spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Rasha Abd El Rasol
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

1. understands their duties and responsibilities

2. knows the person(s) to whom they should report and 

3. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

a) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

b) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Rasha Abd El Rasol

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

1. understand their duties and responsibilities

2. knows the person(s) to whom they should report and 

3. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Rasha Abd El Rasol      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

1. I have received a Job Description Summary Form.

2. I understand my duties and responsibilities.

3. I know the person to whom I should report.

4. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Rasha Abd El Rasol
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Rasha Abd El Rasol (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
1. providing information to prospective students

2. assisting with enrollments

3. accurately maintaining records of student class, hour and program changes

4. providing clerical support to the faculty and administration

5. reviewing admissions files for completeness

6. collecting student retention and placement date

7. aiding in student transfer in and out activities

8. posting student tuition payments to individual student payment records

9. assisting in the orientation of new students

10. maintaining contact with students

11. providing new students with information on Institute policies, requirements and services

12. identifying and contacting students with poor attendance patterns

13. providing educational and personal advising and advice on good study habits

14. following up on student records

15. providing students with tuition payment receipts

16. checking teacher attendance sheets for completeness and timely submission

17. verifying teacher grade report forms for completeness and timely submission

18. reporting deficiencies in grade and attendance reports to the administration

19. preparing weekly student attendance and bi-monthly grade rosters

20. preparing and emailing student attendance and arrears letters

21. follow up receipt of transcripts

22. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

a) adjusting to the course of study, 

b) pre-enrollment orientation,

c) orientation after enrolling, 

d) orientation initial period after starting classes, 

e) ongoing mentoring and orientation activities, 

f) adjustment to surrounding culture and community, 

g) understanding immigration regulations and procedures, 

h) understanding health and safety issues, 

i) importance of medical insurance, 

j) health and safety issues in and out of school. 

23. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

24. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Anna Agarkova
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

4. understands their duties and responsibilities

5. knows the person(s) to whom they should report and 

6. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

c) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

d) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Anna Agarkova

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

4. understand their duties and responsibilities

5. knows the person(s) to whom they should report and 

6. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Anna Agarkova      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

5. I have received a Job Description Summary Form.

6. I understand my duties and responsibilities.

7. I know the person to whom I should report.

8. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Anna Agarkova
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Anna Agarkova (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
25. providing information to prospective students

26. assisting with enrollments

27. accurately maintaining records of student class, hour and program changes

28. providing clerical support to the faculty and administration

29. reviewing admissions files for completeness

30. collecting student retention and placement date

31. aiding in student transfer in and out activities

32. posting student tuition payments to individual student payment records

33. assisting in the orientation of new students

34. maintaining contact with students

35. providing new students with information on Institute policies, requirements and services

36. identifying and contacting students with poor attendance patterns

37. providing educational and personal advising and advice on good study habits

38. following up on student records

39. providing students with tuition payment receipts

40. checking teacher attendance sheets for completeness and timely submission

41. verifying teacher grade report forms for completeness and timely submission

42. reporting deficiencies in grade and attendance reports to the administration

43. preparing weekly student attendance and bi-monthly grade rosters

44. preparing and emailing student attendance and arrears letters

45. follow up receipt of transcripts

46. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

k) adjusting to the course of study, 

l) pre-enrollment orientation,

m) orientation after enrolling, 

n) orientation initial period after starting classes, 

o) ongoing mentoring and orientation activities, 

p) adjustment to surrounding culture and community, 

q) understanding immigration regulations and procedures, 

r) understanding health and safety issues, 

s) importance of medical insurance, 

t) health and safety issues in and out of school. 

47. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

48. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Maria Flor Aizpun
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

7. understands their duties and responsibilities

8. knows the person(s) to whom they should report and 

9. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

e) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

f) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Maria Flor Aizpun

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

7. understand their duties and responsibilities

8. knows the person(s) to whom they should report and 

9. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Maria Flor Aizpun      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

9. I have received a Job Description Summary Form.

10. I understand my duties and responsibilities.

11. I know the person to whom I should report.

12. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Maria Flor Aizpun
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Maria Flor Aizpun (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
49. providing information to prospective students

50. assisting with enrollments

51. accurately maintaining records of student class, hour and program changes

52. providing clerical support to the faculty and administration

53. reviewing admissions files for completeness

54. collecting student retention and placement date

55. aiding in student transfer in and out activities

56. posting student tuition payments to individual student payment records

57. assisting in the orientation of new students

58. maintaining contact with students

59. providing new students with information on Institute policies, requirements and services

60. identifying and contacting students with poor attendance patterns

61. providing educational and personal advising and advice on good study habits

62. following up on student records

63. providing students with tuition payment receipts

64. checking teacher attendance sheets for completeness and timely submission

65. verifying teacher grade report forms for completeness and timely submission

66. reporting deficiencies in grade and attendance reports to the administration

67. preparing weekly student attendance and bi-monthly grade rosters

68. preparing and emailing student attendance and arrears letters

69. follow up receipt of transcripts

70. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

u) adjusting to the course of study, 

v) pre-enrollment orientation,

w) orientation after enrolling, 

x) orientation initial period after starting classes, 

y) ongoing mentoring and orientation activities, 

z) adjustment to surrounding culture and community, 

aa) understanding immigration regulations and procedures, 

ab) understanding health and safety issues, 

ac) importance of medical insurance, 

ad) health and safety issues in and out of school. 

71. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

72. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Jenny Arbai
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

10. understands their duties and responsibilities

11. knows the person(s) to whom they should report and 

12. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

g) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

h) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Jenny Arbai

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

10. understand their duties and responsibilities

11. knows the person(s) to whom they should report and 

12. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Jenny Arbai      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

13. I have received a Job Description Summary Form.

14. I understand my duties and responsibilities.

15. I know the person to whom I should report.

16. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Jenny Arbai
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Jenny Arbai (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
73. providing information to prospective students

74. assisting with enrollments

75. accurately maintaining records of student class, hour and program changes

76. providing clerical support to the faculty and administration

77. reviewing admissions files for completeness

78. collecting student retention and placement date

79. aiding in student transfer in and out activities

80. posting student tuition payments to individual student payment records

81. assisting in the orientation of new students

82. maintaining contact with students

83. providing new students with information on Institute policies, requirements and services

84. identifying and contacting students with poor attendance patterns

85. providing educational and personal advising and advice on good study habits

86. following up on student records

87. providing students with tuition payment receipts

88. checking teacher attendance sheets for completeness and timely submission

89. verifying teacher grade report forms for completeness and timely submission

90. reporting deficiencies in grade and attendance reports to the administration

91. preparing weekly student attendance and bi-monthly grade rosters

92. preparing and emailing student attendance and arrears letters

93. follow up receipt of transcripts

94. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ae) adjusting to the course of study, 

af) pre-enrollment orientation,

ag) orientation after enrolling, 

ah) orientation initial period after starting classes, 

ai) ongoing mentoring and orientation activities, 

aj) adjustment to surrounding culture and community, 

ak) understanding immigration regulations and procedures, 

al) understanding health and safety issues, 

am) importance of medical insurance, 

an) health and safety issues in and out of school. 

95. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

96. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Andrey Armyakov
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

13. understands their duties and responsibilities

14. knows the person(s) to whom they should report and 

15. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

i) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

j) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Andrey Armyakov

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

13. understand their duties and responsibilities

14. knows the person(s) to whom they should report and 

15. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Andrey Armyakov      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

17. I have received a Job Description Summary Form.

18. I understand my duties and responsibilities.

19. I know the person to whom I should report.

20. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Andrey Armyakov
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Andrey Armyakov (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
97. providing information to prospective students

98. assisting with enrollments

99. accurately maintaining records of student class, hour and program changes

100. providing clerical support to the faculty and administration

101. reviewing admissions files for completeness

102. collecting student retention and placement date

103. aiding in student transfer in and out activities

104. posting student tuition payments to individual student payment records

105. assisting in the orientation of new students

106. maintaining contact with students

107. providing new students with information on Institute policies, requirements and services

108. identifying and contacting students with poor attendance patterns

109. providing educational and personal advising and advice on good study habits

110. following up on student records

111. providing students with tuition payment receipts

112. checking teacher attendance sheets for completeness and timely submission

113. verifying teacher grade report forms for completeness and timely submission

114. reporting deficiencies in grade and attendance reports to the administration

115. preparing weekly student attendance and bi-monthly grade rosters

116. preparing and emailing student attendance and arrears letters

117. follow up receipt of transcripts

118. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ao) adjusting to the course of study, 

ap) pre-enrollment orientation,

aq) orientation after enrolling, 

ar) orientation initial period after starting classes, 

as) ongoing mentoring and orientation activities, 

at) adjustment to surrounding culture and community, 

au) understanding immigration regulations and procedures, 

av) understanding health and safety issues, 

aw) importance of medical insurance, 

ax) health and safety issues in and out of school. 

119. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

120. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Naomi Avraham
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

16. understands their duties and responsibilities

17. knows the person(s) to whom they should report and 

18. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

k) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

l) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Naomi Avraham

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

16. understand their duties and responsibilities

17. knows the person(s) to whom they should report and 

18. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Naomi Avraham      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

21. I have received a Job Description Summary Form.

22. I understand my duties and responsibilities.

23. I know the person to whom I should report.

24. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Naomi Avraham
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Naomi Avraham (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
121. providing information to prospective students

122. assisting with enrollments

123. accurately maintaining records of student class, hour and program changes

124. providing clerical support to the faculty and administration

125. reviewing admissions files for completeness

126. collecting student retention and placement date

127. aiding in student transfer in and out activities

128. posting student tuition payments to individual student payment records

129. assisting in the orientation of new students

130. maintaining contact with students

131. providing new students with information on Institute policies, requirements and services

132. identifying and contacting students with poor attendance patterns

133. providing educational and personal advising and advice on good study habits

134. following up on student records

135. providing students with tuition payment receipts

136. checking teacher attendance sheets for completeness and timely submission

137. verifying teacher grade report forms for completeness and timely submission

138. reporting deficiencies in grade and attendance reports to the administration

139. preparing weekly student attendance and bi-monthly grade rosters

140. preparing and emailing student attendance and arrears letters

141. follow up receipt of transcripts

142. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ay) adjusting to the course of study, 

az) pre-enrollment orientation,

ba) orientation after enrolling, 

bb) orientation initial period after starting classes, 

bc) ongoing mentoring and orientation activities, 

bd) adjustment to surrounding culture and community, 

be) understanding immigration regulations and procedures, 

bf) understanding health and safety issues, 

bg) importance of medical insurance, 

bh) health and safety issues in and out of school. 

143. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

144. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Ana Cachafeiro Zazo
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

19. understands their duties and responsibilities

20. knows the person(s) to whom they should report and 

21. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

m) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

n) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Ana Cachafeiro Zazo

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

19. understand their duties and responsibilities

20. knows the person(s) to whom they should report and 

21. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Ana Cachafeiro Zazo      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

25. I have received a Job Description Summary Form.

26. I understand my duties and responsibilities.

27. I know the person to whom I should report.

28. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Ana Cachafeiro Zazo
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Ana Cachafeiro Zazo (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
145. providing information to prospective students

146. assisting with enrollments

147. accurately maintaining records of student class, hour and program changes

148. providing clerical support to the faculty and administration

149. reviewing admissions files for completeness

150. collecting student retention and placement date

151. aiding in student transfer in and out activities

152. posting student tuition payments to individual student payment records

153. assisting in the orientation of new students

154. maintaining contact with students

155. providing new students with information on Institute policies, requirements and services

156. identifying and contacting students with poor attendance patterns

157. providing educational and personal advising and advice on good study habits

158. following up on student records

159. providing students with tuition payment receipts

160. checking teacher attendance sheets for completeness and timely submission

161. verifying teacher grade report forms for completeness and timely submission

162. reporting deficiencies in grade and attendance reports to the administration

163. preparing weekly student attendance and bi-monthly grade rosters

164. preparing and emailing student attendance and arrears letters

165. follow up receipt of transcripts

166. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

bi) adjusting to the course of study, 

bj) pre-enrollment orientation,

bk) orientation after enrolling, 

bl) orientation initial period after starting classes, 

bm) ongoing mentoring and orientation activities, 

bn) adjustment to surrounding culture and community, 

bo) understanding immigration regulations and procedures, 

bp) understanding health and safety issues, 

bq) importance of medical insurance, 

br) health and safety issues in and out of school. 

167. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

168. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Caryn Davis
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

22. understands their duties and responsibilities

23. knows the person(s) to whom they should report and 

24. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

o) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

p) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Caryn Davis

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

22. understand their duties and responsibilities

23. knows the person(s) to whom they should report and 

24. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Caryn Davis      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

29. I have received a Job Description Summary Form.

30. I understand my duties and responsibilities.

31. I know the person to whom I should report.

32. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Caryn Davis
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Caryn Davis (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
169. providing information to prospective students

170. assisting with enrollments

171. accurately maintaining records of student class, hour and program changes

172. providing clerical support to the faculty and administration

173. reviewing admissions files for completeness

174. collecting student retention and placement date

175. aiding in student transfer in and out activities

176. posting student tuition payments to individual student payment records

177. assisting in the orientation of new students

178. maintaining contact with students

179. providing new students with information on Institute policies, requirements and services

180. identifying and contacting students with poor attendance patterns

181. providing educational and personal advising and advice on good study habits

182. following up on student records

183. providing students with tuition payment receipts

184. checking teacher attendance sheets for completeness and timely submission

185. verifying teacher grade report forms for completeness and timely submission

186. reporting deficiencies in grade and attendance reports to the administration

187. preparing weekly student attendance and bi-monthly grade rosters

188. preparing and emailing student attendance and arrears letters

189. follow up receipt of transcripts

190. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

bs) adjusting to the course of study, 

bt) pre-enrollment orientation,

bu) orientation after enrolling, 

bv) orientation initial period after starting classes, 

bw) ongoing mentoring and orientation activities, 

bx) adjustment to surrounding culture and community, 

by) understanding immigration regulations and procedures, 

bz) understanding health and safety issues, 

ca) importance of medical insurance, 

cb) health and safety issues in and out of school. 

191. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

192. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Gladys Diaz-Gladys
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

25. understands their duties and responsibilities

26. knows the person(s) to whom they should report and 

27. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

q) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

r) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Gladys Diaz-Gladys

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

25. understand their duties and responsibilities

26. knows the person(s) to whom they should report and 

27. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Gladys Diaz-Gladys      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

33. I have received a Job Description Summary Form.

34. I understand my duties and responsibilities.

35. I know the person to whom I should report.

36. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Gladys Diaz-Gladys
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Gladys Diaz-Gladys (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
193. providing information to prospective students

194. assisting with enrollments

195. accurately maintaining records of student class, hour and program changes

196. providing clerical support to the faculty and administration

197. reviewing admissions files for completeness

198. collecting student retention and placement date

199. aiding in student transfer in and out activities

200. posting student tuition payments to individual student payment records

201. assisting in the orientation of new students

202. maintaining contact with students

203. providing new students with information on Institute policies, requirements and services

204. identifying and contacting students with poor attendance patterns

205. providing educational and personal advising and advice on good study habits

206. following up on student records

207. providing students with tuition payment receipts

208. checking teacher attendance sheets for completeness and timely submission

209. verifying teacher grade report forms for completeness and timely submission

210. reporting deficiencies in grade and attendance reports to the administration

211. preparing weekly student attendance and bi-monthly grade rosters

212. preparing and emailing student attendance and arrears letters

213. follow up receipt of transcripts

214. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

cc) adjusting to the course of study, 

cd) pre-enrollment orientation,

ce) orientation after enrolling, 

cf) orientation initial period after starting classes, 

cg) ongoing mentoring and orientation activities, 

ch) adjustment to surrounding culture and community, 

ci) understanding immigration regulations and procedures, 

cj) understanding health and safety issues, 

ck) importance of medical insurance, 

cl) health and safety issues in and out of school. 

215. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

216. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Leonila Dolina
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

28. understands their duties and responsibilities

29. knows the person(s) to whom they should report and 

30. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

s) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

t) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Leonila Dolina

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

28. understand their duties and responsibilities

29. knows the person(s) to whom they should report and 

30. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Leonila Dolina      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

37. I have received a Job Description Summary Form.

38. I understand my duties and responsibilities.

39. I know the person to whom I should report.

40. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Leonila Dolina
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Leonila Dolina (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
217. providing information to prospective students

218. assisting with enrollments

219. accurately maintaining records of student class, hour and program changes

220. providing clerical support to the faculty and administration

221. reviewing admissions files for completeness

222. collecting student retention and placement date

223. aiding in student transfer in and out activities

224. posting student tuition payments to individual student payment records

225. assisting in the orientation of new students

226. maintaining contact with students

227. providing new students with information on Institute policies, requirements and services

228. identifying and contacting students with poor attendance patterns

229. providing educational and personal advising and advice on good study habits

230. following up on student records

231. providing students with tuition payment receipts

232. checking teacher attendance sheets for completeness and timely submission

233. verifying teacher grade report forms for completeness and timely submission

234. reporting deficiencies in grade and attendance reports to the administration

235. preparing weekly student attendance and bi-monthly grade rosters

236. preparing and emailing student attendance and arrears letters

237. follow up receipt of transcripts

238. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

cm) adjusting to the course of study, 

cn) pre-enrollment orientation,

co) orientation after enrolling, 

cp) orientation initial period after starting classes, 

cq) ongoing mentoring and orientation activities, 

cr) adjustment to surrounding culture and community, 

cs) understanding immigration regulations and procedures, 

ct) understanding health and safety issues, 

cu) importance of medical insurance, 

cv) health and safety issues in and out of school. 

239. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

240. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Dilyara Engulatova
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

31. understands their duties and responsibilities

32. knows the person(s) to whom they should report and 

33. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

u) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

v) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Dilyara Engulatova

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

31. understand their duties and responsibilities

32. knows the person(s) to whom they should report and 

33. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Dilyara Engulatova      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

41. I have received a Job Description Summary Form.

42. I understand my duties and responsibilities.

43. I know the person to whom I should report.

44. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Dilyara Engulatova
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Dilyara Engulatova (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
241. providing information to prospective students

242. assisting with enrollments

243. accurately maintaining records of student class, hour and program changes

244. providing clerical support to the faculty and administration

245. reviewing admissions files for completeness

246. collecting student retention and placement date

247. aiding in student transfer in and out activities

248. posting student tuition payments to individual student payment records

249. assisting in the orientation of new students

250. maintaining contact with students

251. providing new students with information on Institute policies, requirements and services

252. identifying and contacting students with poor attendance patterns

253. providing educational and personal advising and advice on good study habits

254. following up on student records

255. providing students with tuition payment receipts

256. checking teacher attendance sheets for completeness and timely submission

257. verifying teacher grade report forms for completeness and timely submission

258. reporting deficiencies in grade and attendance reports to the administration

259. preparing weekly student attendance and bi-monthly grade rosters

260. preparing and emailing student attendance and arrears letters

261. follow up receipt of transcripts

262. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

cw) adjusting to the course of study, 

cx) pre-enrollment orientation,

cy) orientation after enrolling, 

cz) orientation initial period after starting classes, 

da) ongoing mentoring and orientation activities, 

db) adjustment to surrounding culture and community, 

dc) understanding immigration regulations and procedures, 

dd) understanding health and safety issues, 

de) importance of medical insurance, 

df) health and safety issues in and out of school. 

263. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

264. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Leonardo Ferradino
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

34. understands their duties and responsibilities

35. knows the person(s) to whom they should report and 

36. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

w) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

x) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Leonardo Ferradino

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

34. understand their duties and responsibilities

35. knows the person(s) to whom they should report and 

36. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Leonardo Ferradino      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

45. I have received a Job Description Summary Form.

46. I understand my duties and responsibilities.

47. I know the person to whom I should report.

48. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Leonardo Ferradino
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Leonardo Ferradino (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
265. providing information to prospective students

266. assisting with enrollments

267. accurately maintaining records of student class, hour and program changes

268. providing clerical support to the faculty and administration

269. reviewing admissions files for completeness

270. collecting student retention and placement date

271. aiding in student transfer in and out activities

272. posting student tuition payments to individual student payment records

273. assisting in the orientation of new students

274. maintaining contact with students

275. providing new students with information on Institute policies, requirements and services

276. identifying and contacting students with poor attendance patterns

277. providing educational and personal advising and advice on good study habits

278. following up on student records

279. providing students with tuition payment receipts

280. checking teacher attendance sheets for completeness and timely submission

281. verifying teacher grade report forms for completeness and timely submission

282. reporting deficiencies in grade and attendance reports to the administration

283. preparing weekly student attendance and bi-monthly grade rosters

284. preparing and emailing student attendance and arrears letters

285. follow up receipt of transcripts

286. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

dg) adjusting to the course of study, 

dh) pre-enrollment orientation,

di) orientation after enrolling, 

dj) orientation initial period after starting classes, 

dk) ongoing mentoring and orientation activities, 

dl) adjustment to surrounding culture and community, 

dm) understanding immigration regulations and procedures, 

dn) understanding health and safety issues, 

do) importance of medical insurance, 

dp) health and safety issues in and out of school. 

287. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

288. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Dante Ferraro
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

37. understands their duties and responsibilities

38. knows the person(s) to whom they should report and 

39. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

y) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

z) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Dante Ferraro

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

37. understand their duties and responsibilities

38. knows the person(s) to whom they should report and 

39. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Dante Ferraro      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

49. I have received a Job Description Summary Form.

50. I understand my duties and responsibilities.

51. I know the person to whom I should report.

52. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Dante Ferraro
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Dante Ferraro (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
289. providing information to prospective students

290. assisting with enrollments

291. accurately maintaining records of student class, hour and program changes

292. providing clerical support to the faculty and administration

293. reviewing admissions files for completeness

294. collecting student retention and placement date

295. aiding in student transfer in and out activities

296. posting student tuition payments to individual student payment records

297. assisting in the orientation of new students

298. maintaining contact with students

299. providing new students with information on Institute policies, requirements and services

300. identifying and contacting students with poor attendance patterns

301. providing educational and personal advising and advice on good study habits

302. following up on student records

303. providing students with tuition payment receipts

304. checking teacher attendance sheets for completeness and timely submission

305. verifying teacher grade report forms for completeness and timely submission

306. reporting deficiencies in grade and attendance reports to the administration

307. preparing weekly student attendance and bi-monthly grade rosters

308. preparing and emailing student attendance and arrears letters

309. follow up receipt of transcripts

310. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

dq) adjusting to the course of study, 

dr) pre-enrollment orientation,

ds) orientation after enrolling, 

dt) orientation initial period after starting classes, 

du) ongoing mentoring and orientation activities, 

dv) adjustment to surrounding culture and community, 

dw) understanding immigration regulations and procedures, 

dx) understanding health and safety issues, 

dy) importance of medical insurance, 

dz) health and safety issues in and out of school. 

311. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

312. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Chrisitan Gallardo
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

40. understands their duties and responsibilities

41. knows the person(s) to whom they should report and 

42. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

aa) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ab) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Chrisitan Gallardo

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

40. understand their duties and responsibilities

41. knows the person(s) to whom they should report and 

42. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Chrisitan Gallardo      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

53. I have received a Job Description Summary Form.

54. I understand my duties and responsibilities.

55. I know the person to whom I should report.

56. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Chrisitan Gallardo
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Chrisitan Gallardo (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
313. providing information to prospective students

314. assisting with enrollments

315. accurately maintaining records of student class, hour and program changes

316. providing clerical support to the faculty and administration

317. reviewing admissions files for completeness

318. collecting student retention and placement date

319. aiding in student transfer in and out activities

320. posting student tuition payments to individual student payment records

321. assisting in the orientation of new students

322. maintaining contact with students

323. providing new students with information on Institute policies, requirements and services

324. identifying and contacting students with poor attendance patterns

325. providing educational and personal advising and advice on good study habits

326. following up on student records

327. providing students with tuition payment receipts

328. checking teacher attendance sheets for completeness and timely submission

329. verifying teacher grade report forms for completeness and timely submission

330. reporting deficiencies in grade and attendance reports to the administration

331. preparing weekly student attendance and bi-monthly grade rosters

332. preparing and emailing student attendance and arrears letters

333. follow up receipt of transcripts

334. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ea) adjusting to the course of study, 

eb) pre-enrollment orientation,

ec) orientation after enrolling, 

ed) orientation initial period after starting classes, 

ee) ongoing mentoring and orientation activities, 

ef) adjustment to surrounding culture and community, 

eg) understanding immigration regulations and procedures, 

eh) understanding health and safety issues, 

ei) importance of medical insurance, 

ej) health and safety issues in and out of school. 

335. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

336. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Ilya Gogin
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

43. understands their duties and responsibilities

44. knows the person(s) to whom they should report and 

45. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ac) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ad) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Ilya Gogin

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

43. understand their duties and responsibilities

44. knows the person(s) to whom they should report and 

45. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Ilya Gogin      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

57. I have received a Job Description Summary Form.

58. I understand my duties and responsibilities.

59. I know the person to whom I should report.

60. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Ilya Gogin
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Ilya Gogin (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
337. providing information to prospective students

338. assisting with enrollments

339. accurately maintaining records of student class, hour and program changes

340. providing clerical support to the faculty and administration

341. reviewing admissions files for completeness

342. collecting student retention and placement date

343. aiding in student transfer in and out activities

344. posting student tuition payments to individual student payment records

345. assisting in the orientation of new students

346. maintaining contact with students

347. providing new students with information on Institute policies, requirements and services

348. identifying and contacting students with poor attendance patterns

349. providing educational and personal advising and advice on good study habits

350. following up on student records

351. providing students with tuition payment receipts

352. checking teacher attendance sheets for completeness and timely submission

353. verifying teacher grade report forms for completeness and timely submission

354. reporting deficiencies in grade and attendance reports to the administration

355. preparing weekly student attendance and bi-monthly grade rosters

356. preparing and emailing student attendance and arrears letters

357. follow up receipt of transcripts

358. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ek) adjusting to the course of study, 

el) pre-enrollment orientation,

em) orientation after enrolling, 

en) orientation initial period after starting classes, 

eo) ongoing mentoring and orientation activities, 

ep) adjustment to surrounding culture and community, 

eq) understanding immigration regulations and procedures, 

er) understanding health and safety issues, 

es) importance of medical insurance, 

et) health and safety issues in and out of school. 

359. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

360. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Mary Helen Gomez-MaryHelen
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

46. understands their duties and responsibilities

47. knows the person(s) to whom they should report and 

48. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ae) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

af) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Mary Helen Gomez-MaryHelen

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

46. understand their duties and responsibilities

47. knows the person(s) to whom they should report and 

48. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Mary Helen Gomez-MaryHelen      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

61. I have received a Job Description Summary Form.

62. I understand my duties and responsibilities.

63. I know the person to whom I should report.

64. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Mary Helen Gomez-MaryHelen
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Mary Helen Gomez-MaryHelen (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
361. providing information to prospective students

362. assisting with enrollments

363. accurately maintaining records of student class, hour and program changes

364. providing clerical support to the faculty and administration

365. reviewing admissions files for completeness

366. collecting student retention and placement date

367. aiding in student transfer in and out activities

368. posting student tuition payments to individual student payment records

369. assisting in the orientation of new students

370. maintaining contact with students

371. providing new students with information on Institute policies, requirements and services

372. identifying and contacting students with poor attendance patterns

373. providing educational and personal advising and advice on good study habits

374. following up on student records

375. providing students with tuition payment receipts

376. checking teacher attendance sheets for completeness and timely submission

377. verifying teacher grade report forms for completeness and timely submission

378. reporting deficiencies in grade and attendance reports to the administration

379. preparing weekly student attendance and bi-monthly grade rosters

380. preparing and emailing student attendance and arrears letters

381. follow up receipt of transcripts

382. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

eu) adjusting to the course of study, 

ev) pre-enrollment orientation,

ew) orientation after enrolling, 

ex) orientation initial period after starting classes, 

ey) ongoing mentoring and orientation activities, 

ez) adjustment to surrounding culture and community, 

fa) understanding immigration regulations and procedures, 

fb) understanding health and safety issues, 

fc) importance of medical insurance, 

fd) health and safety issues in and out of school. 

383. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

384. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Lyudmila Klavtsen
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

49. understands their duties and responsibilities

50. knows the person(s) to whom they should report and 

51. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ag) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ah) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Lyudmila Klavtsen

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

49. understand their duties and responsibilities

50. knows the person(s) to whom they should report and 

51. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Lyudmila Klavtsen      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

65. I have received a Job Description Summary Form.

66. I understand my duties and responsibilities.

67. I know the person to whom I should report.

68. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Lyudmila Klavtsen
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Lyudmila Klavtsen (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
385. providing information to prospective students

386. assisting with enrollments

387. accurately maintaining records of student class, hour and program changes

388. providing clerical support to the faculty and administration

389. reviewing admissions files for completeness

390. collecting student retention and placement date

391. aiding in student transfer in and out activities

392. posting student tuition payments to individual student payment records

393. assisting in the orientation of new students

394. maintaining contact with students

395. providing new students with information on Institute policies, requirements and services

396. identifying and contacting students with poor attendance patterns

397. providing educational and personal advising and advice on good study habits

398. following up on student records

399. providing students with tuition payment receipts

400. checking teacher attendance sheets for completeness and timely submission

401. verifying teacher grade report forms for completeness and timely submission

402. reporting deficiencies in grade and attendance reports to the administration

403. preparing weekly student attendance and bi-monthly grade rosters

404. preparing and emailing student attendance and arrears letters

405. follow up receipt of transcripts

406. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

fe) adjusting to the course of study, 

ff) pre-enrollment orientation,

fg) orientation after enrolling, 

fh) orientation initial period after starting classes, 

fi) ongoing mentoring and orientation activities, 

fj) adjustment to surrounding culture and community, 

fk) understanding immigration regulations and procedures, 

fl) understanding health and safety issues, 

fm) importance of medical insurance, 

fn) health and safety issues in and out of school. 

407. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

408. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Ildelisa Lopez
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

52. understands their duties and responsibilities

53. knows the person(s) to whom they should report and 

54. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ai) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

aj) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Ildelisa Lopez

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

52. understand their duties and responsibilities

53. knows the person(s) to whom they should report and 

54. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Ildelisa Lopez      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

69. I have received a Job Description Summary Form.

70. I understand my duties and responsibilities.

71. I know the person to whom I should report.

72. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Ildelisa Lopez
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Ildelisa Lopez (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
409. providing information to prospective students

410. assisting with enrollments

411. accurately maintaining records of student class, hour and program changes

412. providing clerical support to the faculty and administration

413. reviewing admissions files for completeness

414. collecting student retention and placement date

415. aiding in student transfer in and out activities

416. posting student tuition payments to individual student payment records

417. assisting in the orientation of new students

418. maintaining contact with students

419. providing new students with information on Institute policies, requirements and services

420. identifying and contacting students with poor attendance patterns

421. providing educational and personal advising and advice on good study habits

422. following up on student records

423. providing students with tuition payment receipts

424. checking teacher attendance sheets for completeness and timely submission

425. verifying teacher grade report forms for completeness and timely submission

426. reporting deficiencies in grade and attendance reports to the administration

427. preparing weekly student attendance and bi-monthly grade rosters

428. preparing and emailing student attendance and arrears letters

429. follow up receipt of transcripts

430. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

fo) adjusting to the course of study, 

fp) pre-enrollment orientation,

fq) orientation after enrolling, 

fr) orientation initial period after starting classes, 

fs) ongoing mentoring and orientation activities, 

ft) adjustment to surrounding culture and community, 

fu) understanding immigration regulations and procedures, 

fv) understanding health and safety issues, 

fw) importance of medical insurance, 

fx) health and safety issues in and out of school. 

431. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

432. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Maria A. Machado
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

55. understands their duties and responsibilities

56. knows the person(s) to whom they should report and 

57. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ak) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

al) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Maria A. Machado

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

55. understand their duties and responsibilities

56. knows the person(s) to whom they should report and 

57. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Maria A. Machado      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

73. I have received a Job Description Summary Form.

74. I understand my duties and responsibilities.

75. I know the person to whom I should report.

76. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Maria A. Machado
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Maria A. Machado (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
433. providing information to prospective students

434. assisting with enrollments

435. accurately maintaining records of student class, hour and program changes

436. providing clerical support to the faculty and administration

437. reviewing admissions files for completeness

438. collecting student retention and placement date

439. aiding in student transfer in and out activities

440. posting student tuition payments to individual student payment records

441. assisting in the orientation of new students

442. maintaining contact with students

443. providing new students with information on Institute policies, requirements and services

444. identifying and contacting students with poor attendance patterns

445. providing educational and personal advising and advice on good study habits

446. following up on student records

447. providing students with tuition payment receipts

448. checking teacher attendance sheets for completeness and timely submission

449. verifying teacher grade report forms for completeness and timely submission

450. reporting deficiencies in grade and attendance reports to the administration

451. preparing weekly student attendance and bi-monthly grade rosters

452. preparing and emailing student attendance and arrears letters

453. follow up receipt of transcripts

454. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

fy) adjusting to the course of study, 

fz) pre-enrollment orientation,

ga) orientation after enrolling, 

gb) orientation initial period after starting classes, 

gc) ongoing mentoring and orientation activities, 

gd) adjustment to surrounding culture and community, 

ge) understanding immigration regulations and procedures, 

gf) understanding health and safety issues, 

gg) importance of medical insurance, 

gh) health and safety issues in and out of school. 

455. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

456. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  AnaDesiree Maldonado
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

58. understands their duties and responsibilities

59. knows the person(s) to whom they should report and 

60. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

am) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

an) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	AnaDesiree Maldonado

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

58. understand their duties and responsibilities

59. knows the person(s) to whom they should report and 

60. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for AnaDesiree Maldonado      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

77. I have received a Job Description Summary Form.

78. I understand my duties and responsibilities.

79. I know the person to whom I should report.

80. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



AnaDesiree Maldonado
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for AnaDesiree Maldonado (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
457. providing information to prospective students

458. assisting with enrollments

459. accurately maintaining records of student class, hour and program changes

460. providing clerical support to the faculty and administration

461. reviewing admissions files for completeness

462. collecting student retention and placement date

463. aiding in student transfer in and out activities

464. posting student tuition payments to individual student payment records

465. assisting in the orientation of new students

466. maintaining contact with students

467. providing new students with information on Institute policies, requirements and services

468. identifying and contacting students with poor attendance patterns

469. providing educational and personal advising and advice on good study habits

470. following up on student records

471. providing students with tuition payment receipts

472. checking teacher attendance sheets for completeness and timely submission

473. verifying teacher grade report forms for completeness and timely submission

474. reporting deficiencies in grade and attendance reports to the administration

475. preparing weekly student attendance and bi-monthly grade rosters

476. preparing and emailing student attendance and arrears letters

477. follow up receipt of transcripts

478. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

gi) adjusting to the course of study, 

gj) pre-enrollment orientation,

gk) orientation after enrolling, 

gl) orientation initial period after starting classes, 

gm) ongoing mentoring and orientation activities, 

gn) adjustment to surrounding culture and community, 

go) understanding immigration regulations and procedures, 

gp) understanding health and safety issues, 

gq) importance of medical insurance, 

gr) health and safety issues in and out of school. 

479. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

480. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  E. Karina Rodriguez
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

61. understands their duties and responsibilities

62. knows the person(s) to whom they should report and 

63. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

ao) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ap) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	E. Karina Rodriguez

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

61. understand their duties and responsibilities

62. knows the person(s) to whom they should report and 

63. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for E. Karina Rodriguez      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

81. I have received a Job Description Summary Form.

82. I understand my duties and responsibilities.

83. I know the person to whom I should report.

84. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



E. Karina Rodriguez
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for E. Karina Rodriguez (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
481. providing information to prospective students

482. assisting with enrollments

483. accurately maintaining records of student class, hour and program changes

484. providing clerical support to the faculty and administration

485. reviewing admissions files for completeness

486. collecting student retention and placement date

487. aiding in student transfer in and out activities

488. posting student tuition payments to individual student payment records

489. assisting in the orientation of new students

490. maintaining contact with students

491. providing new students with information on Institute policies, requirements and services

492. identifying and contacting students with poor attendance patterns

493. providing educational and personal advising and advice on good study habits

494. following up on student records

495. providing students with tuition payment receipts

496. checking teacher attendance sheets for completeness and timely submission

497. verifying teacher grade report forms for completeness and timely submission

498. reporting deficiencies in grade and attendance reports to the administration

499. preparing weekly student attendance and bi-monthly grade rosters

500. preparing and emailing student attendance and arrears letters

501. follow up receipt of transcripts

502. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

gs) adjusting to the course of study, 

gt) pre-enrollment orientation,

gu) orientation after enrolling, 

gv) orientation initial period after starting classes, 

gw) ongoing mentoring and orientation activities, 

gx) adjustment to surrounding culture and community, 

gy) understanding immigration regulations and procedures, 

gz) understanding health and safety issues, 

ha) importance of medical insurance, 

hb) health and safety issues in and out of school. 

503. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

504. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Ivelisse Rymer
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

64. understands their duties and responsibilities

65. knows the person(s) to whom they should report and 

66. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

aq) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ar) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Ivelisse Rymer

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

64. understand their duties and responsibilities

65. knows the person(s) to whom they should report and 

66. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Ivelisse Rymer      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

85. I have received a Job Description Summary Form.

86. I understand my duties and responsibilities.

87. I know the person to whom I should report.

88. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Ivelisse Rymer
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Ivelisse Rymer (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
505. providing information to prospective students

506. assisting with enrollments

507. accurately maintaining records of student class, hour and program changes

508. providing clerical support to the faculty and administration

509. reviewing admissions files for completeness

510. collecting student retention and placement date

511. aiding in student transfer in and out activities

512. posting student tuition payments to individual student payment records

513. assisting in the orientation of new students

514. maintaining contact with students

515. providing new students with information on Institute policies, requirements and services

516. identifying and contacting students with poor attendance patterns

517. providing educational and personal advising and advice on good study habits

518. following up on student records

519. providing students with tuition payment receipts

520. checking teacher attendance sheets for completeness and timely submission

521. verifying teacher grade report forms for completeness and timely submission

522. reporting deficiencies in grade and attendance reports to the administration

523. preparing weekly student attendance and bi-monthly grade rosters

524. preparing and emailing student attendance and arrears letters

525. follow up receipt of transcripts

526. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

hc) adjusting to the course of study, 

hd) pre-enrollment orientation,

he) orientation after enrolling, 

hf) orientation initial period after starting classes, 

hg) ongoing mentoring and orientation activities, 

hh) adjustment to surrounding culture and community, 

hi) understanding immigration regulations and procedures, 

hj) understanding health and safety issues, 

hk) importance of medical insurance, 

hl) health and safety issues in and out of school. 

527. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

528. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Paul Schiffman
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

67. understands their duties and responsibilities

68. knows the person(s) to whom they should report and 

69. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

as) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

at) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Paul Schiffman

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

67. understand their duties and responsibilities

68. knows the person(s) to whom they should report and 

69. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Paul Schiffman      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

89. I have received a Job Description Summary Form.

90. I understand my duties and responsibilities.

91. I know the person to whom I should report.

92. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Paul Schiffman
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Paul Schiffman (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
529. providing information to prospective students

530. assisting with enrollments

531. accurately maintaining records of student class, hour and program changes

532. providing clerical support to the faculty and administration

533. reviewing admissions files for completeness

534. collecting student retention and placement date

535. aiding in student transfer in and out activities

536. posting student tuition payments to individual student payment records

537. assisting in the orientation of new students

538. maintaining contact with students

539. providing new students with information on Institute policies, requirements and services

540. identifying and contacting students with poor attendance patterns

541. providing educational and personal advising and advice on good study habits

542. following up on student records

543. providing students with tuition payment receipts

544. checking teacher attendance sheets for completeness and timely submission

545. verifying teacher grade report forms for completeness and timely submission

546. reporting deficiencies in grade and attendance reports to the administration

547. preparing weekly student attendance and bi-monthly grade rosters

548. preparing and emailing student attendance and arrears letters

549. follow up receipt of transcripts

550. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

hm) adjusting to the course of study, 

hn) pre-enrollment orientation,

ho) orientation after enrolling, 

hp) orientation initial period after starting classes, 

hq) ongoing mentoring and orientation activities, 

hr) adjustment to surrounding culture and community, 

hs) understanding immigration regulations and procedures, 

ht) understanding health and safety issues, 

hu) importance of medical insurance, 

hv) health and safety issues in and out of school. 

551. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

552. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Thomas S. Schwenke
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

70. understands their duties and responsibilities

71. knows the person(s) to whom they should report and 

72. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

au) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

av) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Thomas S. Schwenke

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

70. understand their duties and responsibilities

71. knows the person(s) to whom they should report and 

72. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Thomas S. Schwenke      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

93. I have received a Job Description Summary Form.

94. I understand my duties and responsibilities.

95. I know the person to whom I should report.

96. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Thomas S. Schwenke
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Thomas S. Schwenke (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
553. providing information to prospective students

554. assisting with enrollments

555. accurately maintaining records of student class, hour and program changes

556. providing clerical support to the faculty and administration

557. reviewing admissions files for completeness

558. collecting student retention and placement date

559. aiding in student transfer in and out activities

560. posting student tuition payments to individual student payment records

561. assisting in the orientation of new students

562. maintaining contact with students

563. providing new students with information on Institute policies, requirements and services

564. identifying and contacting students with poor attendance patterns

565. providing educational and personal advising and advice on good study habits

566. following up on student records

567. providing students with tuition payment receipts

568. checking teacher attendance sheets for completeness and timely submission

569. verifying teacher grade report forms for completeness and timely submission

570. reporting deficiencies in grade and attendance reports to the administration

571. preparing weekly student attendance and bi-monthly grade rosters

572. preparing and emailing student attendance and arrears letters

573. follow up receipt of transcripts

574. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

hw) adjusting to the course of study, 

hx) pre-enrollment orientation,

hy) orientation after enrolling, 

hz) orientation initial period after starting classes, 

ia) ongoing mentoring and orientation activities, 

ib) adjustment to surrounding culture and community, 

ic) understanding immigration regulations and procedures, 

id) understanding health and safety issues, 

ie) importance of medical insurance, 

if) health and safety issues in and out of school. 

575. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

576. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 

spanish-american institute

240 West 35 Street ● NYC, NY 10001 ● 212.840.7111 ● fax: 646.766.0302 ● www.sai.nyc  ●  info@sai.nyc   http://www.facebook.com/studentclub
To:
All Institute Staff  ~  Irina Zatulovski
From:
Dante V. Ferraro, President

RE:
2017 Staff Evaluations With Job Description & Mission Statement
Date:
July 2017

There follows your 2017 Staff Evaluation Form With Job Description.

