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Message from the Director of Adult Education
Welcome to Monrovia Community Adult School!
I am confident that you have come to the best adult education
school in the San Gabriel Valley. Monrovia Community Adult
School is a WASC accredited and NCAA approved institution, and
it offers UC a-g classes in its high school diploma program. I am
very proud of the variety of outstanding programs MCAS offers
in short-term vocational training, career development education,
English as a Second Language, basic education, and high school
diploma and equivalency.
Monrovia Community Adult School has a guiding instructional
focus that consistently drives all of our faculty and staff efforts to
serve you: All MCAS faculty empower its students to create
and achieve their educational goals.

Mr. Flint Fertig, Director of Adult and
Alternative Education for Monrovia
Unified School District

To help us succeed with our schoolwide instructional focus,
MCAS asks all students to know and share clear educational
goals. What are your goals and how can we help? Whatever academic or career goals you wish to
pursue, the faculty and staff at MCAS will work tirelessly to help you achieve them.
We are very fortunate that the Monrovia Board of Education and the Monrovia Unified School
District have continually provided strong financial support and leadership to Monrovia
Community Adult School. Whether we have operated under fluid or stable financial footing,
the support and assistance of our Board and district office has allowed this school to focus on
what it does best: transforming the lives of our students through education.
With dedicated funding from the state through the California Adult Education Program (CAEP),
MCAS has been able to maintain the new programs it implemented over the past three years. I
urge you to stay informed about CAEP and how it affects your education. The website is:
https://caladulted.org/
Our students continue to embrace a culture of progress and transition. For example, in 201819, 78% of the 924 MCAS students enrolled in CAEP programs achieved Literacy Gains. Many
ESL students graduated from the ESL program and completed the HiSET. We saw increased
diplomas earned and HiSET passage rates, continued excellence in our CTE certifications and
employment rates, and student transitions to postsecondary schools.
MCAS remains a vital part of the Citrus College Adult Education Consortium (CCAEC), which
means that MCAS continues to work together with regional adult schools and Citrus College to
better provide you with programs and services. You can learn more about the CCAEC at our
consortium website:
http://www.ccadulted.org/
Welcome and please let me know, if there is anything we can do to serve you better.
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Enrollment Information
Enrollment into All MCAS Programs Requires Testing
In order to enroll in any MCAS program (except for Community and some Career Center
programs), students are required to take an assessment at the time of registration. The type
and length of the entrance assessment differs depending on whether the student wants to
enter a Career Technical, Academic, or English as a Second Language Program.
The purpose of this pre-enrollment assessment is at a minimum one of the following (and
usually more than one applies):
1. to ensure a student is properly placed into the correct program level
2. to ensure a student is prepared for the academic rigors of a career technical or
academic program
3. to learn what academic gaps exist for students so that the school can provide support to
address those gaps

More detailed steps to enroll in each specific program can be found in this Handbook under
that program’s section.
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Student Information for MCAS Career Technical Education Programs
Monrovia Community Adult School offers numerous short-term vocational programs that help
your earn certifications and give you the skills you need to start a new career. MCAS teachers
are experienced professionals who share their industry knowledge to give you a solid
foundation for success in a new profession. These teachers also have significant industry
contacts and resources to ensure that students who successfully complete our vocational
programs have a high rate of job attainment.
Thank you for choosing Monrovia Community Adult School as a partner for your training,
certification, career development, and job search. We are proud of our short-term vocational
and job development programs and the outcomes they provide for students.

CTE Enrollment Information
As previously mentioned, all potential CTE students must take an entrance exam before
enrolling. When registering, you will need to be available for at least 1.5 – 2 hours to complete
the registration and testing process. Please plan accordingly.
Since all students must test before enrolling into any class, MCAS does not offer online
registration and enrollment into any CTE program.
Below are the steps to enroll into the MCAS CTE program:
1. Come in person to the Mountain Avenue Campus and complete a registration form.
2. Front office staff will enter your registration information into our database system and
then escort you to the testing center.
3. Take the Test for Adult Basic Education (TABE).
4. After the exam, front office staff will schedule an appointment at a later date with the
MCAS Counselor.
5. In your meeting with the MCAS Counselor, you will:
a. Discuss your career goals.
b. Review and sign the Enrollment Contract understanding the academic and time
commitment the program requires.
c. Learn about American Job Centers of California (AJCC), go through an AJCC prequalification screening and, if student pre-qualifies, learn about the AJCC
financial aid process.
d. Possibly learn which American Job Center of California (AJCC) the student will be
working with to get financial aid.
6. If the counselor does not know which AJCC you will be working with, you will do the
things to prepare for the AJCC visit (outlined in the next section).
7. Await instructions from the MCAS counselor.
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CTE Financial Aid Information
More than 90% of MCAS CTE students receive financial aid. In most instances this means that
students take the class at NO COST to them. As noted above, MCAS works with AJCCs to help
with funding, but the school accesses a variety of funding sources to help students with
financial aid for CTE programs.
If a student does not qualify for funding through an AJCC, he or she can complete a scholarship
application that will be reviewed by MCAS Scholarship Committee. That committee works with
students based on need and interest in a program. In order to be eligible to submit a
scholarship application, students are first required to try and get approved through AJCC
approval process in almost all instances.
The process of getting approved for funding by an AJCC does take some effort. Students will
need to gather documents, meet with AJCC case managers, and fill out forms. We work to
prepare students and to make the process as seamless as possible, but sometimes difficulties
arise.
When students meet with the MCAS Counselor, she will provide a more detailed To Do List for
each student. However, below are general steps for all students:
1. Register on CalJobs website: https://www.caljobs.ca.gov/
2. Upload a resume on CalJobs
3. Gather following documents:
a. Passport OR CA ID and Social Security Card
b. Proof of address (utility or insurance bill)
c. Birth certificates of any dependents
d. Status Letter from selective service (males only)
e. Layoff or termination letter, if applicable
f. Proof of Unemployment, EBT, etc., if applicable
g. Last paystub
4. Await instructions from Counselor

Goal for CTE Program – Students Must Find Employment in Training Area
MCAS expects all Career Technical Education students to use MCAS training to earn
employment in the program area for which they studied. If funding was provided by an AJCC
and the student does not find employment, they could be
responsible for reimbursing either the school or the AJCC
for the entire amount of tuition.
Please understand your job is to get a job!
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CTE Attendance and Course Competency Policy
Students are expected to attend all scheduled class
meetings. Exemplary attendance is a critical
component for student success and completion of
MCAS programs. Each course is based on course
outlines that have a learning objectives, a syllabus,
and a requisite number of hours of instruction.
Students are expected to attend hours to fulfill
course outline requisite hours. Course outlines are
on file in the MCAS office with the office manager
and available for student viewing upon request.
Though students should have attendance that equals course outline requisites, MCAS
understands that health issues or urgent personal circumstances may affect a student’s
attendance. In cases where students have not met requisite hours of attendance, program
instructors may rely on the student’s ability to demonstrate competency of course outline
learning objectives to make-up for missed attendance.

