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Resources

Selected Websites for Data and Research

Definitions, Reporting, and Assessment

Literacy Works Information System (LWIS) Home Page

http://lwis.dllr.state.md.us/
· Literacy Benchmarks (NRS Educational Functioning Levels, Test Benchmarks, And Functional Descriptions Definitions)

· Glossary (of Adult Education terms)

National Reporting System (NRS)

http://www.nrsweb.org/
Includes latest NRS Implementation Guidelines.

CASAS

https://www.casas.org
CASAS assessment product overviews, National External Diploma Program information 

BEST Plus

http://www.cal.org/
BEST Plus oral proficiency assessment

TABE

www.datarecognitioncorp.com
TABE 9 & 10 and TABE CLAS E assessment information

Maryland Adult Education Standards

https://www.dllr.state.md.us/gedmd/standards.shtml
· MD Professional Standards for Teachers in Adult Education

· MD Content Standards for ESL/ESOL

· MD Adult Education Technology Standards

· MD Adult ESL Quality Program Standards

· MD Adult Education Program Standards

Data

Department of Homeland Security (DHS) Office of Immigration Statistics

Includes Yearbook of Immigration Statistics and maps of immigration data.

https://www.dhs.gov/data-statistics
Maryland State Data Center

www.mdp.state.md.us/msdc
Includes American Community Survey data for Maryland and individual Maryland counties.

Migration Policy Institute

www.migrationpolicy.org
U.S. Immigrant Population by State and County 2010-2014

State Immigration Data Profiles

National Center for Education Statistics

http://nces.ed.gov/naal/
Includes indirect County and State Estimates of the Percentage of Adults at the Lowest Literacy Level for 1992 and 2003, as well as NAAL reports.

US Bureau of Labor Statistics

http://www.bls.gov/
Provides the latest numbers on US unemployment, average hourly earnings, etc.

US Census

http://www.census.gov/
Some census features that might be of interest: 

American Community Survey (ACS)

http://www.census.gov/programs-surveys/acs/ 

An on-going survey, sent to a sample of the population to tell us what the population looks like and how it lives. Includes the report, The Foreign-Born Labor Force in the United States: 2007.

American FactFinder

http://factfinder.census.gov/
Includes Community Census Fact Sheets.

QuickFacts

http://quickfacts.census.gov/quickfacts
Includes data for all states and counties, and for cities and towns of 5,000 or more.

State Population Estimates

http://www.census.gov/population/projections/data/states/
United States Foreign-Born Population

http://www.census.gov/population/ foreign-born.html
Research and Best Practices Information

Literacy Information and Communication System (LINCS)

https://lincs.ed.gov
Professional learning platform for adult educators funded by the U.S. Department of Education that includes resources on a variety of topics relevant to adult education programs

National Skills Coalition 

http://www.nationalskillscoalition.org/
Resource on  national and state policy, national initiatives and resources

National Coalition for Literacy

http://national-coalition-literacy.org/
Coalition of national organizations and other advocates dedicated to advancing adult education, family literacy and English language acquisition in the U.S.

National Center for Families Learning

www.familieslearning.org
Resources for educators on family engagement and adult education

College and Career Standards Collection

https://lincs.ed.gov/professional-development/resource-collections/by-topic/College%20and%20Career%20Standards
Includes field resources such as standards, professional development materials, and implementation strategies.

Center for Adult English Language Acquisition (CAELA)

http://www.cal.org/caela/
Includes research-based resources and promising practices.

Adult Education and Literacy Services-Workforce Development & Adult Learning

http://www.dllr.maryland.gov/gedmd/
NAEPDC State Resource Library

http://naepdc.org/
Includes a variety of resource collections including Curriculum & Instruction; Marketing  & Student Recruitment; and Professional Development.

National College Transition Network

http://www.collegetransition.org/
Includes promising practices and research.

