Internet use 


 


SPEAKING  


B1 SLOs: 


 Can describe routine steps for personal computer use and maintenance, including care for 
hardware and media, set up, use of mice/trackpads/storage media, monitors 


 Can reasonably fluently sustain a straightforward description of one of a variety of subjects 
within his/her field of interest, presenting it as a linear sequence of points. (CEFR B1)  


 Can explain or define or differentiate Internet features and capabilities related to the Internet’s 
general functions, browsers, and search engines. 


 Can explain some specific task or problem related to use of the internet. 
 Can explain why something (related to the Internet) is a problem, discuss what to do next, 


compare and contrast alternatives.  
 Can explain procedures used or tasks accomplished when using the Internet. 
 Can make opinions and reactions understood as regards possible solutions or the question of what 


to do next, giving brief reasons and explanations.   


B2 SLOs:  


 Can outline an issue or a problem clearly, speculating about causes or consequences, and 
weighing advantages and disadvantages of different approaches.  


 Can give clear, detailed descriptions and presentations on a wide range of subjects related to 
his/her field of interest, expanding and supporting ideas with subsidiary points and relevant 
examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of  
 


WRITING 


B1 SLOs 


 Can convey information and ideas on abstract as well as concrete topics, check information and 
ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, getting 
across the point he/she feels to be important 


 Can write short, simple essays about the Internet or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information on 


familiar routine and non-routine matters within his field with some confidence. 


 


B2 SLOs: 







 Can write an essay or report that develops an argument systematically with appropriate 
highlighting of significant points and relevant supporting detail.  


 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or against 


a particular point of view and explaining the advantages and disadvantages of various options.  
 Can synthesize information and arguments from a number of sources. 


*Instructional Methods: 


 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-hour 
cycles toward proficiency progression of course state outcomes and stuent personal proficiency 
goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world purpose 
in learning something they are interested in rather than language in isolation. Classes include 
hands-on practice and drills. Students will complete periodic summary exercises that require 
application of all skills learned to date which are premised on English language learning while 
having Excel content. Each student will create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention and 
fluency by stimulating student to make meaning from a new language through active learning 
activities. Recorded listening passages build on vocabulary and ideas from background materials 
and exercises. Students work individually, in pairs, and in small groups on guided , linked 
activities built around each unit’s theme. Instruction will be supplemented with ESL audio and 
video material keyed to textbook units. 


*Information Regarding The Maximum Number Of Times A Class Can Be Repeated 


Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at their own 
rate. As long as a student is in good academic standing (as defined in our student policies), a student may 
be in a given level for an variable amount of time. 


TUITION:  $320.  Certificate: Using the Internet 


 


 








965 English for Using Microsoft PowerPoint (80-hour cycles)   


Prerequisite(s):  
English Level 5 or by individual placement through advisement  


Textbooks:     
Microsoft Office 2008 for the Macintosh: Visual QuickStart Guide by Steve Schwartz.  Peachpit 
Press, 2008.  ISBN 0-321-53400-X. (or comparable text).    


Course Description:   
In this “English through PowerPoint” course students develop English language skills 
needed to successfully understand and execute PowerPoint multi-media concepts, 
features, functions, and applications.  
This course is not intended to provide instruction which will result in the student's 
acquisition of occupational skills. Placement assistance by the school is not available for 
this course.  


Course Goals:  
This course will develop students’ English skills through using Microsoft PowerPoint 
functions and features.  


Objectives:  
Students will be able to:  


 Read and interpret Microsoft PowerPoint basics through written English 
 Read and interpret textbook exercises in written English  
 Use clear concise English to ask questions 
 Explain Microsoft PowerPoint procedures using clear concise English  
 Discuss the basics of Microsoft PowerPoint program in English 
 Create PowerPoint slides in English  


Student Learning Outcomes:  
By the end of the course, students will be able to:  
 
General SLO’s: 


 Read about Microsoft PowerPoint basics in English and understand what 
is being discussed or described;  


 Read and follow directions in English when practicing textbook exercises;  
 Ask questions in English concerning concepts and implementation;  
 Explain in English procedures used or results obtained regarding the 


basics of creating a PowerPoint presentation;  
 Use PowerPoint applications to organize and present information in 


response to specific situations in English;  
 Employ PowerPoint features in English.  


