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PREFACE
Tabl e of
Effective and quality instruction i|ls &0 @stsem t =
educational progr am. Research shows that 1instr uc
portant factor in determining whet hper students s
highly effective instructors, quallmt_nsotnrulbtlon
General

Hi ghly effective instructors who hQV@rrmaasthedred
qguality instructidmegomoin' éxicsétosigntiheolratcil as s -
room doors and quietlyThiegurcelialagetdion pdl it he
rate with other professionals in |[POEirCiperSoga math
communi t yT haety |paarrgtei.ci pate in perspgPradgnd @mr ni ng
(communities of practice) and con@pet atthheothg o ¢

back about their .$hewgghgagaendnspgcoéssesonal
reading of current research to i nPpeedd 0andB &l pa
skills. Student Servi
When they discover an amazing i ngd2fE6Ld O 1 con
they share it with other instructleX8t&£dH in onl
Accountabilit
(Ferguson, 2010; u. s. Depart ment Efs't:'duocfatﬂ'-uo@&r
Our educators are passionate about |apipiehed iYcassh gag
wherever they are on their | earningl"]JoUrney. Wh i
instruction may be more than the suym of iIits parts
bl ocks are essential for it to occur This docun
ance for | owa Adult Education and UlJiteracy instru
ersb6 success along the path toward |Jcoll ege and ca


http://www.edutopia.org/stw-differentiated-instruction-teacher-development-support-video
http://www.youtube.com/watch?v=RDxK0OSvKEU&feature=related
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Program Overview

Wel come to the most rewarding job youdll ever |have.
The | owa Department of Education (| DOE) recognli zes
ties and challenges for adults. Empl oyers neefd wor
change. Today's families are faced with multigle r e
needs, as well as their own. Speci al popul ations, s
tional chall enges in order to | ead safe and pJroduc
needs of these diverse groups, a |l earning systlem th
education and | iteracy program is developing sluch a
|l owads adult education and | iteracy programs bluil d
ty to acquire and i mprove functional skills n¢gcessa
members, and citizens. These programs play an |Ji mpor
citizenship, per sowmalt eamd faammi Idy goi ¢ wt HH,ors aldiulpt | ea¢
available at little or no cost to adult |l earngrs an
ual.

This handbook is to ensure the administrationj|jof a
feder al |l aws and regulations and the statebés doal s,
scope of the stateb6bs commitment to and supporift of
guage, wor kplace I|iteracy and family |literacy Th
ment and expansion of adult education and | itelracy
As an AEL instructor you wil!/

1T Assist adults to become |iterate and obtai-n he k.
sufficiency;

1T Assi st adults who are parents to obtain the gducat
cational devel opment of their chil dr en;

T Assist adults in the completion of a secondarjy sch
T Assi st adults to prepare for college and/ or |car ece




| owa Adul t Educati or a

Just as the needs of the adult |l earner is divler se,

wi de ranging to prepare the participant for pdgst se
at programs throughout the state include instrjucti o
f Basic Skilli® I resatdriumegt,i owr i ti ng, mat h, l'isten|ng,
9 HSEDest Pr eippmrsadii emc e, soci al st udieeasd,i nngat Hgmau i C
writing, and calcul ator training;

T English as a S$e&ctpirtekeLanguageadi ng, writing, l i ste
ry and government, and cultural Iliteracy;

T Thinking and Learningc6Blkialli v el nngatikrndacigtnigogt & b higsni @am
| earning and reasoning;

T Coll ege Readinesisn Skrigdmi 2astoncahndnti me manjageme
setting, test -advkdaoac ys;ki |l | s, and self

T Workplace Literacyn Sgka@altlisng,nsaaruecdri opml anni ng, per s
and employability skills;

1 LiCeping Skillism Ibrusdtgreutcitnigon nutr i ti on, consymer i :
parenting, and

T Digital Liitrerkneywyb & 81 8g, word processing and ot

OQur Mi ssion
The mission of | owa's AEL program i s:
To provide accessible, gual ity instruction thajt dev

OQur Goal s
Goadoflod AduttEducati on paog dradrit er acy
1 a dssadul stto  loneedtel rteand obtainth &nowledge  aski d nkce sarg for employment
and s lé-sufficiency;
2 a g$stadul stwh o  prents  fami yime mdosto btainth edu aio nndski ¢ |
that T
A.a rnec & a tolgecomin dull arfpersinth edu etiona | eveldpment of theric hd en,
and;
B leadto ustainable proge mésimth ec no miopgportuntie $o therifa nhiy
3 a gsadul stinat atnin g a das resyaodn hiplodmand  th mransitio o ogs e -
ary edu atio nndtaning.
4 a gssimmgrantsando t hind vidualswh o Engl € hangliage learnersin i
A.imp rvio dherii
i. reading, writing, speaking, nd& o prehensio rski $in @ s hand
i matsk ¢ dnd
B .acquirin ¢ edestandin @f th éA\me ran Syste nof Gove rmant, individua |
freedom, and th &e onsibi tieisf citizens ip .
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State Leadership
Provide | eadership, technical assistance and ovlersig
ports their integration in the workforce systen to b
ther education and training.

Al ex Harris Mi ke Wil Il i ams
State Director for AEL EducationAConsuItant
Ar e&a&Gs ant management andApe&BHE®SET E Testing and |Caree

51583640 Pat hways
alex. harris@i owa. gov 51525005

mi ke. williams@i owa. gov
Lisa Gard
Education Consultant Marcel a Heamiosil |l o
Ar 8dsat a management and Education Consultant
Assessment p0||cy Ar@azmg||5h as a Second Lan-
51583125 guage and Civics
lisa.gard@i owa. gov 51584723

Mar cel a. Her mosi |l | o@i owal}l gov

Jayne Smith

Education Consultant

Ar e Ad ul t Basic Education and
I nstructional Services
512604 6

jayne. smith@ owa. gov

Nort hwest Regi on:
NCC, lLcCC, Eastern Refgl on

NI ACC, WI TFGQGur e 1: Regi onal Ar easNI| CC, HCC, KgC, E I
Mi ke Wil Jayne Smith

eg—an —
] Northwestl| lowa Lakes i North lowa

J =
< lowa el Community ‘ Area
)Community ga College EJ Community

LR — L College

v,
I
»

lowa Central
Community College

Kirkwood
Community
College

Des Moines Area
Community College

Centr al R &
DMACC, | CCC,
Lisa Gard

Quthwestern
Community
College

Indian Hills
Community
College

Sout h Regilon:
| WCC, SWCC, IJHCC,
Marcela HeBamdgsi |l | o
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Program Operations

vel opment .

Operating an adult education and | iteracy program |
wi || be described in this section through the]varic
el ement s will assist in achieving the goals of] the
ter serve students.
Operating an Adult Education and Literac:
Once an organization receives an Adult Educatijon an
in organizing and maintaining a program. Therfe i s
overlap and programs should revisit each during the
make adjustments in services and operation of |Jthe p
Needs Assessment
A needs assessment is used to determine the¢ chal
dat a, the adult education program can det efr mi ne
and type of services and classes to offer, |cl as:
and training needs.

Programs should review the needs assessmelt, a
whet her a revised needs assessment of the ar get
mi ght include data from government reports,) sur\
target population should include, but not He | in
f number of years of prior schooling

T educational needs (ESL, Adul t Basic Educati on,
devel opment, citizenship)

T empl oyment status

1 soci al economic status

f i mmi gration status

f availability for instruction (days of the|] week
Personnel and Rol es

Each program should have clear expectationg of i
goals, and standards for program quality. Gui ded
a specific staffing plan. Mi ni muimn ggturad d tfii crga li osnts
should be clearly outlined. The | ocal progrfam i s
and effort documentati on, for all el igible |]AEL s
must include verification of qualificationg and
grams are required to keep written job desdripti
and -innosnt r ucgte nognrtaadls e Ilmosi tions shoul d:

I nstructional staff wild.l

1. Work with the professional devel opment spleci al
devel opment based on identified needs witlh the
2. Participate in professional devel opment ajcti vi
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3.Participate in program i mprovement efforjts. T
aParticipation in the program i mprovement t
bldentifying program i mprovement goal .

c Reviewing data related to program i mgrover
dProviding feedback on i mpact of prognam ir
el mpl ementing program changes.