US Department of Education, Office of Vocational and Adult Education (OVAE) Adult Education

http://www2.ed.gov/about/offices/list/ovae/index.html
Topics include professional development, transitions to postsecondary education, and a wide variety of other relevant resources.

US Department of Education Publications (EdPubs)

http://www.edpubs.gov/
Use the Audience tab to locate Adult Education related resources.

EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS

	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Basic Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	ABE Level 1

Beginning ABE Literacy (

Test Benchmark:

TABE (9–10) scale scores 
(grade level 0–1.9):


Reading:  367 and below


Total Math:  313 and below


Language:  389 and below

CASAS scale scores:


Reading:  200 and below


Math:  200 and below


	Individual has no or minimal reading and writing skills.  May have little or no comprehension of how print corresponds to spoken language and may have difficulty using a writing instrument.  At the upper range of this level, individual can recognize, read, and write letters and numbers but has a limited understanding of connected prose and may need frequent re-reading.  Can write a limited number of basic sight words and familiar words and phrases; may also be able to write simple sentences or phrases, including very simple messages.  Can write basic personal information.  Narrative writing is disorganized and unclear, inconsistently uses simple punctuation (e.g., periods, commas, question marks), and contains frequent errors in spelling.
	Individual has little or no recognition of numbers or simple counting skills or may have only minimal skills, such as the ability to add or subtract single digit numbers.
	Individual has little or no ability to read basic signs or maps and can provide limited personal information on simple forms.  The individual can handle routine entry level jobs that require little or no basic written communication or computational skills and no knowledge of computers or other technology.

	ABE Level 2

Beginning Basic Education

Test Benchmark: 

TABE (9–10)  scale scores 
(grade level 2–3.9):


Reading:  368–460


Total Math:  314–441


Language:  390–490

CASAS scale scores:


Reading:  201–210


Math:  201–210



	Individual can read simple material on familiar subjects and comprehend simple and compound sentences in single or linked paragraphs containing a familiar vocabulary; can write simple notes and messages on familiar situations but lacks clarity and focus.  Sentence structure lacks variety, but individual shows some control of basic grammar (e.g., present and past tense) and consistent use of punctuation (e.g., periods, capitalization).
	Individual can count, add, and subtract three digit numbers, can perform multiplication through 12, can identify simple fractions, and perform other simple arithmetic operations.
	Individual is able to read simple directions, signs, and maps, fill out simple forms requiring basic personal information, write phone messages, and make simple changes.  There is minimal knowledge of and experience with using computers and related technology.  The individual can handle basic entry level jobs that require minimal literacy skills; can recognize very short, explicit, pictorial texts (e.g., understands logos related to worker safety before using a piece of machinery); and can read want ads and complete simple job applications.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education 

	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Basic Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	ABE Level 3

Low Intermediate Basic Education

Test Benchmark: 

TABE (9–10) scale scores 
(grade level 4–5.9):


Reading:  461–517


Total Math:  442–505


Language:  491–523 

CASAS scale scores:


Reading:  211–220


Math:  211–220


	Individual can read text on familiar subjects that have a simple and clear underlying structure (e.g., clear main idea, chronological order); can use context to determine meaning; can interpret actions required in specific written directions; can write simple paragraphs with a main idea and supporting details on familiar topics (e.g., daily activities, personal issues) by recombining learned vocabulary and structures; and can self and peer edit for spelling and punctuation errors.
	Individual can perform with high accuracy all four basic math operations using whole numbers up to three digits and can identify and use all basic mathematical symbols.
	Individual is able to handle basic reading, writing, and computational tasks related to life roles, such as completing medical forms, order forms, or job applications; and can read simple charts, graphs, labels, and payroll stubs and simple authentic material if familiar with the topic.  The individual can use simple computer programs and perform a sequence of routine tasks given direction using technology (e.g., fax machine, computer operation).  The individual can qualify for entry level jobs that require following basic written instructions and diagrams with assistance, such as oral clarification; can write a short report or message to fellow workers; and can read simple dials and scales and take routine measurements.

