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Dear  Intensive Engl ish language student , 

Welcome to the M iddlebur y Inst i tute of Inter nat ional  Studies at  
M onter ey!  

This handbook was designed to help students dur ing their  studies in 
the Intensive Engl ish as a Second Language pr ogr am. I t  ser ves as a 
r esour ce to answer  student  quest ions r egar ding school, M onter ey, and 
dai ly l i fe. 

Outside of class, ther e ar e many exci t ing oppor tuni t ies and act ivi t ies 
in M onter ey and the sur r ounding ar eas, and we hope that  this 
handbook w i l l  help students make the most  of these oppor tuni t ies. 

This is the beginning of a gr eat  adventur e into the Engl ish language, 
and we hope this handbook enhances your  student  exper ience her e at  
our  pr ogr am. 

I f  you have quest ions that  cannot  be answer ed her e, you ar e welcome 
to come and talk  to the associate dir ector , one of the teacher s, a tutor , 
or  a staff  member  of the Student  Ser vices Off ice.   

Sincer ely, 

Roger s Walker  
Associate Director of Intensive English Programs 

W EL COM E L ET TER
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The M iddlebur y Inst i tute of 
Inter nat ional  Studies at  
M onter ey pr ovides inter nat ional  
pr ofessional educat ion in ar eas 
of cr i t ical  impor tance to a 
r apidly changing global 
community, including 
inter nat ional  pol icy and 
management , t r anslat ion and 
inter pr etat ion, language 
teaching, sustainable 
development , and 
non-pr ol i fer at ion. We pr epar e 
students fr om al l  over  the wor ld 
to make a meaningful  impact  in 
their  chosen f ields thr ough 
degr ee pr ogr ams char acter ized 
by immer sive and col labor at ive 
lear ning, and oppor tuni t ies to 
acquir e and apply pr act ical  
pr ofessional sk i l ls. Our  students 
ar e emer ging leader s capable of 
br idging cul tur al , 
or ganizat ional , and language 
divides to pr oduce sustainable, 
equitable solut ions to a var iety 
of global chal lenges. 

Ou r  m i ssi on  at  t h e I n t en si ve 
En g l i sh  Pr og r am s i s t o  cr eat e 
an  i n n ovat i ve l ear n i n g  
en vi r on m en t  wh er e st u d en t s 
wor k  co l l ab or at i vel y on  
m ean i n g f u l  t ask s. B u i l d i n g  
acad em i c, i n t er cu l t u r al  an d  
l an g u ag e sk i l l s, st u d en t s 
g ai n  t h e k n ow l ed g e, l ear n i n g  
st r at eg i es an d  con f i d en ce 
n ecessar y t o  ach i eve t h ei r  
own  g oal s i n  t h e c l assr oom  
an d  b eyon d . 
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- To impr ove each lear ner ?s abi l i t y to 
use Engl ish effect ively by developing 
both f luency and accur acy in ver bal  
and wr i t ten communicat ion. 

- To make avai lable to each lear ner  
oppor tuni t ies to engage in meaningful  
communicat ion in Engl ish w ithin the 
classr oom, on campus, and in the local  
and inter nat ional  community. 

- To assess each student?s 
language-lear ning needs, st r engths, 
and development , and to wor k 
together  to faci l i t ate pr ogr ess towar d 
per sonal, academic, and pr ofessional 
goals. 

- To foster  in each lear ner  an awar eness 
of individual language lear ning 
st r engths, weaknesses, and st r ategies, 
and to encour age the development  of 
individual autonomy in the lear ning 
pr ocess. 

- To cr eate an envir onment  wher e al l  
students, facul t y, and staff  wor k 
together  to incr ease each other 's 
under standing of and sensi t ivi t y to 
other  cul tur es. 

- To nur tur e an atmospher e wher e 
students feel  suff icient ly secur e, 
suppor ted, and confident  to embr ace 
chal lenges, r ef lect  on their  lear ning 
and exper iences, and apply lear ning 
for  per sonal gr ow th. 

- To int r oduce lear ner s to the for mal 
and infor mal expectat ions of Amer ican 
educat ion and cul tur e. 

- To encour age col labor at ive and 
innovat ive lear ning and leader ship in 
students, facul t y, and staff  al ike. 

- To cr eate and cont inuously maintain 
an innovat ive, r ef lect ive, and 
pr ofessional ly r esponsible model of 
second language inst r uct ion in which 
facul t y, staff , and teacher s-in-t r aining 
col labor ate to maximize student  
achievement  whi le cont r ibut ing to 
per sonal, pr ofessional, and pr ogr am 
development . 

M I SSI ON PROGRAM  
GOAL S



Winter 2019 10 weeks 

New Student Orientation January 3-4

Classes Begin January 4

Martin Luther King, Jr. Holiday January 21

Classes End March 15

Commencement Ceremony March 15

Spring 2019 10 weeks

New Student Orientation March 28-29

Classes Begin March 29

Memorial Day Holiday May 27

Classes End June 7

Commencement Ceremony June 7

Summer 2019 8 weeks 

New Student Orientation June 17-18

Classes Begin June 18

Independence Day Holiday July 4 

Classes End August 9

Commencement Ceremony August 9

Fal l  2019 10 weeks 

New Student Orientation September 3

Classes Begin September 4

Columbus Day Holiday October 14

Classes End November 15

Commencement Ceremony November 15

2 0 1 9
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SCH OOL  OFFI CE L OCATI ON

Kinnoul l  H ouse 

462 Van Bur en St r eet  

M onter ey, CA 93940 

H OU RS

M onday ? Fr iday: 9:00 a.m. ? 5:00 p.m. 

The off ice is closed on M iddlebur y Inst i tute of Inter nat ional  Studies 

hol idays. 

OFFI CE N U M B ER

(831) 647-4115 

FAX N U M B ER

(831) 647-3534 

EM AI L  AD D RESS

languages@miis.edu 

H OM EPAGE

go.mi is.edu/esl  

SOCI AL  M ED I A

Faceb ook : facebook.com/miis.iesl 

Tw i t t er : tw i t ter.com/LanguagesatM I IS 

I n st ag r am : languagesatmonter ey

GEN ERAL  
CON TACT 
I N F ORM ATI ON
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http://languages@miis.edu
http://go.miis.edu/esl
http://facebook.com/miis.iesl
http://facebook.com/miis.iesl
http://twitter.com/LanguagesatMIIS
http://twitter.com/LanguagesatMIIS
http://twitter.com/LanguagesatMIIS


Assi st an t  D ean  f or   L an g u ag e 
an d  Pr of essi on al  Pr og r am s

STAF F  AN D  FACU LTY

Pat r icia Szasz

pszasz@miis.edu

(831) 647-3501 

Associ at e D i r ect or  o f  
I n t en si ve En g l i sh  Pr og r am

Roger s Walker

r oger sw@miis.edu

(831) 647-4186 

M ar k et i n g  an d  Ad m i ssi on s 
M an g er  f or  L an g u ag e an d  
Pr of essi on al  Pr og r am s

Op er at i on s M an g er  f or  
L an g u ag e an d  Pr of essi on al  
Pr og r am s

Rachel M ur adyan

r vidmar @miis.edu

(831) 647-6532 

Pr isci l la Lor enzo

plor enzo@miis.edu

(831) 647-4666

L ead  I n st r u ct or

Jul ie Kr olak 

jkr olak@miis.edu

(831) 647-4664
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Students ar e welcome to use the 
Resour ce Center  dur ing nor mal school 
hour s for  per sonal and academic 
r easons, as long as i t  is not  needed for  
use by a class. Students do not  need 
to sign up to use these computer s, and 
can save their  student  wor k on them. 
H owever , at  the end of ever y session, 
al l  student  and classr oom wor k w i l l  be 
deleted. 

We ask that  students do not  change 
the bookmar k or  navigat ion set t ings 
on Safar i . Please visi t  the bookmar ks 
to check out  local  places to visi t  in 
M onter ey and other  Engl ish Language 
Lear ning websites. 

OFFI CES 

The off ices of the Associate Dir ector , 
inst r uctor s, and tutor s ar e ar e on the 
second f loor  of the Kinnoul l  H ouse. 
Addit ional ly, the Br eak Room and 
Teacher ?s M eet ing Room ar e also 
located upstair s.   

CL ASSROOM S 

Classes ar e located on the f i r st  f loor  of 
the K i n n ou l l  H ou se. Ther e ar e four  
classr ooms. 

TH E I N STRU CTI ON AL  
L AB /RESOU RCE CEN TER  

Th e Resou r ce Cen t er  includes our  
I n st r u ct i on al  L ab  that  is located on 
the f i r st  f loor  of Kinnoul l , and i t  has 
four  iM ACs avai lable for  classr oom 
and student  use. The Resour ce Center  
houses books that  ar e avai lable for  
students to check out . Books include 
Engl ish language lear ning books, 
pleasur e r eading books, and 
magazines. The Resour ce Center  is 
open dur ing nor mal school hour s for  
student  use. 

I f  a student  would l ike to lear n about  
t i t les avai lable, they can look thr ough 
the l ibr ar y or  use the ?ESL L ibr ar y? 
computer  pr ogr am instal led on the 
iM ac w ith a sign on i t . This pr ogr am is 
an elect r onic l ist  of al l  books in the 
ESL l ibr ar y. Students may use i t  to 
f ind t i t les and see i f  a book is 
avai lable.

I f  a student  would l ike to check out  a 
book, ther e ar e dir ect ions next  to the 
computer  on how to use the pr ogr am. 
Teacher s w i l l  also t r ain their  students 
on how to use this pr ogr am. Students 
ar e welcome to keep books for  as long 
as they need, but  they need to r etur n 
al l  books befor e the end of ever y 
session.

I . FACI L I T I ES

http://www.delicious.com/miisiesl


The IESL pr ogr am also offer s ongoing 
or ientat ion w ith wor kshops held 
thr oughout  the semester. These 
wor kshops ar e mandator y, and 
students  must  at tend. These 
wor kshops ar e held after  classes at  
least  once a month for  one to two 
hour s. Topics include housing, cul tur e 
shock, study sk i l ls, heal th and 
wel lness, and other  needs indicated by 
students. 

Al l  useful  infor mat ion and mater ials 
fr om or ientat ion t r ainings and 
wor kshops ar e added to the IESL 
Canvas si te. M or e infor mat ion on 
Canvas can be found in the upcoming 
sect ion: ?D. Computer s and Wir eless 
N etwor k?. 

PL ACEM EN T 

Pl acem en t  Pr oced u r es 

Students ar e placed into their  
appr opr iate levels over  the cour se of 
the two-day or ientat ion. Students 
par t icipate in an or al  inter view  
designed to assess basic l istening and 
speaking sk i l ls. Another  speaking and 
l istening test  takes place after  the 
ini t ial  or al  inter view. They then take a 
standar dized mult iple-choice test  
designed to assess gr ammat ical  
competence, l istening, and basic 
r eading compr ehension sk i l ls. Final ly, 
students also take a Wr i t ing Test .

ORI EN TATI ON  

Students spend the f i r st  two days of 
the pr ogr am par t icipat ing in an 
or ientat ion for  new  students. Once 
classes begin, new  and cont inuing 
students ar e no longer  separ ated. 
Students w i l l  be pr ovided br eakfast  
and lunch on the f i r st  day of 
or ientat ion, so ther e is no need for  
students to br ing their  own food. 

The or ientat ion aims to achieve the 
fol low ing: 

- Int r oduce new students to other  
new students, teacher s, and 
staff. 

- Famil iar ize students w ith the 
M I IS campus and gener al  
faci l i t ies. 

- Give students necessar y 
mater ials for  classes and l i fe in 
M onter ey. 

- Place students in the appr opr iate 
level  for  classes. 

- Answer  student  quest ions about  
student  health insur ance and 
r egist r at ion fees. 

- Pr ovide students w ith wor kshops 
on lear ner  t r aining to help them 
under stand IESL cour ses offer ed 
her e.

- Explain academic expectat ions, 
ext r acur r icular  act ivi t ies, and 
student  r esour ces l ike tutor ing. 

- Connect  students to the M I IS 
networ k, w ir eless inter net , and 
emai l  system. 

I I . ACAD EM I C I N F ORM ATI ON
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student  should submit  the for m to the 
Associate Dir ector. The student  should 
also schedule a t ime to speak w ith the 
Associate Dir ector  about  the level  
placement . Upon r eceiving the signed 
Level Dispute For m, the Associate 
dir ector  w i l l  r eview  the student?s 
placement  test  and diagnost ic test  
r esul t s. The Associate Dir ector  w i l l  also 
consult  w i th the student?s teacher s about  
the student?s per for mance in class. I f  the 
Associate Dir ector  concludes that  ther e is 
suff icient  uncer tainty about  the student?s 
appr opr iate placement , then the student  
may be per mit ted to take a Chal lenge 
Test . The Chal lenge test  is a cumulat ive 
assessment  of the SLOs for  a par t icular  
class and level . I f  the student  scor es 80 % 
or  bet ter  on the chal lenge test , he/she 
w i l l  be moved to the next  highest  level  in 
the cur r iculum.   