It is distributed to assure that each staff member:

73. understands their duties and responsibilities

74. knows the person(s) to whom they should report and 

75. understands the standards by which success in their work is measured

This year, we would like to use the “Self-Evaluation” format when completing this form.

Please take a few minutes to:

aw) complete the attached form this week by making a brief, honest evaluation of yourself on the form in each of the areas listed and

ax) bring the completed form to Room One next week so we may discuss the evaluation and place a signed copy in your file in fulfillment of accreditation standards.

Many thanks.

dvf

Spanish-American Institute

STAFF EVALUATION FORM With Job Description  2017

	STAFFER'S NAME:
	Irina Zatulovski

	EVALUATION DATE:
	July  2017

	REPORT TO:
	Dante V. Ferraro, President

Paul Schiffman, Student Services Dean


This form describes staff performance standards and monitoring controls.  Together with Staff Job Descriptions, it allows each staff members to:

73. understand their duties and responsibilities

74. knows the person(s) to whom they should report and 

75. understands the standards by which success in their work is measured.
Since your job requires significant public contact, job performance (as summarized below) is evaluated by observing how your:

· Work Skills
· Interpersonal Skills and 

· Personal Characteristics
impact on your relations with students, faculty, and fellow staff members.  

Suggestions for change and improvement are made through daily dialogue with supervisory personnel, periodic staff meetings and memoranda.  Peer coaching is a heavily used training technique.

This form summarizes current observations

A. Work Skills 


   Satisfactory
         Needs Improvement
   Not Applicable

	Planning/organization
	
	
	

	Oral Communication
	
	
	

	Written Communication
	
	
	

	Use of Equipment
	
	
	

	Knowledge of Curriculum
	
	
	

	Familiarity With Procedures
	
	
	

	Other (specify)
	
	
	


B. INTERPERSONAL SKILLS

	Interaction with students
	
	
	

	Interaction with teachers
	
	
	

	Interaction with administrators
	
	
	

	Interaction with colleagues
	
	
	

	Interaction with public
	
	
	

	Other (specify)
	
	
	


C. PERSONAL CHARACTERISTICS

	Dependability
	
	
	

	Resourcefulness
	
	
	

	Attendance
	
	
	

	Punctuality
	
	
	

	Capacity for further development
	
	
	

	Other - Positive Nature
	
	
	


(continued  . . )

Spanish-American Institute

STAFF EVALUATION FORM With Job Description   2017
 for Irina Zatulovski      (...continuation)

COMMENDATIONS: exceptional areas of excellence

RECOMMENDATIONS:
areas requiring improvement

NOTE:    Please sign the evaluation report indicating that you have discussed and read the evaluation.  Your signature does not imply agreement with the evaluation.  If you wish to comment on it, you may do so .  Your comments will be attached to and filed with this evaluation.

97. I have received a Job Description Summary Form.

98. I understand my duties and responsibilities.

99. I know the person to whom I should report.

100. I understand the standards by which the success of my work is measured.

X__________________________________

X____________________________

Signature of Evaluator



Signature of Staff Member

Dante V. Ferraro, President



Irina Zatulovski
Date:   July 2017

Mission Statement

The Spanish-American Institute's mission is to provide effective English language skills training to individuals. 

Philosophy

The Institute believes that students are more likely to begin and to successfully complete English language training when English For Specific Purposes courses (i.e. courses in other areas that are premised on language learning while having other content are combined with ESL-Only courses,. 

Objectives

The Institute implements this philosophy through the establishment and maintenance of an effective faculty, the development of English For Specific Purposes business and computer courses as well as traditional ESL only courses, and the integration of a varied English as a Second Language course sequence.

The "Plus" courses of the ESL-Plus Course of Study have been reviewed within the context of English for Special Purposes (ESP) methodology and pedagogy.  The curriculum components for the ESP courses have goals, objectives, and student learning outcomes that are premised on language learning while having other content.

Spanish-American Institute

2017 STAFF EVALUATION FORM With Job Description for Irina Zatulovski (...continuation)

Job Description: SUPPORT STAFF

STUDENT-SERVICES ASSOCIATES & Faculty Student Services Associates
Student-Services Associates & Faculty Student Services Associates are supervised by the President, Dante V. Ferraro.  
Although the President retains primary supervisory responsibility for each, the President may delegate specific daily supervisory functions to specific Deans or specific Faculty Student-Services Associates or other administrative personnel or faculty members.  
Job descriptions for Faculty Student Services Associates and Student-Services Associates include responsibility to further the mission of the Institute by:
577. providing information to prospective students

578. assisting with enrollments

579. accurately maintaining records of student class, hour and program changes

580. providing clerical support to the faculty and administration

581. reviewing admissions files for completeness

582. collecting student retention and placement date

583. aiding in student transfer in and out activities

584. posting student tuition payments to individual student payment records

585. assisting in the orientation of new students

586. maintaining contact with students

587. providing new students with information on Institute policies, requirements and services

588. identifying and contacting students with poor attendance patterns

589. providing educational and personal advising and advice on good study habits

590. following up on student records

591. providing students with tuition payment receipts

592. checking teacher attendance sheets for completeness and timely submission

593. verifying teacher grade report forms for completeness and timely submission

594. reporting deficiencies in grade and attendance reports to the administration

595. preparing weekly student attendance and bi-monthly grade rosters

596. preparing and emailing student attendance and arrears letters

597. follow up receipt of transcripts

598. participating in the development and implementation of activities by all members of the Institute staff to assure ongoing student orientation provided including

ig) adjusting to the course of study, 

ih) pre-enrollment orientation,

ii) orientation after enrolling, 

ij) orientation initial period after starting classes, 

ik) ongoing mentoring and orientation activities, 

il) adjustment to surrounding culture and community, 

im) understanding immigration regulations and procedures, 

in) understanding health and safety issues, 

io) importance of medical insurance, 

ip) health and safety issues in and out of school. 

599. performing such other functions as the Board of Directors or the President may from time-to-time deem necessary to promote the well-being of the Institute and its students in the furtherance of the Institute’s mission

600. All Student-Services Associates & Faculty Student Services Associates assure that student admission eligibility requirements in the areas of documentation of prior education, information showing means of support for an academic term, I-20 copies, national identity document personal data page, etc. are included in each student's file. 
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