	ABE Level 4

High Intermediate Basic Education

Test Benchmark:

TABE (9–10) scale scores 
(grade level 6–8.9):


Reading:  518–566


Total Math:  506–565


Language:  524–559 

CASAS scale scores:


Reading:  221–235


Math:  221–235



	Individual is able to read simple descriptions and narratives on familiar subjects or from which new vocabulary can be determined by context and can make some minimal inferences about familiar texts and compare and contrast information from such texts but not consistently.  The individual can write simple narrative descriptions and short essays on familiar topics and has consistent use of basic punctuation but makes grammatical errors with complex structures.
	Individual can perform all four basic math operations with whole numbers and fractions; can determine correct math operations for solving narrative math problems and can convert fractions to decimals and decimals to fractions; and can perform basic operations on fractions.
	Individual is able to handle basic life skills tasks such as graphs, charts, and labels and can follow multistep diagrams; can read authentic materials on familiar topics, such as simple employee handbooks and payroll stubs; can complete forms such as a job application and reconcile a bank statement.  Can handle jobs that involve following simple written instructions and diagrams; can read procedural texts, where the information is supported by diagrams, to remedy a problem, such as locating a problem with a machine or carrying out repairs using a repair manual.  The individual can learn or work with most basic computer software, such as using a word processor to produce own texts, and can follow simple instructions for using technology.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education 

	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Secondary Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	ABE Level 5

Low Adult Secondary Education

Test Benchmark:

TABE (9–10):  scale scores 
(grade level 9–10.9):


Reading:  567–595


Total Math:  566–594


Language:  560–585

CASAS scale scores:


Reading:  236–245


Math:  236–245


	Individual can comprehend expository writing and identify spelling, punctuation, and grammatical errors; can comprehend a variety of materials such as periodicals and nontechnical journals on common topics; can comprehend library reference materials and compose multiparagraph essays; can listen to oral instructions and write an accurate synthesis of them; and can identify the main idea in reading selections and use a variety of context issues to determine meaning.  Writing is organized and cohesive with few mechanical errors; can write using a complex sentence structure; and can write personal notes and letters that accurately reflect thoughts.
	Individual can perform all basic math functions with whole numbers, decimals, and fractions; can interpret and solve simple algebraic equations, tables, and graphs and can develop own tables and graphs; and can use math in business transactions.
	Individual is able or can learn to follow simple multistep directions and read common legal forms and manuals; can integrate information from texts, charts, and graphs; can create and use tables and graphs; can complete forms and applications and complete resumes; can perform jobs that require interpreting information from various sources and writing or explaining tasks to other workers; is proficient using computers and can use most common computer applications; can understand the impact of using different technologies; and can interpret the appropriate use of new software and technology.

	ABE Level 6

High Adult Secondary Education

Test Benchmark:

TABE (9–10):  scale scores 
(grade level 11–12):


Reading:  596 and above


Total Math:  595 and above


Language:  586 and above

CASAS scale scores:


Reading:  246 and above


Math:  246 and above


	Individual can comprehend, explain, and analyze information from a variety of literacy works, including primary source materials and professional journals, and can use context cues and higher order processes to interpret meaning of written material.  Writing is cohesive with clearly expressed ideas supported by relevant detail, and individual can use varied and complex sentence structures with few mechanical errors.  
	Individual can make mathematical estimates of time and space and can apply principles of geometry to measure angles, lines, and surfaces and can also apply trigonometric functions.
	Individual is able to read technical information and complex manuals; can comprehend some college level books and apprenticeship manuals; can function in most job situations involving higher order thinking; can read text and explain a procedure about a complex and unfamiliar work procedure, such as operating a complex piece of machinery; can evaluate new work situations and processes; and can work productively and collaboratively in groups and serve as facilitator and reporter of group work.  The individual is able to use common software and learn new software applications; can define the purpose of new technology and software and select appropriate technology; can adapt use of software or technology to new situations; and can instruct others, in written or oral form, on software and technology use.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education *Learners who enter at ASE High can complete the level only by passing the GED® or the National External Diploma Program.
	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	ESL Level 1