En d  of  Sessi on  Gr ad e D i sp u t e  
Students ar e only per mit ted to dispute 
the accur acy of their  f inal  gr ades; they 
ar e not  per mit ted to dispute the val idi t y 
of the level  pr omot ion decision i t sel f. I f  a 
student  bel ieves that  ther e was a mistake 
w ith the f inal  gr ade, then the student  
should not i fy the Associate Dir ector  in 
w r i t ing and explain the natur e of the 
potent ial  mistake. The Associate Dir ector  
w i l l  r eview  the r elevant  data and make a 
decision about  whether  to maintain the 
exist ing gr ade or  change the gr ade. 

The deadl ine to submit  the Level Dispute 
For m is f ive days after  the star t  of 
classes. 

For mal Level Dispute? for m is avai lable in 
har dcopy in the associate dir ector ?s 
off ice, or  by pr int ing the page (at tached 
at  the end of the handbook). (Class 
changes may only be pr ocessed dur ing 
the second week of the pr ogr am.)

For m al  D i sp u t e Pr ocess

L evel  D i sp u t e Pol i cy  In addit ion to 
the ini t ial  placement  test , al l  students 
in the IESL pr ogr am take diagnost ic 
tests in each class at  the beginning of 
each session. I f  a student  per for ms wel l  
on the diagnost ic tests for  a class, the 
student  may be consider ed for  
placement  in the next  highest  level  of 
the pr ogr am. In or der  to be el igible to 
be consider ed for  placement  in a 
higher  level , the student  should 
achieve 80% on the diagnost ic tests for  
the class. In addit ion, the fol low ing 
condit ions apply:  

- The student  cannot  be placed in a 
level  that  is mor e than one level  
higher  or  lower  than any other  
class he/she is tak ing 

- The student  cannot  be placed in a 
Wr i t ing and Gr ammar  or  Or al  
Communicat ion class that  is 
higher  than the student?s Reading 
and Vocabular y class.  

I f  a student  meets these cr i ter ia and 
w ishes to move to the next  level , he/she 
should speak w ith the teacher  of the 
class. I f  the teacher  agr ees that  the 
student  should move up, then the 
teacher  w i l l  discuss this idea w ith the 
lead teacher s. I f  the lead teacher s 
agr ee that  the student  should move up, 
then they w i l l  make this 
r ecommendat ion to the Associate 
Dir ector , and the Associate Dir ector  
w i l l  decide whether  to move the 
student  to the next  level . H owever , i f  
the teacher  does not  bel ieve the 
student  should move up and the 
student  st i l l  w ishes to dispute this 
r ecommendat ion, the student  should 
ask the teacher  for  the Level Dispute 
For m. The student  should f i l l  out  the 
Level Dispute For m and give the for m 
to the teacher  to sign, and then the 



in ter ms of mater ial  missed and the 
col lect ion of needs assessment  data. 
The student  is assessed in the same 
way as other  students, having ear ly 
assignments modif ied or  excused, w ith 
the missed sk i l ls or  lessons cover ed 
thr ough r emediat ion, possibly w ith a 
tutor. 

2. A new student  is placed into an 
incor r ect  level  dur ing placement  
test ing, and needs to be moved into a 
cour se that  is ei ther  at  a lower  or  a 
higher  level . Dur ing the f i r st  couple of 
days of the cor e classes, teacher s w i l l  
administer  a diagnost ic test  to 
students to gather  fur ther  evidence 
about  their  sk i l l  level  in r elat ion to the 
lear ning outcomes for  the speci f ic 
class.   Teacher s then meet  to discuss 
al l  placement  decisions after  each of 
these sessions. After  r eview ing the 
r esul t s of the diagnost ic tests, the 
teacher  of a cour se can make the 
r ecommendat ion that  a student  needs 
to be placed in a higher  or  lower  level  
of a par t icular  class. This pr oposal w i l l  
be r eviewed by a commit tee that  
includes the two Lead Teacher s, and 
the Associate Dir ector. This commit tee 
w i l l  r eview  al l  r elevant  assessment  
evidence and make a deter minat ion 
about  the appr opr iate level  placement  
for  the student . The same pr ocess is 
fol lowed i f  a student  chooses to 
dispute his/her  level  placement  
thr ough the for mal level  dispute 
pr ocess. I f  i t  is decided that  the 
student  does need to move into a 
di f fer ent  (exist ing) class, simi lar  steps 
as descr ibed above ar e taken to 
integr ate him/her  into that  class. 
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L at e Ar r i val  Pol i cy

Students who need to star t  a session 
late must  communicate to the 
Intensive Engl ish Pr ogr am staff  
infor mat ion about  their  ar r ival  date. I f  
a student  does not  at tend or ientat ion 
and does not  contact  the IESL staff  to 
communicate his/her  ar r ival  plans, 
the student  w i l l  not  be al lowed to 
at tend the session. Inter nat ional  
Student  and Scholar  Ser vices (ISSS) 
w i l l  be not i f ied, and the Inter nat ional  
Student  Advisor  w i l l  take the 
appr opr iate act ion r egar ding the 
student?s non-immigr ant  status. 

I f  a student  does communicate plans 
to ar r ive late to a session, the student  
must  ar r ive and be pr esent  in al l  
classes befor e missing mor e that  20 
per cent  of the pr ogr am. The student  
w i l l  be counted as ?absent? for  al l  
days missed due to late ar r ival , 
r egar dless of the r eason for  the late 
ar r ival . 

Gu i d el i n es an d  Pr oced u r es f or  
St u d en t s B ei n g  Ad m i t t ed  i n t o  
Exi st i n g  Cl asses 

Students ar e gener al ly only admit ted 
into exist ing classes for  one of two 
r easons:

1. The student  ar r ives late 
(post -or ientat ion, up to two weeks) 
due to extenuat ing cir cumstances 
w ith visa acquisi t ion, etc. In this case, 
the student  r emains out  of class for  
one ful l  day and is or iented into the 
pr ogr am by pr ogr am staff  and facul t y. 
The inst r uctor s then integr ate the 
student  into their  classes by whatever  
ways they deem f i t , gener al ly by 
meet ing w ith the student  dur ing 
off ice hour s to ?catch him/her  up? in    



essays, whi le the upper  levels focus 
mor e on wr i t ing r esear ch paper s and 
using outside sour ces in their  w r i t ing. 
At  al l  levels, students ar e taught  how 
to w r i te cohesively and coher ent ly 
using an Amer ican academic style of 
w r i t ing. Gr ammar  is also cover ed at  
al l  levels w ith an emphasis on lear ning 
the gr ammar  for  the sake of using i t  to 
communicate mor e accur ately. In 
addit ion, students lear n the pr ocess of 
w r i t ing fr om br ainstor ming to w r i t ing 
to edi t ing. Students w r i te mult iple 
dr afts and r eceive feedback on their  
w r i t ing fr om their  teacher  so that  they 
can cont inual ly impr ove. Students also 
exchange their  w r i t ing w ith their  
peer s in or der  to give and r eceive 
feedback. In this way, students 
develop autonomy and sk i l ls in 
ident i fying good and bad wr i t ing so 
that  they can bet ter  analyze their  own 
wr i t ing when they use Engl ish later  in 
l i fe. 

Or al  Com m u n i cat i on  

Students lear n useful  language for  
both for mal and infor mal set t ings, as 
wel l  as valuable communicat ion 
st r ategies. Students incr ease their  
vocabular y by studying a w ide r ange 
of themes. Class act ivi t ies may include 
r ole playing, act ing out  dialogues, 
watching video cl ips, l istening to guest  
speaker s, par t icipat ing in discussions, 
giving pr esentat ions, doing inter views, 
and making audio and video 
r ecor dings. Special  emphasis is placed 
on inter act ing outside the classr oom 
w ith f luent  speaker s of Engl ish. 
Speci f ic object ives for  al l  levels ar e 
dr awn fr om the Or al  Communicat ion 
Student  Lear ning Outcomes 
ar t iculat ion document , w i th higher  
levels tar get ing sk i l ls needed for  
academic and pr ofessional goals. 

CL ASSES

All  ful l -t ime IESL students at tend 21 
hour s of inst r uct ion per  week, 
composed of thr ee cor e classes 
(Reading &  Vocabular y, Wr i t ing &  
Gr ammar , and Or al  Communicat ion) 
and one content  cour se. 

Read i n g  &  Vocab u l ar y 

In this cour se, students expand 
their  vocabular y by studying how 
di f fer ent  wor ds ar e for med and 
developing st r ategies for  
under standing new wor ds. As 
students r ead di f fer ent  texts, they 
impr ove their  r eading sk i l ls by 
focusing on var ious r eading 
st r ategies. Students r ead 
intensively, w i th a focus on 
under standing the ent i r e text , and 
r ead a longer  text  extensively, w i th 
a focus on bui lding f luency and 
speed. Class act ivi t ies may involve 
discussions, w r i t ing jour nals, doing 
r eading scavenger  hunts, cr eat ing 
diagr ams and char ts to inter pr et  
texts and other  inter act ive and 
engaging act ivi t ies. Special  
emphasis is placed on using 
authent ic texts when appr opr iate, 
and developing an under standing of 
Amer ican academic and cul tur al  
nor ms. Speci f ic object ives for  each 
level  ar e dr awn fr om the Reading 
and Vocabular y Student  Lear ning 
Outcomes ar t iculat ion document . 

Wr i t i n g  &  Gr am m ar  

This class focuses on developing 
wr i t ing sk i l ls and gr ammar  
know ledge and applying that  
know ledge to one?s wr i t ing. 

For  the lower  levels, students lear n 
how to w r i te complete sentences 
and par agr aphs. In the middle 
levels, classes focus on wr i t ing 
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Con t en t  Cou r ses 

Content  cour ses combine r elevant  
subject  mat ter  w ith integr ated 
language sk i l ls and cr i t ical  think ing. A 
di f fer ent  content  cour se is offer ed 
each session, such as Inter cul tur al  
Communicat ion, Car eer  Explor at ion, 
Amer ican Cultur e &  Pol i t ics, or  M edia 
&  Digi tal  L i ter acy. TOEFL Pr epar at ion 
is offer ed ever y session, and is open to 
students who test  into level  4 for  at  
least  one cor e cour se. 

On the next  page, you w i l l  f ind sample 
calendar s show ing the typical  21-hour  
week academic year  schedule and the 
typical  23.5-hour  summer  schedule. 

Students ar e el igible to take the 
TOEFL pr epar at ion class only once 
dur ing their  t ime in the pr ogr am. I t  is 
r ecommended that  students wait  to 
take this cour se unt i l  the later  stages 
of their  t ime in the pr ogr am. Students 
must  be in level  3 cour ses in or der  to 
be able to at tend the TOEFL class.

Gu i d el i n es an d  Pr oced u r es f or  
Com b i n i n g  L evel s i n  a Si n g l e Cou r se 

Because our  pr ogr am usual ly enr ol ls 
enough students to accommodate 
thr ee to four  sect ions of each of the 
cor e classes (Reading &  Vocabular y, 
Wr i t ing &  Gr ammar , and Or al  
Communicat ion), students at  di f fer ent  
levels ar e usual ly combined into 
classes, such that  students in cer tain 
r anges of levels (e.g., 1-2, 4-5, etc.) 
ar e gr ouped together. 

Addit ional ly, students at tend one 
content  cour se each session. Students 
between levels 1 and 3 in r elevant  
sk i l ls ar e typical ly pr esented w ith a 
di f fer ent  set  of opt ions than students 
between levels 4 and 7 in the same 
ski l ls, such that  ther e is a set  of 
?lower -level? content  cour ses and a 
set  of ?higher -level? content  cour ses. 
Within those cour ses, levels ar e mixed 
and students given a chance to 
inter act  w ith a w ider  r ange of their  
peer s. 

Because a combinat ion of 
levels/cour ses is nor mal in our  
pr ogr am, the inst r uctor  takes this 
combinat ion into account  fr om the 
ear l iest  stages of syl labus design. 

