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English Language Institute 

Mission Statement 
 

For Our Students 
 

Through an unwavering commitment to excellence and renewal, the ELI faculty 

and staff endeavor each day to enhance our reputation as a leader among 

intensive English programs. Our leadership is based on a clear understanding  

of our goals and the means to achieve them. 
 

 

As teachers, tutors, administrators and staff, we strive to: 
 

Meet or exceed our studentsô expectations for developing their  

linguistic, academic, and professional skills. 
 

Contribute to international understanding by engaging students  

in meaningful inter-cultural exploration. 
 

Provide our students with the support and services they require to make  

the transition from their own countries to life in the United States.  
 

Meet the ordinary and extraordinary needs of our students,  

ensuring that their experience at ELI is productive and fulfilling. 
 

Recruit only the most talented and experienced English language specialists and 

staff and promote their continued professional growth. 
 

Assume personal responsibility for solving problems, value each other  

as highly as we do our clients, and support each other in our work.  
 

Manage our resources, attaining financial viability  

without compromising the outstanding value of an ELI education. 
 

Enrich the University of Delaware and the local community,  

fostering cross-cultural communication and interaction.  
 

Adopted May 19, 1999 

H:\Shared\ORIENTATION\Orientation\HANDBOOK\Student Handbook 8 - 14- 2008  
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University of Delaware 
English Language Institute 

 

 
     The director, faculty, and staff all wish to welcome you to the University of 

Delaware's intensive English program . We want you to feel comfortable in 

Newark while you are here.  You have been accepted to this Institute because 

of your expressed interest in a very strong and serious English program.  We have 

many high expectations of you:  

 

 - that you will complete all of your work to the best of your ability;  

 

 -  that you will attend all ELI academic classes on time every day, 

  and participate fully in class activities;  

  

 - that you will make every effort to join cultural activities to increase 

  your awareness of the United States, make new friends and  

  improve your English;  

 

 -   that you will work hard here to achieve your goal,  

  whatever it might be.  

  

 -  that you will speak English in and out of the class  

 

Please remember that we are here to help you.  We will challenge you and give 

you much work, but we will also help you with problems, and offer our 

friendship.   

 

 We hope you find your time at the Institute useful, rewarding, and 

enjoyable.   
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ELI Staff Members 
(Where to find them & What they can do for you) 

Dr. Scott Stevens, Director 

ELI Room 104 

 

 

Joe Matterer, Associate Director 

ELI Room 109 

 

 

Deborah Detzel, Assistant Director 

ELI Room 109 

 

Dru Arban, Assistant to the Director 

Lin McDowell, Financial Assistant 

ELI Service Window 

 

Nadia Redman, Admissions Counselor 

ELI Room 103 

 

 

Laurie Fuhrmann, Admissions 

ELI Room 103 

 

Wendy Clark, Office Coordinator 

Linda Morris, Assistant Office Coordinator  

ELI Lobby 

 

 

 

 

Letha Earl, Housing Coordinator 

ELI Room 103 

 

Baerbel Schumacher, Special Programs 

Manager 

ELI Room 307 

 

Ken Hyde,  Tutoring Center Coordinator 

Rodney Annex Room 026 

 

Aura Draper,  SALC Coordinator  

R Emergencies, Vacation permission, 

Serious problems or concerns, Requests 

to change length of stay 

 

R Academic advisement, Class changes, 

Level changes, UD class  

 

 

R Scheduling, Housing, Orientation, 

Student services 

 

R Billing or financial questions 

R Meal plans, Trip registration, Test 

registration 

 

R Immigration questions, Admission 

procedures, I-20 questions, Intention and 

Departure Forms 

 

R  Conditional Admissions 

 

 

R Schedule appointments, Return ELI 

papers, Parking, , Travel information, 

Campus employment information, 

Driverôs license information, 

Administrative support, information 

services 

 

R  Housing Arrangements 

 

 

R ALLEI contact, Special programs, 

Service learning 

 

R Tutoring schedule & changes 

 

 

 

R Self-access learning center assistance 
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IMPORTANT TELEPHONE NUMBERS  

 
Emergency : 

 

  Fire, police or ambulance      911 

  Newark Police (off -campus)     366-7111 

  University Police (on -campus)     831-2222 

 

  Scott Stevens at home, call anytime    369-4432 

   Or call  his cell phone                584-5710 

   if you have an emergency.  