Beginning ESL Literacy

Test Benchmark:

CASAS scale scores:


Reading:  180 and below


L&W Listening:  162-180 and below

BEST Plus: 400 and below (SPL 0–1)

BEST Literacy: 0–20 (SPL 0–2)

TABE CLAS-E scale scores:*

    Total Reading and Writing:  225-394

Total Listening and Speaking: 230-407


	Individual cannot speak or understand English, or understands only isolated words or phrases.
	Individual has no or minimal reading or writing skills in any language.  May have little or no comprehension of how print corresponds to spoken language and may have difficulty using a writing instrument.
	Individual functions minimally or not at all in English and can communicate only through gestures or a few isolated words, such as name and other personal information; may recognize only common signs or symbols (e.g., stop sign, product logos); can handle only very routine entry-level jobs that do not require oral or written communication in English.  There is no knowledge or use of computers or technology.

	ESL Level 2

Low Beginning ESL

Test benchmark:

CASAS scale scores


Reading: 181–190 

     L&W Listening: 181–189

 BEST Plus: 401–417 (SPL 2)

 BEST Literacy:  21-52 (SPL 2-3)

TABE CLAS-E scale scores:*

    Total Reading and Writing:  395-441

    Total Listening and Speaking: 408-449
	Individual can understand basic greetings, simple phrases and commands. Can understand simple questions related to personal information, spoken slowly and with repetition. Understands a limited number of words related to immediate needs and can respond with simple learned phrases to some common questions related to routine survival situations. Speaks slowly and with difficulty.  Demonstrates little or no control over grammar.


	Individual can read numbers and letters and some common sight words. May be able to sound out simple words. Can read and write some familiar words and phrases, but has a limited understanding of connected prose in English. Can write basic personal information (e.g., name, address, telephone number) and can complete simple forms that elicit this information.


	Individual functions with difficulty in social situations and in situations related to immediate needs. Can provide limited personal information on simple forms, and can read very simple common forms of print found in the home and environment, such as product names. Can handle routine entry level jobs that require very simple written or oral English communication and in which job tasks can be demonstrated.  May have limited knowledge and experience with computers.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows total scores.
	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	ESL Level 3

High Beginning ESL

Test benchmark:

CASAS scale scores


Reading: 191–200 


L&W Listening: 190–199

 BEST Plus: 418–438 (SPL 3)

 BEST Literacy: 53–63 (SPL 3-4)

TABE CLAS-E scale scores:*

    Total Reading and Writing:  442-482

    Total Listening and Speaking: 450-485


	Individual can understand common words, simple phrases, and sentences containing familiar vocabulary, spoken slowly with some repetition. Individual can respond to simple questions about personal everyday activities, and can express immediate needs, using simple learned phrases or short sentences. Shows limited control of grammar. 


	Individual can read most sight words, and many other common words. Can read familiar phrases and simple sentences but has a limited understanding of connected prose and may need frequent re-reading.

Individual can write some simple sentences with limited vocabulary. Meaning may be unclear. Writing shows very little control of basic grammar, capitalization and punctuation and has many spelling errors.
	Individual can function in some situations related to immediate needs and in familiar social situations. Can provide basic personal information on simple forms and recognizes simple common forms of print found in the home, workplace and community. Can handle routine entry level jobs requiring basic written or oral English communication and in which job tasks can be demonstrated.  May have limited knowledge or experience using computers.