M ethods to addr ess the needs of 
students at  var ying levels in a single 
class include the use of l istening and 
r eading passages at  two di f fer ent  
levels of di f f icul t y or  w ith var ying 
levels of suppor t ; di f fer ent  r ubr ics for  
assessing pr ojects, pr esentat ions, 
paper s, etc.; and st r ategic pair ing 
(homogeneous vs. heter ogeneous) 
depending on the assignment  or  
act ivi t y in quest ion. In other  wor ds, 
the di f fer ent  Student  Lear ning 
Object ives for  the di f fer ent  levels ar e 
st i l l  addr essed. 
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Typical Academ ic Year  Schedule

Monday Tuesday Wednesday Thursday Friday

9 AM

10 AM

11 AM

12 PM

1 PM

2 PM

3 PM

Typical Sum m er  Schedule

Reading and 
Vocabulary 

9:00-10:20 AM

Reading and 
Vocabulary 

9:00-10:20 AM

Reading and 
Vocabulary 

9:00-10:20 AM

Oral
Communication
1:00-2:20 PM

Oral
Communication
1:00-2:20 PM

Oral
Communication
1:00-2:20 PM

Oral
Communication
1:00-2:20 PM

TOEFL Prep or 
Content Course
2:30-3:30 PM

TOEFL Prep or 
Content Course
2:30-3:30 PM

TOEFL Prep or 
Content Course
2:30-3:30 PM

TOEFL Prep or 
Content Course
2:30-3:30 PM

Monday Tuesday Wednesday Thursday Friday

9 AM

10 AM

11 AM

12 PM

1 PM

2 PM

3 PM

Writing and 
Grammar

10:30-11:50 AM

Writing and 
Grammar

9:00-11:10 AM

Writing and 
Grammar

9:00-11:10 AM

Writing and 
Grammar

9:00-11:10 AM

Reading and 
Vocabulary 

9:00-11:30 AM

Reading and 
Vocabulary 

9:00-11:30 AM

Oral
Communication
12:30-2:10 PM

Oral
Communication
12:30-2:10 PM

Oral
Communication
12:30-2:10 PM

Oral
Communication
12:30-2:10 PM

TOEFL Prep or 
Content Course
2:20-3:35 PM

TOEFL Prep or 
Content Course
2:20-3:35 PM

TOEFL Prep or 
Content Course
2:20-3:35 PM

TOEFL Prep or 
Content Course
2:20-3:35 PM

Workshop

Writing and 
Grammar

10:30-11:50 AM

Writing and 
Grammar

10:30-11:50 AM

Writing and 
Grammar

10:30-11:50 AM
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St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  

 Level  1 

 Goals: The Goal of this course is to help students develop the faculty   to describe their everyday 
lives, including their experiences and preferences. 

Academic 
Domain :  Students will be able to do the following: 

Content  and 
Genre and 
Formatt ing 

1. When given time, can write at least 12 sentences all about one topic. 
2. Can write about everyday situations, descriptions, present habits and facts, 

and   l ikes and dislikes. 
3. Can indent a paragraph. 
4. Can compose a paragraph with the topic sentence provided for them. 

Academic 
Literacy Skil ls 

1. Can effectively communicate through email to make a request using (can or 
could) and to ask a simple question. 

2. Understands the dif ferences between brainstorming, outlining, editing, and 
revising. 

Sentence 
Structure  

1. Can write simple and compound sentences using correct capitalization and 
basic punctuation. 

Writ ing 
Fluency

1. Can write at least 10-12 sentences in 30 minutes about topics that they are   
familiar with using the grammatical structures that they were taught and with   
having time to prepare 

Vocabulary 1. Can write using the top 1,000 frequently used words accurately. 

 Grammar 

1. Can use the present simple tense to describe habits and personal facts. 
2. Can use the present progressive to describe actions and events happening at 

the   moment  
3. Can use simple future to describe future events and intentions 
4. Can use the past tense to describe past actions and events. 
5. Can use adjectives to describe a person, place, or thing 
6. Can use adverbs of frequency, degree, and manner. 
7. Can use singular and plural nouns accurately 
8. Can express possession 
9. Can use subject and object pronouns accurately 
10.Can use there is/ there are to express the existence of something 
11.Can use modals of ability, advice, and necessity 
12.Can use inf init ives to express likes/dislikes and desires.  



St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  

 STUDEN T H AN DBOOK | 16

 Level  2 

 Goals: The goal of this course is to help students develop the ability   to write paragraphs evaluating 
and applying information such as comparing/contrasting, predicting the future, or giving reasons for a 
decision or preference. 

Academic 
Domain: 

 Students will be able to do the following: 

Content  and 
Genre and 
Formatt ing 

1. When given time students can write a paragraph of at least 15 sentences on a 
topic that they are familiar with. 

2. Student can analyze the features of a genre selected by the teacher using 
model texts, l ike a sample paragraph. 

Academic 
Literacy Skil ls 

1. Can brainstorm, outline, and edit based on feedback. 
2. Can communicate effectively by email with a teacher asking basic questions 

about assignments and requests to meet. 

Sentence 
Structure  

1. Can use transition words to add cohesion. 
2. Can write using simple, compound, and complex sentences. 

Writ ing 
Fluency 

1. Can write at least 12 to 15 sentences in 30 minutes. Topics are related to   
personal experiences and likes and dislikes 

2. Demonstrates progress in terms of the number of sentences and 
complexity/accuracy words/characters written in each writ ing f luency activity 
during the session. 

Vocabulary 1. 1. Can use words from the top 2,000 frequently used words list accurately 

Grammar 

1. Can use the simple present to express habits and facts 
2. Can distinguish between when to use present simple and present progressive,   

including stative versus. active verbs 
3. Can use the simple past tense to express past events from their l ives 
4. Can use modals such as will, might, may, be going to, ability, requests,, 

necessity 
5. Can use basic gerunds and inf init ives to express likes/dislikes, stop/start, and   

hopes/plans for the future 
6. Can use comparatives and superlatives to compare one or more things, people,   

places, events, and actions 
7. Can use a, an, and the accurately to describe concrete people, places, and 

things NOT under a timed condition 
8. Can use quantif iers to express the amount of something 
9. Can use there is/are, there was/were, and there will be/won?t be 
10.Can use future tense, including will, might, may, be going to along with   

adverbs of probability, including probably, maybe, and perhaps. 



St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  
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 Level  3 

 Goals: The goal of this course is to write a multiple paragraph text about personal experiences and 
opinions. Students will be able to analyze and evaluate information based on personal experience. 

Academic 
Domain: Students will be able to do the following: 

Content  and 
Genre and 
Formatt ing 

1. Can write a multi-paragraph essay (with basic intro and conclusion of at least 
1.5 pages) expressing their personal opinion on various topics, using personal 
experience and general knowledge as support. 

2. Can appropriately use patterns of cause/effect, comparison/contrast, 
descriptive, process, and/or narrative language to support opinion 

3. Can analyze the features of a genre selected by the teacher using a model texts   
and incorporate features of that genre in their own writ ing 

4. Can digitally format a formal essay with appropriate indentation, t it le, margins,   
double- spacing, and font size 

Academic 
Literacy 
Skil ls 

1. Can effectively communicate through email with a teacher and can 
communicate with strangers  

2. Can brainstorm and develop an outline that can then lead to a f irst draft 

Sentence 
Structure  

1. Can use punctuation necessary for the clause combination listed in the 
grammar section 

2. Can combine clauses using coordinating and subordinating conjunctions 

Writ ing 
Fluency 

1. Can build to writ ing at least one page 350 words journal entries in 30 minutes 
on topics related to personal experiences and feelings. 

2. Demonstrates progress in terms of the number of sentences and 
complexity/accuracy written in each writ ing f luency activity during the session. 

Vocabulary 

1. Can use appropriate word forms and transform parts of speech of common 
head words 

2. Able to research appropriate collocations for vocabulary words and use them in   
their writ ing 

3. First 2,000 from general service list and teacher selected words from f irst AWL   
sublist 



St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  
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Level  3 (Cont inued) 

Grammar 

1. Can use simple past and past progressive including in adverbial clauses with 
when, while, after, before, once, and until. 

2. Can begin to use the present perfect, but l ikely will only use it with ?since/ for?, 
?not yet?, ?ever? 

3. Can use coordinating conjunctions (FANBOYS) in compound sentences and   
subordinating conjunctions (when, while, because, if ) in adverbial clauses 

4. Can form sentences with conjunctive adverbs/ transitions such as however, 
therefore 

5. Can combine clauses with subject and object relative clauses, but do not learn   
restrictive/non-restrictive 

6. Can use the passive voice 
7. Can use ?used to? 
8. Can use real conditionals 
9. Models of necessity, certainty, obligation, advice 
10.Can use articles 
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St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  

Level  4
Goals: The goal of this course is to write a multiple paragraph text about non-personal experiences 
and opinions. Students will be able to use text to express patterns that they observe in information 
and behaviors in society. 

Academic 
Domain: 

 Students will be able to do the following: 

Content  and 
Genre and 
Formatt ing 

1. Can write a well-developed essay expressing their personal opinion on various   
topics of at least 2 pages, moving away from personal (e.g. why did you 
struggle in a class) to abstract topics  (e.g. why do people get into motor 
vehicle accidents, why do people drop out of school). 

2. Can produce patterns of cause/effect, comparison/contrast, descriptive, 
problem solution, persuasion, classif ication, process, or narrative language to 
support opinion. 

3. Can analyze the features of a genre selected by the teacher using a model texts   
and incorporate features of that genre in their own writ ing (e.g. letter to the 
editor) 

4. Can maintain coherence and cohesion using a wider range of cohesive devices   
beyond ?f irst, second, third?, ("another reason," "in addition to? mentioned in 
paragraph? "   

5. Can format an email 
6. Can digitally format a formal essay with appropriate indentation, t it le, margins,   

double-spacing, and font size 

Academic 
Literacy 
Skil ls

1. Can develop an outline and thesis that can guide a small amount of research 
(2-3 articles) 

2. Can correct teacher identif ied word form errors and grammar errors based on 
what has been covered. 

3. Can revise organization of a paper based peer feedback. 
4. Can provide evidence of self-revision based on two or three types of errors 

that the student has identif ied (with teacher help) as being recurring 

Sentence 
Structure  

1. Cohesion and coherence is attended to, though it may stil l rely on sentence 
connectors rather than old-new f low. 

2. Can combine clauses with coordinating and subordinating conjunctions 

Writ ing 
Fluency 

1. Can build to writ ing at least two pages (500 words) in 40 minutes about 
abstract topics without sources 

2. Demonstrates progress in terms of the complexity and accuracy written in each 
writ ing f luency activity during the session. 



St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  
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Level  4 (Cont inued) 

Vocabulary 

1. Can use appropriate AWL sublist 1-5 for writ ing topics. 
2. Can begin to shif t from more informal phrasing such as replacing phrasal verbs   

with single word verbs (go up ?  increase) and words like ?a lot? with more 
complex quantif iers. First 2,000 from general service list and teacher selected 
words from f irst AWL sublist 

Grammar 

1. Can use the present perfect and present perfect progressive when discussing 
past   events that are relevant to the present, when discussing recent change, 
and when reporting on f indings. 

2. Can use the past perfect and past perfect progressive. 
3. Can combine clauses using all connector types 
4. Can maintain parallel structure 
5. Can produce more complex adverbial clauses "(e.g., "Everytime I go here," "by 

the time I go here," "although," "so that," "in order to,") and adverbial phrases 
(e.g., "because of," "due to," "as a result of") 

6. Can form sentences with adverbial conjunctions (e.g. nevertheless, 
consequently) 

7. Can use restrictive/non-restrictive relative clauses.  
8. Can use the unreal conditional. 
9. Can use perfect modals (e.g. should have done). 



Gr am m ar  an d  Wr i t i n g  St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  

21 | STUDEN T H AN DBOOK 

Levels 5, 6, & 7 

Goals: The goal of this course is to provide students with the skil ls   necessary to draft an academic 
essay and begin to understand the academic cultural norms related to the process for composing an 
academic text. The   course also aims to help students establish the autonomy and metacognitive   
skil ls to monitor their own learning, seek help when needed, and express their personal worldview. 

Academic 
Domain: 

Students will be able to do the following: 

Content  and 
Genre and 
Formatt ing 

1. Can compose a typed academic essay of at least 4 pages that synthesizes and 
responds to information from at least two textual sources 

2. Can analyze the features of academic and non-academic genres selected by 
the teacher using exemplary student and professional texts and compose a 
similar version using the essential features of the genre that were identif ied in 
class. Example genres include opinion essays, research essays, journal articles, 
and disciplinary content articles in the popular press. 

3. Can maintain cohesion through a variety of devices (e.g. connectors (however, 
because), lexical, chains, guiding   language, pronouns, demonstrative 
adjectives/pronoun, old-new sentence   structure.) 

4. Can digitally format a formal research paper   with appropriate indentation, 
t it le, margins, double- spacing, font size, and APA citations and references. 

Academic 
Literacy 
Skil ls 

  

1. Can use text to make requests using high register and politeness 
2. Can successfully engage in the writ ing process including brainstorming, 

drafting, peer feedback and successful incorporation of teacher and peer 
feedback into texts. 

3. Can review own texts for common errors, locate errors and make corrections 
4. Can synthesize information from two or more texts and use texts to support an 

opinion 

Text  
Standards 

1. Can use punctuation appropriately when required for clausal breaks and 
introductory phrases. 

2. Can appropriately format a formal email using appropriate high register to 
communicate with a person in a position of authority 

3. Can begin to use hedging devices to moderate certainty of claims (e.g might, 
could, l ikely, potentially) 

Writ ing 
Fluency 

1. Can build to writ ing at least two pages of text (600 words) in 40 minutes on a 
more academic, complex topic 



Gr am m ar  an d  Wr i t i n g  St u d en t  L ear n i n g  Ou t com es 

( f or  St u d en t  Ref er en ce)  
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Level  5, 6, & 7 (Cont inued) 

Vocabulary 

1. Can use vocabulary appropriate for register, including a variety of AWL 
lexemes, including the ability to transform common academic headwords into 
their appropriate parts of speech. 

