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Effective and quality instruction is an essential part of providing an exemplary 

educational program.  Research shows that instructors are by far the most im-
portant factor in determining whether students succeed.  So, where there are 

highly effective instructors, quality instruction follows.  
  

Highly effective instructors who have mastered the art and science of 
quality instruction don't exist in isolation.  They don't close their class-

room doors and quietly figure it out all by themselves.  They collabo-

rate with other professionals in their program and in the educational 

community at large.  They participate in personal learning networks  
(communities of practice) and consult them to get new ideas and  feed-

back about their struggles and successes.  They engage in professional 

reading of current research to improve and expand their repertoire of 
skills.   

 

When they discover an amazing instructional combination or resource, 
they share it with other instructors and in online environments  

 

(Ferguson, 2010; U.S. Department of Education).   

 
Our educators are passionate about actively engaging students and meeting them 

wherever they are on their learning journey.  While the art and science of quality 

instruction may be more than the sum of its parts, some instructional building 
blocks are essential for it to occur.  This document is designed to provide guid-

ance for Iowa Adult Education and Literacy instructors to promote adult learn-

ersô success along the path toward college and career readiness.  
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Welcome to the most rewarding job youôll ever have.  

 

The Iowa Department of Education (IDOE) recognizes that today's workplace presents numerous opportuni-

ties and challenges for adults. Employers need workers with strong basic skills and an ability to adapt to 
change. Today's families are faced with multiple responsibilities as they address their children's educational 

needs, as well as their own. Special populations, such as the homeless and incarcerated, must deal with addi-

tional challenges in order to lead safe and productive lives. To effectively serve the foundational learning 
needs of these diverse groups, a learning system that is flexible and responsive is necessary. The Iowa adult 

education and literacy program is developing such a system for adult learners. 

 

Iowaôs adult education and literacy programs build skills for success by providing adults with the opportuni-

ty to acquire and improve functional skills necessary to enhance the quality of their lives as workers, family 

members, and citizens. These programs play an important role in fostering productive employment, effective 
citizenship, personal and family growth, self-esteem, and dignity for adult learners. Educational services are 

available at little or no cost to adult learners and are designed to meet the educational needs of each individ-

ual. 

 

This handbook is to ensure the administration of adult education and literacy programs are consistent with 

federal laws and regulations and the stateôs goals, policies and objectives. This handbook communicates the 
scope of the stateôs commitment to and support of adult education and literacy (English as a second lan-

guage, workplace literacy and family literacy). The purpose of this handbook is to facilitate the improve-

ment and expansion of adult education and literacy services to adults in Iowa. 

 

 

As an AEL instructor you will: 
 

¶ Assist adults to become literate and obtain the knowledge and skills necessary for employment and self-

sufficiency; 

¶ Assist adults who are parents to obtain the educational skills necessary to become full partners in the edu-
cational development of their children; 

¶ Assist adults in the completion of a secondary school education; and 

¶ Assist adults to prepare for college and/ or career pathways. 

 

 

 

 
 

 

Program Overview  
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Just as the needs of the adult learner is diverse, the services that adult education and literacy can provide is 
wide ranging to prepare the participant for post secondary credentials and career pathways. Services available 

at programs throughout the state include instruction in one or more of the following: 

¶ Basic Skills Instruction in reading, writing, math, listening, and speaking; 
¶ HSED Test Preparation in science, social studies, mathematics, language arts-reading, language arts-

writing, and calculator training;  

¶ English as a Second Language in pre-literacy, reading, writing, listening, speaking, grammar, U.S. histo-

ry and government, and cultural literacy; 

¶ Thinking and Learning Skills Instruction in creative thinking, decision-making, problem-solving, and 

learning and reasoning; 

¶ College Readiness Skills Instruction in organization and time management, technology, goal  

setting, test taking skills, and self-advocacy; 

¶ Workplace Literacy Skills Instruction in goal-setting, career planning, personal work attributes,  

and employability skills;  

¶ Life-Coping Skills Instruction in budgeting, nutrition, consumerism, and family relationships and 

parenting, and 

¶ Digital Literacy Skills in keyboarding, word processing and other introductory skills. 

 

 

Our Mission 
The mission of Iowa's AEL program is: 

To provide accessible, quality instruction that develops life, work, and literacy skills. 

 

Our Goals 
Goals of local Adult Education and Literacy programs are to: 

1. assist adults to become literate and obtain the knowledge and skills necessary for employment 

and self-sufficiency; 

2. assist adults who are parents or family members to obtain the education and skills 
that ï 

A. are necessary to becoming full partners in the educational development of their children, 

and; 

B. lead to sustainable improvements in the economic opportunities for their family; 

3. assist adults in attaining a secondary school diploma and in the transition to postsecond-

ary education and training. 

4. assist immigrants and other individuals who are English language learners in ï 
A. improving their ï 

i. reading, writing, speaking, and comprehension skills in English; and 

ii. math skills; and 

B. acquiring an understanding of the American System of Government, individual 

freedom, and the responsibilities of citizenship. 

Iowa Adult Education and Literacy 



Page 7        Iowa Department  7  

 

Northwest Region:  
NCC, ILCC,        

NIACC, WITCC 

Mike Williams 

 

South Region:  
IWCC, SWCC, IHCC, SCC 

Marcela Hermosillo-Tarin 

 

Central Region:  
DMACC, ICCC, IVCCD 

Lisa Gard 

 

Eastern Region:  
NICC, HCC, KCC, EICC 

Jayne Smith 

 

State Leadership 
Provide leadership, technical assistance and oversight to local adult education and literacy programs that sup-

ports their integration in the workforce system to better serve all students, including those transitioning to fur-

ther education and training.   

Alex Harris 

State Director for AEL 

AreasðGrant management and policy 

515-281-3640 

alex.harris@iowa.gov 

Lisa Gard 

Education Consultant 

AreasðData management and  

Assessment policy 

515-281-3125 

lisa.gard@iowa.gov 

Mike Williams 

Education Consultant 

AreasðHiSET Ê Testing and Career 

Pathways  

515-725-2005 

mike.williams@iowa.gov 

Marcela Hermosillo-Tarin 

Education Consultant 

AreasðEnglish as a Second Lan-

guage and Civics  

515-281-4723 

Marcela.Hermosillo@iowa.gov 
Jayne Smith 

Education Consultant 

AreasðAdult Basic Education and 

Instructional Services 

515-725-0046 

jayne.smith@iowa.gov 

Figure 1: Regional Areas  
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Program Operations 
Operating an adult education and literacy program requires the coordination of a number of elements that 
will be described in this section through the various stages of operation, maintaining and transitioning. The 

elements will assist in achieving the goals of the AEL program and provide continuous improvement to bet-

ter serve students.  

Operating an Adult Education and Literacy Program 
Once an organization receives an Adult Education and Literacy grant, the following are suggestions to assist 

in organizing and maintaining a program. There is no specific sequence to these items. These items can 

overlap and programs should revisit each during the application process and throughout the program year to 

make adjustments in services and operation of the program.  

Needs Assessment 
A needs assessment is used to determine the characteristics of the local community. Based on these 

data, the adult education program can determine the scope of the program, including the number 

and type of services and classes to offer, class locations, schedules, staffing, instructional materials, 

and training needs.  

 

Programs should review the needs assessment, as described in the application, and determine 
whether a revised needs assessment of the target population is required. Methods for assessing need 

might include data from government reports, surveys, and public comment. Data collected from the 

target population should include, but not be limited to, the following:  

¶ number of years of prior schooling  

¶ educational needs (ESL, Adult Basic Education, without a High School diploma, work skills 

development, citizenship)  

¶ employment status  

¶ social economic status  

¶ immigration status  

¶ availability for instruction (days of the week, hours of the day)  

 

Personnel and Roles 

Each program should have clear expectations of its staff consistent with its philosophy, mission, 

goals, and standards for program quality. Guided by these expectations, the program should develop 
a specific staffing plan. Minimum qualifications for both instructional and non-instructional staff 

should be clearly outlined. The local program is required to keep personnel records, including time 

and effort documentation, for all eligible AEL staff in accordance with grant requirements. Records 
must include verification of qualifications and a professional development plan for all staff. Pro-

grams are required to keep written job descriptions of all paid and volunteer staff, both instructional 

and non-instructional. In general these positions should: 

 

Instructional staff will:  

1. Work with the professional development specialist or Lead Instructor to plan for professional 

development based on identified needs with the goal of improving quality instruction.  
2. Participate in professional development activities in support of their individual professional de-

velopment.  
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3. Participate in program improvement efforts. This may include:  

a. Participation in the program improvement team.  

b. Identifying program improvement goals.  

c. Reviewing data related to program improvement goals.  

d. Providing feedback on impact of program improvement efforts.  

e. Implementing program changes.  

 

Non-instructional staff will:  

1. Work with the professional development specialist / Lead Instructor to plan for professional 

development based on identified needs with the goal of improving services to students.  

2. Participate in position-appropriate professional development activities in support of their 

individual professional development (e.g., case managers take case management courses).  

3. Participate in program improvement efforts. This may include:  

a. Participation in the program improvement team.  

b. Identifying program improvement goals.  

c. Reviewing data related to program improvement goals.  

d. Providing feedback on impact of program improvement efforts.  

e. Implementing program changes.  

 
Specific roles are discussed in the next few pages. Not all roles will be represented in each local 

program, however the functions should be discussed and a staffing plan must be developed to 

address the need.   

 
Program Coordinators 

The program director is responsible for the overall coordination, administration, and instructional 
leadership of the adult and/or family literacy education program. The duties include, but are not 

limited to, ensuring compliance with state and federal policies, providing adequate staffing, 

providing new staff with agency-specific orientation, providing fiscal oversight, providing 
leadership in program improvement/professional development, coordinating adult education 

services where required, and maintaining contact with institutions of postsecondary education and 

training, local businesses and community service organizations.  

 

Staff Responsibilities for continuous program improvement and professional development  

Program Coordinators as instructional leaders will:  

1. Oversee the program improvement team.  

2. Participate with the professional development specialist / Lead Instructor to create and maintain 

a professional development plan.  

3. Work with professional development specialist / Lead Instructor to guide development of staff 

professional development.  

4. Work closely with the state AEL consultants to support these efforts.  

5. Keep current with best practices.  

6. Be knowledgeable about adult learning theory.  

7. Ensure that program improvement supports quality instruction.  

8. Ensure coverage for classes while instructors attend training.  

9. Ensure the organizational structure and support needed for staff to participate in and benefit 

from long-term, job-embedded professional development.  