Student Academic and Behavior Interventions and Drop Policy
MCAS offers all courses with the desire to meet student goals, improve student skills and
increase future student opportunities. However, some students do not give their best effort
or engage in poor behavior that affects the learning process. MCAS calls these Need for
Growth (NFG) behaviors. These NFG behaviors are extensive and cannot be listed in this
contract in their entirety, but would include: excessive tardies or absences, poor academic
progress, cheating or plagiarism, harassment of other students, attending class under the
influence of alcohol or drugs, and committing minor illegal acts, among others.
Thus, in order to address poor academic progress or NFG behaviors, MCAS does have
procedures that can lead to student dismissal from a program, if a student does not correct
Need for Growth behaviors. The process provides a number of interventions to give students
significant opportunities to correct NFG behaviors or reconcile mistakes. Below are these
levels of intervention:
1. Classroom Intervention
a. Teachers will address a number of issues in writing or in a private consult with
the student
2. Counselor Intervention
a. If NFG behaviors do not improve after initial teacher intervention, a student
will be referred to the MCAS counselor where an action plan will be created to
improve them
3. Administration Intervention
a. If the counselor’s action plan is not followed and NFG behaviors persist,
students will be referred to administration
Students that do not improve NFG behaviors after Administration Intervention risk dismissal
from the program based on Administration determination.
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In some instances, student behavior is so egregious that the above procedures cannot apply.
MCAS calls this Egregious Behavior and students who engage in such will be
dropped/dismissed immediately from a program. While Egregious Behavior is not as
extensive as NFG behaviors, this contract does not spell out all Egregious Behaviors. Some
examples would be: endangering patient safety either willfully or through carelessness,
stealing drugs or other items from an internship employer, or committing a grave illegal act at
school or an internship site.
If a student is dismissed from a program, they will receive no refund. If a student is in a
program as the result of tuition assistance from an American Job Center of California (AJCC) or
another state or federal entity, they could be responsible for reimbursing the organization for
the entire amount of tuition.

MCAS CTE Programs
Below is a brief description of current MCAS CTE programs:
Nurse Assistant – Pre-Certification CNA
The MCAS Nursing Assistant Pre-Certification program
trains students for positions in the nursing field and
prepares students for the State Nurse Assistant
Certification Exam. Successful students can climb the first
rung up the professional nursing ladder on the way to
becoming a Registered Nurse at significant savings from
programs offered by private colleges. This program
includes classroom and lab instruction as well as hands-on
training in a long-term care facility.
Clinical Medical Assisting – Back Office/Front Office
The MCAS Medical Assisting is a 25 week program that
introduces students to a career in medical services, prepares students for and places them in a
medical office externship, and helps students find employment. Students comprehensively
learn about the medical front office by demonstrating professional, effective interpersonal,
oral, and written communication skills, know and apply legal responsibilities and medical ethics,
uses medical terminology, abbreviations, and symbols, following OSHA regulations, and
performing patient data collection and management. Students also extensively learn about the
medical back office: injection procedures, sterilization, diagnostic testing, EKG, medications,
examinations, minor surgery prep, among other skills.
Pharmacy Technician
The MCAS Pharmacy Technician Program prepares students to complete the pharmacy
internship, earn a state Pharmacy Tech license, pass the Pharmacy Certification Exam and get
successful employment. This is all provided at a fraction of the cost charged by private colleges.
Our extraordinary faculty has years of pharmaceutical experience and contacts for MCAS
students to get jobs. Students learn basic pharmacology, pharmacy calculations, deciphering
and filling medication orders, reconstitution of medications, medical terminology, basic
anatomy, physiology, and pharmacy operations among other critical topics.
5

Home Care Aide
This program trains students to become a Home Care Aide, an individual authorized to provide
non-medical services and assistance to an elderly or disabled client. Students learn HIPAA
regulations, patient confidentiality, emergency preparedness, first aid and safety, proper
positioning and transfer techniques, nutrition and dietary needs, and basic patient care such as
dressing and undressing, shaving and hair care, nail and skin care, and oral hygiene.