2. Can use a variety of more advanced signal words, including conjunctive 
adverbs, for essays 

3. Can use academic writ ing collocations (e.g. an increase in) 
4. Can use appropriate academic register, including decrease in phrasal verb use 
5. Can use academic word forms and collocations to express cause/effect and   

relationship b/w ideas: reporting verbs, causal phrases, etc. 

Grammar 

1. Can use transitions and adverb clauses and phrases in order to indicate the   
relationship between ideas and to signal t ime relationships. 

2. Can use a variety of conditionals, such as real, unreal, implied conditionals,   
and conditionals with ?unless/even if / only if? and lower level conditionals as 
needed for purposes of their texts. 

3. Can use the future perfect, future progressive 
4. Can use present perfect and present perfect progressive appropriately 
5. Can use noun clauses for reporting speech and embedding questions 
6. Can use demonstrative adjectives/pronouns for text cohesion 
7. Reduced relative clauses and adverbial clauses 
8. Can use verbs of perception (in particular to describe perception of others   

thoughts/actions as a type of hedging), and modals 
9. Can use gerunds and inf init ives following common verb/adjective 

combinations 
10.Can use determiners (i.e. a, an, the, some, this) accurately and appropriately 



of the cour se the fol low ing session of 
IESL. 

The IESL pr ogr am uses the fol low ing 
gr ading scale:

A= 90-100%

B= 80-89%

C= 70-79%

H OM EW ORK  GU I D EL I N ES

H omewor k is an essent ial  tool  for  
students to impr ove their  Engl ish 
pr of iciency. Regular  pr act ice w ith the 
cour se content  and lear ning outcomes 
w i l l  r esul t  in the best  oppor tuni t ies for  
success in the IESL pr ogr am. I t  is 
impor tant  for  students to plan the 
appr opr iate amount  of t ime to spend 
on homewor k for  their  classes. The 
table below  pr ovides the off icial  
pr ogr am guidel ines for  the amount  of 
hour s of homewor k that  teacher s can 
assign students each week for  each 
cour se. This is a guidel ine, so ther e 
w i l l  be some var iat ion in the actual  
hour s of homewor k that  ar e assigned.

Students ar e encour aged to speak 
w ith their  teacher s to get  advice about  
how much t ime they should be 
spending on cer tain assignments. 
Whi le i t  is impor tant  for  students to      

ASSESSM EN T  

On g oi n g  Assessm en t  

Teacher s w i l l  pr ovide both for mal and 
infor mal feedback to students 
r egular ly thr oughout  the session. 
Students w i l l  take class quizzes and 
tests; w r i te essays; give pr esentat ions, 
and mor e. Students ar e expected to 
tur n in al l  wor k in or der  to complete 
the cour se and/or  pr ogr am. 

ADVAN CEM EN T an d  L EVEL  
PROGRESSI ON

L evel  Pr og r essi on  an d  Gr ad i n g  

Dur ing each session of study, students 
w i l l  complete a var iety of assessments 
that  have been selected and pr epar ed 
by their  teacher s. These assessments 
ar e intended to measur e students? 
master y of the inst r ucted lear ning 
outcomes. Students w i l l  only be tested 
on lear ning outcomes that  their  
teacher s have selected at  the 
beginning of the session and taught  
pr ior  to the assessment . These 
lear ning outcomes w i l l  be pr ovided in 
the cour se syl labus. Cour se 
assessments w i l l  take up no mor e than 
six total  hour s of class t ime each 
session. Students? f inal  cour se gr ades 
ar e compr ised of the cumulat ive 
aver age of the thr ee di f fer ent  
categor ies of assessments. These 
categor ies include the fol low ing: 50% 
for  in-class assessments, 30% for  a 
pr oject , and 20% for  a f inal  
achievement  test  (see the table 
below).The cumulat ive aver age of 
these assessments w i l l  deter mine 
pr ogr ession. I f  students achieve a 
cumulat ive aver age per centage of 80% 
or  higher  on these assessments, they 
w i l l  pr ogr ess to the next  highest  level  
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Program Grade Distribution

50% 30% 20%

In-class 
assessments

Project
Final 

achievement 



At t en d an ce an d  p ar t i c i p at i on  ar e 
n ot  op t i on al . 

- As an F-1 student , school should 
be a f i r st  pr ior i t y. Students 
should plan to be in class, on 
t ime, ever y day and make 
appointments (such as doctor ?s 
appointments) at  t imes when 
they don?t  have class. I f  a 
student  is sick or  has an 
emer gency, they should emai l  
their  teacher. Students should 
explain their  r eason for  being 
absent  and make a plan to do 
the wor k that  they missed. 

- I f  a student  is late 10 minutes 
or  mor e on two days, their  
teacher  w i l l  count  this as one 
absence. I f  a student  is late 20 
minutes or  mor e on one day, 
this w i l l  be counted as one 
absence. I f  their  total  
at tendance in a class goes 
below  80%, they w i l l  not  be 
awar ded a cer t i f icate of 
complet ion for  the pr ogr am

- Excused Absences: The IESL 
pr ogr am only accepts excused 
absences for  genuine 
emer gencies. For  example, we 
do not  accept  excuses for  
r out ine doctor  visi t s. Please t r y 
to schedule doctor  visi t s outside 
of class t ime. Excuses w i l l  be 
accepted for  t r ue emer gencies, 
such as visi t s to the ur gent  car e 
cl inic or  car ing for  sick 
chi ldr en. Excuses for  absences 
w i l l  be r eviewed on a 
case-by-case basis. Please br ing 
al l  excuse notes to the associate 
dir ector  for  r eview  and 
appr oval.  

complete homewor k after  class, i t  is also 
impor tant  for  students to r eser ve 
suff icient  t ime for  leisur e act ivi t ies, 
explor ing the M I IS/M onter ey community, 
and making fr iends w ith whom they can 
pr act ice Engl ish.                                                            

CL ASSROOM  EXPECTATI ON S

En g l i sh  l ear n er s sh ou l d  sp eak  
En g l i sh . 

- Using Engl ish as much as possible 
helps speaking sk i l ls impr ove. I t  
also shows r espect  for  people who 
do not  shar e the same nat ive 
language as a student . Students 
should speak only Engl ish whi le 
they ar e at  school. 
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Course: 

Academic Year 

Class Hours 
Per Week 

HW Hours 
Per Week 

RV 4.5 8 

WG 6 8 

OC 6 5  

Content/TOEFL 4 1 

Total: 21 17  

Course:

Summer 

Class Hours 
Per Week 

HW Hours 
Per Week 

RV 5 8 

WG 6.5 8 

OC 6.6 5 

Content/TOEFL 5 1 

Total 23 17 



found on the col lege?s website at  
ht tp://www.middlebur y.edu/academics/
l ib/about /l ib-pol icies/copyr ight -and-fair -
use-guidel ines. In summar y, the pol icy 
states that  when inst r uctor s ar e making 
decisions about  what  t ypes of publ ished 
wr i t ten mater ial  to use and dist r ibute in 
class, they need to be mindful  of both 
the natur e of the wor k and the amount  
they intend to copy or  dist r ibute. This 
t ypical ly means the fol low ing may be 
copied for  books and jour nals: a single 
chapter  of a book; a smal l  por t ion of a 
copyr ighted book,? and/or  ?a single 
ar t icle fr om a jour nal .? As far  as other  
media ? music, movies, etc. ? i t  must  be 
used for  educat ional pur poses only in a 
face-to-face classr oom set t ing, or  onl ine 
w ith a l imited audience as an extension 
of the classr oom, as in a cour se Canvas 
page.  

Com p l et i on  Cer t i f i cat es 

To r eceive a Cer t i f icate of Complet ion, 
students must  meet  the minimum 
at tendance r equir ement  and r eceive 
passing gr ades in al l  of their  classes. 

PROB ATI ON  

F-1 students must  fol low  st r ict  r ules to 
keep their  visa status. Al l  F-1 students 
must  have at  least  80% at tendance and 
ear n passing gr ades in al l  of their  
classes. I f  a student  does not  meet  
these r equir ements, the r esul t s ar e 
ser ious. H er e is what  w i l l  happen: 

1. H alfway thr ough the session, any 
student  who has less than 80% 
at tendance, or  who has a D or  F 
gr ade, w i l l  meet  w ith the 
associate dir ector. 

2. I f  the student?s at tendance or  
gr ades do not  impr ove by the end 
of the session, he or  she w i l l  be 

L ear n i n g  r eq u i r es ef f or t  ? b ot h  
i n si d e an d  ou t si d e of  c l ass. 

A ful l -t ime IESL student  w i l l  be in 
class 21 hour s per  week, and w i l l  
have about  21 hour s of homewor k 
per  week. This homewor k is a ver y 
impor tant  par t  of lear ning. 
H omewor k assignments should be 
r eady at  the beginning of class. 
Late wor k usual ly r eceives a lower  
gr ade and in some cases may not  
be accepted at  al l . I f  a student  
needs help, they should not  be 
afr aid to ask!  

In some count r ies, homewor k is 
?just  pr act ice,? and the f inal  gr ade 
in a class is decided by a f inal  
exam. I f  a student  comes fr om a 
count r y l ike that , they might  be 
sur pr ised by the gr ading system 
her e. At  the M iddlebur y Inst i tute 
(and at  most  US schools) the f inal  
gr ade combines many things, 
including homewor k, class 
par t icipat ion, quizzes, and f inal  
pr ojects. So be car eful : don?t  
ignor e homewor k. I t  counts!  

Cop yi n g  i s n ot  accep t ab l e. 

In the United States, copying (or  
plagiar ism) is ver y ser ious. 
Copying other  people?s wor k is not  
al lowed. For  example: copying a 
classmate?s homewor k, copying 
something found in a book, or  
cut t ing and past ing fr om the 
Inter net . I f  a student  copies, they 
could fai l  an assignment , a whole 
class, or  even lose their  F-1 visa 
status. 

Copyr ight  Pol icy: This pr ogr am 
fol lows the copyr ight  pol icy of 
M iddlebur y Col lege, a 
compr ehensive ver sion of which is 
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student?s academic per for mance to 
deter mine i f  the student  is making 
adequate pr ogr ess in the pr ogr am. 
The commit tee must  f ind that  the 
student  is making pr ogr ess w ithin 
the level  in or der  for  the student  to 
be al lowed to r epeat  the class a thir d 
or  mor e t imes.

ACAD EM I C SU PPORT

Tu t or i n g  

Opt ional ext r a tutor ing is pr ovided 
for  students, which is offer ed and 
scheduled by our  wor k-study 
assistants. At  the end of ever y week 
we w i l l  post  a weekly tutor ing 
sign-up sheet  for  the next  week on 
the door  of the Wor k Study Br eak 
Room. Students may sign up for  
20-minute tutor ing sessions. 

Students t ypical ly sign up for  
tutor ing to r eceive help w ith 
homewor k, pr ojects, or  speci f ic 
sk i l ls. They may also use scheduled 
t ime for  assistance w ith other  tasks, 
such as r egister ing onl ine for  the 
TOEFL exam, f inding house or  i tems 
on classi f ieds, or  buying cour se 
books onl ine. Teacher s may 
r ecommend that  a student  goes to 
tutor ing hour s, but  al l  students ar e 
encour aged to sign up on their  own!  

En g l i sh  Con ver sat i on  Par t n er s 

The Engl ish conver sat ion par tner  
pr ogr am is a ser vice we pr ovide to 
help our  students faci l i t ate their  
lear ning of the Engl ish language and 
cul tur e. 

IESL students and par tner s complete 
Engl ish Conver sat ion Par tner  
Pr ogr am Request  For ms (avai lable in 

put  on ?academic pr obat ion? 
status for  the next  session. Any 
student  caught  intent ional ly 
plagiar izing w i l l  also be placed 
on pr obat ion. Students who do 
not  successful ly complete their  
session w i l l  not  r eceive a 
complet ion cer t i f icate.

3. Students who ar e placed on 
pr obat ion ar e r equir ed to fol low  
a student  development  plan, 
which is designed to help 
addr ess any academic or  social  
issues that  ar e l imit ing the 
student?s oppor tuni t ies for  
success. The student  w i l l  be 
r equir ed to meet  once a week 
w ith pr ogr am staff  and fol low  
an individual ized development  
plan 

4. I f  the student  impr oves in 
his/her  second session, he/she 
w i l l  be taken off  pr obat ion 
status. 

5. I f  the student  cont inues to have 
the same pr oblems in the next  
session, he or  she w i l l  be asked 
to leave the pr ogr am. 

Cl ass Rep et i t i on  Pol i cy 

Students who fai l  to pr ogr ess in a 
class tw ice ar e r equir ed to fol low  a 
student  impr ovement  plan to help 
addr ess the issues that  ar e 
pr event ing them fr om pr ogr essing. 
After  a student  fai ls a class tw ice, the 
pr ogr am conducts a needs 
assessment  to ident i fy potent ial  
academic and social  issues that  ar e 
cont r ibut ing to the student?s lack of 
pr ogr ess. The student  is then 
r equir ed to meet  weekly w ith facul t y 
and staff  to wor k on the ar eas in 
need of impr ovement . I f  a student  
fai ls to pr ogr ess after  a thir d session, 
a commit tee is r equir ed to r eview  the 
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Cali for nia State Univer si t y M onter ey 
Bay, M onter ey Peninsula Col lege, and 
gr aduate pr ogr ams at  the M iddlebur y 
Inst i tute of Inter nat ional  Studies. 

