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Other Locations 

The Literacy Council also has classes at 

many different sites around Fort Bend 

County. We call these Outreach classes. 

If you have a question about one of these 

classes, please call our main phone 

number.  

Literacy Council of Fort Bend County 

Policies and Procedures for Students  

 

Thank you for joining us at the Literacy Council! We are excited to have you begin your class, 

and are looking forward to seeing all that you learn over the upcoming year. Please read over the 

following rules, policies, and procedures before you begin your class. All students are expected 

to follow these rules. If you have any questions, please ask Literacy Council staff at any time! 

Thank you again, and welcome to the Literacy Council of Fort Bend County!  
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Main Location  

Literacy Council of Fort Bend County      

12530 Emily Court 

Sugar Land, TX 77478      

Phone: (281) 240-8181       

www.ftbendliteracy.org      

email: read@ftbendliteracy.org    

 

 

Registration 

You must register, or sign up, for classes every school year. The registration process includes: 

submitting identification and income documents, filling out registration forms, paying a 

registration fee, completing one or more pre-tests, and receiving a schedule of classes.  You may 

not begin classes until you have finished the registration process.  

 

http://www.ftbendliteracy.org/
mailto:read@ftbendliteracy.org
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Your schedule of classes will be written on a registration card. You must bring this card with you 

to all of your classes. If a tutor or staffperson (someone who works at the Literacy Council) asks 

you for your card, and you do not have it, you may be required to leave the class. 

 

 

Attendance 

It is very important to attend all of your classes. If your schedule changes and you can no longer 

attend one or more of your classes, please let a staffperson know. If other classes are available 

for you, staff will try to change your schedule. We want you to succeed, so we will work 

together to find a schedule that is best for you. 

 

If you know you will be absent from a class, please call the number above, tell your tutor, or tell 

a staffperson. This is called an excused absence, meaning it will not count against you.  

 

Sample: “Hi, my name is (your name). My teacher is (tutor’s name). I cannot come to class on 

(day). Can you please tell my teacher?” 

 

If you miss a class, and do not tell a tutor or staff, it is considered an unexcused absence.  

 

Students who have three unexcused absences in a class will be removed from that class. 

 

In addition to being present for class, it is also very important that you arrive on time. Your 

tutor(s) will explain the rules of their class when you begin. Some tutors will not allow you to 

join the class if you are late. If you are running late, please call the Literacy Council at the 

number above to let us know.  

 

Sample: “Hi, my name is (your name). My teacher is (tutor’s name). I will be a little late for 

class today. Can you please tell my teacher?” 

 

Every class, your tutor will pass around an attendance sheet. Please remember to sign this paper 

to record your attendance.  

 

Sometimes, your tutor will need to cancel a class. When class is cancelled, there will sometimes 

be a substitute, or new teacher, for the class. There will not always be a substitute. If there is no 

substitute, staff will help you get set up in the Computer Lab to work independently on a practice 

program. If you do not want to work in the Computer Lab, you may also choose a book to read, 

work independently on assignments for your class, or go home. You may not go into another 

class without asking Literacy Council staff. 
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You may only go to a class that is listed on your registration card. 

Please do not walk into another class if it is not on your registration card  

without asking Literacy Council staff. 

 

 

 

Closing the Literacy Council Building or Cancelling Class 

Sometimes, like on days with very bad weather, the Literacy Council building will need to close.  

 

If public schools in the Fort Bend Independent School District close for bad weather, all Literacy 

Council classes will be cancelled. This includes all classes in our Outreach locations.  

 

Facebook is the best place to check if the Literacy Council is open: facebook.com/ftbendliteracy 

 

You may receive a call or text from your teacher, letting you know that class is cancelled. Staff 

will try to call you as well. Staff will also send an email to all students if class is cancelled. 

Please be sure to include an email address on your registration form so you will receive this 

message. If you do not have an email address, please try to provide one for a friend or family 

member who can tell you.   

 

Please do not try to come to class if the weather is bad. You can always call the Literacy Council 

with the message that you will be absent. 

 

 

Re-testing to Show Progress and Documenting Progress 

ESL (English as a Second Language) and Basic Literacy students will be re-tested after every 

eighty hours of classtime. This is why it is very important to always sign the attendance sheet! 

After you re-test, we will talk about the progress you have made and what will happen next.  

 

You may be asked to document your attendance and progress with the Literacy Council. 

Sometimes an employer or government agency will ask you for this documentation. If you need 

a letter to explain the number of hours you have spent in class, and the progress you have shown, 

please ask a staffperson. Staff will need at least 48 hours (two days) to complete this for you.  

 

 

Please Respect the Building! 

You will spend many hours in your Literacy Council class. Please treat the classroom space and 

building with respect. Throw all trash in the trash can.  
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Sometimes, your class may move tables and chairs around. Before you leave, please work 

together with your class to put everything back in its place. Check that no trash is on the floor. 

Please erase the whiteboards or chalk boards. If you find personal items (like a coat, umbrella, or 

notebook) that a classmate has left behind, please give it to your tutor or a staffperson.  

 

 Food or Drinks in the Classroom: The Literacy Council does allow you to bring food or 

drinks into the classroom, but please check with your tutor to make sure it is OK in your 

class. If you have a drink, please make sure it has a lid. If you spill your drink, please 

wipe it up quickly. Please clean up any food before you leave the classroom.  

 

**There is one exception, or change, to this rule:  

No food or drinks are allowed in the Computer Lab.  

 

 Childcare: The Literacy Council is an adult learning center. No children are allowed in 

your classroom.  

 

 Kitchen and Bathrooms: We try to keep the bathrooms and kitchen clean for you, but we 

also need your help. If you notice that any supplies, like cups or napkins, are empty, 

please tell a staffperson. If you notice a spill, please clean it up or tell a staffperson.  

 

 Books or Supplies in the Building: In your classroom, and around the building, you will 

see many textbooks. There will also be supplies, like markers, pens, or notebooks. These 

supplies are meant to help you learn while you are in class. Please keep all supplies neat 

and organized. Do not write in any textbooks that you have not purchased. You may not 

take home any supplies or textbooks that you have not purchased. 

 

All reading books in the Literacy Council lobby are for sale, and you may purchase them. 

You may also purchase your own copies of textbooks. If you’d like to buy a textbook, 

please ask Literacy Council staff.  

 

 

*** 

 

 

Thank you for coming to the Literacy Council of Fort Bend County to continue your education. 

We understand you are busy, and it is not always easy to begin a new class. However, now that 

you are here, you are one step closer to achieving your goals! In your classes, you will meet new 

friends and mentors, and learn a lot! Our tutors and staff are here to answer any questions you 

have. Have a great school year!  

 