10. Provide teachers with access to their data to help inform instruction.  

11. Approve staff to attend position-appropriate trainings and ensure that they complete those 

trainings.  
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Intake/Assessment Specialist  

The intake/assessment specialist will have training in assessment administration, be familiar with 
all approved standardized assessment instruments, and attend periodic refresher assessment 

training. Duties include, but are not limited to, conducting program orientation, conducting formal 

and informal assessments, collecting intake information, initiating participant goal setting, 

evaluating participant readiness, and coordinating with case manager and instructor.  

 

Case Manager/Navigators  

Best practices recommend that the case manager be a dedicated position to ensure supportive 
services and to assist with retention effort. In cases where this is not possible, the staff assigned to 

navigation duties must be given sufficient dedicated time to fulfill their duties. The position will 

have training in educational counseling and attend periodic relevant professional development 

courses. Services should be made available at flexible times to meet participantsô needs, including 
during class hours. Navigators should be available, as needed, to any student enrolled in an adult 

education program. The duties include, but are not limited to, participating in program orientation, 

reviewing goals and analyzing assessments, coordinating with intake specialist and instructor, 
making referrals to other community resources/agencies, assisting with addressing barriers to 

attendance, such as childcare and transportation; providing access to resources to assist with 

transition to workforce or postsecondary education/training; and documenting counseling activities 

and hours.  

 

Classroom Instructor 

Classroom instructors should spend at least 80 percent of their paid time in instruction. The 
program must ensure that adequate time be allotted for lesson planning, professional development, 

leadership activities, and program improvement efforts. Other duties include, but are not limited to, 

participating in program orientation, when possible; periodically reviewing goals; adjusting student 

placement, if needed; and coordinating with intake specialist and case manager.  

 

Data Quality Specialist 

Data quality specialists will have data entry skills, knowledge of the assessments used by the 
program, training in use of the TEÈ system and a complete understanding of services offered by 

the agency to ensure accurate data entry. The duties include, but are not limited to, overseeing data 

entry for the agency; ensuring timely, complete, and accurate entry of data; performing regular 

review of data for errors; and ensuring immediate corrections, when needed.  

 

Professional Development Specialist/Lead Instructor 

The local professional development specialist or Lead Instructor should be a staff member with 
current or prior adult education teaching experience. This role cannot be filled by the program 

coordinators, however. This person works with other staff to develop and implement individual 

professional development plans in coordination with the programôs mission, goals, continuous  
improvement plan and professional development needs. Duties include, but are not limited to, 

coordinating professional development activities within the program and with the stateôs targeted 

professional development, supporting staff in implementing new skills and knowledge, and 
working closely with the professional development system and the program coordinator around 

instructional quality.  
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Professional Development Specialists/Lead Instructor will:  

1. Participate with program coordinators to create and maintain the program continuous 

improvement/professional development plan.  

2. Be an active member in the program improvement team.  

3. Work with program coordinator to guide development of staff professional development in support 

of the program. 

4. Support staff to address individual professional development plans.  

5. Coordinate and guide the job-embedded professional development process for staff.  

6. Assist in the implementation of a variety of formats of professional development (e.g. study 

circles, coaching, online courses, lesson studies) that support the core features of high-quality job-

embedded professional development.  

7. Serve as the main contact between the program improvement team and the state professional 

development team.  

8. Assist the staff in the implementation of the stateôs high quality professional development system 

as described in Section VIIðProfessional Development Systems.  

 

Distance Education Liaison 
Programs that refer students to the Distance Education should, at a minimum, have a Distance 

Education Liaison to serve as the point of contact between the program and the approved distance 

education curriculum Additional duties may include, but are not limited to, maintaining contact with 

the referred student in case the student requires additional instructional or support services and 

coordinating student post-testing according to the Assessment Policy Guidelines. 

 

Tutor Coordinator 
Tutor coordinators provide training and support to volunteer adult education instructors and their 

learners. The duties could include, but are not limited to, implementing effective processes for tutor 

screening, making referrals to the case manager, participating in orientation, conducting training 

sessions, assigning and supporting tutor-student pairs/groups, providing ongoing supervision of 
tutoring staff and working with the professional development specialist to coordinate tutor professional 

development.  

 

Volunteer Classroom Aide 

A volunteer classroom aide provides supplemental instruction to a learner or learners who are enrolled 

in a class or group. The volunteer classroom aide does not have primary responsibility for instructional 

planning. In cases where a volunteer classroom aide prepares lessons, he or she must share the lesson
(s) with the primary instructor to ensure the supplemental instruction aligns with the classroom 

instruction. Unlike the volunteer instructor position, the volunteer classroom aide position does not 

require a four-year degree and has no minimum hours per week.  

 

Sites and Class Schedule 

Locations for classes should reflect the results of the needs assessment and the participatory planning 
committee suggestions. Suitable sites should provide easy access to students and be in compliance with 

the requirements of the Americans with Disabilities Act (ADA).  

 
¶ Programs might consider entering into a service contract agreement with participating sites. The 

program and each site should meet before the beginning of the classes. If the adult education 

program is using classroom space in a school, the teachers whose classrooms are being utilized 
should be included in such meetings so all parties will agree on how to share the space. Programs 

should expect to invest time on an ongoing basis with each site.  
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¶ It is recommended that program coordinators provide representatives of their sites (principals, 
librarians) and partners with annual or semi-annual updates of the size and scope of the classes 

at that site, including student retention.  

¶ The class schedule should reflect the results of the needs assessment and participatory planning 

committee input. The more intensive the classes (more contact hours per week), the higher the 

probability that students will achieve their goals. Program coordinators should develop an 
annual calendar of classes and sites with all partners in consideration of each siteôs hours of 

operation and annual calendars. Some schools close during holidays and summer months, but 

programs should not close longer than four consecutive weeks. The class schedule should take 

these fluctuations into account.  

 
How a program schedules classes is an important variable impacting student successes. Scheduling 

features affecting the success of students include: 

¶ Duration (how many weeks/months per program year the class is open) 

¶ Intensity (how many hours/weeks of instruction are available) 
¶ Schedule (whether students begin and end the class at the same time or enroll and exit 

constantly) 

In order for students to make progress toward their goals, programs of sufficient duration and 

intensity must be established. To demonstrate academic progress, 40 to 100 hours of instruction is 
usually recommended. The programôs schedule also affects organization and instruction delivery. 

Local programs are encouraged to provide appropriate scheduling methods based on the needs of 

students. 

 

Books and Materials 

The choices of instructional resources are a matter of identifying materials that best meet student 

needs and should be based on the studentôs achievements on the assessment tests. The variety of 
instructional resources that may be used in the educational process is diverse and can come in many 

different formats. Regardless of the format, instructional resources should be aligned with the 

adopted content standards, College and Career Readiness Standards, Iowaôs Coreð21st Century 
Skills and any relevant industry or occupation related instruction. Making instructional materials 

available to students can raise legal issues of copyright and the fair use of intellectual property. 

 

Copyright Issues 
Current copyright law protects nearly all text, images, audio-visual recordings, and other materials, 

even if the original works do not include any statement about copyright. Copying and posting 

copyrighted works online, even for instructional purposes, may violate the legal rights of copyright 

owners. As a first step in considering the use of materials, consider these legal alternatives:  

¶ Securing permission from the copyright owner 

¶ Linking to materials on other sites, rather than copying and posting 

¶ Using material in the public domainðTwo guides to determine if a work has entered the public 
domain are Cornell's Copyright Term  and the Digital Copyright Slider of the American 

Library Association Office for Information Technology Policy.    

¶ Lawfully using protected materials after a "fair use" evaluation 

 

 

 

http://copyright.cornell.edu/resources/publicdomain.cfm/
http://www.librarycopyright.net/resources/digitalslider/
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Communications and Recruitment 

Programs should design communication and recruitment strategies to match the target audience so 
that services are attractive and accessible to those most in need. Efforts should be made to communi-

cate the value and purpose of the program to the community and learners. Strategies that maximize 

personal contact with prospective students and include local program initiatives generally have most 
impact. Refer to Section VIII-Public Awareness and Communications for details on the state cam-

paign and style guide.  

 

Managing an effective adult education and literacy program is much easier when you share experi-
ences with others. Programs should become familiar with other AEL programs and staff in their re-

gion and around the state.  

 

Partnerships 

Effective programs will realize that to be successful requires the establishment of strong partners. 
Engaging in a pipeline strategy, that includes partners prior, during and after services allows for 

maximum streamlining of activities.  

 

 

Partnerships require consistent effort in order to be sustained. Programs should partner with the 

stakeholders and communities they serve to develop and maintain relationships that prove effective 
for all involved parties: students, adult education programs, the business community, social services, 

One-Stops, postsecondary education institutions, the participatory planning committee, and others. 

 

In partnerships, it is important for partners to understand the other organizationsô system, legislative 

drivers, policies and parameters. This is important so that there is a better chance of sharing re-

sources and reducing duplication of services to shared customers. In developing partnerships with 
other agencies, local programs are cautioned not to create new bureaucracies, but rather to take ad-

vantage of the strengths of each agency.  

 

 

Figure 2: AEL Pipeline Strategies  
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The key to building trust in partnerships is communication which is enhanced through setting up sys-
tems ï personal, paper, and electronic ï for information sharing, clarifying each entityôs responsibili-

ties, clearly expressing expectations and listening. Communication must be open and frequent, using 

formal and informal channels. Privacy issues for customers may be discussed among all partners for 

their similar and different requirements. Professional development training and materials are provided 

for cross-training purposes among the partners.  

 
Programs should collaborate with their partners for the effective use of resources including funding, 

technology, staff, and professional development. Financial resources include those that member or-

ganizations are able and willing to commit and those that the group obtains from outside sources. 
Such outside resources may be comprised of in-kind contributions on the part of the partners includ-

ing: paid staff time; facilities, including custodial services; utilities; supplies; materials; or volunteer 

time. Human resources that can be committed to projects can include skilled coordinators, committed 

leaders and a bountiful mix of knowledge, skills, and abilities among the partnershipôs members.  

 

The benefits of partnership can include: the delivery of services where they have never been delivered 
and often result in fewer resources being needed; resolved proprietary issues between organizations 

and agencies; a gain in ownership among all parties; establishment of a systematic and consistent ap-

proach to problem solving; provision of a cost savings; the potential for additional revenue generation; 
and, ultimately, increased services and satisfaction of common customers. Shared resources can in-

crease maximum capacity-building capabilities and provide added resources to the programs and ser-

vices of all participating partners.  

 

 

Maintaining an Adult Education and Literacy  Program 
In the delivery of services to meet the programôs goals, the program must provide instruction that is evidenced 

by high quality while integrating the following elements:  

¶ includes the Student Experience Model, or an adaptation,    

¶ is based on standards framework, 

¶ is based on research-based principles of adult learning, and 

¶ uses student-centered, holistic approaches to teaching.  

 

Additionally, programs must strive to provide professional development opportunities for their staff that meet 

both the programmatic needs and individual needs for professional growth.  