Students can apply and be gr anted 
condit ional  admission, which means 
they meet  al l  admissions 
r equir ements except  the Engl ish 
pr of iciency r equir ement . 

For  the M i d d l eb u r y I n st i t u t e o f  
I n t er n at i on al  St u d i es:  

Instead of submit t ing a TOEFL scor e, 
a student  can meet  the Engl ish 
pr of iciency r equir ement  by 
successful ly complet ing level  5 in cor e 
cour ses, an d  show ing a gr ade point  
aver age of ?B? or  higher  thr oughout  
the IESL pr ogr am. The fol low ing 
pr ogr ams ar e el igible for  condit ional  
admissions:

- Inter nat ional  Envir onmental  Pol icy
- Inter nat ional  Pol icy and Development
- M aster  of Publ ic Administ r at ion 

(M PA)
- N onpr ol i fer at ion and Ter r or ism 

Studies

For  U n i ver si t y o f  Red l an d s:  
Students w ith an ini t ial  TOEFL scor e 
between 72-79 w ith no sub-scor e 
below  18 can be condit ional ly 
admit ted to at tend Univer si t y of 
Redlands dur ing the next  avai lable 
semester. To be ful ly admit ted to 
Redlands, students must  at tend at  
least  one session of the IESL pr ogr am 
and achieve a gr ade of B or  bet ter  in 
al l  cor e classes and maintain 
sat isfactor y at tendance. Students w ith 
an ini t ial  TOEFL scor e of 65-79 and no 
sub-scor e below  16 also can be 
condit ional ly admit ted to Univer si t y of 
Redlands. These students must  
complete level  5 of al l  cor e classes in 
the IESL pr ogr am w ith sat isfactor y 

the fr ont  hal l  on the top f loor  of 
Kinnoul l  as wel l  as onl ine). We r eceive 
the for ms and match a gr aduate 
student  w ith an IESL student . The 
goal is to encour age IESL students to 
develop their  conver sat ion sk i l ls, 
int r oduce gr aduate students to new 
cul tur es, and to bui ld fr iendships in 
the M I IS community. Once a 
par tner ship is ident i f ied and both 
gr oups ar e not i f ied, the pair  can 
choose when and how often to meet . 

Con n ect i on  t o  t h e M i d d l eb u r y 
I n st i t u t e o f  I n t er n at i on al  St u d i es 

M ost  students at  M I IS ar e gr aduate 
students, and about  800 students 
study her e for  inter nat ional  
pr ofessional car eer s. The gr aduate 
students and language students come 
to M I IS to pr epar e for  pr ofessions that  
r equir e high language sk i l ls and 
exper ience w ith other  cul tur es. The 
smal l  size and inter nat ional  student  
body make this school a ver y special  
place to study. 

The Intensive Engl ish as a Second 
Language pr ogr am is a par t  of M I IS. 
Students come to IESL for  a var iety of 
r easons; some want  to at tend M I IS or  
other  Amer ican inst i tut ions, some 
want  to impr ove their  Engl ish for  their  
jobs, and some simply want  to 
exper ience l iving and studying in the 
US. The pr ogr am has seen many 
students mat r iculate into gr aduate 
studies her e at  M I IS.          

Ot h er  Par t n er  Sch ool s 

The IESL pr ogr am has par tner ships 
w ith local  inst i tut ions which al low  
students to apply for  their  degr ee 
pr ogr ams without a TOEFL scor e. 
These inst i tut ions ar e Cabr i l lo 
Col lege, Univer si t y of Redlands, 
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pr epar at ion, fur ther  Engl ish or  
academic study oppor tuni t ies, and 
r esour ces for  lear ning. Dur ing the two 
days of or ientat ion, the associate 
dir ector  w i l l  ment ion his avai labi l i t y to 
help and answer  quest ions. Students 
can usual ly talk  to the associate 
dir ector  by just  coming to his off ice, 
but  i f  he is not  immediately avai lable, 
students ar e asked to make an 
appointment  by emai l , which w i l l  
usual ly take place in about  2-3 days. 

Roger s Walker ?s emai l  is 
r oger sw@miis.edu.

I f  a st u d en t  h as a p r ob l em  or  
com p l ai n t . . . 

I f  a student  has a pr oblem in one of 
their  classes or  a complaint , they ar e 
asked to speak w ith their  teacher  f i r st . 
I f  a student  is not  comfor table 
speaking to their  teacher , or  i f  the 
pr oblem is not  r elated to a class, they 
should emai l  or  make an appointment  
to talk  to the Intensive Engl ish 
Pr ogr ams associate dir ector. 

I f  the pr oblem cannot  be r esolved 
thr ough the associate dir ector , the 
student  should star t  the for mal 
complaint  pr ocess by complet ing the 
for m 

?Intensive Engl ish Pr ogr ams For mal 
Complaint? (at tached at  the end of the 
handbook) and giving i t  to the 
associate dir ector. The associate 
dir ector  w i l l  contact  the student  as 
soon as possible to set  up a meet ing 
w ith the student , the associate 
dir ector , and the assistant  dean for  
Language and Pr ofessional Pr ogr ams. 
Together  they w i l l  t r y to r esolve the 
issue in a way that  is sat isfactor y to 
the student  w ithout  compr omising the 
standar ds of speci f ic cour ses or  of the 
pr ogr am. 

at tendance to be ful ly admit ted to 
Redlands.

For  CSU M B :  

Instead of submit t ing a TOEFL scor e, 
a student  can meet  the Engl ish 
pr of iciency r equir ement  by 
successful ly complet ing level  5 in cor e 
cour ses, an d  show ing a gr ade point  
aver age of ?B? or  higher  thr oughout  
the IESL pr ogr am. 

For  M PC and Cab r i l l o  Col l eg e:  

Instead of submit t ing a TOEFL scor e, 
a student  can meet  the Engl ish 
pr of iciency r equir ement  by 
successful ly complet ing level  3 in cor e 
cour ses, an d  show ing a ?B? gr ade 
point  aver age. 

TOEFL  Test i n g  

Students in our  Intensive Engl ish 
Pr ogr am may choose to take a TOEFL 
pr epar at ion cour se in their  class 
schedule. The cour se includes 
hands-on pr act ice in our  computer  lab. 
Students may also use pr ogr am tutor s 
to help them pr epar e for  the test . 

Detai led infor mat ion about  r egister ing 
for  the TOEFL iBT is avai lable fr om 
the ETS website: 
ht tp://www.ets.or g/toef l  Students who 
ar e applying for  admit tance to the 
M iddlebur y Inst i tute should r epor t  
their  TOEFL iBT scor e dir ect ly to the 
Admissions Off ice. Our  four -digi t  
inst i tut ion code is 4507. A depar tment  
code is not  r equir ed. 

Ad vi si n g  

The IESL pr ogr am offer s academic 
advising r egar ding study sk i l ls, t ime 
management , conver sat ion par tner s, 
standar dized test  schedul ing and 
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I I I . STU D EN T RESOU RCES
Pr i n t i n g  an d  Cop yi n g  

Ever y student  has $20.00 cr edi ted to 
their  pr int ing account  for  each session. 
Students may use computer s on 
campus to pr int  fr om that  $20.00, but  
they w i l l  have to pay separ ately for  
copying. Please r efer  to the Technology 
M ap to f ind on campus locat ions for  
pr int ing and copying:

ht tp://www.miis.edu/media/view /20819
/or iginal /new_student_technology_ser v
ices.pdf

I n f or m at i on  Tech n ol og y Ser vi ces 

Al l  M I IS students have access to the 
w ir eless Inter net , ei ther  thr ough 
Windows or  M ac access. Students w i l l  
need to br ing their  notebook, cel l  
phone, or  other  per sonal device that  
connects to w ir eless to the ITS H elp 
Desk i f  they have pr oblems connect ing. 
The ITS H elp Desk is located in Casa 
Fuente, 320. Their  websi te is: 
ht tp://www.miis.edu/off ices/i t  

Em ai l  Ad d r ess 

Ever y M I IS student  w i l l  have an emai l  
addr ess in this for mat : 
user name@miis.edu 

Dur ing or ientat ion we w i l l  act ivate 
student  e-mai l  accounts and set  
per manent  passwor ds chosen by 
students. Even though a student  may 
pr efer  to use another  emai l  account , 
they need to check their  M I IS emai l  
account  r egular ly because this is the 
account  wher e they may r eceive 
impor tant  infor mat ion r egar ding their  
studies. 

STU D EN T B AN N ER I D /M I I S I D , 
M I I S U SERN AM E 

Ever y M I IS student  w i l l  r eceive a 
student  ID car d which has their  M I IS 
ID number , also cal led their  ?Banner  
ID.? Students w i l l  r eceive their  M I IS 
ID car d on the f i r st  day of or ientat ion. 

The M I IS user name is a combinat ion 
of ini t ials and names fr om a student?s 
f i r st  and last  name. Students w i l l  use 
this user name for  emai l  and logging 
into the campus networ k. They w i l l  
r eceive their  user name on the f i r st  day 
of or ientat ion. 

Com p u t er s an d  W i r el ess 
N et wor k  

M IIS students may log on to the M I IS 
networ k to use computer s, pr inter s, 
and the Inter net  using their  M I IS 
user name. Dur ing or ientat ion, we w i l l  
change the assigned tempor ar y 
passwor d to a per manent  passwor d 
chosen by the student . 

Once a user name and networ k 
passwor d have been set  dur ing 
or ientat ion, students w i l l  be able to 
connect  to the M I IS w ir eless networ k, 
ei ther  thr ough Windows or  a M AC 
computer. Students w i l l  need to visi t  
Infor mat ion Technology Ser vices H elp 
Desk to get  their  computer  configur ed. 
M obi le devices (phones or  tablets) can 
also access the M I IS networ k using 
the same M I IS user name and 
passwor d. 
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Ext r a-cur r icular  act ivi t ies ar e planned for  students after  classes and on weekends 
by one of the wor k-study students, the Act ivi t ies Coor dinator. Bow l ing, movie 
nights, whale-watching, and other  t r ips ar e planned, depending on the students? 
inter ests. These act ivi t ies ar e opt ional  for  students. 

The act ivi t ies coor dinator  w i l l  make poster s and announcements. Act ivi t ies ar e a 
gr eat  way to have outside of class whi le encour aging students to get  to know 
each other  and become mor e involved in the community. Addit ional ly, students 
ar e encour aged to at tend M I IS events and M onter ey County events. H er e ar e 
some useful  websi tes to explor e: 

- M I IS Related Act ivi t ies: ht tp://www.miis.edu/events 
- M onter ey County Events: ht tp://www.seemonter ey.com/calendar  
- Gener al  things to do in M onter ey: 

ht tp://www.miis.edu/student -l i fe/monter ey/to-do 
- See M onter ey Blog: ht tp://www.blogmonter ey.com/ 

M on t er ey 

M onter ey is a smal l  town on the Cent r al  Coast  of Cal i for nia, about  190 k i lometer s 
south of San Fr ancisco. Ther e ar e about  75,000 people on the M onter ey 
Peninsula. This ar ea is famous for  i t s beaut i ful  scener y and r ich histor y, and i t  is 
ver y popular  w ith tour ists. 

For  mor e infor mat ion on M onter ey, go to 

- L i fe in M onter ey: ht tp://www.miis.edu/student -l i fe/monter ey 
- For  a website on local  r esour ces: 

ht tp://www.miis.edu/student -l i fe/monter ey/r esour ces 
- And for  mor e infor mat ion about  Inter nat ional  Students Inc. M onter ey: 

ht tp://www.isimonter ey.or g/  

I V. ACTI V I T I ES AN D  
     F I EL D  TRI PS

V. EVERYD AY L I F E
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H OU SI N G

M ost  students f ind an apar tment  on 
their  own or  to shar e and take car e of 
their  own cooking and cleaning. Some 
students stay w ith a host  fami ly and 
shar e Amer ican dai ly l i fe and customs. 