Computer Application / Office Occupations
MCAS offers a rigorous Computer
Applications / Office Occupations
program that teaches students critical
technological and soft skills and
prepares them for employment in the
21st century office environment.
The Computer Applications / Office
Occupations program is comprised of
two classes and students are expected
to participate in both classes to
complete the program. Below are the
two courses for the program:
Office Systems for the 21st Century (MS Office)
This Microsoft Office course covers operating systems, client-based applications, and the
Internet so that students can be successful in the 21st century office environment. Students
learn the critical skills to operate MS Windows, to effectively navigate the Internet, and to
utilize key Microsoft Office 2013 applications: Microsoft Word, Excel, and PowerPoint. Students
also learn the basics of data base input through an overview of Access and they learn all
functionality of MS Outlook.
Business Technology
Business Technology further prepares students for the 21st century office environment by
exposing students to cloud-based applications for word processing, spreadsheets,
presentations, online collaboration and business social media. Students make an employment
portfolio (resume, cover letter, email template, references, and work samples) and a LinkedIn
profile that shows acquisition of marketable job skills. Students learn basic accounting and gain
experience with AP/AR bookkeeping by learning QuickBooks. Course content includes the
Google Suite of products.
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A+ Certification / Intro to Cybersecurity
This 12 week course prepares students to pass the CompTIA A+ Service Technician certification
exams 220-1001/220-1002 for hardware and software and to pursue employment
opportunities as a computer technician. This is the beginning course on the path to earning a
Security+ certification and is articulated with an MCAS partner, Pacific College, such that the
course provides college credit in pursuit of an associate degree in cybersecurity. Hardware
topics include installing, configuring, and upgrading PC hardware components and peripherals
and troubleshooting hardware issues. Software topics comprise installing Windows, and
software troubleshooting, including application security support. In addition to the 72 hours of
direct classroom instruction,
students must complete 108
hours of online assignments
and assessments in
preparation for each class.
Real Estate Agent Pre-Licensing Program
This program helps students prepare to pass the California
Real Estate Agent License exam in only 54 days. This is a
hybrid program with live lectures that support student
online and outside class study efforts so students are
expertly prepared to pass the state exam and have a
successful career. Three courses in real estate Principles,
Practices, and Finance are presented such that students
meet state requirements for course hours in a more flexible,
fast-paced manner.
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Security Officer
The Security Officer program is a 1 week, 40 hour training program that provides students the
basic skills and knowledge to become a private security guard and prepares students to pass
the BSIS exam to earn a guard card. The course delivers all BSIS mandatory training and covers
comprehensive security topics: powers to arrest, use of force and handcuffing, weapons of
mass destruction, report writing, public relations, and CPR/AED for adults and children.
Successful graduates become certified and registered by BSIS as a security guard, complete
CPR/AED certification and qualify as an entry level guard or other personal security of loss
prevention. Security firms come to class and hire directly from class during the program.

Security Officer – Armed
The MCAS Security Officer - Armed is a 2 week, 80 hour program that builds upon the Security
Officer program and provides an additional 40 hours of Taser and firearms training. In addition
to the one week “guard card” training, the second week of the program provides
comprehensive specialty training to properly use a baton, a Taser CEW (Conducted Electrical
Weapon) and firearms. Successful graduates become certified and registered by BSIS as a
security guard, earn a BSIS Baton Permit, and complete certification for CPR/ AED, Pepper Spray
and Firearms. Graduates qualify as an entry level armed security guards or other personal
security of loss prevention. Please note part of the second week of training takes place on a
firing range.
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Student Information for MCAS Academic Programs
MCAS offers a variety of academic programs to meet all students’ educational goals. Students
can earn a WASC accredited, NCAA-approved high school diploma and take UC a-g courses
while doing so. Diploma classes are primarily delivered in Google Drive or Google Classroom,
but students have the option of completing online classes in Edgenuity. For those students who
wish to pursue a high school equivalency, MCAS offers classes to prepare for the High School
Equivalency Test (HiSET) and serves as a HiSET testing site. MCAS offers basic academic Math
and English classes for students who wish to improve their academic skills to better prepare
them for MCAS HiSET or diploma programs. These basic academic classes can be mandatory for
CTE students who test below the minimum level for entry into a program.

Academic Enrollment Information
As previously mentioned in this handbook, all potential Academic students must take an
entrance exam before enrolling. When registering, you will need to be available for at least 3
hours to complete the registration and testing process. Please plan accordingly.
Since all students must test before enrolling into any class, MCAS does not offer online
registration and enrollment into any CTE program.
Below are the steps to enroll into the MCAS CTE program:
1. Register in person at the Mountain Avenue Campus.
2. Schedule an appointment with the MCAS Counselor.
3. Take the TABE and CASAS exams for Academic program.
4. For the HS Diploma program only, you will need to obtain an official copy of your high
school transcript.
5. Create an Academic Action Plan with the Counselor.
6. Get your schedule from front office.
7. Complete Academic Lab, ABE Lab or HiSET orientation and get started in the lab or in
your class!

High School Diploma Information
The Monrovia Community Adult School diploma program allows students to earn a WASCaccredited high school diploma as an adult. The program offers a rigorous, standards-based
curriculum in primarily an independent study delivery model, but with some small group, direct
instruction. The program ensures that graduates acquire critical academic skills necessary to
continue their education in a postsecondary institution and provides the opportunity to achieve
success in the workplace and in life.
If you are a student new to MCAS and you want to enroll in classes to complete your high
school diploma, we suggest you first get an official transcript from the last school you attended
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and to call the front office (626-471- 3035) to schedule an appointment with the MCAS
counselor. At your scheduled appointment with the counselor, the two of you will review your
transcripts and create an academic action plan to better reach your goals. Also, the counselor
will schedule a follow-up up testing appointment.
If you are a returning MCAS student working on either the HiSET or your high school diploma,
you may register for the Academic Lab in person at the Adult School Mountain Avenue campus.
Before you receive your schedule, you will still need to take the CASAS test. While you do not
need a formal appointment with the counselor, an MCAS counselor will contact you via phone
or email and review your goals before you start classes again.

High School Equivalency Test (HiSET) Information
The Monrovia Community Adult School is an ETS High School Equivalency Test (HiSET) testing
center only and, thus, does not provide test preparation courses for the GED exam. With the
MCAS HiSET Preparation program, our academic lab offers significant online and in classroom
resources to help students prepare for the HiSET. The academic lab instructor will provide some
small group or one-on-one direct instruction and then students work through HiSET preparation
materials. Students interested in the HiSET Preparation courses must first make an
appointment with the MCAS counselor to create an action plan prior to registration. Please call
(626)-471-3035 to schedule an appointment.