 

  Joe Matterer at home, call anytime    738-7810 

    

 

 Note:  If you are on campus and have an emergency, you can use the 

blue light  phone boxes located all over campus.  They are a direct open line to 

the University Police.  You do not need to know where you are because the 

phones are connected to a computerized map of campus.  The police will be 

happy to assist you.  

 
Other Important Numbers:  

 

On-Campus  

 ELI Office 831-2674 

 Foreign  Student Services  831-2115 

 Housing and Residence Life  831-1201 

 Dining Services  831-6761 

 Student Health Center  831-2226 

 Student Center Information  831-0616 

 
Off-Campus  

 Post Office  737-5770 

 Train/Amtrak  1-800-872-7245 

 Greyhound Bus  655-6111 

 Telephone Number Information  411 

 

 



7 

Welcome to your ELI Experience!  
 

 

 

 

 

 

 

 

 

CAMPUS TOUR: 

 All new ELI students take a 

walking tour of the University 

campus on their first day in 

Newark. On the campus tour, 

students see ELI classroom 

locations, dining halls, the UD  

library, Student Health Center, and Newarkõs Main Street. 
 

STUDENT IDENTIFICATION CARDS:  

 Each ELI student receives a University of Delaware student 

identification card.  These picture IDs entitle the student to use all  

University facilities such as the library and sports facilities.   Students 

using the University meal plan must present their IDs in the dining 

halls.  

 
BANK ACCOUNTS:  

 Most ELI students have bank accounts at the 

WSFS Bank in the Trabant University Center on Main 

Street.  You can take your money and passport to 

the Bank between 11:00 a.m. and 5:00 p.m. You can 

open checking and savings accounts, and also get 

a òcash cardó to use in bank machines all over the 

United States.  

 

All new ELI students must complete new student 
orientation before they can begin classes. This 
orientation will introduce you to the ELI, the 

University of Delaware, and the City of Newark. 
The ELI orientation staff will help you to settle 

into your new home by assisting you with:  
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PLACEMENT TESTING: 

The intention of the ELI placement testing is to place students in levels 

that are appropriate for their learning and English development. An appro-

priate level is a level of English study that is a little higher than the studentsõ 

current ability. An appropriate level should not be too difficult or too easy.  

 

The ELI uses the following tests for placement: the Michigan Test of 

Aural (listening) Comprehension, an interview with an ELI teacher, the 

Michigan Test of English Language Proficiency (grammar, vocabulary, and 

reading), and a written essay. The two Michigan tests are scored from 0 ð 

100. The ELI uses a score range to identify the level of the test score; for ex-

ample, the range for Level I is 0 to 36 and the range for Level VI is 90 to 100. 

The interview and essay are rated by level, so a studentõs interview and es-

say are rated as Level I or Level II and so on. All four placement tests are 

used to place a student into the two main classes: the Listening and Speak-

ing class and the Reading and Writing class. However, the Michigan Aural 

and the interview are used primarily to place student into the Listening and 

Speaking class, and the Michigan Proficiency and essay are used primarily 

to place student into the Reading and Writing class. It is possible for a stu-

dent to be in a different level for each class.  

 

Students learn the results of the placement procedures and tests 

when they receive their schedules on the first day of the session. The sched-

ule shows the studentõs levels and classes. A student can get the scores for 

the Michigan tests after the session begins from the ELI Assistant Director (ELI 

room 103).  

 

These placement procedures and tests have been used at the ELI 

since 1980, and they are reliable and accurate. Over 95% of the ELIõs stu-

dents are satisfied with their placement into the ELI levels and classes. 