	ESL Level 4

Low Intermediate ESL

Test Benchmark:

CASAS scale scores:

    Reading:  201–210

    L&W Listening:  200–209

 BEST Plus: 439–472 (SPL 4)

 BEST Literacy:  64– 67 (SPL 4-5)

 TABE CLAS-E scale scores:*

    Total Reading and Writing:  483-514

    Total Listening and Speaking: 486-525


	Individual can understand simple learned phrases and limited new phrases containing familiar vocabulary spoken slowly with frequent repetition; can ask and respond to questions using such phrases; can express basic survival needs and participate in some routine social conversations, although with some difficulty; and has some control of basic grammar.
	Individual can read simple material on familiar subjects and comprehend simple and compound sentences in single or linked paragraphs containing a familiar vocabulary; can write simple notes and messages on familiar situations but lacks clarity and focus.  Sentence structure lacks variety but shows some control of basic grammar (e.g., present and past tense) and consistent use of punctuation (e.g., periods, capitalization).
	Individual can interpret simple directions and schedules, signs, and maps; can fill out simple forms but needs support on some documents that are not simplified; and can handle routine entry level jobs that involve some written or oral English communication but in which job tasks can be demonstrated.  Individual can use simple computer programs and can perform a sequence of routine tasks given directions using technology (e.g., fax machine, computer).


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows total scores.

	 
EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	ESL Level 5

High Intermediate ESL

Test Benchmark:

CASAS scale scores:


Reading:  211–220


L&W Listening:  210–218

 BEST Plus: 473–506 (SPL 5)

 BEST Literacy:  68-75 (SPL 5-7)

TABE CLAS-E scale scores:*

    Total Reading and Writing:  515-556

    Total Listening and Speaking: 526-558


	Individual can understand learned phrases and short new phrases containing familiar vocabulary spoken slowly and with some repetition; can communicate basic survival needs with some help; can participate in conversation in limited social situations and use new phrases with hesitation; and relies on description and concrete terms.  There is inconsistent control of more complex grammar.
	Individual can read text on familiar subjects that have a simple and clear underlying structure (e.g., clear main idea, chronological order); can use context to determine meaning; can interpret actions required in specific written directions; can write simple paragraphs with main idea and supporting details on familiar topics (e.g., daily activities, personal issues) by recombining learned vocabulary and structures; and can self and peer edit for spelling and punctuation errors.
	Individual can meet basic survival and social needs, can follow some simple oral and written instruction, and has some ability to communicate on the telephone on familiar subjects; can write messages and notes related to basic needs; can complete basic medical forms and job applications; and can handle jobs that involve basic oral instructions and written communication in tasks that can be clarified orally.  Individual can work with or learn basic computer software, such as word processing, and can follow simple instructions for using technology.

	ESL Level 6

Advanced ESL

Test Benchmark:

CASAS scale scores:


Reading:  221–235


L&W Listening:  219–227

BEST Plus: 507–540 (SPL 6)

BEST Literacy: 76-78 (SPL 7-8) **  

TABE CLAS-E scale scores:*

    Total Reading and Writing:  557-600

    Total Listening and Speaking: 559-600
	Individual can understand and communicate in a variety of contexts related to daily life and work. Can understand and participate in conversation on a variety of everyday subjects, including some unfamiliar vocabulary, but may need repetition or rewording. Can clarify own or others’ meaning by rewording. Can understand the main points of simple discussions and informational communication in familiar contexts.  Shows some ability to go beyond learned patterns and construct new sentences. Shows control of basic grammar but has difficulty using more complex structures. Has some basic fluency of speech.
	Individual can read moderately complex text related to life roles and descriptions and narratives from authentic materials on familiar subjects. Uses context and word analysis skills to understand vocabulary, and uses multiple strategies to understand unfamiliar texts.  Can make inferences, predictions, and compare and contrast information in familiar texts.  Individual can write multi-paragraph text (e.g., organizes and develops ideas with clear introduction, body, and conclusion), using some complex grammar and a variety of sentence structures. Makes some grammar and spelling errors. Uses a range of vocabulary.