On-campus housing is not  avai lable, 
but  our  Student  Ser vices off ice can 
assist  students w ith their  housing 
sear ch. For  mor e infor mat ion on local  
housing, visi t  our  housing page: 
ht tp://www.miis.edu/student -l i fe/housing 

In addit ion to the monthly r ent , 
students w i l l  also have to pay for  
ut i l i t ies, which include water , gas &  
elect r ici t y. Final ly, i f  a r esident  
chooses to have cable, phone, or  
inter net , those w i l l  be an addit ional  
cost  as wel l . Students may be able to 
r eceive special  discounts fr om PGE 
(Gas and elect r ic): 
ht tp://www.pge.com/myhome/customer  
ser vice/f inancialassistance/car e/ 

I f  the r ent  does not  cover  water , the 
r esident  w i l l  also have to pay for  water  
ut i l i t ies. This can be set  up thr ough a 
landlor d or  Amer ican Water : 
ht tp://www.amwater.com/caaw/custom 
er -ser vice/r ates-infor mat ion/    
monter ey-dist r ict .html 

W EATH ER I N  M ON TEREY

The cl imate of M onter ey is r egulated 
by i t s pr oximity to the Paci f ic Ocean. 
As a r esul t , M onter ey's aver age high 
temper atur e r anges fr om ar ound 60° 
Fahr enheit  (16° Celsius) in w inter  to 
72° Fahr enheit  (22° Celsius) dur ing 
the summer  months. Aver age annual 
pr ecipi tat ion is ar ound 19.5 inches 
(495 mm), w ith most  r ainfal l  occur r ing 
dur ing Cal i for nia's wet  season 
between N ovember  and Apr i l , and 
w ith l i t t le or  no pr ecipi tat ion dur ing 
the summer  months. Summer s in 
M onter ey ar e gener al ly cool  and foggy. 

Dur ing w inter , snow in M onter ey i t sel f  
is ext r emely r ar e. 

Please see Wik ipedia to check out  the 
weather  for  speci f ic months. In 
gener al , students should be pr epar ed 
for  the weather  to change r egular ly. 
They should also br ing clothes for  
layer ing, closed-toed shoes, slacks, 
and at  least  one good jacket  or  coat  
for  the evening is a good idea. 

The fol low ing Wik ipedia page pr ovides 
mor e infor mat ion on the cl imate: 
ht tp://en.w ik ipedia.or g/w ik i /M onter ey,_ 
Cal i for nia# Cl imate 
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FAXI N G  

Off ice ser vices also pr ovide faxing 
ser vices. Tr ansmit tal  w i thin the U.S. is 
.50 cents per  single-sided page. 
Outside of the U.S. is $1.00 per  
single-sided page. Receiving faxes is 
fr ee of char ge. We ask that  students 
please not i fy Off ice Ser vices pr ior  to 
having a fax sent  to our  off ice, as we 
often get  faxes that  ar e not  meant  for  
M I IS. The Off ice Ser vices fax number  
is (011) 831-647-4199. And their  
websi te is: 
ht tps://www.middlebur y.edu/inst i tute/
off ices-ser vices/off ice-ser vices

H EALTH  AN D  FI TN ESS

Fi n d i n g  a D oct or  or  D en t i st  

I f  students ar e enr ol led in the M I IS 
H ealth Insur ance plan, they ar e able 
to f ind an in-networ k pr ovider  using 
the pr ovided l inks thr ough their  JCB 
account :ht tps://student .jcbins.com/51. 
I f  students ar e not  enr ol led in the 
M I IS H ealth Insur ance plan, they 
should r efer  back to their  insur ance 
pr ovider  to f ind a l ist  of doctor s 
avai lable to them in their  networ k.

Please note that  the M I IS H ealth 
Insur ance plan does not  cover  dental  
wor k.

The fol low ing videos show infor mat ion 
about  housing in the M onter ey Bay 
ar ea. H ouses in M onter ey w i l l  be 
closest  to the M iddlebur y Inst i tute 
campus, wher eas houses in Paci f ic 
Gr ove, Seaside, or  M ar ina may r equir e 
you to own a car

- Video about  H ousing in 
M onter ey

- Video about  H ousing in Paci f ic 
Gr ove

- Video about  H ousing in Seaside 
and M ar ina

POSTAL  SERVI CES AN D  M AI L

The M I IS Off ice Ser vices pr ovides 
USPS, DH L Inter nat ional  Document  
Ser vice, FedEx Expr ess and Gr ound &  
UPS. Please visi t  the website to 
acquir e the pr oper  for ms and to check 
out  their  hour s:  
ht tps://www.middlebur y.edu/inst i tute/
off ices-ser vices/off ice-ser vices

Addit ional ly, please visi t  the fol low ing 
websites to f ind locat ions: 
www.usps.com 

www.dhl.com 

www.fedex.com 

Students ar e not  al lowed to use the 
M iddlebur y Inst i tute?s mai l ing addr ess 
as their  own. Students cannot  r eceive 
mai l  thr ough our  Off ice Ser vices 
Depar tment . Students m u st  have their  
own addr ess wher e they r eceive their  
mai l . Addr esses fol low  this for mat : 

Fir st  N ame Last  N ame 

St r eet  Addr ess (Opt ional: Apar tment  
or  Unit  N umber ) 

City, State, Zip Code 
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PERSON AL  ADVI SI N G

Per sonal advising is pr ovided by the 
Off ice of Student  Ser vices and the IEP. 
The Off ice of Student  Ser vices offer s 
advising and r esour ces r egar ding 
housing, health and wel lness, l i fe in 
M onter ey, on-campus ext r acur r icular  
act ivi t ies. The Associate Dean of 
Student  Ser vices r esponds to student  
pr oblems and incidents such as 
accidents, ser ious i l lnesses, 
psychological  pr oblems, and 
non-academic gr ievances. The Off ice 
of Student  Ser vices staff  advises 
students on how to use the Student  
Assistance Pr ogr am thr ough 
Wel lConnect  and pr ovides these 
r esour ces to students. 

Advising is often avai lable on a dr op-in 
basis; i f  an advisor  is not  avai lable, the 
student  is asked to make an 
appointment , which w i l l  usual ly take 
place on the same day or  w ithin 1-2 
days. 

Students can take advantage of the 
fr ee shor t -ter m counsel ing ser vices 
fr om the Student  Assistance Pr ogr am 
by cal l ing 866-640-4777 or  by 
obtaining the Inst i tute's onl ine access 
code fr om the Off ice of Student  
Ser vices to ut i l ize the fol low ing 
webpage: 
ht tp://www.wel lconnectbysr s.com.

D i sab i l i t y Ser vi ces 

M I IS is commit ted to pr oviding equal 
and integr ated access for  individuals 
w ith disabi l i t ies to al l  of the academic, 
social , and cul tur al  pr ogr ams that  ar e 
offer ed on campus. Any student  who 
r equir es r easonable accommodat ions 
for  a disabi l i t y based on the 
appr opr iate documentat ion must  apply 
for  those ser vices thr ough the Off ice 
of Student  Ser vices. 

The appl icat ion is simple and easy and 
can be found onl ine.  

ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/health-wel lness/ada

Al coh ol  an d  Ot h er  D r u g s Pol i cy 

M or e infor mat ion and r esour ces can 
be found on the website: 

ht tp://www.middlebur y.edu/about /
handbook/pol icies-for -al l /heal th-
safety/alcohol-dr ugs

Fi t n ess 

Rates and infor mat ion for  local  gyms 
can be found on the fol low ing website 
under  ?Gym Rates/Discounts?: 
ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/health-wel lness/f i tness

Wel l n ess Wor k sh op s 

The Keep Calm Wel lness Ser ies is 
intended to help students balance 
wor k, academic, and per sonal l i fe 
issues; lear n helpful  r elaxat ion and 
meditat ion techniques, and help 
manage st r ess. Read below  for  dates 
and t imes: 
ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/health-wel lness/mindfulness 
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VI . COM M U N I CATI ON
D i f f er en t  Typ es of  Tel ep h on e 
Cal l s 

L ocal  Cal l s 

Local  cal ls ar e phone cal ls placed 
w ithin the same ar ea, for  example, 
fr om Pacif ic Gr ove to M onter ey. 

- Dial : Ar ea Code +  Pr ef ix +  Suff ix 

 L on g -D i st an ce Cal l s 

Long-distance cal ls ar e phone cal ls 
placed fr om one ar ea to a di f fer ent  (far  
away) ar ea, l ike fr om M onter ey to San 
Fr ancisco. 

- Dial : 1 +  Ar ea Code +  Pr ef ix +  
Suff ix 

Tol l -Fr ee Cal l s: 1 -8 0 0  Tel ep h on e 
N u m b er s 

Tol l -fr ee cal ls do not  r equir e a char ge, 
which means the cal l  is fr ee. 

Phone number s that  begin w ith 1-800 
ar e tol l -fr ee cal ls. M ost  business w i l l  
offer  an 

800 number. 

- Dial : 1 +  800 +  Pr ef ix +  Suff ix 

I n t er n at i on al  Cal l s 

Inter nat ional  cal ls ar e phone cal ls that  
ar e placed fr om one count r y to 
another  count r y. In or der  to make an 
inter nat ional  cal l , the dialer  w i l l  need 
the count r y code. 

- Dial : 011 +  Count r y Code +  Ar ea 
Code +  Phone N umber  

H OW  U.S. TEL EPH ON E 
N U M B ERS W ORK

U.S. telephone number s have thr ee 
par ts. H er e is our  off ice number : 

1 +  Ar ea Code: (831) 

Pr ef ix: 647 - 

Suff ix: 4115 

When cal l ing w ithin the same ar ea 
code, the (1 +  Ar ea Code) is not  
necessar y. Instead, only the pr ef ix and 
suff ix ar e dialed. 
When cal l ing to a di f fer ent  ar ea code, 
the ( 1 +  Ar ea Code) must  be used as 
wel l  as the pr ef ix and suff ix. 

PRE-PAI D  PH ON E CARD S 
AN D  CEL L  PH ON ES 

Pr e-paid phone car ds ar e car ds that  
can be used to place a cal l  fr om any 
phone. The cal l  is not  char ged fr om 
the phone that  is being used, so i t  is 
impor tant  to know the balance of the 
car d. Cal l ing car ds can also be used 
fr om any phone. Any cal l  made gets 
char ged to the home phone account . 

Pr e-paid phone car ds, cal l ing car ds, 
and cel l  phones can be pur chased 
fr om any phone-ser vice car r ier. The 
fol low ing website shows the local  cel l  
phone pr ovider s to set  up a plan. Some 
places also sel l  pr epaid phones. 
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VI I . B AN K I N G
ON L I N E  

M any banks can ut i l ize onl ine account  
wher e user s can access their  bank 
statements, t r ansact ions, and 
balances. 

FOREI GN  CU RREN CY AN D  
TRAVEL ER'S CH ECK S 

M any banks may be able to pr ovide 
the fol low ing ser vices: 

- possibi l i t y to check for eign dai ly 

exchange r ates (onl ine as wel l ) 

- calculat ion of value of cur r ency 

befor e doing an exchange 

- deposi t ing for eign cur r ency into 

a checking or  savings accounts 

- w ir e t r ansfer s 

The ful l  l ist  of local  banks in the 
M onter ey ar ea can be found on the 
fol low ing website: 
ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/l i fe-in-monter ey/r esour ces
/banking

ATM S

ATM s al low  cash w ithdr awal w ith 
debit /ATM  car ds. Some ATM  machines 
may have a smal l  t r ansact ion fee i f  the 
user  has an account  fr om a di f fer ent  
bank. 

CH ECK I N G AN D  SAVI N GS 
ACCOU N TS

When opening an account  in the 
United States, the cl ient  w i l l  often be 
given a checking/debit  account  and 
savings account . The checking/debit  
account  can be used w ith an ?ATM ? or  
?debit  car d? and also w ith 
hand-wr i t ten checks. Almost  al l  
commer cial  places accept  debit  car ds, 
somet imes w ith a fee or  minimum 
pur chase amount . I f  debi t  car ds ar e 
not  accepted, r egister s w i l l  often 
display a ?Cash Only? sign. 

For  students moving ar ound in the 
United States, i t  would be a good idea 
to open an account  w ith a bank that  
has other  locat ions near  their  eventual  
dest inat ion. 
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VI I I . TRAN SPORTATI ON  I N  
AN D  OU T OF  M ON TEREY

I n t er n at i on al  D r i vi n g  Per m i t  

The IDP is also cal led an Inter nat ional  
Dr iver  L icense, Inter nat ional  L icense, 
etc. The State of Cal i for nia does not  
r ecognize an Inter nat ional  Dr iving 
Per mit  (IDP) as a val id dr iver 's l icense 
but  does r ecognize a val id dr iver  
l icense that  is issued by a for eign 
jur isdict ion (count r y, state, ter r i tor y) 
of which the l icense holder  is a 
r esident . Ci tat ions issued to a per son 
in Cal i for nia who has an IDP, but  does 
not  have a Cal i for nia dr iver  l icense 
w i l l  be placed in the Depar tment  of 
M otor  Vehicle database. 