Sometimes, students disagree with their placement or feel that they did not 

do well on their test due to fatigue or for other reasons. In these cases, stu-

dents have an opportunity to retest.  

 

 Students who disagree with their initial placement and want to be 

tested again must first speak to the teachers of the class that they wish to 

change. The teacher will arrange for the student to test again during the 

first week of classes. On Friday, the ELI faculty and administrators review the 

test results and make necessary placement changes. Students receive writ-

ten notes that tell them if their levels or classes have been changed. If stu-

dents have questions, or they disagree with the results of the retests, they 

can speak with the ELI Associate Director (ELI room 109).  
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HOUSING:  

 The ELI will assist each student with housing.  

Students living in University dormitories who have 

questions or problems can see the ELI Resident  Assistant 

(RA) for additional assistance.   

 
DINING:   

 Any English Language Institute student may 

purchase a meal plan and use the university dining facilities. Meals are sold in 

blocks of 100 or 50 meals. Students can use these meals for four months from 

the date of purchase.  There is no refund available for unused 

meals.  

 Another dining option is the universityõs FLEX system, which 

allows students to deposit cash in an account and use their 

student ID card as a debit card.  

 
TUITION & OTHER BILLS:  

 Tuition and fees for each ELI session are due the first week of classes. 

Students will receive  a separate bill for dining and housing fees during the 

second week of the session.  
 Students may pay their bills at the ELI office with a credit card, or by 

check or cash at the Cashierõs Office at the Student Services Center.  Students 

who have questions about their bills should see Dru Arban, the ELI Accountant.  

You can find his office window in the ELI Library open for service every 

weekday afternoon from 2:00 - 5:00. 
 

STUDENT ID NUMBER or SOCIAL SECURITY NUMBER? 

 The University of Delaware gives every student an identification number. 

This student ID number has the same format as a Social Security Number (SSN), 

but it is not an official SSN.  

 For any student  without permission to work, the Social Security 

Administration requires the following items before they will issue an SSN:  

  - a letter from the government agency requiring  the SSN. This letter must 

be an original on the agencyõs letterhead (no form letters or photocopies), 

must specifically identify the person needing the SSN,  must cite the law that 

requires the applicant to have the SSN, and must indicate that the applicant 

meets all of that agencyõs requirements except having a SSN. 

 -proof of identity  

 -proof of age  

 -proof of immigration status  (example:  I20 Form and Visa)  
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SCHEDULE:  

 Each student receives a schedule which lists his or her classes, 

instructors, tutoring & laboratory schedules, and books to be 

purchased.    

 
CLASSES:  

 ELI classes are  held every morning, Monday through Friday.  

The class times are printed on your ELI schedule. Classes begin at 8:30 

in eight -week sessions and at 8:20 during seven -week sessions.  

Students should bring all assigned books to class every day.   Students 

can purchase books and supplies at the University of Delaware 

bookstore.  All students must purchase a separate  notebook to be 

used for writing assignments.  

 
TESTING PREPARATION COURSE.  

 Once each session, the Institute offers a course to prepare ELI 

students for standardized examinations like the TOEFL.  The TOEFL prep 

course is available for students in level four and above.  Please see 

your teacher for details and dates.  

 
TOEFL:  

 The Institute administers the Institutional TOEFL examination six 

times per year.  Students enrolled in the program may register for the 

test for a fee.  Your ELI teachers will announce the testing dates.  In 

addition, students may register to take the International TOEFL at the 

University of Delaware at any time.  International TOEFL registration 

booklets are available in the ELI Office.   

 

ELI  

Academic 

Program 

(classes)  
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ELI Academic Program (Tutoring/Labs)  

 
TUTORING CENTER:  

 Each full -time student in the full 

intensive program has two hours of 

instruc tion in the Tutoring Center each 

week.  Tutoring is an excellent way to 

improve your English!  

 If a student expects to be late or 

absent, he or she should call the Tutoring 

Center (831 -2567) at least two hours 

before the scheduled tutoring time.   