Basic Academic Course Information
The MCAS Adult Basic Education program is designed to meet the academic needs of each
individual and to help students achieve their personal and educational goals. The program goal
is to support students in MCAS vocational training programs, transition students to the
workplace, or prepare students for the MCAS high school diploma or HiSET programs.
All MCAS ABE courses in English Language Arts and Math are competency-based and delivered
in a hybrid manner. In a competency-based course, students can progress through the course
learning objectives as quickly as they show proficiency in the objective. If students demonstrate
proficiency of a concept to the instructor, they progress to the next concept without having to
complete all of the formative assignments.
With hybrid classes, courses are a combination of direct and online instruction. In the evening,
students receive instruction from the Academic Lab instructor. The instructor offers ABE
courses that are similar to the day time courses. In addition to the courses, the instructor can
help with basic business math skills, test taking strategies, reading, vocabulary, spelling,
grammar mechanics and writing.
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Student Information for the MCAS English as a Second Language Program
MCAS offers all levels of English as a Second Language (ESL) classes during the day and at night
to help students become proficient in English. MCAS includes English Learner (EL) Civics units in
all ESL classes to assist students so they can better participate in a variety of U.S. governmental,
educational, and workplace systems. MCAS provides a Citizenship program, to help students
pass the Citizenship test and become a U.S. citizen and a Pronunciation and Accent Reduction
program to support students in their efforts to improve their accents.

Enrolling into the MCAS ESL Programs
If you are an ESL student returning to our school, welcome back! If you are a new ESL student
enrolling at MCAS, welcome to a great school! We are very happy that you have chosen to learn
English and American Citizenship at Monrovia Community Adult School. Whether you are a new
student or a returning student, we are proud to provide you high quality programs and we will
work very hard to ensure you are a happy student.
All students, new or returning, must take the CASAS exam before enrolling into an ESL class.
When enrolling, you need to be available for at least 1.5 – 2 hours to complete the enrollment
process. Please plan accordingly.
Since all students must test before enrolling into an ESL class, MCAS does not offer online
registration and enrollment into the ESL program.
Below are the steps to enroll into the MCAS ESL program:
1. Come in person to the Mountain Avenue Campus and complete a registration form.
2. Front office staff will enter your registration information into our system and then
escort you to the testing center.
3. Take the CASAS written / speaking and listening test in our testing center.
4. Meet with ESL administrator, who will assign you to the correct starting ESL Level and
write that level on your registration form.
5. Take your registration form with your assigned ESL Level back to the front office.
6. Front office staff will enroll you into class and provide you with a schedule.
7. Start your class, learn English, and have fun!
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Goals and Objectives for ESL Program
The mission of the MCAS English as a Second Language (ESL) program is to equip our students
with the language and cultural proficiencies required so that students eventually fulfill their
personal, vocational, academic, and citizenship goals, and thus, they may participate fully in
American society.
MCAS administrators and instructors have worked hard to organize ESL classes in a sequence
from ESL Beginning Literacy through ESL Advanced; to choose curriculum and to employ
instructional strategies that ensure student success; and to evaluate the effectiveness of our
ESL programs. We are committed to assess and place students in appropriate ESL levels.
In each MCAS ESL Level class, students become proficient in competencies for reading, writing,
listening, speaking, grammar, vocabulary, and functional skills so that students can move to the
next ESL Level.
Over the last few years, the state of California has changed its expectations in how we
deliver ESL programs to you. California is fully funding ESL programs and the state
expects you to progress and become a proficient English speaker and a productive
American citizen.

YOUR GOAL AS AN ESL STUDENT IS TO PROGRESS!!
We need you to make every effort to progress and advance to the next ESL Level. Please, we
need you to take achieving this goal seriously. Come to school on time, do not miss class, work
hard, do homework, practice speaking English outside of class and make every effort to grow
and get better at reading, writing, and speaking English.
Support from the Counselor and ESL Coordinator
MCAS pledges to give you as much support possible to
help you advance to the next ESL Level. Our teachers
will do everything they can to help you succeed, but
sometimes you may need help beyond your teacher.
We encourage you to go and talk to the ESL Coordinator in Room 23. He can answer any
questions you may have or help you better understand our program and how our program can
help you meet your goals and needs.
MCAS also has a counselor. If you need academic, social or emotional support, please go to the
front office and make an appointment with our counselor.
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Getting Placed in the Proper ESL Class
As mentioned, all students must take CASAS test, and sometimes they must take more than one
test so that the MCAS ESL Department can correctly place you in the proper ESL Level. All
students take a CASAS Reading test and, if necessary, students may also be required to take a
CASAS Listening. The score on this test (or these tests) will determine what ESL Level you will
enter. Below are the CASAS scores and the ESL levels that correspond to the score.
CASAS Scores by MCAS ESL Levels
ESL Level

CASAS Score

ESL 1

180 and below

ESL 2

190 and below

ESL 3

191 – 205

ESL 4

206 – 215

ESL 5

216 – 225

ESL 6

226 – 235

The MCAS ESL staff wants to make sure you are properly placed in the correct ESL Level course
so that you are successful. If, after you start class, you feel like you are in the wrong ESL level,
do not worry. Talk to the ESL Coordinator. During the first few weeks of school, the ESL
Coordinator will work to place you in the correct level.
Advancing to the Next Level
We expect students to progress, it is important that all students understand how to advance to
the next level.
Teachers track student progress on a daily and weekly basis by monitoring student completion
of assignments. Teachers are able to see in the classroom, if a student is progressing and
meeting the objectives outlined in the LPOs (on the website). Thus, teacher input is a major
factor in determining if a student is ready to advance. This is especially true during the middle
of a course.
MCAS does use exams to determine if students have mastered objectives and are ready to
move to the next level. At the end of every course, students will take a CASAS exam. The
teacher and ESL Coordinator use results from both the CASAS test and class performance to
determine if a student is ready to advance to the next ESL Level.
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Checking Out of the MCAS ESL Program
Please do not disappear from school!!! Our teachers and staff love all of our students and if you
just leave, we get worried. Also, your classes were free. If you leave without doing the proper
checkout procedure, you can put our funding in danger!!
If you are leaving our school, please let your teacher know and then check in with the ESL
Coordinator’s office (Room 23).
Maybe you know you are going out of town for an extended period of time. Maybe you got a
job and cannot attend class at the same time. Maybe you have new commitments to your
family. Maybe you are not happy with the class.
Whatever the reason, please come and talk to the ESL Coordinator! Let us know you are
leaving so we can create a plan for your return and continued success.