No-nnstructional staff wil!/

1. Work with the professional devel opment slpeci a

devel opment based on identified needs wi|lth th
2.Participataepropposttei pmofessi onal devel gpment
individual professional devel opment (e.gl., ca

3.Participate in program improvement effor|ts. T
aParticipation in the program i mproverment t
bldentifying program i mprovement goal g.

c Reviewing data related to program i mgrover
dProviding feedback on i mpact of prognam ir
el mpl ementing program changes.

Specific roles are discussed in the next few p:

program, however the functions should be @i scu:

address the need.

Program Coordinators

The program director is responsible for tihe ove

|l eadership of the adult and/or family literacy

l'imted to, ensuring compliance with state¢ and

providing new-spteafiffiwi tolhmi ®@gpemacy on, providjng f

|l eadership in program improvement/ professijonal

services where required, and maintaining ont a

training, | ocal businesses and community g$ervi (

Staff Responsibilities for continuous protrami

Program Coordinators as instructional |l eagders

1.0versee the program i mprovement t eam.

2. Participate with the professional devel ojpment

a professional devel opment pl an.

3. Work with professional devel opment specijal i st

professional devel opment

4 Work closely with the state AEL consul talnts t

5.Keep current with best practices.

6.Be knowledgeabl e about adult | earning thleory.

7.Ensure that program i mprovement supports] qual

8. Ensure coverage for classes while instructors

9. Ensure the organizational structure and |suppo

from-tleomrmg mpbedded professional devel opmert .
10PRrovide teachers with access to their data to

11Approve staff-appraptenttepdobsatnongs and ensur e

trainings.
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I ntake/ Assessment Specialist

The intake/ assessment specialist will have |trai
all approved standardi zed assessment instryment
training. Duties include, but are not I imitled t
and informal assessments, collecting intakgq inf
evaluating participant readiness, and coordinat
Case Manager/ Navigators

Best practices recommend that the case mangger

services and to assist with retention effor|t I
navigation duties must be given sufficient Jdedi
have training in educational counseling andg att
courses. Services should be made availabl e |at f
during class hours Navigators should be ajail a
education program. The duties include, but Jar e

reviewing goals and analyzing assessments, Jcoor
making referrals to other community resourdges/ a
attendance, such as childcare and transportjlatio
transition to workforce or postsecondary edqucat
and hour s.

Classroom I nstructor

Classroom instructors should spend at | east] 80

program must ensure that adequate time be 4l 1 ot
|l eadership activities, and program i mprovement

participating in program orientation, when |possi
pl acement , if needed; and coordinating with int
Data Quality Specialist

Data quality specialists wild.l have data entjry s
program, training in use of the TEE systemljand

the agency to ensure accurate data entry. he du
entry for the agency; ensur i ng;pteirrhelrymi n(gom%lgeutleal
review of data for errors; and ensuring i mmedi at
Professional Devel opment Specialist/ Lead Il nqstruc
The |1 ocal professional devel opment specialijst or
current or prior adult education teaching gxper.i
coordinator s, however . This person wor ks wijth ot
professional development plans in coordinatji on

i mprovement plan and professional devel opmgnt ne
coordinating professional development acti Vities
professional development, supporting staff Jin in
wor king closely with the professional devellopmen
instructional quality.

- O 0N -
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Professional Devel opment Specialists/ Lead nst
1. Participate with program coordinators toj]cre

i mprovement/ professional development pl ar.
2.Be an active member in the program i mpr oyeme
3.Work with program coordinator to guide dgqvel

of the program.
4 Support staff to address individual profdgssi
5.Coordinate aembgddde phef ¢®bi onal devel ogmen
6.Assist in the implementation of a variety of
circles, coaching, online courses, -dueaslsiotny sjtc
embedded professional devel opment.
7.Serve as the main contact between the prdqgra
devel opment team.
8. Assist the staff in the i mplementation off th
as describedPriof Sexitomal VDével opment Syst|jems
Di stance Education Liaison
Programs that refer students to the Distanfpe E
Education Liaison to serve as the point of}] con
education curriculum Additional duties may]inc
the referred student in case the student rEequi
coordinati Agessttiudge natc cpoasdti ng t o the Assessnent
Tutor Coordinator
Tutor coordinators provide training and suppor
| earners. The duties could include, but arp na
screening, making referrals to the case maphage
sessions, assignisngdamd pappcertgirog ptsyt @m ov|i di I
tutoring staff and working with the profespi on
devel opment
Volunteer Classroom Aide
A volunteer classroom aide provides suppl ement
in a class or group. The volunteer classropm a
planning. I n cases where a volunteer <classfoon
(s) with the primary instructor to ensure h e
instruction Unli ke the volunteer instructpr ¢
requi reear fdbaigr ee and has no minimum hours|per
Sites and Class Schedul e
Locations for c¢classes should reflect the rpesul
committee suggestions. Suitable sites should p
the requirements of the Americans with Dispbil
T Programs might consider entering into a derv
program and each site should meet before|the
program is using classroom space in a schHool
should be included in such meetings so alll p
should expect to invest time on an ongoing b
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T I't is recommended that program coordinatofs pr
l'i brarians) and paanmeals wpdadat annnafalt e sleane a
at that site, including student retenti on}

1 The class schedule should reflect the resjpjults
committee input. The more intensive the c| asse
probability that students will achieve thleir g
annual calendar of classes and sites with| alll
operation and annual calendars. Some schojol s ¢
programs should not close |l onger than foufr con
these fluctuations into account.

How a program schedules classes is an impoftant

features affecting the success of students |inclu

9 Duration (how many weeks/ months per progrfam ye

T Intensity (how many hour s/ weeks of instrujction

T Schedul e (whether students begin and end the
constantly)

I n order for students to make progress toward

intensity must be established. To demonstr ate a.

usually recommended. The programds schedul p al s

Local programs are encouraged to provide alpprop

students.

Books and Materials

The choices of instructional resources areja mat

needs and should be based on the studentés Jachi e

instructional resources that may be used i the

di fferent for mat s . Regardless of the for mat|, i ns

adopted content standards, Col | egie2 lasntd Qranrtduerry Re

Skills and any relevant industry or occupatli on r

available to students can raise | egal i ssugs of

Copyright 1|1 ssues

Current copyright | aw pr etisatad mmearolrydi anlgls , t] exntd,

even if the original works do not include gdny st

copyrighted works online, even for instructli onal

owners. As a first step in considering the jluse o

1 Securing permission from the copyright owhner

f Linking to materials on other sites, rat hler t h

T Using material o&iTrwot hgeu i pduebsl itco ddeemeaeirmmi ne i fl a wc
domai@Qoranel | 's CopygbDilgdtalTeCmplyrt bbbt AREir dean
Library Association Office for Information Tec