	Individual can function independently to meet most survival needs and to use English in routine social and work situations. Can communicate on the telephone on familiar subjects.  Understands radio and television on familiar topics. Can interpret routine charts, tables and graphs and can complete forms and handle work demands that require non-technical oral and written instructions and routine interaction with the public.  Individual can use common software, learn new basic applications, and select the correct basic technology in familiar situations.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows only total scores

** Students can be placed into advanced ESL using BEST Literacy but the test does not assess skills beyond this level so students cannot exit Advanced ESL with this test.  Retesting of students who enter this level with another assessment is recommended.
WORKFORCE INNOVATION AND OPPORTUNITY ACT- HELPFUL DEFINITIONS

Integrated Education and Training:  A service approach that provides 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 educational and career advancement. The IET components must be instructionally balanced, especially with respect to improving literacy skills and of sufficient quality and intensity and based on the most rigorous research available.  The components must occur simultaneously rather than sequentially, must use occupationally relevant materials.  Additionally the components must be based on a single set of learning objectives that identifies specific content, activities and competencies, and the components must be organized to function cooperatively. The adult education component of the IET should be aligned with the State adopted College and Career Readiness Standards.  The IET may be an integrated component of a career pathway.
Integrated English Literacy and Civics Education:  Education services provided to English language learners who are adults, including professionals with degrees and credentials in their native countries, that enables such adults to achieve competency in the English language and acquire the basic and more advanced skills needed to function effectively as parents, workers, and citizens in the United States.  Such services shall include instruction in literacy and English language acquisition and instruction on the rights and responsibilities of citizenship and civic participation, and may include workforce training.

Workplace Adult Education and Literacy Activities:  Adult education and literacy activities offered by an eligible provider in collaboration with an employer or employee organization at a workplace or an off-site location that is designed to improve the productivity of the workforce.

Workforce Preparation Activities:  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, including competencies in utilizing resources, using information, working with others, understanding systems, and obtaining  skills necessary for successful transition into and completion of postsecondary education or training, or employment.

English Language Acquisition Program:  Program of instruction 

(A) designed to help eligible individuals who are English language learners achieve competence in reading, writing, speaking, , and comprehension of the English language; and
(B) that leads to
(i)(I) attainment of a secondary school diploma or its recognized equivalent; and

(II) transition to postsecondary education and training; or

(ii) employment.
Career Pathway:  A combination of rigorous and high-quality education, training, and other services that 

(A) aligns with the skill needs of industries in the economy of the State or regional economy involved;

(B)  prepares an individual to be successful in any of a full range of secondary or postsecondary education options, including apprenticeships…

(C)  includes counseling to support an individual in achieving the individual’s education and career goals;

(D)  includes, as appropriate, education offered concurrently with and in the same context as workforce preparation activities and training for a specific occupation or occupational cluster;

(E) organizes education, training and other services to meet the needs of an individual in a manner that accelerates the educational an career advancement of the individual to the extent practicable;

(F) enables an individual to attain a secondary school diploma or its recognized equivalent, and at least one recognized postsecondary credential, and 

(G)  helps an individual enter or advance within a specific occupation or occupational cluster.

Data Quality Certification
The individual named as Project Administrator on the Cover Page of the grant application must sign this certification.

Certification

I certify that key program staff have read, understood, and conducted a self-assessment of all the Data Quality Standards and their required evidence which indicate the standards are being implemented, as listed in the Data Quality Checklist in the Application Resources section of this document.

I certify that the program will develop and implement a Data Quality Improvement Plan for any standards that, as a result of the self-assessment, were determined to require improvement. 1
I certify that the program will meet all standards with their required evidence for all three levels of data quality–Acceptable, Superior, Exemplary–by June 30, 2017.
Signature
Date
__________________________________________
___________________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type organization name]
______________________________________________________________________________

1
Use the Data Quality Improvement Plan template included in the Resources section of this document to develop your plan. 
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Division of Workforce Development and Adult Learning

Data Quality Standards

Local Program Data Quality Checklist



Background and Purpose

The development of a Local Program Data Quality Checklist is driven by the need for local programs to have effective self-monitoring tools around data collection and reporting. Several benefits can be gained by using this tool. First, local programs will be well-informed about what is necessary to know and do to ensure quality data. Second, local programs can use the tool to conduct a self-assessment regarding program practices and policies. The results of the assessment can support program teams in setting an action plan to improve practices. Finally, local program administrators can use this tool to share best practices with the entire team to create a common language about data quality and to ensure that everyone understands why policies are put in place and the value of having high quality data to support program improvement.