Record Keeping 
In the maintenance of an adult education and literacy program, a critical element is record keeping. 

The use of data to drive decisions is paramount in an effective program. Therefore, programs must 

maintain accurate program, staff, and student data records including but not limited to:  

¶ enrollment information  

¶ placement and progress testing  

¶ contact hours/attendance  

¶ retention rates  

¶ HSED completions  

¶ exit follow-up information  

¶ certification of teachers  

¶ fiscal expenditures 
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This data drives the performance, which in turn guides the funding. In addition, data determines the 
professional development provided at the local and state level. Further information on specifics re-

lated to student data is contained in the current year Assessment Policy and Section VðSystem Ac-

countability.  

 

Transitioning to the Workforce Innovation and Opportunity Act 
Through the evaluation of proposed rules, there are several elements of the WIOA that will require adult ed-

ucation and literacy programs to transition to in program services. Identified areas include but are not limited 

to data collection, One-Stop Center core partner alignment, and the application of Integrated Education and 
Training.  

 

To assist in the implementation, several vision statements have been releasedðTEGL No. 19-14: Vision for 

the Workforce System and Initial Implementation of WIOA and OCTAE 15-3: Vision for the One-Stop 

Delivery System under the Workforce Innovation and Opportunity Act (WIOA). These documents are 

intended to help guide leadership in making the transition to WIOA. In addition, the WIOA Quick Start 

Action Planner (QSAP) was developed and released as an interactive, self-paced assessment tool designed to 

help leaders at all levels of the public workforce system plan for this transformation and prepare for imple-
mentation of WIOA. The QSAP can help identify areas of strength and focused areas for improvement dur-

ing this transition to connect programs to targeted resources that can help plan effectively.  

 

Integrated Education and Training 

A key shift in the definitions for adult education and literacy has been the term, Integrated Education 

and Training in WIOA Section 203 (11) as:  A service approach that provides adult education and 

literacy activities concurrently and contextually with workforce preparation activities and work-

force training for a specific occupation or occupational cluster for the purpose of educational and 

career advancement. (Highlights added.) 
 

The required components for Integrated Education and Training has been identified and as: 

1. Adult Education and literacy activities as described in 463.30  
2. Workforce preparation activities as described in 463.34, and  

3. Workforce training for a specific occupation or occupational cluster, which can be any of the 

training services defined in section 134(c)(3)(D) of WIOA.  

 
The specific allowable services, as defined in statute and proposed regulation for each of these com-

ponents are included: 

  

463.30ðAdult Education and literacy activities: 

a. Adult Education  

b. Literacy  

c. Workplace adult education and literacy activities  

d. Family literacy activities  

e. English language acquisition (ELA) activities (defined in 463.31)  
i.  Designed to help eligible individuals who are English language learners to achieve com-

petence in reading, writing, speaking, and comprehension of the English Language  

ii. That leads to attainment of a secondary school diploma or equivalent; transition to post-

secondary education/training; or employment  

 

https://www.educateiowa.gov/sites/files/ed/documents/Assessment%20Policy%20PY%202016.pdf
http://qsap.workforce3one.org/page/planner
http://qsap.workforce3one.org/page/planner
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f. Integrated English literacy and civics education (defined in 463.33 and 463.70)  

i.  463.33(a): Services that provide EL learners who are adults, including professionals with 
degrees or credentials in their native countries, that enable such adults to achieve compe-
tency in the English language and acquire the basic and more advanced skills needed to 

function effectively in society as parents, workers, and citizen.  

ii. 463.33(b): Must include instruction in literacy and ELA, and instruction on the rights and 

responsibilities of citizenship and civic participation and may include workforce training.  

iii. 463.70(c): Such educational services must be delivered in combination with integrated 

education and training services as described in 463.36  

g. Workforce preparation activities or  

h. Integrated Education and training  

 

463.34ðWorkforce preparation activities: 

i. Activities programs, or services designed to help an individual acquire a combination of basic 
academic skills, critical thinking skills, digital literacy skills, and self-management skills includ-

ing; utilizing resources; using information; working with others; understanding systems; skills 

necessary to transition into and complete postsecondary education, training, or employment; and 

other employability skills that increase an individualôs preparation for the workforce.  

 

134(c)(3)(D) of WIOAðWorkforce training for a specific occupation or occupational cluster 

(i) Occupational skills training, including training for nontraditional employment  

(ii) On the job training  

(iii) Incumbent worker training in accordance with subsection 134(d)(4)  

(iv) programs that combine workplace training with related instruction, which may include   

             cooperative education programs  

(v) Training programs operated by the private sector  

(vi) skill upgrading and retraining  

(vii) entrepreneurial training  

(viii) transitional jobs in accordance with subsection 134(d)(5)  

(ix) job readiness training provided in combination with services described in any of clauses (i)  

           through (viii)  

(x) adult education and literacy activities, including activities of English Language acquisition  

          and integrated education and training programs, provided concurrently or in combination  

          with services described in any of clauses (i) through (vii), and  

(xi) customized training conducted with a commitment by an employer or group of employers  

            to employ an individual upon successful completion of the training.  

 

To integrate these components through the program and instruction and offer concurrently and contex-

tually such that: 
a. Within the overall scope of a particular integrated education and training program, the adult educa-

tion and literacy activities, workforce prep activities, and workforce training activities are:  

1. Instructionally balanced proportionally across the three components, particularly with respect to 

improving reading, writing, mathematics, and English proficiency of eligible individuals  

2. Occur simultaneously, and  

3. Use occupationally relevant instructional materials  
b. The integrated education and training program has a singe set of learning objectives that identifies 

specific adult education content, workforce prep activities, and workforce training competencies, 

and the program activities are organized to function cooperatively.  
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The proposed rules clarified what it means for an Integrated Education and Training program to meet 

the requirement that the program be ñfor the purpose of educational and career advancement.ò 

 

A provider meets the requirements for educational and career advancement if:  

a. The adult education component of the program is aligned with the Stateôs content standards for 

adult education as described in the Stateôs Unified or Combined State Plan; and  

b. The integrated education and training program is part of a career pathway.  

 
Full implementation of the components to meet the identified requirements will require a shift in adult 

education and literacyôs typical service approach. This shift will take time and require significant 

planning. Efforts to address each component through professional development activities are under-

way with Integration and Alignment, Career Pathways and Standards in Action 2.0.  

 
 

Workforce Preparation Activities 

Activities are being defined as programs or services designed to acquire a combination of what has 

been defined as ñemployability skillsò. Employability skills are a critical component of college and 

career readiness, and the education and workforce communities are increasing their focus on how 
these skills can be embedded into instructional practices at all levels and in all content areas. Often 

these skills have been taught in stand alone workshops or add-ins just prior to exiting the program. 

WIOA is intending to shift this practice.  

 

The Employability Skills Framework, an initiative of the U.S. Department of Education, defines em-
ployability skills as the ñgeneral skills that are necessary for success in the labor market at all employ-

ment levels and in all sectors.ò These skills fall into three categories: applied knowledge, effective 

relationships, and workplace skills. 

 

 

 

 

Figure 3: CTE Employability Skills Framework 
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Employability skill standards are captured in the Iowa Coreð21st Century Skills. In combination 
with the College and Career Readiness Standards, teachers have a full range of standards to incorpo-

rate into their lesson planning. Since employability skills are not intended to be taught alone, these 

standards can be emphasized through integration with academic and technical skill instruction. Other 

guidelines to keep in mind when teaching employability skills include: 

¶ Documenting employability skills that are embedded in classroom practice helps students to realize 

the connection between education and employment. 
¶ Opportunities exist for teachers to integrate employability skills (standards) in everyday lessons, at 

every level and in every content area. 

¶ Development of employability skills does not occur in one or two classes, but grows during a stu-

dentôs educational career. 

¶ Classroom activities can emphasize various employability skills, but not all skills can be addressed 

in every class. 

 

The Lesson Planning Checklist from the Employability Skills Framework is a tool to support the in-
struction and assessment of employability skills and 21st Century standards. Teachers can use it to 

document how employability skills are being reinforced in the classroom as a planning and reflection 

tool and as a vehicle for communicating with students and other stakeholders. Local programs can use 
the tool to guide curriculum development, classroom observations, and professional development ac-

tivities and as confirmation of classroom practice. 

 

Career Pathways 
By highlighting career pathways in the Purpose of the WIOA, it is clear that the development and inte-

gration of career pathway activities within adult education and literacy instruction is an important, and 

required concept. To provide more than just workforce training, more than just one integrated course 
that leads to a credential, programs must explore their ability to become engaged in the delivery of 

career pathways. Career pathways are a series of career ladders and lattices that allow students to ad-

vance their skills and careers over time. Pathways must consider the specific credentials and skill 

gains students need to advance into both the workplace and the next level of education and training. 
The use of the phrase ñthrough career pathwaysò implies a number of programming and instructional 

techniques including contextualized (job skills) content, bridge programming, integrated adult educa-

tion and skill training modules, and other important career pathway structural elements.  

 

Career pathways help people earn postsecondary credentials, find middle-skill  jobs, and advance their 
careers by aligning education, job training, and basic support services so that individuals can build 

their skills even as they continue to work and support their families. People participating in career 

pathways should be able to move seamlessly across programs to continuously improve their employ-

ment and earnings potential. While career pathways are meant to serve people at different skill levels, 
they are particularly important for providing low-skilled individuals with access to a set of skill-

building services that can help them succeed in middle-skill jobs. Career pathways also help employ-

ers by providing them with skilled workers required to sustain and grow their businesses. Career path-
ways are required as a key skills strategy for states under the new Workforce Innovation and Oppor-

tunity Act (WIOA).  

file:///C:/Users/aharris/Documents/Adult Education Coordinators Information
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The state has been working with an advisory group to define a statewide definition for career path-
ways, aligned to WIOA and other federal and state programs. Below is a draft copy of that defini-

tion.  

In addition to the state definition Chapter 23-Adult Education and Literacy Programs section 4 has 

guidance on the role programs have in career pathways.  

 

281ð23.4(260C) Career pathways. Adult education and literacy programs may use state adult 
education and literacy education funding for activities related to the development and implementa-

tion of the basic skills component of a career pathways system. 
23.4(1) Collaboration. Adult education and literacy programs shall coordinate with other 

available education, training, and social service resources in the community for the develop-

ment of career pathways, such as by establishing strong links with elementary schools and sec-
ondary schools, postsecondary educational institutions, institutions of higher education, local 

workforce investment boards, one-stop centers, job training programs, social service agencies, 

business and industry, labor organizations, community-based organizations, nonprofit organi-

zations, and intermediaries. 