14

Description of MCAS ESL Program
Below provides information about the MCAS ESL program and also lets you know where you
can find more information if you wish.
Class Lengths and Term / Semester Dates
MCAS daytime ESL classes are 3.5 hours for each class, except for ESL 6. Based on the
instructional hours for each ESL level, the school expects a daytime student to progress one ESL
Level in one Term, which is the same amount of time as a regular semester.
Night classes are Tuesday and Thursday and are 3.5 hours per night. Since the night classes are
one-half the amount of hours as the day classes, these courses are one year in length. MCAS
expects that night students would progress one ESL Level during the entire school year.
Thus, MCAS ESL day classes are one Term in length, and night classes are for a school year in
length, which is broken up into two semesters.
Following are the dates for day and night classes:
Day Classes
Term 1: Aug. 26, 2019 to Dec. 19, 2019
Term 2: Jan. 6, 2020 to April 30, 2020
Evening Classes
Semester 1: Aug. 27, 2019 to Dec. 19, 2019
Semester 2: Jan. 7, 2020 to April 30, 2020
EL Civics
English Learner Civics is an important component of the MCAS ESL Program. We want our ESL
students to understand why ESL Civics is included in our classes and why they should learn
Civics content and do well on the Civics tests. The U.S. government believes that immigrants
and other limited English proficient persons must not only master English, but be able to
understand and navigate governmental, educational, workplace systems and key institutions,
such as banking and health care in order to effectively participate in education, work, and civic
opportunities in this country.
ESL Levels
On the school website, ESL students can find the Citrus College Adult Education Consortium
(CCAEC) Language Proficiency Objectives (LPOs). The CCAEC LPOs are the minimum course
objectives our consortium faculty believes a student needs to complete in order to advance
from one ESL Level to the next. These LPOs have been created across six skill areas: reading,
writing, listening, speaking, vocabulary, and grammar.
These Proficiency Objectives are very detailed and are the best way for students to understand
what they need to learn at each level in order to advance to the next ESL level.
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ESL Courses Offered
Following are general descriptions of the ESL courses offered at MCAS:
ESL 1 – Beginning Literacy
ESL 1 is a non-credit, open enrollment course to help students learn very basic English
vocabulary, reading, and writing skills. Students who demonstrate proficiency in ESL can read,
write and say the letters of the alphabet; can write their name, address and date; and can ask
simple questions, and speak statements of basic needs. Instruction includes individual, pair, and
group work. Conversations help students become able to ask and answer questions about many
aspects of functional everyday life.
Certificate Awarded for Level Completion
ESL 2 – Beginning Low
ESL 2 is a non-credit, open enrollment course designed for students who possess some low
level basic skills in English. Students in ESL 2 improve vocabulary and learn to read and interpret
simple sentences, instructions, forms, directions, signs, maps, and menus. Students who
demonstrate proficiency in ESL 2 learning objectives can read common transportation and
workplace signs, make sense of simple notes and messages, interpret simple forms, locate
familiar information in simple lists, discuss simple sentences and communicate simply with
various members of societal systems.
Certificate Awarded for Level Completion
ESL 3 – Beginning High
ESL 3 is a non-credit, open enrollment course designed for students who already have low
beginning reading and writing English skills. Students develop high beginning reading, writing,
speaking, and listening skills in their roles as family and community members, workers, and
citizens. Students learn to read and interpret basic written instructions, simple charts,
schedules, graphs, diagrams, and a basic payroll stub, perform basic calculations, fill out basic
forms, write simple notes and satisfy basic survival needs and routine social demands. Extensive
development of conversational skills comes through pair and group work.
Certificate Awarded for Level Completion
ESL 4 – Intermediate Low
ESL 4 is a non-credit, open enrollment course designed for students who already have high
beginning reading and writing English skills. Students build vocabulary and improve reading,
writing, and computational tasks related to life roles. Students continue to build grammar,
vocabulary, reading and writing skills and practice high levels of practical conversation in pairs
and small groups. Students learn to follow complex oral directions, learn new phrases with
familiar vocabulary, know basic computer app terms, fill out basic medical information forms
and job applications, and begin to write paragraphs.
Certificate Awarded for Level Completion
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ESL 5 – Intermediate High
ESL 5 is a non-credit, open enrollment course, which is designed for students who already have
low intermediate reading and writing English skills. Students in ESL 5 learn to communicate
comfortably in English, build confidence in speaking and listening skills, and enhance their
ability to read and write. Students can function independently in most familiar personal and
work situations, show better control of grammar, and can read and interpret authentic health
and job materials. Students begin to show some creativity in order to produce language. The
instructor also provides help with more complex accent reduction and pronunciation.
Certificate Awarded for Level Completion
ESL 6 – Advanced Low
ESL 6 is a non-credit, open enrollment course, which is designed for students who already have
high intermediate reading and writing English skills. Students in ESL 6 integrate language
functions and language forms with informational sources, necessary skills, and real world
topics. Students can function independently in familiar personal and work situations, show very
good control of grammar, and can read and interpret most authentic forms and materials they
encounter in the world. Students often use creativity to produce language. Students address
topics in ESL 6 that coincide with their learning goals: general, vocational, or academic.
Commencement Ceremony
Students who successfully master the learning objectives of MCAS ESL Level 6 will be invited to
participate in the MCAS Commencement. Taking part in this ceremony is a great honor!
Students will take part with high school students who have earned a diploma or high school
equivalency and Career Technical Education students who have received their certification. We
hope that many students work hard to achieve this honor!
Graduation Certificate Awarded for Program Completion
ESL Pronunciation and Accent Reduction
ESL Pronunciation and accent reduction helps student improve pronunciation for the
workplace, school and community. The class includes the study and practice of vowels,
consonants, stress, rhythm and intonation. Students must be at a Level 2 or above to enroll.
Citizenship
This course prepares students for the citizenship interview and written/oral exams. Topics
include U.S. history, U.S. government, written dictation practice, interview questions, and filling
out the N-400 application form. MCAS suggests that Citizenship students are able to speak,
read and write English at an intermediate level or above.
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What Programs Are Available After ESL?
Whether you have completed our ESL program or you are in the process of completing the
program, Monrovia Community Adult School has many other programs to serve you depending
on what your needs are.
Programs for Employment
If you are looking for a job, Monrovia Community Adult School can help in a number of ways.
MCAS offers numerous short-term vocational programs that help your earn certifications and give
you the skills you need to start a new career. MCAS vocational teachers are experienced
professionals who share their industry knowledge to give you a solid foundation for success in a
new profession. These teachers also have significant industry contacts and resources to ensure that
students who successfully complete our vocational programs have a high rate of job attainment.
MCAS offers certificated training in programs for computers and business technology, security
officer, certified nursing, medical assisting, and pharmacy tech.
Maybe you just need help with applying for a job. Come visit the MCAS Career Center One
Stop and see the many employment services we offer at a single location!
We provide current job listings, career development, effective resume writing tips, reference
books, weekly job search workshops, interviewing techniques, mock interviews, typing and
word processing tutorials, typing certificates (fee of $20 - cash only), information on labor
market trends, and Prove It! Computer skills testing. The One Stop Career Center is an affiliate
of the Foothill Workforce Development Board and its services are offered free of charge.
To use Career Center One Stop services, see the front office staff and they will help you
register. They will schedule you for a Career Center orientation, which is mandatory before you
take advantage of Career Center One Stop services.
Career Center One stop Hours of operation: Monday through Thursday 10:00am-2:00pm.
Transition to Programs after ESL
As a member of the Citrus College Adult Education Consortium, we are working hard to align
courses with Citrus College and our other adult school partners. We would love to help you
transition to Citrus College credit ESL courses or courses in Basic Education.
Also, MCAS has Basic Education programs to help you improve academically and take on more
learning challenges.
Make an Appointment with the MCAS Counselor
To fully understand all options for employment programs and post ESL programs, check out the
website or make an appointment with the MCAS counselor at 626.471.3035.
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How Can I Purchase ESL Books?
Below is the ISBN information for the ESL books. Ctrl + Click will take you to the link at Direct
Textbook which is a search engine to find the most affordable copy of the books.