 

 

AFTERNOON LABORATORIES:  

 Your listening lab assignment is printed on your schedule or you 

may ask your listening/speaking teacher for information.  Listening 

laboratory  time and location  varies according to a studentõs level. 

The Self Access Learning Center  hours appear on the 

student schedule.  An instructor is available at all  times 

in the SALC to assist students.   

 

 
SELF ACCESS LEARNING CENTER: 

 The ELI Self Access Learning Center is a computer  and study 

room where students can work to improve their reading, vocabulary, 

writing, and listening skills with  English language study and reading 

materials, CDs, tapes, DVDs and videos . A teacher is available to 

assist students using the equipment and choosing materials.  

 After an initial orientation to the SALC, you can use the 

equipment any afternoon at a time that is convenient for you. 

Check your class schedule for the SALC hours.  
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ELI Administrative Policies & Information  

CERTIFICATES:   

 The ELI awards a certificate to each student who completes 

their ELI course.   Students need overall attendance of 85% and an 

average grade of C to qualify for a certificate.   

 
LATE ARRIVAL/EARLY WITHDRAWAL:  

 Our sessions are 8 weeks in length, except for winter and 

summer sessions which are 7 weeks.  Students must make any special 

arrangements for late arrival or early withdrawal from the 

program with the Director before the student begins his/

her session of study at the Institute . The ELI offers no 

refunds for late arrival, early withdrawal, or dismissal.  

 

 

 
 

 

ATTENDANCE:  

 Students must attend all classes.  Three late arrivals 

for class (up to 15 minutes) equal one absence. To be 

eligible to receive a certificate, a student must attend 

85% of his or her classes and maintain at least an 

average grade of C. To receive honors or awards, a 

student must attend 90% of his or her classes and 

maintain an A grade average.  Students who miss 12 or 

more classes and/or have an average of C ð or below 

will not earn a certificate for that session.  Sixteen  cl ass 
absences in one session,  14 class absences in a 7 week 

session, violate immigration laws of the United States 

and may result in dismissal from the program and loss of 

your student visa.  The ELI permits fewer absences for 

students attending only part of a session.  
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   STUDENT GRADE REPORTS:  

           The ELI will issue student grade reports 

each session. Students who are graduating will receive their grade 

report at graduation.  Students who are continuing at the ELI will 

receive their grades when they receive their new schedule.  Please 

see the rubric in ôAppendix Aõ for a detailed description of ELI level 

skills. 
UNIVERSITY COURSES:   

           Students in V  and  VI only may register for University of Delaware 

courses through the Division of Continuing Education.  The student's 

instructor and the director of the ELI must approve the course and give 

permission to study.  Please see the Associate Director for details.  

 ADVISEMENT:   

 If you are planning to attend a university program in the United 

States after your English studies, we can help you select and apply to a 

university.   

For questions about:     

All undergraduate admissions (UD and others)     Nadia Redman  

All MA TESL admissions              Scott Stevens  

All MBA admissions               PRE MBA Coordinator  

All other graduate admissions          Director or Associate Director  

ADMISSIONS:     

 Students with questions and/or problems about admission to the 

University of Delaware should make an appointment with the ELI 

Admissions Office.  

 The ELIõs Conditional Admissions Program (CAP) offers 

conditional admission to UD for qualified international undergraduate 

students who complete the highest level of the English for Academic 

Purposes Listening/Speaking and Reading/Writing classes with 

appropriate grades . Please see Laurie Fuhrmann for more details.  

ELI STUDENT CONCERNS: 

 Students with questions and/or problems about the program 

and the policies of the Institute should make an appointment to speak 

with the Director or Associate Director.  Please use the Student 

Problem Resolution Form  from the back of this handbook to explain 

your situation.   

 Students are welcome to speak to any ELI staff member or 

teacher about any problems or concerns. Remember, the ELI staff is 

here to help you as well as teach you English.  
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Below is a list of Code of Conduct violations that can lead to disciplinary hearings, possible 

dismissal from the ELI, or even criminal charges. Please note that this list is not exhaustive: 

 

Disciplinary Hearing Violations:  

R Academic Dishonesty- Stealing an exam; giving another student an answer during a test; 

handing in work or papers written by someone else; posing as someone else to take a test 

for her/him 

R Attendance Problems- Arriving late to class more than three times; missing too many 

classes 

R Cheating- Copying an answer from another studentôs paper or test; peeking at notes when 

notes are not to be used during an exam. 