For  mor e infor mat ion, visi t  the US 
Gover nment  website for  for eign 
nat ionals dr iving in the US: 
ht tps://www.usa.gov/visi tor s-dr iving

B i k e Sh op s an d  B i k e 
Accessor i es 

Ther e ar e numer ous stor es in the ar ea 
that  sel l  or  r ent  bikes, al though the 
r entals ar e usual ly for  shor t -ter m use 
only. Rental  pr ices ar e subject  to 
change, so please cal l  or  check their  
web pages for  mor e speci f ic 
infor mat ion. For  mor e infor mat ion, 
visi t  
ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/l i fe-in-monter ey/r esour ces 

M on t er ey Sal i n as Tr an si t  
( M ST)  

M ost  students get  ar ound in M onter ey 
County thr ough the bus system. I f  
students ar e looking to t r avel  long 
distance, they may go via buses, 
t r ains, or  air planes. The fol low ing 
website has l inks to the M onter ey ar ea 
t r anspor t  system: 
ht tp://www.miis.edu/student -l i fe/

monter ey/r esour ces 

ht tp://www.mst .or g/

 

D r i vi n g  an d  t h e D ep ar t m en t  
o f  M ot or  Veh i c l es ( D M V)  

Cal i f or n i a D r i ver  L i cen se 

To get  a l icense, a student  must  take a 
w r i t ten and a dr iving test  at  a 
Depar tment  of M otor  Vehicles (DM V) 
off ice. Students may pick up a 
handbook for  dr iving laws and make 
an appointment  onl ine for  the test . To 
f ind a convenient  DM V off ice, go to 
ht tp://www.dmv.ca.gov/ 
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I X . CAM PU S RESOU RCES 

- M ai l ing suppl ies 

Please visi t  the website for  mor e 
infor mat ion: 
ht tp://www.miis.edu/off ices/ 
off iceser vices 

St u d en t  I n vo l vem en t : Cl u b s 
an d  Or g an i zat i on s 

 The M I IS community has a var iety of 
clubs, and students may join them or  
at tend their  events. Visi t  the fol low ing 
website for  mor e infor mat ion: 
ht tp://www.miis.edu/student -l i fe/clubs 

STU D EN T SERVI CES

The Off ice of Student  Ser vices st r ives 
to cr eate a posi t ive student -center ed 
envir onment , dedicated to pr oviding 
M iddlebur y Inst i tute students w ith the 
necessar y r esour ces, advising and 
car ing suppor t  to enhance their  
student  l i fe exper ience. Fur ther mor e, 
they ar e commit ted to par tner ing w ith 
the campus and local  communit ies to 
weave a st r ong fabr ic of connect ions 
thr ough unique pr ogr amming and 
oppor tuni t ies. 

Off ice of Student  Ser vices website: 
ht tp://www.miis.edu/student -l i fe/contact  

L I B RARY

The Wil l iam Tel l  Coleman l ibr ar y is 
avai lable to al l  students. Students w i l l  
be able to check out  books and 
mater ials once they r eceive their  M I IS 
ID car d dur ing or ientat ion. Please visi t  
the website for  ful l  hour s: 
ht tp://www.miis.edu/academics/l ibr ar y 

OFFI CE SERVI CES

Office ser vices can help students w ith 

- M ai l ing: USPS, DH L 
Inter nat ional  Document  Ser vice, 
FedEx Expr ess and Gr ound &  
UPS 

- Black &  White and Color  
Copying/Pr int ing 

- Faxing 
- Laminat ing 
- Business Car ds 
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per mit  does not  guar antee a par k ing 
space. Students should not  par k in any 
other  campus lot  befor e 4 pm on 
weekdays. H owever , they may use any 
lot  on campus? w ith or  w ithout  a 
per mit? after  4 pm on weekdays, any 
t ime on weekends and hol idays. 

For  mor e infor mat ion, visi t  the 
fol low ing website: 
ht tp://www.miis.edu/off ices/secur i t y/pa 
r k ing 

B I K E POL I CY 

This pol icy exists to pr otect  student  
pr oper ty, not  to punish students for  
leaving their  bikes on campus. Bikes 
left  on campus over night  or  for  mor e 
than just  a few  days can at t r act  
thieves to the campus. 

- Bikes should not  be left  on 
campus over night . 

- Bikes left  on campus for  mor e 
than 72 hour s may be impounded 
by Secur i t y. 

- I f  a bike is impounded, the lock 
may need to be cut . Students w i l l  
have to r eplace their  lock at  their  
own expense. 

- Impounded bikes w i l l  be placed 
into the Lost  and Found. 
Students w i l l  need to come to the 
Secur i t y Off ice to claim their  
bike. 

STU D EN T COU N CI L  

The Student  Counci l  budget  par t ial ly 
funds Student  Clubs and many 
act ivi t ies such as H appy H our s. I t  also 
sponsor s special  pr ogr amming and 
cont r ibutes to al l -campus events such 
as the Inter nat ional  Bazaar  and the 
Fol l ies Talent  Show. 

Students who would l ike to become 
involved ar e invi ted to contact  the 
M iddlebur y Inst i tute Student  Counci l  
Pr esident  or  the Of f i ce of  St u d en t  
Ser vi ces for  mor e infor mat ion. Their  
website can be found her e: 
ht tp://www.miis.edu/student -l i fe/counci l

PARK I N G

All  students w ith car s who l ive beyond 
a one-mi le r adius of the Inst i tute may 
obtain an on-campus student  par k ing 
per mit  after  they have paid al l  school 
fees for  the cur r ent  semester. Student  
par k ing per mits w i l l  be issued at  the 
Secur i t y Off ice. Students must  br ing a 
copy of their  r egist r at ion for m, their  
M I IS l ibr ar y/ID car d, their  automobi le 
r egist r at ion car d, and pr oof of 
insur ance. 
The student  par k ing per mit  is val id in 
two par k ing lots: 

-  the lot  behind the wooden fence, 
which r uns between Van Bur en 
and Pier ce St r eets 

-  behind the Kinnoul l  Bui lding 
(ent r ance on Van Bur en St r eet ) 

Par k ing is avai lable on a f i r st -come, 
f i r st -ser ved basis. The student  par k ing 
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D I GI TAL  L EARN I N G 
COM M ON S ( D L C)

The Digi tal  Lear ning Commons 
suppor ts the M iddlebur y Inst i tute 
community in the pur sui t  of academic 
excel lence and digi tal  media f luency. 
The DLC offer s weekly wor kshops in a 
var iety of sk i l ls needed for  academic 
pur poses l ike how to cr eate a blog, a 
pr esentat ion, a movie, and other  
technological  needs. Students may 
also schedule an appointment  for  
one-on-one feedback w ith a DLC staff  
member. Ther e ar e computer s located 
on the second f loor  that  students may 
also use. The pr ogr am website can be 
found at : ht tp://go.mi is.edu/dlc 

SOCI AL  N ETW ORK S

M IIS has a var iety of social  networ ks 
wher e students can join in on the fun. 
Visi t  the website to f ind the l inks: 
ht tp://si tes.mi is.edu/ 

You can also check out  the social  
networ ks speci f ical ly for  our  
pr ogr ams: Faceb ook : 
facebook.com/miis.iesl  

Tw i t t er :  tw i t ter.com/LanguagesatM I IS 

B l og : si tes.mi is.edu/engl ish 

M ED I A SERVI CES

M edia Ser vices pr ovide media 
r esour ces for  facul t y and student  
pr ojects - including pr esentat ions, 
videos, and classr oom act ivi t ies - and 
technical  suppor t  for  campus events. 
They coor dinate and schedule al l  audio 
and video equipment . They ar e able to 
supply the fol low ing:

- Video/Audio r ecor der s 
- Video conver sion equipment  
- M icr ophone and Pr ojector  setup 

for  events 
- Satel l i t e / Cable TV / SCOLA 

access 
- Video and Audio Confer encing 

M edia Ser vices website is located at : 
ht tp://www.miis.edu/off ices/        
mediaser vices 
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W H ERE D O I  GO FOR...

Attendance Verif ication Records' Off ice 647-4121

Career Resources Library, Fletcher Jones Resource Center 647-4133

Computers
http:/ /www.miis.edu/media/ view/
20819/original/ new_student_
technology_services.pdf

Copy Machines, Copy Cards Library 647-4133

Counseling: Academic Off ice of Associate Director (Rogers Walker) 647-4186

Counseling: Non-Academic 
and Personal Counseling 
Referrals

Off ice of Student Services 647-4128

E-mail Account Information ITS, Help Desk 647-6656

Food and Beverages Samson Student Center or Vending Machines 647-4122

Health Insurance 
Information and Assistance

Off ice of Student Services 647-4128

Housing Assistance Off ice of Student Services 647-4128

Immigration Advising Off ice of Student Services 647-3586

Lab and AV Needs Lab & Media Services 647-4150

Lost and Found Security 647-4153

Mail (Sending Only) Off ice Services 647-4120

Medical and Dental Referrals Off ice of Student Services 647-4128

Parking Permit Security Off ice 647-4153

Sports Equipment, Costco 
Card (To Borrow)

Off ice of Student Services 647-4128

Student Council & Club 
Information

Off ice of Student Services 647-4128

Student ID Card Security Off ice 647-4153

Information Technology 
Support

ITS Help Desk 647-6656
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X. SAF ETY

I m p or t an t  Tel ep h on e N u m b er s 

Call  9 1 1  for  al l  l i fe-thr eatening 
emer gencies 

Cal l  9-911 fr om a campus phone 

Cal l  Secur i t y at  (831) 647-4153 or  pick 
up a blue campus phone 

Ot h er  I m p or t an t  Tel ep h on e  
N u m b er s 

- Pol ice: 831-646-3830 and ask to 
speak w ith an on-duty pol ice 
off icer  

- Secur i t y: 831-647-4153 and ask to 
speak w ith a secur i t y off icer  

- City Par k ing: 831-646-3953 

SECU RI TY ESCORTS

Secur i t y escor ts ar e avai lable seven 
days a week twenty-four  hour s ever y 
day between locat ions on campus. 
Secur i t y escor t  ser vices can be 
accessed by dial ing (831) 647-4153 
fr om an outside l ine. Addit ional ly, ther e 
ar e dir ect -dial  blue campus phones that  
may be used to dir ect ly access Campus 
Secur i t y. Students ar e encour aged to 
use the phones anyt ime Secur i t y is 
needed. 

 The Secur i t y Depar tment  is 
commit ted to ensur ing that  visi tor s, 
students, member  of the Inst i tute 
facul t y and staff  w i l l  be both safe and 
w i l l  enjoy their  stay. Their  pr imar y 
goal is to suppor t  the over al l  mission. 

Campus secur i t y is r esponsible for  
safety, secur i t y and suppor t  ser vices: 

- Issuance of photo ident i f icat ion 
car ds 

- Par k ing cont r ols, including 
issuance of per mits and par k ing 
enfor cements 

- Conduct ing after -hour s safety 
escor ts (on-campus ON LY) 

- M aintaining a lost  and found box 
- Assist ing w ith vehicle lock-outs 

by contact ing the tow  t r ucks and 
locksmith ser vices on behalf  of 
students 

Secur i t y is also r esponsible for  
r epor t ing i l legal  act ivi t ies to 
r esponsible staff  and/or  law  
enfor cement , including: 

- Al l  act ivi t y r elat ing to cr imes 
- Under age dr ink ing 
- Unauthor ized possession of 

alcohol on campus 
- Possession of weapons 

I f  a student  feels unsafe or  needs help 
on campus at  any t ime, please stop by 
the secur i t y or  cal l  secur i t y per sonnel 
at  (831) 647-4153. Students may also 
cal l  campus secur i t y fr om any of the 
blue phones on campus. 

For  mor e infor mat ion, visi t : 
ht tp://www.miis.edu/off ices/secur i t y 
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XI . RU L ES AN D  POL I CI ES

ATTEN D AN CE POL I CY 

In or der  to successful ly complete a 
session, students must  maintain at  least  
80% at tendance in al l  classes, and they 
ar e asked to make appointments (such 
as doctor ?s appointments) at  t imes 
when they don?t  have class. 

I f  a student  is sick or  has an 
emer gency, they ar e asked to emai l  
their  teacher s, explain their  r eason for  
being absent , and make a plan to do the 
wor k that  they missed. 

In a si tuat ion of pr ot r acted i l lness, 
students may br ing in documentat ion 
fr om their  doctor  for  consider at ion by 
the inst r uctor  and associate dir ector. 

I f  a student  is late tw ice (10 or  mor e 
minutes), this w i l l  count  as one 
absence. 

I f  a student?s at tendance near s the 80% 
mar k, inst r uctor s w i l l  not i fy the 
dir ector  and associate dir ector. I f  a 
student?s total  at tendance in a class 
goes below  80%, they w i l l  automat ical ly 
r eceive a fai l ing gr ade for  that  class.

SM OK I N G POL I CY

In or der  to pr omote a healthful  
envir onment , smoking is not  per mit ted 
inside any bui lding owned or  leased by 
the M iddlebur y Inst i tute. Anyone 
smoking close to an Inst i tute bui lding 
must  also step 20 feet  away fr om the 
bui lding to pr event  smoke fr om dr i f t ing 
inside.  

H EALTH  I N SU RAN CE POL I CY 

All  students ar e r equir ed to pr ovide 
pr oof of health insur ance. Enr ol lment  
in or  waiving out  of the pr ogr am is 
r equir ed each semester. I f  a student  
does not  have health insur ance i t  is a 
violat ion of the law  and i t  could also 
r esul t  in ver y expensive hospital  bi l ls. 
The IESL pr ogr am staff  w i l l  r emind 
students about  this pol icy each 
session, but  i t  is the students? 
r esponsibi l i t y to have insur ance. 
Students may pur chase insur ance 
fr om M I IS or  they may pr ovide pr oof 
of their  own pr ivate health insur ance 
cover age. 