Stand Out Basic
ISBN-13: 978-1305655201
ISBN-10: 1305655206

https://www.amazon.com/Stand-Out-BasicThird/dp/1305655206/ref=sr_1_1?s=books&ie=UTF8&qid=1503008573&sr=11&keywords=stand+out+basic

Stand Out 1
ISBN-13: 978-1305655409
ISBN-10: 1305655400

https://www.amazon.com/Stand-OutThird/dp/1305655400/ref=sr_1_2?s=books&ie=UTF8&qid=1503008789&sr=12&keywords=stand+out+1

Stand Out 2
ISBN-13: 978-1305655478
ISBN-10: 1305655478

https://www.amazon.com/Stand-OutThird/dp/1305655478/ref=sr_1_1?s=books&ie=UTF8&qid=1503008868&sr=11&keywords=stand+out+2
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Stand Out 3
ISBN-13: 978-1305655522
ISBN-10: 1305655524

https://www.amazon.com/Stand-OutThird/dp/1305655524/ref=sr_1_1?s=books&ie=UTF8&qid=1503009001&sr=11&keywords=stand+out+3

Stand Out 4
ISBN-13: 978-1305655409
ISBN-10: 1305655400

https://www.amazon.com/Stand-OutThird/dp/1305655591/ref=sr_1_1?s=books&ie=UTF8&qid=1503009311&sr=11&keywords=stand+out+4

Stand Out 5
ISBN-13: 978-1305655591

ISBN-10: 1305655478

https://www.amazon.com/Stand-OutThird/dp/1305655648/ref=sr_1_1?s=books&ie=UTF8&qid=1503009984&sr=11&keywords=stand+out+5
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Title

ISBN Number

Basic English Grammar Student Book (Levels 1-2)

9780132942249

Fundamentals of English Grammar (Levels 3-4)

Understanding and Using English Grammar (Levels 5-6)

21

9780132333313

9780137071692

Policies and Expectations for all MCAS Students
Your cooperation with these policies is appreciated. We have high expectations for our
students and we do not tolerate anything that distracts from the educational process.

Expectations in the Classroom
Please come to school with a considerate, positive attitude so
that you can be successful. In the classroom, remember:
 Respect yourself, the teachers, and all other students
 Attendance policy – please sign in and out of class
 Each MCAS program has its own attendance policies, but
let the teacher know if you must be absent
 Follow the teacher’s instructions
 Please discuss any questions or concerns you have with
your teacher or counselor
 Do not write in classroom books
 Do not take classroom books home
 Do not use cell phones or any other electronic devices in class for personal reasons – but
it is ok to use cell phones for translation or academic purposes
 No food or drinks are allowed in the classrooms other than bottled water

Expectations on Campus
Please help us keep our campus safe, clean and orderly. Remember:
 Monrovia Adult School is not responsible for any vehicles parked in either of its lots and
is not liable for any property loss or damage to vehicles or any other type of personal
property on campus. Park at your own risk.
 Learn and follow the instructions for dropping-off and picking up students (pg. 26)
 Learn and follow the instructions for parking in our parking lots and DO NOT park in the
“No Parking” zone in front of the school (pg. 26)
 Non-registered visitors are not allowed on campus or in classrooms without signing in at
the front office
o DO NOT bring visitors to class unless administration has given the student
permission and the visitor has signed in as a visitor with the front office
 No children under the age of 18 are allowed on campus; we do not provide childcare
 Use the designated student lounge for food and drink; NO food or drink in classrooms
 Please clean up after yourself in the student lounge and use the trash containers
 Please help us keep the bathrooms clean
 DO NOT stand on the toilet seats (use the toilet seat covers instead)
 Please be quiet and courteous when walking in the hallways
 Do not smoke, chew, or possess tobacco or nicotine products anywhere on campus or
within 50 feet of the building; this is a tobacco, vaping, and nicotine free facility
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Dress Code
We would appreciate if you came to school dressed respectfully. Below is the MCAS dress code:
 The Pre-Certification CNA program and Medical
Assistant program have their own dress codes that
must be followed
 MCAS dress code calls for business casual work
attire
 Girls should be dressed modestly – do not wear
short shorts, bare-midriffs, low necklines and
halter tops
 Inside the building, please remove hoodies
 No sagging pants or pants that show underwear
Let’s Dress for Success!
 Clothing should not advocate the use of alcohol,
drugs or tobacco
 Any clothing that is gang-related, obscene or
suggestive, that depicts violence or advocates
racism is not allowed

