Vocabulary: A Jessamine County Adult Education Lexicon in Color
· Manila Folder – Folder generated in Orientation as student begins the assessment/enrollment process.

· Black Box – This is the “holding area” for manila folders for students who have not completed assessment.

· Work Log (the “yellow sheet”) – Form which is used to track ANY contact with the student (either in person or by phone or mail) by ANY staff member (instructor or advisor). The Work Log is a document created by JCAE specifically to track student contact and activity. Each side of the Log has six boxes, and each box has spaces to track date, time in, time out, staff initials, on-site hours, on-site activities, homework assignment, estimated homework hours, and actual homework hours. 

· Blue Folder – Folder created by the Academic Advisor after the student has completed initial assessment. All student folders are made of blue cardstock with 2 prongs on each side for holding documents (Left side: COPIES of all the following: enrollment form, TABE/CASAS results, and orange card; Right side: Work Log – as many copies as are needed)

· Orange Card – Pre-printed card with course offerings, center hours, and hours of assessment.

· Sign-In Sheet (white) – Generic sign-in with check-boxes to note if the sheet is used for a subject class, the learning center, assessment, etc. All students sign in when arriving for any service (information collected: time in, time out, name, and homework hours).

· Separation Form (the “blue sheet”) – Form used to track enrollment and progress testing, achievements (such as post-secondary enrollment), and total hours for the year.

Other Vocabulary

· Learning Center – Open area with tables, chairs, instructional materials, and at least one instructor available for “drop-in” instruction. The center is also used for advisor/advisee meetings.

· Labs (Math Labs, Language Labs) – Small classes in a room away from the Learning Center with one instructor to do small-group instruction or give one-on-one help in a specific subject.

· AERIN – Adult Education Reporting Information Network. This is the statewide database for Kentucky Adult Education programs.