R Disruptive Classroom Behavior- Talking to another student while class discussion is 

going on or while the teacher is speaking to the whole class; making other distracting 

noises or gestures; talking too much- so that no other student has time to talk; verbally or 

physically threatening another student or the teacher  

R Plagiarism- Stealing another personôs idea or illustration and using it as oneôs own 

without giving credit to the original author; copying sentences or paragraphs directly from 

an article or book to use in an essay without giving credit to the original author 

 

Criminal Charges and/or Violations of the University Code of Conduct: 

R Alcohol & Drug Violations- possession or use of alcohol by a minor (person under the age 

of 21); providing alcohol to a minor; carrying an open container of alcohol in a common 

or public area; driving under the influence; possession of a controlled substance 

R Sexual Harassment- persistent, unwelcome flirtation, requests for dates, advances or 

propositions of a sexual nature; unwanted touching such as patting, pinching, hugging or 

repeated brushing against an individual's body; repeated degrading or insulting comments 

about an individual's sexuality or sex; sexual assault 

R Driving Violations- speeding; reckless or careless driving; failure to obey traffic signals; 

etc. 

 

Code of Conduct 
 The ELI Code of Conduct is designed to help ELI student know what kinds of 

behavior American culture finds acceptable by college students. To avoid trouble, know 

and follow these policies. The complete text of ELI Student Policies is on the ELI web 

page (www.udel.edu/eli). The box below contains a brief guide to some of the behavior you 

should avoid. 

 Those ELI student living on campus must also be familiar with and follow UD 

Housing Rules and Regulations. The ELI Resident Assistant, representing the UD Office of 

Residence Life, will meet with on-campus students at the beginning of each eight-week 

session to review these policies and answer any questions about them. 

 The UD Student Guide to University Policies contains very detailed descriptions of 

all conduct and housing violations, including felonies. This document is available on the 

University of Delaware web page (http://www.udel.edu/stuhb/). 

 The flowchart on the next page provides a visual guide to the way in which the 

ELIôs Judicial System works when a student violates ELI and/or UD policy. 
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Getting Involved  

 

SOCIAL AND CULTURAL ACTIVITIES:    

 The English Language Institute Orientation 

Committee plans social and cultural trips and activities 

each session. These activities are a valuable part of 

your experience here in the United States, so you 

should take advantage of them. 

 Some ELI activities, such as the trip to New 

York City or Washington, DC, are free; but require a 

deposit of $20. Other trips require advance payment. 

Seating on any trip may be limited, and refunds are  not available.  

 

LANGUAGE PARTNERS:  
 During the regular school 

year, the ELI can match our 

students with American students 

who want to meet international 

students.  Language partners meet 

for about one hour each week.  

The office can provide you with 

information on this program. 

Please note that during the 

summer, UD students are on 

vacation so there may not be 

enough Language partners at that 

time. 

 
 The Institute can provide host families for interested ELI students to visit for 

social gatherings and holidays. The Host Family Coordinator is Nancy Purcell. 

Contact her if you would like a host family.  Unfortunately, host families are limited 

in number and we cannot guarantee a family for every student.  
 

UNIVERSITY CLUBS:   
 There are approximately 150 organizations and activities in the University that 

ELI students may join. These organizations give ELI students excellent opportunities 

to meet American students and share cultural experiences with them. The ELI 

orientation staff can provide you with information about UD clubs.  

You can check UDôs Registered Students Organizations at 
http://www.udel.edu/RSO/ 

 

To make the most of your time here at UD, 

get involved in all the ELI activities and 

programs. Remember, a lot of your language 

learning will happen outside  the ELI classroom.  

Be adventurous and explore!  

HOST FAMILY PROGRAM:   