Offenses Subject to Referral to the Counselor or Administrator
Below are infractions that will result in a meeting with the counselor or administrator and may
result in dismissal from MCAS programs without refund:
 Chronic attendance problems or poor achievement caused
by chronic lack of attendance
 Cheating or plagiarism
 Forgery
 Solicitation
 Sexual harassment or unwelcome sexual advance
 Any other type of harassment (further described below)
 Assault, fighting, or any sort of intimidation or threats of
students or staff
 Smoking, chewing or possessing tobacco or nicotine
products on school property
 Vandalism or computer/software abuse of any sort (including any amount of graffiti)
 Inappropriate use of the internet such as (but not limited to): visiting inappropriate sites
(sites that contain content that is pornographic, for gambling, violent, terrorist
propaganda, etc.) downloading inappropriate files, downloading files that infect
computers with viruses, and visiting sites that are not for academic pursuits
 Possession of drug paraphernalia
 Possession of weapons, explosive or other dangerous objects (such as pocket knives)
 Use, possession, sale or being under the influence of drugs or alcohol
 Robbery, extortion or knowingly receiving stolen school or private property
 Committing an obscene act or using profanity
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Harassment
Harassment is any unwelcome conduct (verbal, physical, or visual) that
adversely affects other students or the condition of classroom
participation. Harassment in any form will not be condoned or
tolerated at Monrovia Community Adult School.
Sexual harassment is any unwelcome physical or sexual advance or any
request for sexual favor. Sexual harassment is also any abuse,
mistreatment, prejudice, or any continuous written, visual, verbal or physical conduct towards
someone based upon that person’s sexuality or sexual orientation.
Harassment comes in many forms and is not limited to sexual harassment. Any abuse of another
person based on that person’s race, color, national origin, ancestry, pregnancy, disability, age, marital
status or any other protected characteristic is considered harassment and is not tolerated at MCAS.

Student Surveys
We want to know how we are doing! MCAS offers a number of surveys in which you can give us
input on how we are doing. Links to these surveys are on the website or listed below in this
handbook.
When you register on campus, we ask that you complete a survey as to how your experience
was. Below are the links to the registration survey
2019-20 MCAS Non-ESL Registration Student Satisfaction Survey
2019-20 MCAS ESL Registration Student Satisfaction Survey
At the end of each semester, teachers will help you take a survey on your class, your teacher
and our school. You can also take the survey before the end of the year. The MCAS home page
has a link to the survey and there are links to the survey below.
Non-ESL Student Satisfaction Survey 2019-20
MCAS ESL Student Satisfaction Survey (in English) 2019-20
Encuesta de satisfacción del estudiante de MCAS ESL 2019-20
2019-20 MCAS 蒙罗维亚社区成人学校学生满意度的调查
Click through to the survey page. In the comments and suggestions part of the survey, please
let us know what we can do to improve our school.
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Uniform Complaint Procedures
If you have a complaint or grievance, please know that the Monrovia Unified School District
follows a uniform complaint procedure. These complaint procedures are used to address
student complaints of discrimination (based on age, sex, sexual orientation, gender, ethnic
group identification, race, ancestry, national origin, religion, color, or disability) or school failure
to comply with state and/or federal law.
If you would like to file a complaint, MUSD policy requires that you file a written complaint with
the district's superintendent. Complaint forms are available in the front office.
The MUSD Board of Education has designated the following compliance officers to receive and
investigate complaints and ensure district compliance with the law:
Superintendent of Schools
Assistant or Deputy Superintendent of Human Resources
Compliance Officer for Personnel
Assistant Superintendent, Educational Services
Compliance Officer for Instructional Materials
Director of Educational Services, Intervention, and Support Services
Compliance Officer for Students
Chief Business Officer
Compliance Officer for Facilities
The district address is:
Monrovia Unified School District
325 East Huntington Drive
Monrovia, CA 91016
(626) 471.2000
For additional assistance, students may also contact:
Los Angeles County Office of Education
Legal Aid Foundation of Los Angeles
Community Legal Center

(562) 922-6111
(800) 399-4529
(626) 338-5505

Miscellaneous Policies
 Students are guaranteed the highest level of confidentiality in all matters discussed with
counselors or administrators
 Written permission is required prior to the release of any personal information, including
transcripts or any student records.
 Picture MCAS I.D. cards are available for a fee of $5.00
o You pay for the I.D. card at the front office
o Check with the front office for the schedule of when I.D. cards are produced
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Instructions for Drop-off, Pick-up and Parking
Monrovia Adult School is not responsible for any vehicle parked in either of its lots and is not
liable for any property loss or damage to vehicles or any other type of personal property on
our campus. Park at your own risk.
 Student parking is available on the north and south side of the Mountain campus
 Please park in the designated parking areas only
 MCAS double parks cars in the north lot; Do NOT park in the north lot if you need to leave
before 12:30pm
 Do NOT park in parking spaces under the covered part of the parking lot as that is reserved
parking
 DO NOT park in the “No Parking” zone in front of the school
 Do NOT park in the “No Parking” zone in front of school momentarily to drop off or pick up
students
 Do NOT drop off or pick up students in the drive way of the parking lots
 For Drop Off / Pick Up of students, please pull all the way into the North or South lots, drop
off or pick up your student, and then leave the parking lot
 If you hit a parked car in the parking lot, please report the make, model, and license plate of
the car you hit and your contact information to the office
 Students are allowed to park HEAD FIRST in the South parking lot next to the south side
entrance to campus (see photo below)
o Do NOT park in Handicap Parking unless you have a permit
o Do NOT park with the head of the car pointed to the school building
o If students park properly, we should be able to fit 6-8 cars in those spots and still
have room for two Handicap parking spots

Parking OK Head First
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Emergency Procedures
MCAS administration wants all students to be prepared for emergency events while attending
the school. This handbook focuses on the following emergency events: an earthquake, a
lockdown, an active shooter, a fire, and a bomb threat.
In the case of an emergency, it is critical you follow directions from MCAS staff and not
complicate the emergency by ignoring instructions.