23.4(2) Use of state funds. Only activities directly linked to adult education and literacy 
programs and instruction shall be funded with moneys received from state adult education and 

literacy funds. Consideration shall be given to providing adult education and literacy activities 

concurrently with workforce preparation activities and workforce training for the purpose of 

educational and career advancement. 

 

 

A career pathway organizes rigorous and high-quality education, training, and other services related to a 
targeted industry cluster to meet the education and skill needs of the region and state, and the particular 

needs of an individual, all in the context of workforce preparation. This is achieved through collaboration 

between industry partners and support partners within a sector partnership.  

 

A career pathway must include advising and support services which identify education and career needs 

and goals to meet the needs of individuals with or without the need for relevant and reasonable accommo-

dations. To meet the needs of all individuals, a career pathway must be equipped to effectively: 
¶ enable an individual to attain a secondary school diploma or its recognized equivalent and at least 1 

recognized postsecondary credential; 

¶ prepare an individual to be successful in any of a full range of secondary and postsecondary education 

options, including apprenticeships; 

¶ help an individual enter and advance within a specific occupation or occupational cluster; 

 

Attention should be given to strategies and approaches which accelerate the educational postsecondary 

credential attainment and career advancement of the individual to the extent practicable. Such strategies 
may include, but is not limited to, the concurrent delivery of adult education and eligible postsecondary 

education programs, and ñbridgeò curricula which connects adult and basic education to workforce prepa-

ration programs and integrates education and training to allow students to advance in their education and 
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The career pathway approach is important for underprepared students, because it incorporates and 

integrates best-practice service models, such as: participant-focused education and training; con-
sistent and non-duplicative assessments of participantsô education, skills, and assets/needs; support 

services and career navigation assistance; and employment services and work experiences that have 

been shown to help underprepared youth and adults obtain postsecondary credentials and good jobs. 

The career pathway approach also incorporates sector strategy principles by deeply engaging em-
ployers to increase the relevancy and labor market value of participantsô skills and credentials, which 

in turn improves participantsô employment prospects.  

Policies change as needed to comply with state and federal guidelines. Below is a description of the policies 

that are currently in place.  

 

Student Eligibility Policy 
Federal 

As defined by the Workforce Innovation and Opportunity Act (WIOA), Title II, Adult Education 
and Family Literacy Act, ñadult educationò includes services or instruction below the postsec-

ondary level for students who: 

A. have attained sixteen years of age; 

B. are not enrolled or required to be enrolled in secondary school under state law; 

and 

C. who ï 

i. is basic skills deficient; 

ii. does not have a secondary school diploma or its recognized equiva-

lent, and has not achieved an equivalent level of education; or 

iii. are unable to speak, read, or write the English language. 

 

Services and instruction may be provided to individuals sixteen, seventeen, and eighteen years who 

meet the requirements above. Additionally, in order to satisfy requirement B., the student must: 

 

 

Policies 

Figure 4: CLASP Career Pathway System 
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A. provide documentation of official withdrawal from school on official school letterhead 

signed by superintendent or designee, or 

B. provide written evidence of a high school diploma. 
 
Documentation of official withdrawal or a copy of the diploma must be verified prior to en-

rollment and must be kept on file with other required student records (i.e., standardized as-

sessment and other test records). 

 

Federal adult education legislation does not specify the need to prove legal status of foreigners as a 

condition for enrollment in adult education classes. Thus, it is not necessary for foreigners to present 
passports, visas, work permits, or social security cards to prove legal status in order to enroll. How-

ever, foreign students (with F-1 or F-2 visas) enrolled in universities or private English language 

institutes may not simultaneously enroll in publicly funded adult education programs. English 
as a Second Language (ESL) students who have completed postsecondary education in another 

country, but lack basic English language skills may enroll in AEL programs (as long as they do not 

have an F-1 or F-2 visa). 

 

The WIOA does not require that individuals demonstrate that they are legal residents of the Unit-

ed States as a condition of enrollment in programs. Thus, it is not necessary or appropriate for 
individuals to present passports, visas, work permits or social security cards to prove legal status 

in order to enroll. Individuals from other countries need only to satisfy the same requirements as 

others with the exception listed in this section. 

State 

In Iowa, the eligibility of an adult education and literacy participant has been defined by administrative 

code, Chapter 23:  
281ð23.5(260C) Student eligibility. A person seeking to enroll in an adult education 

and literacy program shall be at least 16 years of age and not enrolled or required to be en-

rolled in a secondary school under Iowa Code section 299.1A and shall meet one of the fol-

lowing eligibility requirements: 

1. Lacks sufficient mastery of basic educational skills to enable the person to function ef-
fectively in society, demonstrated by a score of Adult Secondary Education (Low) or 

lower in at least one modality; 

2. Does not have a secondary school diploma or a recognized equivalent; or 

3. Is unable to speak, read, or write the English language. 

 
The Iowa Adult Education and Literacy program requires that all persons shall have equal access to 

its programs, facilities and services without regard to race, color, creed, religion, national origin, sex, 

age, marital status, disability or sexual orientation. It does not discriminate in admission to its pro-
grams, services or activities; in access to them; in treatment of individuals with disabilities; or in any 

aspect of operations. It does not discriminate in: 

¶ Admission and access to its programs, services, locations or activities, 

¶ Treatment of individuals with disabilities, or 

¶ Any aspect of their operations. 

A qualified individual with a disability is defined by the Americans with Disabilities Act (ADA) as: 
ñé an individual with a disability who, with or without reasonable modifications to rules, policies, 

or practices, the removal of architectural, communication, or transportation barriers, or the provi-

sion of auxiliary aids and services, meets the essential eligibility requirements for the receipt of ser-

vices or the participation in programs or activities provided by a public entity.ò 
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Students who present documentation of their disability have a right under the Americans with Disabil-
ities Act (ADA) to request reasonable accommodations. Depending on the type of disability, the ac-

commodations for classroom instruction and testing may include (but are not limited to): 

¶ Extended time for learning and testing, 

¶ Private settings free of interruptions and distractions for learning and testing, 

¶ Frequent breaks or change of activity, 

¶ Calculators, 

¶ Spell checkers, 

¶ Word processors, 

¶ Audiotapes of presentations, texts, and tests, 

¶ Enlarged print, 

¶ Braille texts, 

¶ Readers, 

¶ Note-takers or scribes for learning and testing, 

¶ Sign language interpreters, 

¶ Assistive listening devices, and/or 

¶ Furniture or room modifications to accommodate wheelchairs, etc. 

 

Information on CASAS accommodation may be obtained through CASAS:  Guidelines for Providing 

Accommodations Using CASAS Assessment for Learners with Disabilities. Many adult learners state 
that getting a High School Equivalency diploma (HSED) is their primary reason for entering adult 

education programs. For information on applying for HSED accommodations refer to hiset.ets.org. 

Information is also maintained on the Iowa Department of Education AEL website. 

 

At a minimum students should be screened for potential learning disabilities. The following questions 

are examples: 

¶ Do you think you have trouble learning? 

¶ What are your hardest subjects? 

If students answer positively, the appropriate investigation should occur to determine how best to 
serve the student in the program. Refer to Section IVðInstructional Services for more information on 

initial screening,  

 
In order to provide the best possible services, AEL programs should identify individual differences 

through appropriate screenings and assessment, then find and implement the appropriate adaptations, 

accommodations, and instructional strategies to help students progress. The policy for serving adults 

with disabilities has been included in the eligibility policy and should be implemented accordingly by 

programs.  

 

Confidentiality and Personally Identifiable Information Policy 
Pursuant to the Federal Education Rights and Privacy Act (FERPA) and other applicable state and federal 

laws, confidentiality of adult education and literacy student records is a priority.  
 FERPA requires that, with certain exceptions, education agencies obtain written consent prior to 

 the disclosure of personally identifiable information (PII) from a student record. However, FERPA 

 allows education agencies to disclose appropriately designated ñdirectory informationò without 

 written consent, unless the student has advised the agency to the contrary in accordance with 

 agency procedures.  

https://www.casas.org/docs/pagecontents/accommodationsguidelines2010.pdf?status=master
https://www.casas.org/docs/pagecontents/accommodationsguidelines2010.pdf?status=master
http://www.hiset.org


Page 24          Iowa Department of Education 

 

 

A. All local AEL programs are responsible for ensuring that TEÈ data entry is completed only by author-
ized staff. Authorized staff must maintain their own login information (e.g. username, password) and 

keep the information secure. It is strongly encouraged that coordinators have on file a signed Personnel 

Confidentiality Agreement for every staff or faculty member that has access to confidential information.  

B. Appropriate measures must be taken to ensure confidential student records are protected from loss, theft 

or other compromise. Student records may be transported to approved TEÈ data entry sites, ensuring 
their confidentiality and safety at all times. Student records may not be taken to a public location (e.g. 

staff memberôs home, other non-AEL work location).  If there are any doubts to the security and confi-

dentiality of information refer to the FERPA Facts. 

C. Secure (encrypted) transmission methods must be used when transmitting student data electronically. 
Data containing personally identifiable information (PII) cannot be stored in cloud storage such as 

Google Docs, Dropbox, iCloud, or OneDrive. Data specialist responsible for PII, or other data, should 

designate where sensitive information should be stored. Generally sensitive information is stored in ap-

proved folders on the programôs secured server.  

D. Strictly confidential information regarding a student cannot be discussed, nor can any record be shared  
without a written release of information.  If a student discloses any of the following types of information 

(verbally or in writing), legally that information is to be considered strictly confidential and therefore 

ñprivate:ò 

¶ Disclosure of a diagnosed learning disability; 

¶ Disclosure of previous status as a "special education" student; 

¶ Disclosure of any other type of diagnosed physical or mental disability; 

¶ Disclosure of a diagnosed medical condition; 

¶ Disclosure of use of any prescription drugs; 

¶ Disclosure of history of drug/alcohol abuse and/or treatment; 

¶ Disclosure of status as HIV positive or of having the AIDS virus; 

¶ Official transcripts including HSED scores. 
E. Filing cabinets or drawers containing strictly confidential information must be labeled as ñConfidential.ò 

These files must not be accessible to students, staff, or faculty, and a log should be maintained to record 

when confidential files are accessed.  

F. Strictly confidential information files should be maintained at the local program level for a period of not 
less than three years and must be shredded when discarded. Refer to the Assessment Policy for additional 

information.  

 

Assessment Policy 
Federal guidelines have stated that assessment procedures to fulfill the accountability requirements of the 
Workforce Innovation and Opportunity Act (WIOA) must be valid, reliable and appropriate. As noted in 

Chapter 23ðAdult Education and Literacy Programs section 8 Performance and Accountability, a key per-

formance indicator is identified as compliance with the assessment policy: 

Compliance. Adult education and literacy programs shall adhere to the policies and procedures 
outlined in the state assessment policy. Data shall be submitted by the tenth day of each month or, 

should that day fall outside of standard business hours, the first Monday following the tenth day of the 

month. All adult education and literacy programs shall comply with data quality reviews and complete 

quality data checks as required to ensure federal compliance with reporting. 