This Local Program Data Quality Tool is divided into the following sections:

· Background and Purpose

· Data Quality Checklist Cover Sheet

· The Data Quality Checklist: The Tool

· Content Area 1: Data Foundation and Structure

· Content Area 2: Data Collection and Verification

· Content Area 3: Data Analysis and Reporting

· Content Area 4: Staff Development

· My Program at a Glance: Data Quality Improvement Plan

· Data Quality Checklist: Continuous Program Monitoring

This tool is meant to be a “living” document. It has been developed so the local program administrator or data team can respond to the prompts directly in it.

Action Required: 

1. Complete the Data Quality Checklist Cover Sheet.

2. Read through each of the four Content Areas on The Data Quality Checklist: The Tool to get a sense of what types of questions you will need to respond to. As you respond to the prompts and consider what your program practices are, be sure to provide as many specifics as possible. When you share this document with the rest of your team, it is beneficial for them to understand program practices clearly.

3. Determine which quality level your program meets for each Content Area – Acceptable, Superior or Exemplary. Your program’s quality level is determined by the scoring interval for which all items have successfully been met. You may have some items met in the quality level above that, but in order to score your program as, for example, Superior, the program must meet all of the item requirements in the Superior category as well as the Acceptable category. In order to score your program as Exemplary, the program must meet all of the item requirements in the Exemplary, Superior and Acceptable categories.

4. Once you have a better idea of your program practices, it’s time to make a plan to improve your data quality practices. On the My Program at a Glance: Data Quality Improvement Plan, each Content Area has its own planning template. Complete each template, indicating which “standard” your program did not meet, and how you plan on addressing this.

5. Finally, a monitoring tool has been provided, the Data Quality Checklist: Continuous Program Monitoring, so your team can document action steps taken and the outcomes of each. It is recommended that local programs use this tool as often as needed to ensure data quality and program success.



*****If a local program fails to meet Exemplary standards in any area, the program must complete and submit the My Program at a Glance: Data Quality Improvement Plan that describes how it will move toward Exemplary quality within the next fiscal year. The plan must address all standards that the program did not meet, describe what new policies or procedures it will put in place to meet the standards, identify barriers to moving to a higher quality level, and the technical assistance needed to implement the plan.

 The data quality standards are organized into four Content Areas that define high quality data collection systems.

Content Area 1: Data Foundation and Structure

This Content Area addresses whether the local program has in place the foundation and structures for collecting quality data that meet National Reporting System (NRS) guidelines. Standards measure whether the program has policies for assessment and follow-up; whether the program implements these policies; and whether the program conducts validity studies to ensure processes are working to produce accurate and reliable data.

Content Area 2: Data Collection and Verification

This Content Area addresses whether the local program collects measures according to NRS guidelines using procedures that are likely to result in high reliability and validity. Standards also address whether data are collected in a timely manner, are systematically checked for errors, and whether the program also has processes for verifying the validity of the data. 

Content Area 3: Data Analysis and Reporting

The quality standards in this Content Area include whether the program has systems for analyzing and reporting data, including appropriate databases and software. The standards also address whether analyses and reports are produced regularly, are used to check for errors and missing data, meet NRS and state needs, and are useful to state and local staff for program management and improvement. 

Content Area 4: Staff Development

The standards in this Content Area address whether the program has systems for professional development for staff on NRS requirements, including whether the program provides training on data collection, measures, assessment, goal setting and follow-up procedures. Standards also focus on whether training is ongoing and continuous (for all new staff), meets the needs of staff, and is designed to improve data quality.  