IESL students in the shor t -ter m 
pr ogr am can enr ol l  in health insur ance 
on a monthly basis or  they can enr ol l  
for  each session of the pr ogr am. 
Pr ogr am staff  w i l l  assist  students in 
enr ol l ing in the plan. 

Students can pr ovide pr oof of pr ivate 
health insur ance i f  they choose not  to 
enr ol l  in the M iddlebur y Inst i tute 
Student  H ealth Insur ance Plan offer ed 
thr ough Wel ls Far go Student  H ealth 
Insur ance. Gover nment  or  social ized 
healthcar e pr ovided by their  home 
count r ies is  acceptable, pr ovided that  
i t  includes cover age in the United 
States. 

For  mor e infor mat ion on student  
health insur ance and a summar y of the 
for m, please visi t  the fol low ing 
website: 
ht tps://www.middlebur y.edu/inst i tute/
student -l i fe/health-wel lness/insur ance 
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PAYMENT REFUND POLICY 

Students are required to pay their 
tuition before the first day of the 
program. The chart below gives a 
timeline of the refund policies. 

Payment of full tuition balance is due 
by the first day of class unless 
otherwise arranged. 

Application 
$50 due at Non-refundable 

time of 
Fee application 

$200 due at Non-refundable, 

time of payment may 

acceptance, be deferred for 

Tuition will be applied up to one year 

Deposit to course 

tuition fees 

$4,385/$4,300/ Tuition does 

$4,500 for not include 

ESL/EPGS/ textbook or 

Tuition 
EPGS T& I housing. See 

respectively refund 

due before the schedule 

first day of below 

class 

Timing % Refund 

Within 1st week of 100% of balance paid 

course start date less $200 tuition 

deposit & application 

fee 

Within 2nd week after 50% of balance paid 

course start date less $200 deposit and 

application fee 

After first two weeks NO REFUND 

43 I STUDENT HANDBOOK

ADA & STUDENTS WITH 

DISABILITIES 

The Middlebury Institute of 
International Studies is committed to 
providing accommodations for 
students with disabilities in 
accordance to the 1973 Americans 
with Disabilities Act (ADA) and to 
providing equal and integrated 
access for individuals with disabilities 
to all of the academic, social, and 
cultural programs that are offered on 
campus. Any student who requires 
reasonable accommodations for a 
disability based on the appropriate 
documentation must apply for those 
services through the Office of 
Student Services. 

The application is available online at 
this link. Please follow the 
instructions to make sure that you 
get the accommodations you need to 
succeed at MIIS. 

ANTI-HARASSMENT/ 

DISCRIMINATION POLICY 

The Middlebury Institute and the ESL 
program want every student, faculty 
member, and staff member to feel 
welcome and comfortable on this 
campus. For this reason, the Institute 
does not allow discrimination or 
unfair treatment of any person based 
on their religion, sex, race, or any 
other reason. You can read the entire 
policy here: 
http://www.middlebury.edu/about/ 
handbook/policies-for-all/non-discrim 
-policies/smdvs

If you think that you have been 
harassed, discriminated against, or 
treated unfairly, please report this as 
soon as possible to the Associate 
Director, Rogers Walker. 
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All  students enr ol led in the intensive 
Engl ish language pr ogr ams at  the 
M iddlebur y Inst i tute should exhibi t  
r espect ful  behavior , and adher e to al l  
academic nor ms and al l  pol icies set  
by the Inst i tute and pr ogr am. Any 
student  conduct  deemed to be in 
violat ion of Inst i tute and pr ogr am 
pol icy w i l l  be handled accor ding to 
the fol low ing conduct  pol icies and 
pr ocedur es: 

D I SCI PL I N E B ASED  ON  
B EH AVI OR 

Student  behavior  that  is disr espect ful  
and/or  inter fer es w ith other  students? 
abi l i t y to lear n in a safe, suppor t ive 
envir onment  w i l l  be addr essed under  
a ?four  st r ike? pol icy, based on the 
number  of instances of behavior  
deemed to be in violat ion of Inst i tute 
and pr ogr am pol icy. 

The f i r st  instance w i l l  r esul t  in a 
confer ence w ith the r elevant  teacher  
and/or  the Associate Dir ector  of the 
Intensive Engl ish Pr ogr ams. This 
confer ence w i l l  be documented and 
kept  on f i le. The second instance w i l l  
r esul t  in a w r i t ten war ning fr om the 
Associate Dir ector  of the Intensive 
Engl ish Pr ogr ams. This w r i t ten 
war ning w i l l  include wr i t ten 
expectat ions for  behavior  that  should 
change. The thir d instance w i l l  r esul t  
in a meet ing w ith both the Associate 
Dir ector  of the Intensive Engl ish 
Pr ogr ams, and the Assistant  Dean for  
Language &  Pr ofessional Pr ogr ams 
and the Gr aduate School of 
Tr anslat ion, Inter pr etat ion, and 
Language Educat ion. Depending on 
the sever i t y of the infr act ion 
commit ted and the r esul t  of this 
meet ing, the student  may be 

M AI N TAI N I N G YOU R F-1  
STATU S

Dur ing your  pr ogr am at  M I IS, you 
need to maintain your  F-1 (student ) 
visa status by doing the fol low ing: 

- M eet  w ith the Inter nat ional  
Student  Advisor  when you 
ar r ive and anyt ime your  local  
addr ess changes. 

- Enr ol l  in four  ESL classes as a 
ful l -t ime student  and at tend at  
least  80% of class meet ings. 

- I t  is your  r esponsibi l i t y to keep 
your  documents cur r ent . Check 
the infor mat ion and expir at ion 
dates on your  passpor t  and I -20. 
I f  any infor mat ion changes or  i f  
your  passpor t  may expir e whi le 
you ar e in the United States, 
please r enew your  passpor t  and 
meet  w ith the Inter nat ional  
Student  Advisor. 

ESL  D I SCI PL I N ARY/ 
D I SM I SSAL  POL I CY

The Student  Conduct  Pol icy Over view  
of the M iddlebur y Inst i tute of 
Inter nat ional  Studies at  M onter ey 
states: ?The M iddlebur y Inst i tute 
pr omotes a campus envir onment  that  
suppor ts the over al l  educat ional 
mission of the M iddlebur y Inst i tute 
and intends to help pr otect  the 
Inst i tute community fr om disr upt ion 
and har m, to encour age appr opr iate 
standar ds of individual and gr oup 
behavior , and to foster  ethical  
standar ds.? Please see the ful l  
Student  Conduct  Pol icy Over view  for  
mor e detai ls: 

ht tp://www.miis.edu/student -l i fe/
pol icies/student -conduct -pol icy-
over view 
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Inst i tute and pr ogr am pol icy. The 
f i r st  violat ion w i l l  r esul t  in a for mal 
war ning, and explanat ion of why the 
violat ion is unacceptable. Depending 
on the si tuat ion and par t icular  
assignment , the teacher  w i l l  use 
his/her  discr et ion to deter mine 
whether  the student  should ei ther  fai l  
the assignment  or  be given the 
oppor tuni t y to r evise the assignment  
for  par t ial  cr edi t . The second 
violat ion w i l l  r esul t  in a fai l ing gr ade 
for  the assignment  and for mal 
not i f icat ion of the violat ion. The thir d 
violat ion w i l l  r esul t  in automat ic 
fai lur e of the class, and the student  
w i l l  also have to sign a document  that  
acknow ledges their  academic 
dishonesty and the consequences for  
cont inued academic dishonesty. The 
four th violat ion w i l l  r esul t  in 
automat ic dismissal  fr om the 
pr ogr am. 

dismissed fr om the pr ogr am. The 
four th instance w i l l  r esul t  in automat ic 
dismissal  fr om the pr ogr am. I f  student  
behavior  is consider ed sever e enough, 
such that  i t  is danger ous or  pr esents 
an immediate thr eat  to the school?s 
abi l i t y to oper ate nor mal ly, the student  
w i l l  be dismissed immediately ther eby 
bypassing the four  st r ikes pr ocess.

D I SCI PL I N E B ASED  ON  
ATTEN D AN CE

Student  at tendance in the intensive 
Engl ish language pr ogr ams is cr i t ical . 
Repeated fai lur e to at tend classes w i l l  
r esul t  in both ver bal  and wr i t ten 
war nings. Wr i t ten war nings w i l l  be 
del iver ed to the student  via emai l . 
Ther e w i l l  be thr ee at tendance 
war nings issued. The f i r st  war ning w i l l  
be issued when student  at tendance 
fal ls below  90% in any class. The 
second war ning w i l l  be issued when 
student  at tendance fal ls below  80% in 
any class. The thir d and f inal  
not i f icat ion w i l l  be issued when 
student  at tendance fal ls below  70% in 
any class. This thir d not i f icat ion w i l l  
r esul t  in automat ic dismissal  fr om the 
pr ogr am. 

D I SCI PL I N E B ASED  ON  
ACAD EM I C D I SH ON ESTY 
( CH EATI N G OR PL AGI ARI SM )  

Academic integr i t y is cent r al  to the 
mission of the M iddlebur y Inst i tute and 
i t s intensive Engl ish language 
pr ogr ams. Any instance of cheat ing, 
plagiar ism, or  other  conduct  that  
violates academic integr i t y w i l l  be 
addr essed under  a ?four  st r ike? pol icy, 
based on the number  of instances of 
behavior  deemed to be in violat ion of 



XI I . I M M I GRATI ON

Cam p u s M ap                            I n t er act i ve Cam p u s Goog l e M ap

Dur ing or ientat ion, students meet  the Inter nat ional  Student  Advisor  in an 
immigr at ion infor mat ion and quest ion/answer  session. Ther e is a Power Point  
pr esentat ion and fol low-up emai l  addr essing the fol low ing: 

SEVIS (the Student  and Exchange Visi tor  Infor mat ion System); 

- Documents: I -94, visa, I -20 or  DS-2019; 
- H ow to maintain status ? Check-in and r epor t ing obl igat ion dur ing pr ogr am; 
- Tr avel  dur ing the pr ogr am; 
- Dependents; 
- Dr iver ?s l icenses and State ID car ds; 
- Gr ace Per iods 

Thr oughout  the student?s pr ogr am, the Inter nat ional  Student  Advisor  is avai lable 
to talk  about  visa-r elated quest ions, including the SEVIS t r ansfer  pr ocesses and 
pr ogr am extensions of the ESL pr ogr am. 

Students ar e invi ted to contact  Student  Ser vices staff  via emai l , phone, Skype, 
in-per son appointments, and stopping by the off ice. 

The number  to r each Student  Ser vices is 831-647-4128. 

Their  emai l  is student .ser vices@miis.edu or  visas@miis.edu (for  visa r elated 
quest ions). Their  websi te is: ht tp://www.miis.edu/student -l i fe 

XI I I . M APS
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XV. F ORM AL  COM PL AI N TS
All  for mal complaints must  be put  in 
w r i t ing using the off icial  ?Intensive 
Engl ish Pr ogr ams For mal Complaint? 
for m. This for m is avai lable in har dcopy 
in the associate dir ector ?s off ice, or  by 
pr int ing the page below. 

When ini t iat ing a for mal complaint , 
please fol low  these steps: 

- Be sur e you have f i r st  t r ied to 
r esolve the issue by speaking 
dir ect ly w ith the individual(s) or  
off ice(s) involved. 

- Complete and submit  the 
?Intensive Engl ish Pr ogr ams 
For mal Complaint? for m (these 
should be submit ted to the 
associate dir ector  by emai l  or  
pr inted copy). 

- When the complaint  is r eceived, 
you w i l l  be contacted as soon as 
possible to schedule a meet ing 
between you, the associate 
dir ector , and the assistant  dean. 

- After  your  concer n has been 
addr essed, you w i l l  r eceive a 
let ter  document ing the r esolut ion 
of the issue. 

I f  a student  has a pr oblem in one of 
their  classes or  a complaint , they 
ar e asked to speak w ith their  
teacher  f i r st . I f  a student  is not  
comfor table speaking to their  
teacher , or  i f  the pr oblem is not  
r elated to a class, the student  
should emai l  or  make an 
appointment  to talk  to the IESL 
associate dir ector. M ost  pr oblems 
can be r esolved when a student  
makes an appointment  w ith an 
inst r uctor  or  staff  member  and 
they have a calm and honest  
discussion about  the issue. I f  the 
pr oblem cannot  be r esolved 
thr ough the teacher , the student  
should star t  the for mal complaint  
pr ocess by complet ing the for m 
?Intensive Engl ish Pr ogr ams 
For mal Complaint? and giving i t  to 
the associate dir ector. The 
associate dir ector  w i l l  contact  the 
student  as soon as possible to set  
up a meet ing w ith the student , the 
associate dir ector , and the 
assistant  dean for  Language and 
Pr ofessional Pr ogr ams. Together  
they w i l l  t r y to r esolve the issue in 
a way that  is sat isfactor y to the 
student  w ithout  compr omising the 
standar ds of speci f ic cour ses or  of 
the pr ogr am. 
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