 

Refer to the Assessment Policy for additional information.  

https://www.educateiowa.gov/sites/files/ed/documents/Assessment%20Policy%20PY%202016.pdf
https://www.educateiowa.gov/sites/files/ed/documents/Assessment%20Policy%20PY%202016.pdf
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Concurrent Enrollment Policy 
This policy is still being developed and will consist of two distinct elementsðconcurrent enrollment with core 

partners; and concurrent enrollment educational and training programs. 

 

Dual Enrollment with Core Partners 

WIOA Requires eligible providers to state in their application for Title II funds how they will align 

with the local workforce plan, including how they will promote co-enrollment. 

A. a description of how the eligible provider will provide services in alignment with the local plan 
under section 108, including how such provider will promote concurrent enrollment in programs 

and activities under title I, as appropriate. (Section 232. Local Application) 

 
This work will be established in the service agreement modeled at the state and developed at the local 

level as appropriate to the needs and program issues during this transition period. 

 

Concurrent Enrollment with Education and Training Programs 
From the Office of Career and Technical Education (previously OVAE) a program memorandum was 

released in June, 2010 that supports the continued efforts as outlined in WIOA concerning concurrent 

enrollment: 

There is no prohibition in AEFLA against enrolling an individual who is partici-
pating in an adult education program funded under AEFLA in occupational 

training for which postsecondary credit may be earned. No statutory prohibition 

in AEFLA prevents a participant in a program funded by AEFLA from co-
enrolling in such training at any level. AEFLA does, however, prohibit enrolling 

students in AEFLA-supported adult education if those students are still enrolled 

or required to be enrolled in secondary school (see section 9202(1)(B) of 

AEFLA). 

 

Preliminary definitions and guidance for concurrent enrollment for adult education and literacy stu-

dents would include the following:  

 

Definitions 
Concurrent enrollment occurs when an adult student is enrolled in two educational institutions at the 

same time receiving educational programs, services and/or benefits from each. These services may 

include courses, support services, facilities and equipment, or other services necessary to succeed 

within the continuum of education in Iowa.  

 

Guidance 

It is the expectation that adult concurrent enrollment opportunities are available and encouraged. 
When concurrently enrolled, the student has all the rights, privileges and responsibilities inherent in 

his or her relationship to both institutions. Concurrent enrollment may be at the college level or the 

academic foundations level. An AEL student is considered concurrently enrolled when the student is 

enrolled in AEL course work and also enrolled in at least one of the following: general education 
courses, or technical programs/courses. A studentôs AEL course work must not include the academic 

subjects for which the student is enrolled in college courses or technical programs/courses and pay-

ing tuition. No college credit would be awarded for AEL course work.  
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Distance Education Policy 
This policy defines distance education for adult basic education programs in Iowa and provides guidelines 

by which programs can report adult learnersô distance education hours to the National Reporting System 

(NRS) using the state approved data management system (TEÈ). The goal of this policy is to describe the 
types of activities approved for distance education and outline the requirements and procedures for reporting 

distance education activities.  

 

Policy Oneð A student is classified as a distance learner if the majority (51% or higher) of the studentôs 

hours earned in a program year are derived by his or her participation in distance learning 
activities. However, a studentôs hours in both distance and classroom activities must be re-

ported into the data management system (TEÈ). 
Policy Twoð Only Iowa Department of Education, Division of Community College approved distance 

education curricula may be used for reporting distance education activities.  

Policy Threeð All potential adult basic education distance education students must be assessed in accord-

ance with the Iowa Assessment Policy.  

¶ All pre- and post assessments must be administered in a proctored, face-to-face 

setting.  

¶ All students must be pretested prior to 12 hours of instruction.  

¶ Distance education students are subject to the same post-test instructional hour in-

tervals as traditional learners.  
Policy Fourð Programs must use TEÈ to report distance learner activities by setting up distinct classes in 

the system to track activities. Endorse the field ñDistance Learningò under the ñSpecial Pro-

gramsò section on the Entry record associated with the learnerôs distance education class. Do 
not indicate ñDistance Learningò on the Exit record. All distance education hours, both con-

tact hours and proxy hours, are to be reported and recorded in Table 4c.  

  

Refer to the Assessment Policy for additional information.  

 

State Data Match Policy 
The state of Iowa uses data matching as the methodology to follow up on core measures. The Social Security 
Number (SSN) of the student will be used to match data with Iowa Workforce Development (IWD) unem-

ployment insurance (UI) records and other records used by IWD.  

Policyð All AEL programs are to ask all students for their social security number during the admis-

sion process. Student social security numbers will be entered into TEÈ Enterprise and will 

be used for the state data match follow-up report of student employment, entry into postsec-

ondary education and training, and HSED completion.  

 
The SSN of the individual student is used by the State Adult Education and Literacy (AEL) program only to 

search records to match and is not released to any other third party individual or agency. Therefore, accurate 

SSNs are critical to the success of the data matching process. Local programs are responsible for checking 
enrollment information for missing or invalid SSNs and are prohibited from ñmaking upò a SSN for a stu-

dent. If a student fails to provide his/her SSN, local programs should follow up with the student to obtain the 

SSN.  

 

https://www.educateiowa.gov/sites/files/ed/documents/Assessment%20Policy%20PY%202016.pdf
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While SSNs are not a requirement of participation in WIOA Title II programs, adult education programs must 
attempt to gather Social Security information from students. A student may refuse to provide his/her SSN to a 

local pro-gram; however, local program personnel will explain how this information is used and its im-

portance in demonstrating program performance, as this makes the studentôs achievement non-reportable. This 

can be done by indicating to students:  

1. The purpose (s) for requesting a social security number;  

2. The fact that this data is kept confidential;  

3. Student names and other personal identifiers are not disclosed in the federal reporting process; and  

4. The need to have accurate data for outcome reporting to continued federal support for the program.  

 

Refer to the Confidentiality and Personally Identifiable Information Policy.  

 

Professional Development Policy 
To assist instructors in becoming highly effective, administrative rules were adopted (Chapter 23ðAdult Edu-

cation and Literacy Programs) and became effective July 1, 2015.  

 

281ð23.7(260C) High-quality professional development. 

23.7(1) Responsibility of program. Adult education and literacy programs shall be responsible for 

providing professional development opportunities for professional and volunteer staff, including: 
a.  Proper procedures for the administration and reporting of data pursuant to rule 281ð23.8

(260C); 

b. The development and dissemination of instructional and programmatic practices based on 

the most rigorous and scientifically valid research available; and 

c. Appropriate reading, writing, speaking, mathematics, English language acquisition, dis-

tance education, and staff training practices aligned with content standards for adult edu-

cation. 

 

This section outlines certain responsibility of the program to assist instructors to: 

a. Acquire knowledge, skills, approaches, and dispositions; 

b. Explore new or advanced understandings of content, theory, and resources; and 
c. Develop new insights into theory and its application to improve the effectiveness of current practice and 

lead to professional growth. 
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The professional development system is an ongoing continuous improvement cycle. Through the system, 
strengths and weaknesses are identified on an individual and more importantly on a program/state wide 

scale. This identification allows for the best use of limited resources to address the greatest needs. 

 

 

Individual Professional Development Plan 
 The goal of professional development is quality programming and improved services to students. Effective 
professional development involves ongoing commitment to keeping knowledge, skills, and abilities relevant 

and up to date. Informed by research, professional wisdom, and data, participants realize the potential of 

learning communities while focusing on teaching and learning. Effective professional development is ongo-
ing, job-embedded, integrated into organizational goals, and supported by the organizational structure. Creat-

ing a plan for individual professional development is a way to link programôs performance to quality instruc-

tion. Because they support professional quality, individual professional development plans (IPDPs) are inte-

grated into the Iowa Adult Education and Literacy professional development system. All staff are required to 

have a current IPDP.  

 
Samples of an IPDP are included in the Appendix. While it is the intent to create a method for reporting this 

information in a timely manner to the state, the plans will be monitored and could be included in the mid-

year status report. Regardless of current method of collecting the plan, all plans should include these four 

common elements: 

1. Self-reflection 

2. Goals 

3. Strategies/resources for each goal 

4. Timeline for each goal 

Figure 5: Professional Development Continuous Quality Improvement Model 
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In addition, as cited in Chapter 23ðAdult Education and Literacy Programs, further guidance on the develop-

ment and implementation of IPDPs is provided:  

23.7(5) Individual professional development plan. Adult education and literacy programs shall 

develop and maintain a plan for hiring and developing quality professional staff that includes all of the 

following: 

a. An implementation schedule for the plan. 

b. Orientation for new professional staff. 

c. Continuing professional development for professional staff. 

d. Procedures for accurate record keeping and documentation for plan monitoring. 

e. Specific activities to ensure that professional staff attain and demonstrate instructional 

competencies and knowledge in related adult education and literacy fields. 

f. Procedures for collection and maintenance of records demonstrating that each staff mem-

ber has attained or documented progress toward attaining minimal competencies. 
g. Provision that all professional staff will be included in the plan. The plan requirements 

may be differentiated for each type of employee. 

 

Tracking Professional Development Hours 
To ensure that professional staff are receiving not only relevant training and professional development associ-
ated with their duties, it is important to track those hours. As indicated by Chapter 23, it is the expectation that 

all should receive a minimum of 12 hours of professional development annually from July 1 to June 30, to 

align with the program year and funding. Without a current statewide system in place to track or help monitor 
this, it is the responsibility of each program to track and report back to the state the fulfillment of this require-

ment.  

23.7(4) Provision of professional development. Adult education and literacy program staff shall par-

ticipate in professional development activities that are related to their job duties and improve the quali-

ty of the adult education and literacy program with which the staff is associated. All professional 

development activities shall be in accordance with the published Iowa Adult Education Professional 

Development Standards. 
a. All professional staff shall receive at least 12 clock hours of professional development 

annually. Professional staff who possess a valid Iowa teacher certificate are exempt from 

this requirement. 

b. All professional staff new to adult education shall receive 6 clock hours of preservice pro-
fessional development prior to, but no later than, one month after starting employment 

with an adult education program. Preservice professional development may apply toward 

the professional development requirements of paragraph 23.7(4)ña.ò 

c. Volunteer staff shall receive 50 percent of the professional development required in para-

graphs 23.7(4)ñaò and 23.7(4)ñb.ò 
 

New Instructor Training 

As noted in 23.7(4)(b), all new professional staff are required to have an additional six hours of profes-

sional development relevant to their role and responsibility. An example for an instructional staff could 
include such professional development on ñMotivating the Adult Learner;ò ñTeaching a Multilevel 

Classroomò; ñUsing Adaptive Learning in the Adult Education Classroomò; and ñBlended Learning in 

Adult Educationò.  