f Lawfully using protected materials after Ja "fa



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 rgcru
that services are attractive and accessibl g to
cate the value and purpose of the program fo t
per sonal contact with prospective students |and
i mpact .S RetfiedPru b\Wlilcl Awareness famnd déomamu i oatf it dvre
paign and style guide.
Managing an effective adult education and |IJite
ences with others. Programs should become flami
gion and around the state.
Partnerships
Effective programs wil/| realize that to be su
Engaging in a pipeline strategy, t hat i ncliude
maxi mum streamlining of activities.
Figure 2: AEL Pipeline Strategies
— - Continue education
& / Fﬁ ™
t-'\é. \
® | J i "____ Start or retain employment
" L i 1? i i _."I
\ bt Y/
- __,/ —e Complete HSED and exit program
Wrapa.r.dﬁnd_éapp-ort
Working together, the services can be seamless as partners contribute to the Adult Education and
Literacy program pipeline
Partnerships require consistent effort in jord
stakeholders and communities they serve to] de\
for al | involved parties: student s, adul t ¢duc
On-8t ops, postsecondary education institutigns,
I n partnerships, it is important for partngrs
driver s, policies and parameter s. This is |imp
sources and reducing duplication of servicles
ot her agenci es, | ocal programs are cautionpd
vantage of the strengths of each agency.
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The key to building trust in partnerships s col
temper sonal , p apiegror amd oglmadtiromnischaring, cf arif
ties, clearly expressing expectations and i st el
for mal and infor mal channel s. Privacy issue¢es f ol
their similar and different requirements. Br of es
for -tcra@issi ng purposes among the partners.
Programs should coll aborate with their pargtiners
technol ogy, staff, and professional devel opment
ganizations are able and willing to commi:tt and
Such outside resour ekeisn dmacyo nbt e i dbaurhp roinsse do no ft fhien p a
i ng: paid staff time; facilities, includinpg cus
ti me. Human resources that can be committedq to |
| eaders and a bountiful mi x of knowledge, ¢slkills
The benefits of partnership can include: tHhe del
and often result in fewer resources being |neede
and agenci es; a gain in ownership among all par i
proach to problem solving; provision of a dqost s
and, ulti mately, increased services and safisfa
crease maxi-bmwim ciarppgacddyabil ities and provide add
vices of all participating partners.

Maintaining an Adult Education and Lijter :
I n the delivery of services to meet the programés ¢
by high quality while integrating the foll owinlg el e
T includes the Student Experience Model, or anj|adap:
T i s based on standards framewor k,
1T i s based-barms erde pgdarmnach pl es of adult | earning, Jand
1T uses stewdemted, holistic approaches to teachihg.
Additionally, programs must strive to provide profe
both the programmatic needs and individual neelds f o
Record Keeping
In the maintenance of an adult education and | it
The use of data to drive decisions is paranount
mai ntain accurate progr am, staff, and stud¢gnt da
f enroll ment information

T placement and progress testing
f contact hours/ attendance

T retention rates

9 HSED compl etions

1 exit -dUdplilmfwor mati on

1T certification of teachers

T fiscal expenditures
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This data drives the performance, which injtur
professional devel opment provided at the | ¢cal
l ated to student dat aAs$ se s dmeanriIeldldibepystvlean Q@er-r
countability
Transitioning to the Workforce | nnovd@t.i
Through the evalwuation of proposed rules, ther|le a
ucation and literacy programs to transition to in program services. |dentified areas include but are not limited
to data celtlogpc tCemnt,erOmreor e partner alignment, 4&nd

Training.

To assist in the implementationdTEGLVeNmBIVIilsd Dinojh 03
the Workforce System and I nitia3Vilsmpbamé-®Btratihagn Cn
Delivery System under the Workforce I nnovatifon
intended to help guide | eader shi g hien @ua Kkcikn ¢S tftah &
Action (RISMPR)srdevel oped and redpageeddaaseansmemnmtier @
help | eaders at all | evels of the public workflorc
mentation of W OA. The QSAP can help identify Jare
ing this transition to connect programs to tarjget

t
h

I ntegrated Education and Training
A key shift in the definitions for adult edquca
and Training in W MAs8evettcenagpad@udhit) tel@atc apgfri own
l'iteracyeoactuirvietnitd sy wai ntvdo rckof notrecxet pa lelpamatr ken ac
force tomnimaiBapecific occupatiponrposecciupady oata
career adivHingllmeghts added. )
The required components for I ntegrated Edudat:i
1 Adult Education and li4@3a2@ activities ap de
2Workforce preparati A 3ac3alindi ti es as descr | bed
3 Workforce training for a specific occupat|on
training servida8dg (adedfiBnWIMA.n secti on
The specific allowabl e services, as def i ned i n
ponents are included:
4630RB8dDult Education and |iteracy activiti es|:
a. Adult Educati on
b. Literacy
c. Workplace adult education and literacy]act
d. Family literacy activities
e. English |l anguage acquisition (ELA) act]vit
i Designed to help eligible individuall s
petence in reading, writing, speaking,] an
ii. That |l eads to attainment of a seconjdar’

secondary education/training; or empl dqyme



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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Employability skill standalgt @ert craptdkieldl |$.n It
with the College and Career Readiness Standards,
rate into their | esson planning. Since empljoyabi
standards can be emphasized through integration
guidelines to keep in mind when teaching empl oya
1 Documenting employability skills that are]embec
the connection between education and empl qyment
T Opportunities exist for teachers to integrfate e
every | evel and in every content area.
1 Devel opment of employability skills does ngot oc
dent 6s educational <career.
i1 Classroom activities can emphasize varioud empl
in every cl ass.
Thleesson Planhiog ChecEmpkoyability Skills |JFr ame
struction and assessment of employability sfkills
document how employability skills are beingl rein
t ool and as a vehicle for communicating witjh stu
the tool to guide curriculum development, ¢l assr
tivities and as confirmation of classroom plract.i
Career Pathways
By highlighting career pathways in the Purpose o
gration of career pathway activities within adul
required concept. To provide more than just|] worKk
that | eads to a credential, programs must expl or
career pathways. Career pathways are a serijes of
vance their skills and careers over ti me. Hat hwa
gains students need to advance into both the wor
The use of the phrase Athrough career pathways?o
techniques including contextualized (job sklills)
tion and skill training modules, and other |Ji mpor
Career pathways help peopl e easrkni Iplos tjsoebcso,n dpanrdy ac
careers by aligning education, job training, and
their skills even as they continue to work Jand s
pat hways should be able to move seamlessly Jacros
ment and earnings potenti al Whil e career plat hwa
they are particularl-gkilmpedtiamdi ¥iodu alr® vwidtijmga ¢ ©
building services that-s&kahlh¢loppst h€mrerecc ogd hiwma y
ers by providing them with skilled workers |requi
ways are required as a key skills strategy |for s
tunity Act (Wl OA) .



file:///C:/Users/aharris/Documents/Adult Education Coordinators Information
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The state has been working with an advisory gr
ways, aligned to W OA and ot her federal andg st
tion.
Acar eer opragtahmiagye 8 0 u sqg uaared ulgiagh on, tr ai mrienlga,t epdn ¢ 00 te
targeted indumeety thesee@ucati on and skill neefls o
needs of an individual, all in the context Jof] wor
bet ween industry partners and < _port partnlerp wi
A career pathway must inc’ .~de ac¢ ising and jsuppor
and goals to meet the ne d< Hf | 1i vidual s |wi h o
dations. To meet th nee of al i ndividual s a
1 enable an individ a to wttain a secondary dqcho
recogni zed tse |0 ry~—credential,;
1 prepare =& I n Avi dal "to be successful injlany o
opti e~ g J apprenticeships;
1 he’ ar i1 i Viwdal ent er and advance withinla s
Atten « should be given to strategies and] apprc
credes«tTial attainment and career advancement D f
may include, but is not | imited to, the confjcufren
education progr ams, and fibridged curricula Jwh}]ch
ration programs and integrates education anl rai
I n addition to the-AdubhteEdaetani bhoan@haptenatg$
guidance on the role programs have in caregqr p
283123. 4(260C) CaAckelrt padbwayson and | iterady p
education and | iteracy education funding faqr a
tion of the basic skills component of a cafeer
23.4(1) CoAdwlbtoreduoati on and | iteracy dr og
avail able educati on, training, and soci a S €
ment of career pathways, such as by estapl i s
ondary school s, postsecondary educati onall i
wor kforce investmpntebbarsis,jobetraining|proa
business and industry, -blaskdr cogaganizaati omjgs , |
zations, and intermediaries.
23.4(2) Use Ownfl ystaacttd vfiunidess. directly |Iinked
programs and instruction shal/l be funded] wi't
literacy funds. Consideration shal/l be g ver
concurrently with workforce preparation Jact.
educational and career advancement .
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Figure 4: CLASP Career Pathway System