 







 SPEAKING 
 B1 SLOs: 
 Can reasonably fluently sustain a straightforward description of one of a variety of subjects 


within his/her field of interest, presenting it as a linear sequence of points. (CEFR B1.)  
 Can describe MiscroSoft PowerPoint problems, discuss possible solutions and compare 


alternatives. 
 Can explain procedures used or tasks accomplished in Microsoft PowerPoint . 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   
 
 B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


 WRITING 
 B1 SLOs: 
 Can convey information and ideas on abstract as well as concrete topics, check information 


and ask about or explain problems with reasonable precision.  
 Can write notes asking for or conveying simple information of immediate relevance, 


getting across the point he/she feels to be important 
 Can write short, simple essays on topics related to Microsoft PowerPoint or other topics of 


interest.    
 Can summarize report and give his/her opinion about accumulated factual information on 


familiar routine and non-routine matters within his field with some confidence. 
 B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or 


against a particular point of view and explaining the advantages and disadvantages of 
various options.  


 Can synthesize information and arguments from a number of sources. 


 
*Instructional Methods: 


 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-
hour cycles toward proficiency progression of course state outcomes and student personal 
proficiency goals as determined in consultation with the Student Services Associate. 







 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 
English language learning while having Microsoft PowerPoint content. Each student will 
create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided, linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a class Can Be Repeated 
 
Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for an variable amount of time. 


TUITION:$320 Certificate: Using Microsoft PowerPoint. 








975 English for Using Adobe PhotoShop (160 hour cycles*) 


PREREQUISITE: English Level 5 or by individual placement through advisement 


Textbook: Lisa A. Buck, Learning Adobe PhotoShop CS2, DDC Publishing (or comparable text). 


COURSE DESCRIPTION: In this “English through PhotoShop” course students develop 
English language skills needed to be successful with PhotoShop. Students will learn how to work 
with PhotoShop images from a variety of real-world situations and sources. 


This course is not intended to provide instruction which will result in the student’s acquisition of 
occupational skills. Placement assistance by the school is not available for this course. 


COURSE GOALS:  This course will develop students’ English knowledge and skills by using 
PhotoShop. 


OBJECTIVES: Student will be able to: 


- Read and interpret written PhotoShop directions for textbook exercises in English 
- Express questions clearly and concisely regarding PhotoShop 
- Explain PhotoShop procedures using clear and concise English 
- Discuss the basics of the PhotoShop program 
- Use the basics of PhotoShop from a variety of real-world situations and sources to 


design, develop and customize images 


Student Learning Outcomes: By the end of the course, student will be able to: 


CONTENT SLOs 


- Use PhotoShop to design and develop digital images 
- Use navigation and toolbars to customize digital images 
- Export PhotoShop files for use in various media and publications, web pages, and 


social media 
 


SPEAKING:  


General SLOs: 


- Can describe purpose and function of specific PhotoShop components or functions. 
- Can explain and differentiate concepts related to PhotoShop’s general use or 


capabilities/functions 
- Can give instructions (steps in a process) regarding specific PhotoShop tasks.  
- Can evaluate functions of PS. 
- Can give instructions related to a PhotoShop task that requires 2 or more distinct 


functions. 
 







B1 SLOs: 


- Can reasonably fluently sustain a straightforward description of one of a variety of 
subjects within his/her field of interest, presenting it as a linear sequence of points. 
(CEFR B1)  


- Can explain or define or differentiate PS features and capabilities related to the 
software’s general functions, or related to some specific task or problem. 


- Can explain why something (related to PS) is a problem, discuss what to do next, 
compare and contrast alternatives.  


- Can explain procedures used or tasks accomplished in PS. 
- Can make opinions and reactions understood as regards possible solutions or the 


question of what to do next, giving brief reasons and explanations.   
B2 SLOs:  


- Can outline an issue or a problem clearly, speculating about causes or consequences, 
and weighing advantages and disadvantages of different approaches. 


- Can give clear, detailed descriptions and presentations on a wide range of subjects 
related to his/her field of interest, expanding and supporting ideas with subsidiary 
points and relevant examples. 


- Can use different levels of formality or multiple sociolinguistic purposes without 
signs of restricting what speaker wants to communicate. 