 

Exceptions 

As noted in 23.7(4)(a) there is an exception to the required twelve hours of annual professional devel-

opment for professional staff, if that staff holds a valid Iowa teacher certificate. In addition, all require-

ments for professional development is reduced by 50 percent for volunteer staff.  
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Iowa AEL Program Models 
Programs have adopted various scheduling, intake, and delivery models for their classes. Some models are 
more effective than others for attracting and retaining students. Three instructional models are recognized 

by the IDOE Adult Education and Literacy: Managed, Open Entry/Open Exit, and Tutoring. Programs 

should ensure that they use the model that best meets the needs of the targeted student population. Although 

programs are free to select the models that will be used, the state is committed to increasing the number of 

managed classes offered statewide.  

 

Retention is crucial to student success; therefore, it is imperative that programs incorporate structure, evi-

dence-based strategies and practices that encourage student motivation, persistence and achievement. The 
development of a student experience model is based on student retention research. The framework was de-

signed to:  

¶ promote the development of systematic processes, procedures, and program components that enhance 

the quality of literacy services and increase student retention; and 

¶ help local programs meet the standards and benchmarks and the accountability requirements.  

Instructional Models 
How a program schedules classes is an important variable impacting student successes. Scheduling features 

affecting the success of students include: 

¶ Duration (how many weeks/months per program year the class is open) 

¶ Intensity (how many hours/weeks of instruction are available) 

¶ Schedule (whether students begin and end the class at the same time or enroll and exit constantly) 

In order for students to make progress toward their goals, programs of sufficient duration and intensity must 

be established. To demonstrate academic progress, a minimum of 40 hours is required by the test vendor 

with a recommendation of 70 to 100 hours of instruction is recommended. The programôs schedule also af-

fects organization and instruction delivery. Local programs are encouraged to provide appropriate schedul-

ing methods based on the needs of students. 

Managed Enrollment Classes 
Managed classes have an established cycle with a start and end date. It is expected that student attend-

ance policies will be in place, explained to students, and enforced; for example, students may miss no 

more than a specific number of classes and must re-enroll if they exceed the allowed number of absenc-
es. Classes that utilize the managed structure offer scheduled, well-advertised registration and assess-

ment days and times at regular intervals. New applicants are asked to come for registration at those ap-

pointed times. Managed enrollment classes should provide instruction in the contexts of community, 

worker, and family. Learning is contextualized when instructional content, methods, and materials are 
related to the learner experiences and environment. Learning occurs best when context is embedded in 

instruction, when the skills or knowledge can be quickly applied in daily life, and when learners can 

construct personal meaning. For further information: Managed Enrollment: An Opportunity to Reinvig-

orate the Adult Basic Education Experience 

Note: All managed classes must meet for a minimum of 5 hours a week.  

 
 

http://mcae.net/documents/ManagedEnrollment.pdf
http://mcae.net/documents/ManagedEnrollment.pdf
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Short-Term and Special Topic Classes 

Some managed classes are specifically designed to address integrated education and training that pro-
vides adult education and literacy activities concurrently and contextually with workforce preparation 

activities and workforce training for a specific occupation or occupational cluster for the purpose of edu-

cational and career advancement. Short-term classes work most effectively when they are established 

around a particular level (such as beginning literacy, advanced ESL, high adult secondary) or around a 
special topic (such as college readiness, work readiness, citizenship, essay writing, phonics, or digital 

literacy). 

 

Because of their limited duration, short-term classes need to be of sufficient intensity (offering enough 

hours/week) in order for students to show progress. It is important to build in sufficient contact hours to 

meet recommended post-testing guidelines 

 

Open Entry/Open Exit (Continuous Enrollment) Classes 

Many adult education and literacy classes are organized as an open entry / open exit class. They are either 
in operation year round or throughout the program year with shortened hours during the summer. Many 

students enroll, exit the class, and even re-enroll at various times throughout the program year. Thus, 

even though the class may have a sufficient duration, students may not stay long enough or consistently 
enough to make progress. In these open entry/open exit classes (sometimes referred to as continuous en-

rollment) there are no set beginnings and endings of study terms, no mandatory start/finish times, and no 

set testing periods. Students enroll or exit at their convenience and take post-tests when they have com-

pleted a minimum of 40 hours between assessments. 

 

Tutoring Classes 
Adult education and literacy programs often try to manage the comings and goings of participants by es-
tablishing a learning lab setting. These open sessions, to make up hours or to accommodate difficult 

scheduling issues are considered tutoring classes. In such a setting, it is easy to fall into a pattern of test-

ing, prescribing materials, worksheets, textbooks or other independent study materials. Not all students 

are capable of finding success working independently.  

 

Student Experience Model 
The Student Experience Model represents good practices employed by adult education and literacy programs.  

It delineates the sequence of events that a student encounters as he/she goes through the educational process. 

Variations in the model exist based upon program structure and student needs. Intervention and referral to 

other services may occur at anytime during the studentôs experience in an adult education and literacy pro-
gram. The Model describes more than just the intake process by tracking the studentôs progress, their revised 

learning plan and ultimate exit from the program. 

 

A chart of the elements of the Student Experience Model is included on the following page. The chart shows 
the elements of the model as separate and distinct. However, based on the variety of student needs and ser-

vices available in an adult education and literacy program, some of these elements may overlap or blend to-

gether. With the implementation of WIOA, elements of delivery and the flow of processes with core partners 
might be reviewed and lead to refining local program models. 

 
In addition, a Workplace Education Model is included in Section IV. This model may be followed for adult 

education and literacy classes offered at worksites, especially when services have been customized to meet 

the employerôs needs.  
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Figure 6: Student Experience Model 
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Orientation 

The purpose of orientation is to ensure that all prospective students are provided with the information 
and assistance that they need to make informed decisions about their participation in ABLE. Some indi-

viduals may have been away from the educational process for a long time, so orientation is a way to rein-

troduce the learning process and to acquaint participants with AEL in Iowa.  

 

In general:  

¶ All students receive an orientation that takes place at a time other than during instructional time.  

¶ The required components of orientation include rapport and support building, program and student 

information sharing, learning style inventory, initial goal setting, and locator and/or initial appraisal 

assessment.  

 

Local funded programs may determine the order of required orientation activities and programs may find 

it beneficial to combine some of the activities. However the following orientation features are expected:  
¶ Orientation is expected for all persons interested in participating in an adult education and literacy 

program.  

¶ All adult education and literacy funded programs are expected to implement a formal, separate stu-

dent orientation that includes the orientation activities detailed on the following pages.  

¶ Orientation is expected to be facilitated by qualified, knowledgeable professional staff.  

¶ Orientation is expected to be offered at scheduled intervals to support managed enrollment.  

¶ The length of orientation is expected to reflect the goals of the local program and the needs of the 

students.  

  

Orientation activities 

The following activities are described as individual elements, but can often be blended and revisited 

throughout the intake process: 

 

Rapport and Support Building ð This includes activities (e.g., icebreakers, motivational videos, stu-
dent success stories, group activities, mini-lessons) that help the student build confidence, feel comforta-

ble, establish relationships, identify support systems, and increase the level of trust and motivation.  

 

Program and Student Information Sharing ð Program staff and the student exchange information so 

that the student may make an informed decision about participation in an adult education and literacy 

program. This includes:  

¶ program information ð oral and written information about the programôs goals, services, structure, 
delivery, organization, policies, procedures, schedules, referral and support services, the instructorôs 

role, and the programôs expectations of the students Note: It is important to introduce the purpose 

of the pre and post assessment, and the standards and benchmarks to students during orientation so 

that they may be aware of the ways in which learning will be assessed, monitored, and documented.  
¶ student information ð student contact information (i.e., name, address, telephone number, and stu-

dent Social Security Number) and other demographic data including student contract and release of 

information 

 

Learning Style Inventory ð An inventory is to be administered that identifies the studentôs preferred 

style of processing information. Note: for special populations such as ESL or students with special 
needs, it may be more appropriate to administer the inventory at a time other than during orientation. 

The program may choose the learning style inventory it wants to use.  
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Goal-setting Instruction ð This includes basic instruction on how to set goals. (See the Goal- Setting 

portion of this section for further information.)  

 

Initial Assessment ð Programs should administer instruments for the purpose of determining the stu-
dentôs estimated skill level and the appropriate diagnostic testing level for the entering student. (See the 

Assessment Policy Guidelines for exceptions and further information.)  

 

Initial Screening for Learning Disabilities ðSome programs may choose to conduct a screening for 

possible learning disabilities during orientation. The purpose of screening is two-fold. The results from 
the screening can be used by program staff and the learner to decide whether the learner should be re-

ferred for further testing. Screening instruments cannot diagnose a disability. Diagnostic testing, which is 

often costly, must be conducted by a qualified professional, such as a psychologist, clinician, or educa-

tional diagnostician. This professional must be someone who is licensed to administer psycho-
educational batteries that determine the presence of a learning disability. This diagnosis allows the indi-

vidual to obtain certain accommodations for HiSETÊ testing, in higher education settings, and in the 

workplace. While few adult learners will choose to pursue diagnostic testing, all adults with specific 

learning disabilities can benefit from instructional adaptations that allow them to achieve their goals.  
Local funded programs must choose a learning disability screening instrument to utilize. However, the 

instrument selected and the process of how students will be screened is a programmatic decision. 

 

If a program participates in a screening practice, a formal policy needs to be established detailing which 

of the three options the program prescribes: 

Option 1: Screen all students (no consent form needed).  

Option 2: Develop criteria for screening students for the probability of learning disabilities and apply the 

criteria consistently (consent form required).  

Option 3: Screen all students with one instrument and follow-up with a more extensive screening with 

those who score high on the initial screening (consent form required for secondary screening).  

 

Programs need to complete and retain the Special Needs Form that apply for each student who is 
screened and/or diagnosed with learning disabilities or other special learning needs (i.e., vision and hear-

ing problems). If a program is not screening all students, but is selective, then an informed consent from 

the student must be obtained before legally proceeding. The consent form should contain the following 

information:  

¶ The name of the screening test(s)   

¶ The interval of time for screening  

¶ The purpose of screening  

¶ Who will see the results  

¶ How will the results be used  

¶ Where the protocol forms will be stored and for how long  

¶ The learner's signature and the date  

¶ The program representative's signature 

The learner should be given a copy of the informed consent form and the program should keep the origi-

nal on file. Note: Disability related information should be kept in separate files with access limited to 
appropriate personnel. Documentation of disability should be held by a single source within the institu-

tion in order to protect the confidentiality of persons with disabilities by assuring such limited access.  