Hll Structural Elements Career Pathway
+ Well-articulated sequence of education and Programs
training offe rings Building blocks of local/regional
+Multiple entry points systems - a blended set of
s Mult‘iple exit points interventions aligned in a pathway
. X . : : leading to marketable, stackable,
Local/ 'SU-pE)OI"tIV(.E SF:‘FVICGS and navigation assistance siishra s e e
ohal Guiding Principles

Regiona «Learner-centered

ool « Adopt and articulate a shared vision

3 ’ - approaches to instruction
ETC VAR ¢ Demonstrate leadership and commitment to aﬁg occupational training

RGN nstitutionalizing career pathways :
«Ensure that career pathways are demand-driven, *Appropriate and

sectoral, and engage employers meanmgful assgssment
+ Align policies, measures, and funding *Supportive services

*Use and promote data and continuous «Quality work experiences
improvement strategies

*Support professional development

RLLLLLEE LT

The career pathway approach is important fpr un
i ntegr-prastbeet service mbdelsedsedhcasi opaphnhd cf
sistentdugprnd cradri ve assessments of participalntsé
services and career navigation assistance; | and
been shown to help underprepared youth and] adul
The career pathway approach also incorporafes s
pl oyers to increase the relevancy and | abof mar
in turn improves participantsd empl oyment br osp

| C1 eSS

T
@)

Policies change as needed to comply with state¢ and
that are currently in place.
Student Eligibility Policy

Feder al

Asdefined  thywWorkfo r £ mova oni aOppb tun ty Ac (W1l O)ATitlell, Adu tiEducatio n
and Flalote r aActyfiadult edu aiondin kude s rvis e sin ®uctio edwth eostp e ¢ -
ondary leve fo studentswh o :

A. have attained sixteen years of age;
B. are not enrolled or required to be elnroll
and
C. Wwho
i i s basic skills deficient:;
i does not have a secondary school]l dipl
|l ent , and has not achieved an equivdgl ent
i

i unab @to =@ kread p mvriteth d&ngl si hanguage .

Sevic e s nd octio nna Y @ rvided toind viduals sixteen, s \enteen, and eighteen yearswh o
meet th eequiremen $above Additional yl in rder tos asfly riequirement B., th atuden tu &
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A . provid eloc u mtaib rof officia Withdrawal f @ ns oot b rofficia Ichos lete r h e a d
signed b peint eral designee or
B . provid evrit et nviden caka ighs ot | iplodma .

Do gmentatio rof of i€ia Withdrawal o mc py of th eiplad menwu sbteeifie d ompa me
rol nhent ndamu sbtéept o tii elwith o terlrequire dtudent re ard gi e. . tandardize d a s -
ses pent and other tes te ards).

Feder al adult education | egislation does npt s
condition for enroll ment in adult educationp cl
passports, vVvisas, wor k per mit s, or soci al Eecu
ever , sftaardeingd O®i ¥hsAhs) enrolled in univergit.i
institutes may not simultaneously enr &hlgli ghpu
as a Second Language (ESL) students who hpve
country, but | ack basic English | anguage skil/l

have-lam2FWi sa) .

Th &VIOA doe sot requirethat ind viduals demonst aethat they are egdl re islen tokth &Jnit -
e Btaagsa ac odi o mof enrol nhent in - ggrams. Thus, itisno nec & a o ypp a oaje fori
indvidualstop r etsasporgs, vis avgotk permitsor = d curityecad $0 peregh Bat u s
inorde to nrel . Ind vidualsfro nother uotrde s  roreydod asfyth e sreguitementsa s
otherswithth exc gio n sie dn this section.

State
Inl owlae !l i gi bility of an adult education and it e
code, Chapter 23:
283123.5(260C) StAdpat sehi gierikliintgy.t o enr pl |
and | iteracy program shal.l be at | east L6 Yy
rolled in a secondary school under | owa] Cod
l owing eligibility requirements:
l.Lacks sufficient mastery of basic edudat:i
fectively in society, demonstrated by Ja s
| ower i n at | east one modal ity;
2.Does not have a secondary school di pl dma
3.1's unable to speak, read, or write thd En

Thleowautl A& d u c a itd rogmogea mndquire shat all erpiss &ll avhequal @ aoc
itsprograms fa ictieis arvidewsheu tega rtara € |a@roreed, rel gion, ationa | igim g »x
age ma r istbtladdis laitylois xaal  eo ation. It doesnot is diminatein  raigdis o p o S
g ams savic e sactigitie sin a ctetle®; $nt ea ment of ind vidualsw th isda itié $o;in  a n y

a e coft opera onis . It does not discriminate in:

T Admi ssion and access to its programs, serjfvic
T Treat ment of i ndi viduals with disabilitiels, (
T Any aspect of their operations.

A qualified individual with a disability id4q de
ié an individual with a disability who, wi tfh o
or practices, the removal of architectur al co
sion of auxiliary aids and services, meets |t he
vices or the participation in programs or gcti
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Students who present documentation of their] di sa
ities Act (ADA) to request reasonable accommodations. Depending on the type of disability, thea ¢ -
commodations for cl assrnmaoym iinncslturduec t(ilboint aamdelt aot i

19 Extended time for |l earning and testing,

1 Private settings free of interruptions angd dis
T Frequent breaks or change of activity,

f Calculator s,

T Spell checker s,

1 Word processor s,

1 Audi otapes of presentations, texts, and tpsts,
9 Enlarged print,

1 Braille texts,

1 Reader s,

1 Nottemakers or scribes for | earning and test]ing,
1 Sign |l anguage interpreters,

1T Assistive |istening devices, and/ or

f Furniture or room modifications to accommpdat e
I nformation on CASAS accommodatGuind emaiyn ebse fopbrt aR rn
Accommodations Using CASAS Ass eMasmmenadulotr [Leeaarr mee
that getting a High School Equi val ency di pljoma (
education progr ams. For informati onhiosneta pepl$y.iongg.
I nformation is also maintained on the | owa |Depar

At a minimum students should be screened for pot
are exampl es:

9 Do you think you have trouble | earning?

f What are your hardest subjects?

I f students answer positively, the approprijate i
serve the student in ©OhesprogtaimoaRefSeevi afgS8embt
i nitial screening,

Inordertop rvid ¢h de spossible rgcee AE L ogmmss h o wdnifly ind vidual if € r esn c
th rugh app rpria tseaeen ngs and ass sment, then fin énd imple rMegth epprapria t daptaabnis |,

a commoda bni sand in Buctiona It aegie $0 |pstudentsprogress Thm ctly f or ser vli ng a
with disabilities has been included in the Jeligi
progr ams.

Confidentiality and Personally I dentifi al

Pursuant to the Feder al Education Rights and PJrivac

| aws, confidentlallty of adul t education and I}itera
FERPA requires that, with certain exceptions, ¢
the disclosure of personally identifiablel|linfol
all ows education agencies to disclose appflopri:
written consent, unl ess the student has advi seq
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
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A. AL | ocal AEL programs are responsible for 4gnsu
ized staff. Aut horized staff mu s t mai ntain fhei
keep the information secur e. 't is st rkergs oyn peenlc
Confidenti aflon yeWAgmyesneaftf or faculty member |t ha

B.Appropriate measures must be taken to ensure] col
or other compromi se. Student records may be|tra
their confidentiality and safety at all ti mgs.
staff member 6sAELOo weo,r kotl loeratmo@m) . I'f there 4re
dentiality of imERPAaRad oins refer to the

C.Secure (encrypted) transmission methods must be
Data containing personally identifiable inf¢r ma
Googl e Docs, Dropbox, i Cl oud, or OneDrive. Dat a
designate where sensitive information shoul d| be
proved folders on the programbés secured servir.