-  
Speaking Assessment Rubrics 


Speaking Assessments scored using attached DISCUSSION and PRESENTATION rubrics.  


Source: U.S Department of State:   https://eca.state.gov/files/bureau/eta_toolkit.pdf 


Speaking prompts to elicit 1) short spoken responses, 2) extended responses appropriate in 
dialogs or group discussions, 3) “monologues” (presentations).  


Suggested prompts:  


1. Short spoken responses (DEFINING A TOOL OR FUNCTION, DESCRIBING A 
SIMPLE PROCESS): 


 
- What does toolbox mean? 
- Where the polygonal lasso tool and what is its purpose? 
- Describe at least X number of keyboard shortcuts? What is their purpose? 
- Describe the different functions of the shape and line tools. 


 
 
 
 







2. Extended responses (REQUIRES EXTENDED DISCOURSE AND COMPARING, 
ANALYZING, JUSTIFYING DIFFERENT TASKS OR FUNCTIONS): 


 


Explain how to use PhotoShop to: 


- CREATE IMAGE COMPOSITION 


- CREATE A WEB SITE MOCKUP 


- DEVELOP A BUSINESS LOGO 


- REMOVE OBJECTS OR PEOPLE IN AN IMAGE/ETC.  


Give detailed, step by step instructions. 


3. Response to spoken short problem statements:  


 


- You need to purchase PS or Illustrator (or other software to design a new brochure 


for your business. Explain which software you should buy. Give reasons for your 


choice, including advantages and disadvantages of each software: 


- Do you prefer to do/use X or Y when NAME TASK in PhotoShop? Explain why. 
- Compare CMYK and RGB. Which do you prefer to use? 
- What tasks or functions in PhotoShop do you want to learn more about? Explain why. 
- How is PhotoShop helpful for you?  OR  
 


- Imagine you are working for a business doing XYZ. You would like the manager to 


purchase a copy of PS for you to use. Tell the manager why you believe it would 


be helpful to purchase PS. 


4. Presentations on a topic related to PhotoShop or other image editing software. 
 


WRITING 


B1 SLOs: 


- Can convey information and ideas on abstract as well as concrete topics, check 
information and ask about or explain problems with reasonable precision.  


- Can write notes asking for or conveying simple information of immediate relevance, 
getting across the point he/she feels to be important 


- Can write short, simple essays on PS or other topics of interest.    


- Can summarize, report and give his/her opinion about accumulated factual information 
on familiar routine and non-routine matters within his field with some confidence. 







B2 SLOs: 


- Can write an essay or report that develops an argument systematically with appropriate 
highlighting of significant points and relevant supporting detail.  


- Can evaluate different ideas or solutions to a problem.  


- Can write an essay or report which develops an argument, giving reasons in support of 
or against a particular point of view and explaining the advantages and disadvantages of various 
options.  


- Can synthesize information and arguments from a number of sources. 


Writing Rubrics: 


B1:  


https://silo.tips/download/assessing-writing-performance-level-b1 


B2:  


https://teachtravelbudget.com/wp-content/uploads/2019/10/b2-cambridge-english-assessing-
writing-performance.pdf 


Writing Topics/Prompts: 


Short Answers: 


1. How do you deliberately deselect a selection? 
2. What does the tolerance option do to the Magic Wand tool? 
3. Explain the difference between PSD and PSB? 
 


Extended Responses or Essays: 


4. Describe the features of PS that are most important to you. Explain why those features 
are important. 
 


5. Write an essay of several paragraphs about the benefits or value of using PS. You may 
choose to write about the benefits for use in a small business, or for personal use, or for 
use in a volunteer organization (a club).  
 


6. Write a short note to customer service at PS, explaining a function of PS that you would 
like to change. Explain why you would like the change. 
 


7. Write a short essay about a project for PS. Describe the goal and function of the project, 
and explain the advantages or disadvantages in using PhotoShop for the project. 
 


8. Write a short essay about the features and functions of PS in comparison to another 
software package (e.g., Illustrator, MS Word, ___?_ 







 
*Instructional Methods: 
 


 This course is designed to be repeated in multiple, continuous, simultaneous 160 
course-hour cycles toward proficiency progression of course state outcomes and 
student personal proficiency goals as determined in consultation with the Student 
Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate 
English language learning which accelerates language acquisition when students see a 
real-world purpose in learning something they are interested in rather than language 
in isolation. Classes include hands-on practice and drills. Students will complete 
periodic summary exercises that require application of all skills learned to date which 
are premised on English language learning while having PhotoShop content. Each 
student will create a portfolio of finished output. 