 

 

https://www.educateiowa.gov/sites/files/ed/documents/Data%20Dictionary%20PY16.pdf
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Note: Based on the objective, focus of the program, program structure, student demographics, and 
other factors, programs may choose to expand orientation by adding additional topics or activities. Sug-

gestions include:  

¶ HiSETÊ testing information  

¶ career interests/needs assessments  

¶ additional diagnostic assessments  

¶ problem-solving strategies  

¶ reading comprehension strategies  

¶ skills and interests inventories  

¶ workplace assessments  

¶ study/test taking strategies  

¶ time management techniques  

 

Registration and Enrollment 

A student is registered once he/she has made an informed decision to participate in an AEL program ð 
usually at the end of orientation. At that time, the following data must be properly and completely col-

lected and recorded in the management system database: 

¶ Demographic data 

¶ Primary and secondary goals 

¶ Pre-test scores 

¶ Class assignment 

¶ Signed informed consent form 

For more detail on data collection, see Iowaôs Data Dictionary PY 2016. 

 

By the time of registration, students should have been informed of follow-up procedures including use of 
a Social Security number to determine attainment of employment, secondary school diploma or HSED 

and/or postsecondary education. At this time, students should be asked to complete the Student Release 

Form.  

 

Enrollment means that a student has received a minimum of 12 hours of service in an adult education 
and literacy program. Until an individual has received 12 hours of service, he/she is considered a partici-

pant rather than an enrolled student. Only enrolled students are counted for federal tables and the local 

program enrollment goal. 

 

All required information collected on the student intake must be entered into TEÈ along with hours of 

attendance according to the Assessment Policy Guidelines 

 

Goal Setting and Individual Learning Plans 

Goal setting is one of the most important processes of any learning experience. This ongoing process 

begins during orientation, extends into the creation of the studentôs individual learning plan and contin-

ues throughout instruction as the student progresses. A chart illustrating the Goal-setting Process can be 

found on the following page.  

Student implications:  

¶ If students have a clear vision of where they are going and the steps they will take to get there, 

they will be motivated to stay in the program.  

¶ Goals provide long-term vision and short-term motivation by helping students measure progress/

level completion and take pride in their achievements.  

 

https://www.educateiowa.gov/sites/files/ed/documents/Data%20Dictionary%20PY16.pdf
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Figure 7: Goal SettingðA Collaborative Process 
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Program implications:  

¶ Program performance is assessed by comparing studentsô outcomes to their achievement. For 

example, in examining employment measures, a rate or percentage is computed by dividing the 
number of students who obtained a job by the total number of students who where placed in the 

cohort of ñobtain a job.ò A student is placed in this cohort if they are unemployed and looking for 

a job upon entering the program.  

¶ Success in meeting program objectives may be increased by helping students set realistic goals 

that are achievable within the program year.  

 

The goal-setting process usually occurs during an interview phase with the student and a case manager 
or navigator to provides an opportunity to help students translate their personal goals into goals that can 

be achieved through adult education and literacy. Every effort should be made to:  

¶ Determine studentsô long-term goals. ð Beyond their participation in adult education and litera-

cy. This should be their major, overarching goals.  

¶ Explain program and community services. ð Program staff should inform students of available 

services and discuss how the services may help the students reach their long-term goals.  

¶ Establish S.M.A.R.T. goals. ð Program staff should help the students identify goals and explain 

how these goals will be measured and documented. These goals should have a timeframe estab-

lished. established after diagnostic testing has occurred.   

 
To retain students, it is important for programs to meet the needs of students. This will help students 

make the commitment to overcome obstacles and persist in the program until they make progress or 
reach their goal(s). Adults need a purpose (goal) for participating in adult education and literacy pro-

grams as well as motivation to balance the costs of attending. Helping students to navigate through the 

goal-setting process can have a positive impact on retention.  

In addition to identifying goals, an individual learning plan (ILP) can begin to be developed which will 

incorporate those goals into steps and activities to accomplish them. Goals should be realistic and bro-

ken down to a level where they can be obtained within a relatively short period.  

The studentôs ILP should be developed in consideration of the studentôs educational functioning level, 

any content of particular importance to the student (e.g., specific career field goals, completing job ap-

plications, passing the citizenship test), learning techniques or strategies that would improve the stu-
dentôs performance as a learner, social skills that would help the student communicate and work with 

others, and methods of self-advocacy to assist the learner to articulate his/ her rights and needs.  

Standardized tests, diagnostic assessments, inventories, and screenings provide much information relat-
ed to the studentôs basic skill strengths and weaknesses, learning strategy needs, instructional adapta-

tions, and/or accommodations that may assist the student in the learning process.  

Discussions with the student when developing the ILP will provide content areas of interest to students 

as well as social and self advocacy needs.  

The ILP is not a static document and should be updated as needed during the course of the studentôs 

instructional time with the program.  

A time frame for meeting the immediate goal and comments (e.g., indication of whether goal is met, 

explanation of why goal is not met, date of reviews  
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Retention and Persistence 

Intensity and duration of instruction affect achievement of studentsô goals. The type of class that is most 
effective depends on student needs, literacy levels, and curriculum offered. In general, classes offered 

for more hours in a week and more weeks per year are more effective for student goal achievement and 

for student retention. It is important that students participate long enough to ensure accuracy and relia-

bility of posttest assessments administered to them to measure educational gain. Guidelines are availa-
ble in the Assessment Policy Guidelines. 

 

Multi-level classes affect the instructional environment and student learning gains. Although teaching 
multi-level classes is challenging, many programs organize classes in this way due to limited resources 

or low enrollments at some levels or sites. Multi-level classes with a large number of low-level learners 

may face student advancement challenges. Instruction is difficult when studentsô literacy levels are too 
diverse within the class to be adequately addressed by staff or when a program has too many such clas-

ses. It is best to have an instructor that can organize instructional material and instruction at several lev-

els. Many times, all students can be exposed to a new topic. The differences are in the depth of the 

presentation and expected knowledge.  
 

Student interest affects the instructional environment and learner gains. Maintaining student interest and 

motivation is key to student success.  
 

Managed enrollment affects programs that have had an open enrollment structure. However, with the 

emphasis on accountability and more intense instruction, managed enrollment improves enrollment and 

retention. Management enrollment is defined as classes where a student may enter an instructional pro-
gram only during specific enrollment periods, attend a specific class for the duration of the class term, 

continue in the same class for subsequent terms only by re-enrolling, and miss no more than a pre-

scribed number of class sessions within a term.  

 

Monitoring Student Performance 
A formal review of each studentôs performance is required at least every 90 calendar days starting from 

the date of registration. Student performance is monitored to:  

¶ provide the student with ongoing feedback about his/her performance,  

¶ provide the instructor insight into the effectiveness of the instructional plan so areas can be ad-
justed as needed,  

¶ provide the program with current student information for the maintenance and updating of in-

formation in TEÈ.  
 

A progress/update form must be completed as needed to include progress assessment data or exiting 

from the program.  
 

Exiting Students 

A student is to be exited from the program when:  

¶ instruction ends or  
¶ a student has not received instruction for 90 calendar days and is not scheduled to receive fur-

ther instruction.  

 
The exit date for individuals with 90 days of non-attendance is the last date of attendance for the stu-

dent. Programs should wait until the 90 days of non-attendance has passed before setting the exit date in 

the system, unless circumstances justify exiting a student sooner. Student exit data must be entered into 

TEÈ. The Student Exit Form does not need to be completed for students who participate for fewer than 
12 hours (i.e., never considered enrolled).  
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Follow-Up 

The NRS requires that programs complete follow-up with the cohort groups. Iowa uses state level data 

matching to collect follow-up measures. Data-matching links records from the program database to 
state databases that have the needed information on the same people. For example, using Social Securi-

ty numbers, student records from a program are matched to the Unemployment Insurance Wage data-

base to determine whether students are employed and have retained employment. To conduct this pro-

cess, each student to be matched needs a valid Social Security number or college ID for post-secondary 
matching. This also requires each student to provide a signed document (Release of Information) allow-

ing their information to be shared for these purposes. Students do not have to divulge their Social Secu-

rity number to be served by the program, but are encouraged to do so.  
 

With increased concern about identity theft, sensitivity to the availability of personal information, and 

legal requirements as reflected in the Family Educational Rights and Privacy Act (FERPA), it is ex-

tremely important that adult education and literacy programs maintain strict adherence to data security 
issues. All student records must be secured in locked files. Forms such as registration forms and data 

match reports that may contain sensitive information such as studentsô Social Security numbers must be 

shredded or otherwise appropriately destroyed after the information is entered into TEÈ and is retained 
in hard copy for one year after the student has exited the program.  

Adult education and family literacy teachers must have a thoughtful plan, with clearly articulated methods, 
as to how they will sequence lessons, use instructional materials, and design learning activities. Curriculum 

and instructional strategies should make career awareness and workforce skills a central context for learn-

ing. Teachers must be able to adjust the plan in response to the needs of their students, including those with 
learning differences. 

 

Standards Framework 
The success of any organization depends on a set of clear, shared goals and standards. Iowaôs Adult Edu-
cation and Literacy programs are no exception.  Setting high expectations and clearly stating the criteria 
needed for success are essential in creating a responsive and effective educational system. Clearly and 

commonly defined standards serve multiple purposes: 
¶ Practitioner standards define what teachers, administrators, and support staff need to know and be able 
to do in order to provide quality services; 

¶ Professional development standards define the essential elements of meaningful professional growth 
activities; 

¶ Program standards define the characteristics that exemplary local programs should demonstrate; 
¶ Content standards clarify the skills and knowledge that adult learners need to know and be able to do in 
their roles as workers, parents and community members; 

¶ Data quality standards ensure that reliable and valid data are available to make informed decisions and 
guide program management; and 

¶ Performance standards set high expectations for program outcomes  

 

 

 

Instructional Plans 
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The role of Iowaôs adult education and literacy pro-
grams are to connect these six sets of standards into 
a coherent, interrelated system of quality services to 
adult learners. At the foundation of ensuring high 
quality instruction is the practitioner and profes-
sional development standards. The practitioner 
standards provide a pathway for professional growth 
and guide the development of high quality activities 
that reflect the professional development standards. 
Through responsive professional development, prac-
titioners gain a better understanding of how to im-
plement program standards that lead to effective 
teaching, learning, administration and support. Pro-
fessional development provides the tools and pro-
cesses to help practitioners use the content standards 
to help adult learners gain the skills and knowledge 
they need to reach their educational and personal 
goals. Through effective professional development, 
programs learn how to implement reliable and valid data standards that can be used to analyze progress 
and make necessary adjustments for continuous improvement. When these sets of standards are being fully 
implemented, the result is a high quality delivery system that leads to strong student outcomes and exceed-
ing the performance standards. Collectively, these standards make clear the shared expectations for success 
and help to delineate what matters in learning and teaching. The standards also facilitate communication 
through a common language. 