D.Strictly confidential information regarding |la s
without a writtenlfred eatsiederft idifoclnasdsonany ¢f t
(verbally or in writing), |l egally that inforqmat
Aprivate: o

1 Disclosure of a diagnosed | earning disabilify,;
1 Disclosure of previous status as a "special] ed:
1 Di sclosure of any other type of diagnosed plhys:
19 Di scl osure of a diagnosed medical condi ti on}

1 Disclosure of wuse of any prescription drugsj|

1 Disclosure of history of drug/ alcohol abuse|] an:
1 Disclosure of status as HIV positive or of |havi
T Of ficial transcripts including HSED scores.

EFiling cabinets or drawers containindg€oaftrdent|iyal
These files must not be accessible to student|s,
when confidential files are accessed.

FStrictly confidential i nf orlmatail o mp rfoiglreasm d heovel] d fho
|l ess than three years and musAsbess mefedrd Pad dvigtgino |
i nformation

Assessment Policy

Federal guidelines have stated that assessment| pr

Wor kf orce I nnovation and Opportunity Act (W OA) m

ChaptoeArdu2d3 Education and Literacy Programs se¢tio

formance indicator is identified as compliance wi
Compl imdwlet education and | iteracy progr ams|] sh.
outlined in the state assessment policy. Datla s
should that day fall outside of standard bus|i ne
mont h. All adult education and I|literacy program
guality data checks as required to ensure feder

Refer Asses 8 mefnar Paddictyi onal 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 Enroll ment Policy
This policy is stildl being devea&lcomediramredtwielnlr dqd d neeir
partners; and concurrent enroll ment educationall and
Dual Enrol |l ment with Core Partners
WI OA Requires eligible providers to state n th
with the | ocal wor kf orce pl-amrboli hméwmtdi ng how t he
A.a description of how the eligible providgr wil
under section 108, i ncplruodriontge hcoown csura ke npr agwirde d
and activities undq&rectibihe2B2. asoapbr Applijad &t i
This work wild. be established in the servide agr
|l evel as appropriate to the needs and progrjam i s
Concurrent Enroll ment with Education and Trjainin
From the Office of Career and Technical Eddcatic
released in June, 2010 that supports the cqgnti nt
enrol |l ment :
There is no prohibition in AEFLA against] enro
pating in an adul' education program fulnded
training for which postsecondary credit |may b
in AEFLA prevents a participant -in a prograr
enrolling in such training at any Il evel .| AEFL
student ssuppdEtrFéed adult education if tholse st
or required to be enroll ed in secondar ) sch
AEFLA) .
Preliminary definitions and guidance for cpncur
dents would include the following:
Definitions
Concurrent enroll ment occurs when an adult |stud:¢
same time receiving educational progr ams, S er vi
i nclude cour ses, support services, facilit] es a
within the continuum of education in | owa.
Gui dance
It is the expectation that adul t concurrent eni
When concurrently enroll ed, the student hag$ all
his or her relationship to both institutiophs. C
academic foundations | evel An AEL student i s c:
enrolled in AEL course work and also enrol}ll ed i
cour ses, or techAi cdludemao @rsa mAsE/Lc ocuorusresse. wor K mus
subjects for which the student is enrolled]in c
i ng tNo tcdoolnl.ege credit would be awarded for| AEL
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Di stance Education Policy

This policy defines distance education for adult

by which programs can report adult | earnerso6 di st

(NRS) wusing the state approved data management| s

types of activities approved for distance educ|]at.

di stance education activities

Pol icoy AOmset udent i s classified as a distance | parn
hours earned in a program year are deri ed
activities. However, a studentdos hours n b
ported into the data management system TEE

Policdgy Onwoy | owa Department of Edwucation, Di vi $§i on
education curricula may be used for repprti

Pol icy Allhr epeot enti al adult basic education disftanc
ance with the | owa Assessment Policy.

T Al |l -apnrde post assessments must -tbbea caed mj ni s
setting.

T All students must be pretested prior to
T Di stance education st udteadts iamset rswhtjiexcn
tervals as traditional |l earner s.

Pol i cd Proougrr ams must use TEE to report distancg | e
the system to track activities. Endorse]the
gramso section on the Entry record assog¢i at
not indicate fADiIistance Learningo on the] Exi
tact hours and proxy hours, are to be rgpor

Refer Asses b mefnar Paddictyi onal information.

State Data Match Policy

The state of | owa uses data matching as the melt ho

Number (SSN) of the student wil/ be used to malt ch

pl oyment insurance (Ul) records and other recolrds

Pold cy Al'l AEL programs are to ask all studentg fo
sion process. Student social security np@mbe
be used for the -sp at epadratt aofmagstchddmotl  @ewg!| oy
ondary education and training, and HSED| con

The SSN of the individual student is used by tfjhe

search records to match and is not released to an

SSNs are critical to the success of the data nlatc

enroll ment information for missing or invalid ||SSN

dent . | f a student fails to provide his/ her S9N,

SSN



https://www.educateiowa.gov/sites/files/ed/documents/Assessment%20Policy%20PY%202016.pdf
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Whil e SSNs are not a requirement of participatfion i
attempt to gather Soci al Security information |from
| oca¢gr @amo however, | ocal program personnel wil exnp
portance in demonstrating program perf-oemancab|l as T
can be done by indicating to students:
1. The purpose (s) for requesting a social secufity I
2. The fact that this data is kept confidential
3.Student names and other personal identifiers]are |
4. The need to have accurate data for outcome rgport
ReferCoonfitdentiality and Personally I dentifiabfl e In
Professional Devel opment Policy
To assist instructors in becoming highldAckdliftecfEduw-e,
cation and Literacy Programs) and became effecjtive
283123 . 7(26@@)alHitggh professional development.
23. Responsibil Adyl ofegpuoagtriamn and | iteracy]|progr
providing professional devel opment opportunities
a.Proper procedures for the adminisbl28tfgon ar
(260C) ;
b.The devel opment and dissemination of ijnstru
the most rigorous and scientifically wv]jalid
c . Appropriate reading, writing, speakingl, ma t
tance education, and staff training prjacti
cation
This section outlines certain responsibility off the
a.Acquire knowledge, skills, approaches, and disposi
b.Explore new or advanced understandings of coptent,
c.Devel op new insights into theory and its applicat.i
l ead to professional gr owt h.
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The professional devel opment system is an ongojing
strengths and weaknesses are identified on an [i nd
scal e This identification allows for the best| us:
Figure 5: Professional Development Continuous Qual

* Application of knowledge and skills
*Identify needs

*Assess current knowledge and skills
+Identify Strengths and Weaknesses

Self-
assessment, Classroom

Observation

Goal Setting
and Plans

Training,
Evaluations,
and Student

Prioritize
and Set PD
Targets

QOutcomes

*Participant reaction

O izational rtand ch
*Measurable skill gains O

*Plan professional development to
address needs

=
o

<poQ@@®aog

® —+ S
o -
o

al Professional Devel opment P | a
f professional devel opment is qualitly p
ional development involves ongoing comnfi t me
to date. I nformed by research, professifjonal
ng communities while focusing on teachinjg al
e mbeehd d e d, integrated into organizational gqal s
a plan for individual professional devel oplment