 An integrated cumulative skills development methodology increase language 
retention and fluency by stimulating student to make meaning from a new language 
through active learning activities. Recorded listening passages build on vocabulary 
and ideas from background materials and exercises. Students work individually, in 
pairs, and in small groups on guided , linked activities built around each unit’s theme. 
Instruction will be supplemented with ESL audio and video material keyed to 
textbook units. 


*Information Regarding The Maximum Number Of Times A Class Can Be Repeated 


Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for an variable amount of time. 


TUITION:  $640.  Certificate: Using Adobe PhotoShop 








990  English for Introduction to Mac (80-hour cycles)  


Prerequisite(s):  
English Level 5 or by individual placement through advisement  


Textbooks:  
The Little MAC Book:  Snow Leopard Edition by Robin Williams, Peachpit Press, 
2010 (or comparable text).    


Other Instructional Materials:  
Apple’s on-line tutorials at:  http://www.apple.com/support/mac101/  


Course Description:  
In this “English through Introduction to MAC” course students develop English language skills to 
be successful with the Mac OSX operating system and Mac computers. 
This course is not intended to provide instruction which will result in the student's acquisition of 
occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will explain features and basic usage of the MAC operating system in English  


Objectives:  
Students will be able to:  


 interpret English readings and verbal explanations regarding Macintosh 
computers  
 use the English Apple support site to locate answers to specific questions  
 create questions in English about concepts or procedures  
 explain procedures and results in English  
 identify the basics of Macintosh’s OS X v 10.6 Snow Leopard operating system 
in English  
 navigate Mac toolbars and menus in English 
 use Mac features in English  


Student Learning Outcomes:  


General SLO’s: 
By the end of the course, students will be able to:  


 read in English about Macintosh computers and understand what is being 
discussed or described;  
 use the Apple Macintosh English support site to use Mac computers effectively 
and efficiently and to answer specific questions in English   
 read and follow directions in English when practicing exercises;   
 ask questions in English concerning concepts and implementation;   
 explain to others in English procedures used or results obtained   







 understand the basics of Macintosh’s OS X v10.6 Snow Leopard operating 
system in English;   
 to understand how to navigate English toolbars and use English menus to 
customize the Mac; and  
 to understand how to use other Mac features in English.  


SPEAKING  
B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of 
subjects within his/her field of interest, presenting it as a linear sequence of points. 
(CEFR B1)  


 Can explain or define or differentiate Macintosh features and capabilities related to the 
software’s general functions, or related to some specific task or problem. 


 Can explain why something (related to Macintosh) is a problem, discuss what to do next, 
compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Macintosh. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   


B2 SLOs:  
 Can outline an issue or a problem clearly, speculating about causes or consequences, and 


weighing advantages and disadvantages of different approaches.  
 Can give clear, detailed descriptions and presentations on a wide range of subjects related 


to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


WRITING 
B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check 
information and ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, 
getting across the point he/she feels to be important 


 Can write short, simple essays on Macintosh or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information 


on familiar routine and non-routine matters within his field with some confidence. 


B2 SLOs: 
 Can write an essay or report that develops an argument systematically with appropriate 


highlighting of significant points and relevant supporting detail.  
 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or 


against a particular point of view and explaining the advantages and disadvantages of 
various options.  


 Can synthesize information and arguments from a number of sources. 







*Instructional Methods: 
 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-


hour cycles toward proficiency progression of course state outcomes and student personal 
proficiency goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 
English language learning while having Macintosh content. Each student will create a 
portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided, linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated 
Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for an variable amount of time. 
TUITION:  $320.  Certificate: Using Apple Macintosh 
 








995  English For Switching to Mac  (80-hour cycles)  


Prerequisite(s):  
Any Microsoft Office application course.  


Textbooks:  
The Little MAC Book:  Snow Leopard Edition by Robin Williams, Peachpit Press, 
2010 (or comparable text).    