 

Content Standards 
A piece in the accountability system has been defining what should be taught and assessed in adult edu-
cation and literacy programs. Content standards fill that gap by describing what learners should know 

and be able to do. Instructors use content standards to plan instruction, and learners use standards to set 

learning goals. Standards help instructors and learners develop plans that keep them focused and en-
gaged. People may question whether standardized tests adequately measure learning gains, but learners 

want feedback on their progress and benefit from ongoing classroom assessment. 

 
Standards have to reflect learner needs and goals across programs within the state. Everyone in the sys-

tem ñshould know what is expected, what they will be measured on, and what the results imply for what 

they should do nextò (National Research Council 1999, 3).  Standards-based education provides a struc-

tured approach for state adult education agencies and local programs to create a system that explicitly 
links standards, assessments, and curriculum and instruction.  

 

Content standards drive the system. They clearly state what learners should know and be able to do, and 
as such, determine what is taught within adult education programs. Curriculum and instruction focus on 

what is taught, the instructional design of the program, and the indicators of program quality. Standards 

guide programs to develop curricula that outline the knowledge, skills, learning activities, and materials 
that will enable learners to achieve the standards. 

 

Figure 8: Adult Education and Literacy System 
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Moving forward with standards provides the state and local program coordinators with an opportunity 
to think systemically about change. The development of content standards is a valuable process for 

(1) negotiating the range of knowledge and skills that learners should have, (2) measuring learnersô 

knowledge and skills, and (3) developing curriculum with a clearly articulated instructional approach 

and maintaining a strong delivery system. Having a shared understanding of the goals for standards 
and a common language will allow partner agencies, adult educators, and learners to work more effi-

ciently in planning, developing, reviewing, and implementing the standards across the state.  

 

College and Career Readiness Standards 

In April of 2013, the Office of Vocational and Adult Education released a study of the common core 

standards building on a long commitment to promote adult education content standards. The central 
purpose of the study ðPromoting  College and Career Ready Standards in Adult Basic Educationðis 

to forge a  stronger link among adult education, postsecondary education, and the world of work. The 

suggested standards present a starting point for raising awareness and understanding of the critical  

skills and knowledge expected and required for success in colleges, technical training  programs, and 
employment in the 21st century. (Pimentel 2013) 

 

While the academic standards developed by states in recent decades reflected broad  agreement among 
experts about what was desirable for students to learn, they did not  necessarily identify what was es-

sential for students to know to be prepared for the  rigors of postsecondary training, work, or citizen-

ship. It was not until the development of the Common Core State Standards (CCSS) in 2010ðto date 
adopted  by 46 states for Kï12 programsðthat such a consensus emerged. Based on evidence  from a 

wide array of sources, including student performance data, academic research,  assessment data, and 

results of large-scale surveys of postsecondary instructors and employers, the CCSS offer clear sign-

posts indicating what is most important for college and career readiness (National Governors Associa-
tion [NGA] 2010b, 2010c,  pp. 91ï93).  

 

Iowa Core 21st Century Skills 
The Framework for 21st Century Learning stated, ñWe believe schools must move beyond a focus on 

basic competency in core subjects to promoting understanding of academic content at much higher 

levels by weaving 21st century interdisciplinary themes into core subjectsò (2007). 21st century skills 

bridge the knowledge, skills, and dispositions of students from the core academic areas to real life ap-

plication.  

 
Descriptions of what constitute essential 21st century skills are plentiful as well. In the 2007 session, 

the Iowa Legislature established the Iowa 21st century framework as: 

¶ Political Science - Civic literacy 

¶ Employability Skills 

¶ Financial Literacy 

¶ Health Literacy 

¶ Technology Literacy 

 
While the WIOA has defined Workforce Preparation Activities to include Employability Skills, the 

Iowa Core 21st Century skills are those standards that will help align lesson plan development. 

Within this 21st century skill framework are the common strands of learning and innovation; commu-

nication, information, and technology; and, life and career skills. The development of the Iowa 21st 

century essential concepts and skills was a collaborative process engaging the expertise of p ï 16 edu-
cators, business, and industry representatives. Sources used for this work included the 1991  
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SCANS report, What Work Requires of Schools, and Framework for 21st Century Learning, from the 
Partnership for 21st Century Skills. The committee surveyed the literature and endeavored to bring to-

gether the common elements of these frameworks. The members have outlined the concepts, disposi-

tions and habits of mind believed essential for success in the 21st century. 

 

Instructor Standards 
In June, 2015 after several months of review the final version of the AEL Instructor Standards was re-

leased to the local programs. Effective and quality instruction is an essential part of providing an exem-

plary educational program. Research shows that instructors are by far the most important factor in de-
termining whether students succeed. So, where there are highly effective instructors, quality instruction 

follows.  

 
These educators are passionate about actively engaging students and meeting them wherever they are on 

their learning journey. While the art and science of quality instruction may be more than the sum of its 

parts, some instructional building blocks are essential for it to occur. The standards are designed to pro-

vide standards for Iowaôs adult education and literacy instructors as guidance to promote adult studentsô 
success along their path toward college and career readiness. 

 

In addition to establishing standards, Chapter 23ðAdult Education and Literacy Programs section 6 set 
a qualification for the hiring of new staff effective July 1, 2015.  

 

281ð23.6(260C) Qualification of staff. Adult education and literacy programs shall be in compli-

ance with the requirements established under this rule by July 1, 2015. The requirements of this rule 
apply to all staff hired after July 1, 2015. All staff hired prior to July 1, 2015, are exempt from this rule. 

23.6(1) Professional staff. Professional staff providing instruction in an adult education and litera-

cy program to students must possess at minimum a bachelorôs degree. 
23.6(2) Volunteer staff. Volunteer staff must possess at minimum a high school diploma or high 

school equivalency diploma. 

 

 

STANDARD 1 
Instructors take responsibility for professional development and in-

volvement in their learning community.  

STANDARD 2 
Instructors plan, design, and implement effective instruction for the 
adult student. 

STANDARD 3 
Instructors understand and use varied assessments to plan instruction, 

evaluate student learning, and improve program practice.  

STANDARD 4 
Instructors help establish and support program goals and responsibili-

ties.  

STANDARD 5 
Instructors provide a positive adult learning environment by promoting   

lifelong learning and respecting diversity.  

STANDARD 6 
Instructors take responsibility for understanding and integrating cur-

rent technology options into instruction and professional development.  
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Curriculum Development 
Iowaôs standards and performance measures define the desired outcomes for instruction. Therefore, curricula 
and learning activities should be selected that lead students to the achievement of the knowledge and skills 

reflected in standards. Instruction must be designed in consideration of studentsô learning goals and needs.   

 

A variety of teaching modalities, including technology, small group instruction, lecture, peer tutoring, and 
individualized instruction, should be used as appropriate as well as a variety of teaching materials. Instruc-

tors should use evidence-based instructional methods and practices that have proven to support student per-

sistence and achievement of goals.  

 

It is up to instructors to select appropriate curricula and learning activities that will help lead students to the 

achievement of their academic goals and the acquisition of skills represented by Iowaôs standards. Curricu-

lum is the way content is designed and delivered. It includes the structure, organization, balance, and presen-
tation of expected or recommended study topics that address content standards and meet local expectations.  

 

A curriculum contains three primary elements:  
¶ Substanceðcommunicates what should be taught, it is the field of instruction.  

¶ Purposeðcommunicates why a topic should be taught, it is the context of instruction.  

¶ Practiceðcommunicates how a topic should be taught and learned., it is the methodology of instruction. 
(Methodology includes the collection and use of evidence of studentsô learning to inform and to adjust 

instruction.) 

 

Iowaôs standards reflect the purpose and substance of curriculum. All AEL programs need to ensure that 
teaching materials and activities that they use align to Iowaôs standards. Documents which link instructional 

materials and activities to desired learning outcomes are referred to as curriculum alignments.  

 
During Standards-in-Action, curriculum alignment activities were done to illustrate linking standards to ac-

tivities and outcomes. Involving instructional staff in the production of curriculum alignments is one way to 

ensure that teachers are familiar with Iowaôs standards and the texts, materials, and other activities that will 
help students achieve them.  

 

 
Instructional Strategies 

Among best practices related to instruction, research suggests the following:1 

¶ Classes tailored to students (needs, preferences, skill levels, etc.); 

¶ Varied methods of instruction (including small groups, computer activities, etc.); and 

¶ A high degree of teacher-student and student-student interaction. 

 

Figure 9: Example Alignment ToolðDistance Education 
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Therefore a balanced mix of instructional methods is important in managing the AEL classroom. Each 
learner has preferences regarding how he or she learns best (working with a large group, small group, 

alone, with a tutor, etc.). Learning style inventories and questionnaires may help to determine student 

preferences. These preferences should be taken into consideration when organizing classes for your 

program.  

 

Regardless of which method of delivery is chosen, there are many, coordinators should always devel-

op classes that best address the needs of their students as demonstrated in data. There will never be 

one method that fits all as adult education and literacy programs work toward developing independent 
learners that will be successful as family members, community members, workers, and lifelong learn-

ers. Listed below is a brief description of two types of instruction methods, implicit and explicit. Used 

exclusively or blended, all types of instruction method should be accompanied with a demonstration of 

the learners acquired competency through a combination of formative and summative assessments.  

 

Implicit Instruction 

Contemporary adult learning theories such as andragogy, transformational learning, and self-directed 
learning espouse the importance of adults taking responsibility for and directing their own learning 

experiences. Based on these theories many adult educators view themselves as facilitators of learning, 

and may only use implicit instruction methods (e.g., posing questions to learners who ask for help) and 

self-paced workbooks or computer modules in one-to-one instruction. Often observations of adult edu-
cation and literacy learning center classroom activities reveals that learners worked alone or with com-

puters over one third of the time they were in the classroom.  

 

For most adults involved in career training implicit instruction and working alone may be the best ap-

proaches. However, for individuals who did not achieve academic success in traditional K-12 educa-
tion settings, and thus are pursuing a High School Equivalency Diploma through adult education, other 

instructional models may need to be considered. Explanations, demonstrations, and one or two prac-

tice opportunities might not be sufficient to for all types of adult learners.  

 

 

 

 

 

 

Figure 10: Effective and Efficient Teaching 

1Improving Basic Skills: The Effects of Adult Education in Welfare to Work Programs. http://www.mdrc.org/publications/179/overview.html  
2Archer, A. and  Hughes, C. (2011) Effective and Efficient Teaching. Guilford Press. 

http://www.mdrc.org/publications/179/overview.html

































