Because hey support professional qualit]y, I

into t |l owa Adult Education and Literjacy
a curren PDP

SQ " T T T T 4 —

Q= 7 53 50D S5 T

t
h e
t
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common el ement
l1.Seté&fl ection
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in the Appendi
o the stat-e, t
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i mely manner
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I n addition, adsAdcuiltte dEdiunc aCthiaopnt e’n d2 3Li t er acy Pr pgr am
ment and i mplementation of | PDPs is provided:
23. The) vi dual profesdadohbl edevatopmenandpl aper ac
develop and maintain a plan for hiring and]|]devel
foll owing:
a.An i mpl ementation schedule for the pl an.
b.Orientation for new professional staff].
c.Continuing professional development fdr proc
d.Procedures for accurate record keepindg and
e.Specific activities to ensure that prgqgfessi
competencies and knowledge in related |adult
f . Procedures for collection and maintengnce o0
ber has attained or documented progresgs tow
g.Provision that all professional staff jwill
may be differentiated for each type off empl
Tracking Professional Devel opment HoWrs
To ensure that professional staff are receiving not
ated with their duties, it is important to trajck ¢th
all should receive a minimum of 12 hours of prjofess
align with the program year and funding. Without a
t his, it is the responsibility of each progran to t
ment .
23. Pfodyision of proAcwsist omdcadc alteiveh opmenkti t dgr acy
ticipate in professional devel opment activijti es
ty of the adult education and | iteracy prodram v
devel opment activities shall be in accordance wi
Devel opment Standards.
a.Al professional staff shal./l receive gt | ea
annually. Professional staff who possgss a
this requirement
b.AIl I professional staff new to adult edqucat:i
fessional development prior to, but ngq | at e
with an adult education progr am. Presdgrvice
the professional devel opmefma. &d equi remgnt s
c.Volunteer staff shall receive 50 percgnt of
gr aphsha&asn.d7 (2ah..70( 4)
New I nstructor Training
As noted in 23.7(4)(b), all new professiongl ste
sional devel opment relevant to their role 4dnd r e
include such professional development on AMoti ve
Classroomo; AUsing Adaptive Learning in thdg Adul
Adult Educationo.
Exceptions
As noted in 23.7(4)(a) there is an exceptien to
opment for professional staff, if that staflf hol
ments for professional devel opment is redudqed by




Page

3

A4

n

|l owa Department of

nr OS5 )))d )ORrfRNT

|l owa AEL Program Model s 31
I nstructional Model s 31
Managed Enroll ment Cl asses 31
SheTretr m and Special Topic Cl asse32

Open Entry/ Open Exit Classes 32

Tutoring Classes

Student Experience Model 32
Orientation 34
Registration and Enroll ment 36
Goal Setting and I ndividual Learn3eégg PI
Retention and Persistence 39
Monitoring Student Performance 39
Exiting Students 39
Fol Upw 40

I nstructional Pl ans 40

Standards Framewor k 40

Content Standards 41
Coll ege and Career Readiness Stdf@dar ds
|l owa Core 21st Century Skills 42

I nstructor Standards 43

Curriculum Devel opment 4 4

Il nstructional Strategies 4 4
|l mplicit I nstruction 45
Explicit I nstruction 46

I nstructional Considerations 47

Learning Activities 48

Lesson Pl ans 4 8

Program Component s 50
Optional Component s 51

Principles of Adult Learning 52

Dealing with Programmatic | ssues 54

Dealing with Situational and Disposibd4 onal

Referring Students 54

GAP Tuition Assistance Program 55

Pat hways to Academic Career and Empl505y ment




AduHdtu c aatnilda i elr nasctyrHiacntdobro o k Pa@e

| owa AEL Program Model
Programs have adopted various scheduling, intdke, é
more effective than others for attracting and]reta
by the | DOE Adul't Education and Literacy: Mafjaged,
should ensure that they use the model that besjt mee
programs are free to select the models that will b
managed classes offered statewi de.
Retention is crucial to student success; ‘therelfore,
denlceesed strategies and practices that encour appe st
devel opment of a student experience model i s blased
signed to:
T promote the devel opment of systematic procespes,
the quality of Iliteracy services and increasp stu
T help | ocal programs meet the standards and bfnchm
l nstructional Model s
How a program schedules classes is an importarnt var
affecting the success of students include:
f Duration (how many weeks/ months per program pear
T I'ntensity (how many hours/ weeks of instructipn ar
f Schedule (whether students begin and end the]clas
I n order for students to make progress toward |t heir
be established. To demonstrate academic progr gss,
with a recommendation of 70 to 100 hours of igpstruc
fects organization and instruction delivery. Bocal
ing methods based on the needs of student s.
Managed Enroll ment Cl asses
Managed classes have an established cycle wilth a
ance policies wildl be in place, explained tg studc
more than a specific -eaumblelr iof tchapsesxscaad tmuestalr
es. Classes that utilize thedmenadesdcdstrregdtsymet of
ment days and times at regular intervals. Nelw app
pointed ti mes. Managed enrol |l ment classes sHoul d
wor ker , and family. Learning is contextualizjed wh
related to the | earner experiences and envirjonmen
i nstructi on, when the skills or knowl edge c¢cadn be
construct personal me aMhai nnagg. e dF oErn rfod rl tmeenrt : i nAfno frOmpaptoir
orate the Adult Basic Education Experience
Noterel:l managed classes must meet for a mininum of



http://mcae.net/documents/ManagedEnrollment.pdf
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SheTretr m and Special Topic Classes

Vi

activities and workforce training for a s
cational and car derr macv arscseerse nwto.r kS hnoorstt e
n

ar

Some managed classes are specifically design
I

des adul't education and Il iteracy activiti

ound a particular | evel (such as begin

speci al topic (such as <college readiness, W (

teracy).

Because of their-tlirm tcédhsdersatnieem, toh dret of
hour s/ week) in order for students to show pr
meet recommesttéedgpgsi del i nes
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perjience

nt
uStudent Experlence Model*

Figure 6: St

*The Student Experience Model may vary based upon program structure and student needs.

**¥Intervention and referral to other services may occur at anytime during the student’s experience in an AEL program.
*¥**Support —defined as academic intervention per the concurrent enrollment policy
July 2015
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Orientation

The purpose of orientation is to ensure that] all

and assistance that they eed to make informpd d

vidual s may have been away from the educatiopal

troduce the | earning process and to acquaint]par

I n gener al

T All students receive an orientation that takes

1 The required components of orientation incljude
information sharing, |l earning style inventgqry,
assessment .

Local funded programs may determine the ordef of

it beneficial to combine some of the activit]es.

1T Orientation is expected for all persons inflere
progr am.

7 Al I adult education and |literacy funded prqgr a
dent orientation that includes the orientatlion

f Orientation is expected to be facilitated By ¢

f Orientation is expected to be offered at sdqhed

1 The | ength of orientation is expected to rgqfle
students.

Orientation activities

The following activities are described as infdiwvi

t hroughout the intake process:

Rapport and Suwplphirst iBudlluldensy activities (e. g.], [

dent success stordessogsdup hatct iheil pi ¢he mit midljent

bl e, establish relationships, identify suppoft s

Program and Studento Pnéor amamtstoaf Shandnghe st @den

that the student may make an informed decisipn a

program. This includes:

fprogram imédmalmaamadnwri tten information abopt t
delivery, organization, policies, procedurifs,
role, and the programletle&x dectiatpioonsandaf ttohg nat
of the pre and post assessment, and the stphpnde
that they may be aware of the ways in which | ¢
fstudent 0 sft aurdmantti acmnt act information (i.e.}], n
dent Soci al Security Number) and ot her dempgr ¢
i nformation

