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If you are printing your own manual from the CD, here is the suggested assembly order.

Teachers Manual

Put the various parts of the manual into sections with page dividers.  Most of the section or divider pages are found in the Sections Divider Pages folder.  Begin by printing all of these section and divider pages.  Put the appropriate divider or section page in front of each section below as you assemble the manual.  Working from the front, the teacher’s manual should be assembled in the following order:

Section
Folder Reference

Preface to Instructor  (very important!)
Located outside yellow folders

Computer ESL Course Outline
Teacher Orientation Materials folder

Competencies and Performance Standards
Teacher Orientation Materials folder

Core Abilities and Indicators
Teacher Orientation Materials folder

Teacher Learning Plans
Teacher Learning Plan folder

      Transparency Materials
Teacher Learning Plan folder

      Student Learning Plans
Student Learning Plans folder

      Class Notes

Class Notes folder

      Class Assignments
Class Assignments folder

      Quizzes
Quizzes folder

Record Keeping Forms 
Record Keeping folders

Answer Keys
Answer Keys folder

Pretest and Posttest
Tests folder

Web Resource Guide  (web addresses)
Teacher Orientation Materials folder

Important Note:

The course sections: Transparency Materials through Quizzes are sub headed below Teacher Learning Plans because it is more convenient for the instructor to mix these sections in with each individual teacher learning plan.  For example, the transparency materials belong in Teacher Learning Plan 1.  The class notes belong in Teacher Leaning Plans 4, 12, 13 and 16 and so forth.  It’s a good idea have a copy of each Student Learning Plan in its corresponding Teacher Learning Plan.  All of the files in the folders are clearly labeled, so you shouldn’t have trouble figuring out which file goes with which Teacher Learning Plan.

Four sections follow the Teacher Learning Plan section.  They are: Record Keeping Forms, Answer Keys, Pretest / Posttest and Web Resource Guide.  

The idea is to assemble the Teacher’s Manual so it’s as handy as possible for the instructor to use in the classroom.  Let your personal organizational preference be your guide.

Students Learning Portfolio

Assemble the Student Learning Portfolio as follows:

Sections
Folder Reference

Binder Title Page
Sections Divider Pages folder

Student Learning Plans
Student Learning Plans folder

     Class Notes
Class Notes folder

     Class Assignments
Class Assignments folder

     Quizzes
Quizzes folder

Record Keeping divider page
Sections Divider Pages folder

Record Keeping Forms
Record Keeping Forms folder

Important Note:

As with the Teacher’s Learning Plans, the sections sub headed under the Student’s Learning Plans should be mixed in with the appropriate students lesson.  The files in the Class Notes, Class Assignments, and Quizzes folders are clearly labeled as to which lesson they belong with.  The Record Keeping Forms section comes after the 16 Student Learning Plans.  Students’ portfolio binders should not have the Pretest, Posttest or answer keys in them.
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