Earthquake and Classroom Evacuation
In the event of an earthquake during school hours, faculty will direct students what to do, but
students should know and be prepared to follow earthquake procedures. Below are procedures
for an earthquake:
I.

During the earthquake:
A. As soon as you feel the ground shake: DROP, COVER and HOLD ON.
B. Get under a desk or table, protecting your neck, head and eyes.
C. In the absence of tables, cover up and get away from windows, bookshelves or
anything that may fall.

When the shaking has stopped, you will evacuate the classroom and the building in an orderly
fashion.
II.
Evacuation procedures:
A. Check to see if you have any injuries and determine if you are able to walk.
B. Listen to the directions of the teacher.
C. If fellow students are lightly injured and are able to walk, help these students to
evacuate, but only do so if you are able.
D. If you are not able to walk, the teacher will ensure you are comfortable and will
arrange for MCAS staff or medical personnel to come back for you as quickly as
possible.
E. Take your purses or valuables with you when you exit the room.
F. Exit the building in an orderly fashion and go to the designated area.
i. Mountain Main Campus – south parking lot
ii. Skills Center/Wheel House – outside parking lot
III.
At Evacuation Area Outdoors:
A. Meet with your teacher in the designated area.
i. Please make sure that your teacher notes that you are accounted for.
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B. After you have checked in with your teacher, MCAS staff will begin an orderly
process to exit cars from the parking lot.
i. Stand next to your parked car.
ii. Once MCAS staff tells you to enter your car, you may do so and turn the
car on.
iii. Follow instructions as you back your car out and exit the parking lot.
C. Available students, staff, or medical first responders will go back and help any
students who were unable to walk and exit the building. Students will be helped
to the command post.
D. If at any time during the evacuation an aftershock occurs, Drop, Cover, and Hold
On until the shaking stops.

Emergency Lockdown Procedures
Here are the sad facts. The last time students died in a school because of a fire occurred in 1958. Within
months of you reading this Handbook, students somewhere have probably died in a Lockdown or Active
Shooter situation.
It is critical for all students to be intellectually and emotionally prepared for an emergency situation
requiring a Lockdown. Common sense and good judgment are critical in any unexpected situation.
This Handbook provides general Emergency Lockdown procedures. Please read the following procedures
carefully in preparation for a lockdown and be prepared. Your teacher will also review these procedures
with all you.

When is an Emergency Lockdown Initiated?
An Emergency Lockdown can be initiated in a variety of instances. Some of these would include (but are
not limited to):






An intruder on campus
Campus disturbances
Gun fire
Nearby safety hazards reported by the police
Nearby chemical accident

There will be NO CODE when an Emergency Lockdown occurs. Administration or clerical will clearly
announce over the intercom system, “Teachers we are under Emergency Lockdown protocol. Please
lockdown your classrooms.”
Emergency Lockdown Procedures for all staff and students DURING CLASS:
 Teachers will close and lock classroom doors
 Students must move away from the door, sitting as far away from the door window as possible
 No students are allowed to leave the room or enter the room
 No students are allowed to leave the classroom and go to the bathroom
o If you need to use the bathroom, you will have to use the orange emergency
equipment tub found in every classroom
 Wait for directions from the teacher
Emergency Lockdown Procedures for all staff and students OUTSIDE OF A CLASSROOM:
If you find yourself and students outside of the classroom before or after class, at break, or during class
(as in a bathroom break), you need to use common sense. There is no “one size fits all” procedure.


Look around and see how close you are to your classroom
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Are you very close to your room? If so, get into your room as quickly as possible without causing
alarm
If you are not close to your classroom, get yourself into the closest classroom without causing
alarm
Follow that classroom teacher’s instructions and follow Emergency Lockdown procedures listed
above
If you cannot get into a classroom because the room is already locked down, come to the office

The Emergency Lockdown will end when someone from the Administrative team (Director, Assistant
Principal, or Counselor) unlocks the door physically or calls over the intercom that the situation is over.

Active Shooter
You may be involved in an Active Shooter emergency outside of school in any public place so you
should be prepared mentally and emotionally for this situation. There is no one set procedure to deal
with an Active Shooter emergency. No one way of dealing with these situations can be said to work in all
instances. You must use common sense and good judgment. These situations require clear and nimble
thinking.
An Active Shooter scenario may begin before admin has any ability to let staff know that the school is
under Emergency Lockdown. Thus, you need to be prepared to make choices without hearing from an
administrator. Listening to your teacher and following their lead is critical. Below are some guidelines:





React quickly, but stay calm
o If you hear what you believe are gun shots, assume they are guns shots
o Decisively move into Emergency Lockdown procedure in terms of getting into a
classroom and locking classroom door
Once the doors are locked, assess the situation
These are the three procedures recommended for Active Shooter scenarios and you need to
follow your teacher’s lead:
o Flee if you can
 Can you tell which way gunfire is coming from?
 Can you go the opposite way?
 Can you get to safety?
 If not…
o Hide if you must
 Cover window
 Move away from door
 Get low
o Fight back
 Every classroom has a fire extinguisher
 This is a great weapon!!!
 One blast in the face and the assailant is blinded
 If hiding, pull the fire extinguisher away from the wall and bring with you
 If the assailant tries to enter, be prepared to blast them with the extinguisher

Your teacher will discuss this with you further and when MCAS does its annual Earthquake Drill.
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Fire / Bomb Threat
In the case of a building catching fire or a bomb threat (if the school is instructed by police that the
threat is credible):

I.

Evacuation Procedures:
A. Evacuate in an orderly fashion following the directions of your teacher.
B. Evacuate to Command Center
i. We will evacuate to the parking lot of the Mary Wilcox Center not the
south parking lot.
ii. Follow your teacher to this Command Center.
iii. When you arrive check in with your teacher.
iv. There are bathrooms there.
C. The gates to leave with your car will be locked! You will not be allowed to get in
your car and leave until Emergency Responders have cleared the area

While we certainly hope we do not need to deal with any of these emergency situations, you
must be prepared if any emergency situation arises. Please read and remember all of these
procedures and be prepared!
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