Learning St@9lAen limwemttory is to be administerfjed

style of procHesfeorrg siprefcarana tpiogpnu.l ati ons such Jas

needs, it may be more appropriate to adminisfer

The program may choose the |l earning style injpent
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Goasletting Bnrshtirsudtnicdrudes basic i nstrueS3dtotni fogr ho
portion of this section for further infor mat|i on.)
Initial APseogygsmenst should administer instrumgnts f
dent 6s estimated skildl |l evel and the appropr|i ate
Assessment Pdloircy x@wipddloinmmesand further infofqmatic
I nitial Screening B8omkeeprogngmbi snapi thbbeege |[to co
possible Il earning disabilities dduroildg olrhiee mrtg¢astuil dn
the screening can be used by program staff and th
ferred for further testing. Screening instruments
often costly, must be conducted by a qualifijed pr
tional diagnostician. This professional must] be s
educational batteries that determine the presence
vidual to obtain certain accommodations for |Hi SET
wor kplace. While few adult | earners will <choose t
| earning disabilities can benefit from instrjuctio
Local funded programs must choose a |l earning|] di sa
instrument selected and the process of how s|jtuden
I f a program participates in a screening pralctice
of the three options the program prescribes:
Option 1: Screen all students (no consent folrm ne
Option 2: Develop criteria for screening stuldents
criteria consistently (consent form requjired)
Option 3: Screen all studemtwi twi tah maree i estt @ jusnewnd
those who score high on the initial scrgening
Programs need to completetamad metpdiynfiohe edpécisaluc
screened and/ or diagnosed with | earning disalbilit
ing probl ems). I f a program i s not screeningl al/l
the student must be obtained before |l egally |proce
i nformation:
1T The name of the screening test{(s)
1T The interval of time for screening
1T The purpose of screening
fWho will see the results
f How will the results be used
T Where the protocol forms wild.| be stored apd f ol
1T The | earner's signature and the date
1T The program representative's signature
The | earner should be given a copy of the inJfor me
nal oNottei:babil ity related information shoul df be Kk
appropriate personnel Documentation of disalbil it
tion in order to protect the confidentiality] of p



https://www.educateiowa.gov/sites/files/ed/documents/Data%20Dictionary%20PY16.pdf
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NotBBased on the objective, focus of the prog|ram
ot her factors, programs may choose to expand] ori
gestions include:

9 Hi SETE testing information

fcareer interests/ needs assessments
Tadditional diagnostic assessments
T probdelmvi ng strategies

freading comprehension strategies

1T ski
il
il
il

l'l's and interests inventories

wor kpl ace assessments

study/test taking strategies

ti me management techniques
Registration and Enroll ment
A student is registered once he/ she has made| an
usually at the end of orientation. At that t}J me,
|l ected and recorded in the management system|]dat
T Demographic dat a

T Primary and secondary goal s

T Prteest scores

1T Class assignment

1T Signed informed consent form
For more detail loonwadbast aDactoa |Deiccttiioonn,arsyeePY 20 146
By the time of registration, supmdemdce dthroaud dif halv
a Soci al Security number to determine attainment
and/ or postsecondary education. At this ti me st
For m.
Enroll ment means that a student has received| a r
and |literacy progr am. Until an individual hap r €
pant rather than an enrolled student. Only ehr ol
program enroll ment goal
Al l required information collected on the stpjuder
attendance according to the Assessment Policly Gu
Go all Setting and I ndividual Learning Pl ans
Goal setting is one of the most iimportant prpces
begins during orientation, extends into the [Eres
ues throughout instruction as tGoesletttuidreghaPrpd @eys st
found on the following page.
Student implications:

11 f students have a clear vision of where tlhey

they wil/l be motivated to stay in the progjram
1 Goal s pr-ber chevl sirtgeir mnmo tsihwati on by hel pinjg st

|l evel completion and take pride in their chi



https://www.educateiowa.gov/sites/files/ed/documents/Data%20Dictionary%20PY16.pdf
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Figure 7: 0Goadoldeatbtoirnagt i ve Process

.

Identify Student’s
Personal Goals

Determine long- and short-term goals.
Explain program services.

Record Student’s Goals

and Develop Individual
Learning Plan (ILP)

Record long- and short-term goals.
Establish immediate strategies and
timeframe to reach goals.
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Program implications:

T Program performance i s assessed by comparljng
exampl e, in examining employment measures|] a
number of students who obtained a job by [Jt he
cohort of fAobtain a job.o6 A student is pllcec
a job upon entering the program.

1T Success in meeting program objectives may|] be
that are achievable within the program yelar.

The -gotati ng process usually occurs during an in

or navigator to provides an opportunity to HRelop

be achieved through adult education and |l itg¢grac

7 Deter mi ne sttewdre @tBsady elnadng heir participatign i
cy. This should be their major, overarchijfpg ¢

1 Explain program am®dPrcoogmnaum isttya fsfe rsvhiocudsd. i rff or
services and discuss how t he setreerimegoanasy| hel

1 Establish S.0MRrAaRr.d&m gtoaflfs.shoul d help the st
how these goals will be measured and docujment
l' i shed. established after diagnostic test} ng

To retain students, it is important for prograrm

make the commitment to overcome obstacles anfd p

reach their gopaulr(pootpealAdut bs peedi ai pating i ad

gr ams amo twievtdd idmsanl amotts aheending. Hel ping stjuder
gosaktting process can have a positive impactl on

I n addition to identifying goal s, an individual

i ncorporate those goals into steps and acti it

ken down to a | evel where they can be obtained

The studentds | LP should be developed in consid

any content of particular importance to thejJ]stu

plications, passing the citizenship test), fear

dent 6s performance as a | earner, soci al skilll s

ot her s, and-achebblcady oo @slsf st the | earner t¢@ ar

Standardi zed test s, di agnostic assessments i nv

ed to the studentdés basic skill strengths angd w

tions, and/ or accommodations that may assi st t h

Di scussions with the student when developing th

as well as soci al and self advocacy needs.

The I'LP is not a static document and shoul d]be

instructional time with the program.

A time frame for meeting the i mmediate goal and

explanation of why goal i s not met, date of |rev
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Retention and Persistence
I ntensity and duration of instruction affect] achi
effective depends on student needs, l'iteracy | eve
for more hours in a week and more weeks per |year
for student retention. 't is important that |stude
bility of posttest assessments administered]|to ¢t}
ble in the Assessment Policy Guidelines.
Mu I-lteivel <c¢cl asses affect the instructional enfviron
mu Hteivel <c¢cl asses is challenging, many programs or
or |l ow enroll ments altevwelmec |lasvseds wirtl s vae klsd rqgvu hreu
may face student advancement challenges. I ngtruct
di verse within the class to be adequately aqdr ess
ses. I't is best to have an instructor that dqan or
els. Many times, all students can be exposed to &
presentation and expected knowl edge.
Student interest affects the instructional gnviroa
motivation is key to student success.
Managed enroll ment affects programs that haye had
emphasis on accountability and more intense]l]instr
retention Management enroll ment is definedlj]as cl
gram only during specific enroll ment periodg, att
continue in the same c| aersr dlolri rsgu,b seermgdi emits st gmransma
scribed number of class sessions within a tdqrm.
Monitoring Student Performance
A for mal review of each studentobés performande i s
the date of registration. Student performandge i s
T provide the student with ongoing feedback abol
T provide the instructor insight into the ¢effect
justed as needed,
T provide the program with current student |inf ol
formation in TEE.
A progress/update form must be completed as |neede
from the program.
Exiting Students
A student is to be exited from the program When:
f instruction ends or
f a student has not received instruction fpr 90
ther instruction.
The exit date for inditwveéendahscse wié$ ht 90 ldayts dat e@owo
dent . Programs shoul datwwaenhdantéel habepbsddyHebodr e
the system, unl ess circumstances justify exilting
TEE The Student Exit Form does not need to]lbe cc
12 hours (i.e., never considered enroll ed).
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Fol {Upw
The NRS requires thauppwbghambecompbetegfouRiew
matching toupgoméas tmattoclhlibrmg al i nks records frjom t
state databases that have the needed informdgtio
ty numbers, student records from a program 4r e
base to determine whether students are empl dqyed
cess, each student to be matched needsezowndalpirg
matching. This also requires each student te¢ pr
ing their information to be shared for thesg pu
rity number to be served by the program, but] ar
With increased concern about identity theft,| se
|l egal requirements as reflected i BERRA FamiHlyek
tremely i mportant that adult education and IJite
i ssues. All student records must be secured|in
match reports that may contain sensitive inflor m
shredded or otherwise appropriately destroygqd a
in hard copy for one year after the student [has
|l nstructi onal Pl ans
Adult education and family I|Iiteracy teachers |must
as to how they will sequence | essons, use insItruc
and instructional strategies should make carefer ¢
ing. Teachers must be able to adjust the plan]in
l earning differences.