Course Description:  
In this “English Through Switching To MAC” course students develop English language skills 
needed to successfully transition from a Windows PC to a Mac OS environment.  
This course is not intended to provide instruction which will result in the student's acquisition of 
occupational skills. Placement assistance by the school is not available for this course.  


Course Goals:  
This course will develop students’ English skills in using Mac functions and features.  


Objectives:  
Students will be able to:  


 Read and interpret Mac basics through written English  
 Read and interpret textbook exercises in written English  
 Use clear concise English to ask questions  
 Explain Mac procedures using clear concise English  
 Discuss the basics of Mac program in English  


Student Learning Outcomes: 


By the end of the course, students will be able to: 
General SLO’s:  


 Read in English about Mac and understand what is being discussed or described;  
 Read and interpret in English Mac support site to use Mac computers effectively 
and efficiently;  
 Follow directions in English when practicing textbook exercises;  
 Ask questions in English concerning concepts and implementation;  
 Explain to others in English procedures used or results obtained;  
 Understand the basics of Mac operating system described in English;  
 Use English navigation toolbars and menus to customize the Mac;  
 Use other Mac features in English. 


SPEAKING  


B1 SLOs: 


 Can reasonably fluently sustain a straightforward description of one of a variety of 
subjects within his/her field of interest, presenting it as a linear sequence of points. 
(CEFR B1)  







 Can explain or define or differentiate Macintosh features and capabilities related to the 
software’s general functions, or related to some specific task or problem. 


 Can explain why something (related to Macintosh) is a problem, discuss what to do next, 
compare and contrast alternatives.  


 Can explain procedures used or tasks accomplished in Macintosh. 
 Can make opinions and reactions understood as regards possible solutions or the question 


of what to do next, giving brief reasons and explanations.   


B2 SLOs:  


 Can outline an issue or a problem clearly, speculating about causes or consequences, and 
weighing advantages and disadvantages of different approaches.  


 Can give clear, detailed descriptions and presentations on a wide range of subjects related 
to his/her field of interest, expanding and supporting ideas with subsidiary points and 
relevant examples.   


 Can use different levels of formality or multiple sociolinguistic purposes without signs of 
restricting what speaker wants to communicate  


WRITING 


B1 SLOs: 


 Can convey information and ideas on abstract as well as concrete topics, check 
information and ask about or explain problems with reasonable precision.  


 Can write notes asking for or conveying simple information of immediate relevance, 
getting across the point he/she feels to be important 


 Can write short, simple essays on Macintosh or other topics of interest.    
 Can summarize, report and give his/her opinion about accumulated factual information 


on familiar routine and non-routine matters within his field with some confidence. 


B2 SLOs: 


 Can write an essay or report that develops an argument systematically with appropriate 
highlighting of significant points and relevant supporting detail.  


 Can evaluate different ideas or solutions to a problem.  
 Can write an essay or report which develops an argument, giving reasons in support of or 


against a particular point of view and explaining the advantages and disadvantages of 
various options.  


 Can synthesize information and arguments from a number of sources. 


*Instructional Methods: 
 This course is designed to be repeated in multiple, continuous, simultaneous 80 course-


hour cycles toward proficiency progression of course state outcomes and student personal 
proficiency goals as determined in consultation with the Student Services Associate. 


 A content-based approach is employed to provide a more natural way to motivate English 
language learning which accelerates language acquisition when students see a real-world 
purpose in learning something they are interested in rather than language in isolation. 
Classes include hands-on practice and drills. Students will complete periodic summary 
exercises that require application of all skills learned to date which are premised on 







English language learning while having Macintosh content. Each student will create a 
portfolio of finished output. 


 An integrated cumulative skills development methodology increase language retention 
and fluency by stimulating student to make meaning from a new language through active 
learning activities. Recorded listening passages build on vocabulary and ideas from 
background materials and exercises. Students work individually, in pairs, and in small 
groups on guided, linked activities built around each unit’s theme. Instruction will be 
supplemented with ESL audio and video material keyed to textbook units. 


*Information Regarding the Maximum Number of Times a Class Can Be Repeated 
Student who enroll in the ESL-Plus Course of Study move their individual levels or courses at 
their own rate. As long as a student is in good academic standing (as defined in our student 
policies), a student may be in a given level for an variable amount of time. 
 
TUITION: $320 Certificate: Switching to the Mac. 