Standards Framewor Kk

T lesucces sf any o ramizat i depend $nas eottle msharedg al andst rmlar d $ owa és Adu

cation and anhsatee exeguign. NG IY rgek pctat hs@nd cle a Isgt ngthec rei it a

ne @ed fo rucces sr es gital i wreat ng a esp o ivesand e fiect vie educat habsysem. Cle m layn d

co monly de ihed st ralardss e rmulet ipyr Ipes: s

1 Pact inerstomard slefinewhatt € & sdmini satt ¢ andsup p csHftneedto kno wvandb @b | e
todoi b redoprovi dqeal i t ycess er Vv i

1 P rfes sndl devel ampnt standar ddskne the ess mtial element & fm e réngful p r and cersvis h
actvi igs ;

1 Pr @yggandar dddinethec &racter icsthatiex e nap ¥ @l p r amsshoul demas tie;

1 Coetst ralar dekar fyt dwski |ahd&nowled gthatad ulle B n e @tok 0 vandb eb Ited 6 n
the r o lasaverker garent andco Mmui t gmlen s ;

1 Da g u tybandar dessur thatre ab laed val idal ar availab |temakein & mel deci ensand
g u ipdog@am anagement and

1 Pefoma esdndar dssehiigh ex pctat nsdo pro gam outco res
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Figure 8: Adult Educatijppn an
Ter ol eowdads adult edpurcc
g r aand@con ect thes 8 isxe ¢ sandar dirt © Content
a cohere ninterrelated yss#mo fq u &y b iwicesto Standards
adulemaneAsthefoundat i oh ensur
gual ity i nspactuiciriaw n p 1 ¢
sdnal devel ampnt standar d sThe p act i neri
standar dpsr o \apathweay fo ipr fess inabg rwth
and g u itlkeevd ompmt of highq u tybctvi ési Adult
that reflect the p r o forel glevd ampnt standar Education
Thr pghr esponsi ve professi and Literacy :
titioners gain a bette System vl t o i
pl ement program stand: rgtive
teaching, l earning, ad rt . Pr
fessional devel opment il pr o-
cesses to help practit — Datz Quality stand
to help adult |l earners Standards Standards fowl ec
they need to reach th Msonal
goal s Through effective proressional aevel ogment ,
programs | earn how to implement reliable and]j|val i
and make necessary adjustments for continuous| i mpr
i mpl emented, the result is a high quality dellf very
ing the perfor redveygt h etd dam diske ok sathe sharedled pctat nsdo 1suc ess
andhel pode ne awhat mdet 8 hae ngandt € dmg. Thesandard &l sfawi tl theo municat i o n
throug laco Mo nang ugae
Content Standards
A piece in the accountability system has bedqgn def
cation and I|literacy progr ams. Content standgrds f
and be able to do. I nstructors use content gt andaée
|l earning goal s Standards help instructors 4dnd | ¢
gaged. People may question whether standardijzed t
want feedback on their progress and benefit |from
Standards have to reflect | earner needs andj]goal s
tem Aishould know what is expected, what they wild!/
they should do next o (Nation#wlasRas eanuckhtCownrng @irlov]
tured approach for state adult education aggqgnci es
l inks standar ds, assessment s, and curriculum and
Content standards drive the system. They cldqarly
as such, determine what is taught within addgl't ec
what is taught, the instructional design of |t he ¢
guide programs to develop curricula that 1l i ne
that wil!l enabl e | earners to achieve the stdgndarc
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Curriculum Devel opment
|l owads standards and performance measures defilne
and | earning activities should be selected thgt I
reflected in standards. I nstruction must be dgsig
A variety of teaching modalities, including techn
individualized instruction, should be used as |Japp
tors shoult#hased ewsdemceéi onal methods and prag¢gtic
sistence and achievement of goal s.
It is up to instructors to select appropriate Jcur
achi evement of their academic goals and the adqqui
l um is the way content is designed and deliverjled.
tation of expected or recommended study topicg th
A curriculum contains three primary el ements
f Subs®dapbpmemuni cates what should be taught, it i s t
9 Pur pe®enmuni cates why a topic should be taughjt, |
T Pradtcioecnenuni cates how a topic should be taughjt a
(Met hodol ogy includes the collection and wuse| of
instruction.)
l owabds standards reflect the purpose and substjanc
teaching materials and activities that they wusje a
materials and activities to desired |l earning outc
During Sthacntdiaornds curriculum alignment activitips w
tivities and outcomes. l nvol ving instructional
ensure that teachers are familiar with | owabs |st
hel p students achieve them.
Figure 9: Exampdbi At agoeneBdudawi on
Level A — Beginning Literacy; Level B- Beginning and Intermediate Low; Level C- Intermediate High
Standards - Language Arts [Language and Reading) Secfion/Sample N“:I_ZL*
CR Anchor 4L: Determine or clarify the meaning of unknown and multiple-meaning words and phrases by using context clues, analyzing
ord parts, and consulting general and specialized reference materialz, as appropriate.
L.1.4) Determing or clarify the meaning of unknown and multiple-meaning words and phrazes, choosing flexibly from
o an aray of strategies.
= a) Use zentence-level context as a clue o the meaning of a word or phrase.
i b} Use freqguently occuming affixes as a clue to the meaning of a word.
-~ c) Identify frequently oceurning roct weords (e.g., look) and their inflectional forms (e.g., locks, locked, looking).
I nstructional Strategies
Among best practices related to instruction,| re
9 Classes tailored to students (needs, prefdgren
9 Varied methods of instruction (including smal
T A high degrseadehntt aamdhlemtudéent eraction




AduHdtu c aatnilda i elr nasctyrHiacntdobro o k Padeée

Therefore a balanced mix of instructional mgt hod
|l earner has preferences regarding how he or|] she
alone, with a tutor, etc.). Learning styl e nven
preferences. These preferences should be taken i
progr am.
Figure 10: Ef fective and Efficient Teaching
Principles of Effective Instruction’

1. Optimize engaged time/time on task.

2. Promote high levels of success.

3. Increase content coverage.

4. Spend more time 1 instructional groups.

5. Scaffold mnstruction.

6. Address different forms of knowledge.
Regardless of which method of delivery is chosen
op classes that best address the needs of their
one method that fits all/l as adult education]and
|l earners that will be successful as family mnembe
ers. Listed below is a brief description of]two
exclusively or blended, all types of instruftion
the | earners acquired competency through a Fombi
Il mplicit I nstruction
Contemporary adult | earning theories wslickcagdand
|l earning espouse the importance of adults thking
experiences. Based on these theories many apult
and may only wuse implicit instruction methofs (e
sepdced workbooks or tceomepuiest moduien. i Of beg obse
cation and I|literacy |l earning center classropm ac
puters over one third of the time they werel|lin t
For most adults involved in career trainingf|impl
proaches. However, for i ndividual s wH® dcidd claot a
tion settings, and thus are pursuing a High] Scho
instructional model s may need to be considefed.
tice opportunities might not be sufficient o f o

Y' mproving Basic Skills: The Effectshtotp :Aduwww.Emdirca.tdroq/ pwnb Wed daijens bl e
Archer, A. andEfHweghedx,e @.nd( EFifllifcoiredn tPrTeesasc.hi ng.
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