Within each of the four Content Areas there are three Levels of Quality that reflect whether the program has policies and procedures in place to improve the reliability and validity of data.

Acceptable Quality

Local program policies and procedures meet the minimum acceptable conditions for implementing the NRS requirements. 

Superior Quality

Local program policies and procedures go beyond the minimum to promote higher levels of data validity and reliability through regular oversight of data collection methods, ongoing assistance to staff members regarding NRS data issues and procedures for verifying the accuracy of data. 

Exemplary Quality

Local program has procedures and systems that promote the highest level of data validity and reliability, including systems for verifying accuracy of data, systems for monitoring data collection and analyses, and corrective systems to improve data on an ongoing basis. Program procedures indicate a focus on continuous improvement of the quality and accuracy of data.

Data Quality Checklist Cover Sheet

Date:

Local Program Name:

Completed by (Name and Title):

Shared with (Names and Titles):

Additional Comments and Notes:

REMEMBER:

The Data Quality Checklist presents the standards for each Content Area and Level of Quality. Local programs are to report whether they have implemented the policy, process, or procedure described in the standards by indicating “yes” if the standard has been met or “no” if it has not been met. Some standards require the program to provide additional information, such as the name of assessment used or a narrative description with more detail. All narrative descriptions should be brief but sufficient enough to convey the information requested. No more than a few sentences are necessary.

Note: Where you are asked to provide the location of additional records, for example, the Pseudo SSN Log or attendance records, these files can either be hard copy OR electronic. We do not specify a particular format. The records must be easily accessible, in whichever format your program chooses.

*****If a local program fails to meet Exemplary standards in any area, the program must complete and submit the My Program at a Glance: Data Quality Improvement Plan that describes how it will move toward Exemplary quality within the next fiscal year. The plan must address all standards that the program did not meet, describe what new policies or procedures it will put in place to meet the standards, identify barriers to moving to a higher quality level, and the technical assistance needed to implement the plan.

The Data Quality Checklist: The Tool

	Content Area 1: Data Foundation and Structure


	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program is aware of the Maryland Literacy Works Assessment Policy and Guidelines. My program policy mirrors the state’s policy and specifies:

· Standardized assessments to use for accountability that are valid and appropriate for adult students.

· Time periods (in hours or weeks) for when to pre- and posttest.

· Score ranges tied to educational functioning levels (EFL) for placement and for reporting gains for accountability.

· Appropriate guidance on tests and placement for special populations (e.g., students who are unable to be tested due to language or disability).

· Unacceptable methods of assessment for EFL placement.

· Appropriate guidance on requirements and conditions for testing distance education students reported in the NRS.



	List allowable assessments used by your program for:

ABE - 

ESL -


Indicate where the Maryland Literacy Works Assessment Policy and Guidelines is kept:
	
( Yes
( No



	2. My program has written policies for following students to measure program outcomes and explains:

· Goal setting procedures.

· Difference between tracking cohorts for the NRS and tracking goals for instruction.

	
	
( Yes
( No

	3. My program’s data system (LACES) can produce files for data matching that include exit dates and employment status for each student.

· My program has established a procedure, in compliance with state policy, for collecting Social Security Numbers or other unique identifiers.

· My program has established a procedure, in compliance with state policy, for how to deal with missing Social Security Numbers or other unique identifiers. This Pseudo SSN procedure has been provided to staff.

· My program has established a procedure, in compliance with state policy, for setting a schedule for data collection and entry. This data collection schedule has been provided to staff.

	Indicate where your Pseudo SSN Log is kept:




Note: Student records are filed/kept for a minimum of three prior fiscal years from the date of submission of the fiscal year’s Annual Financial Report.

 
	
( Yes
( No

	4. My program is aware of the NRS definitions for all measures, including demographic measures and contact hours, defined according to NRS requirements and provided to appropriate staff.

	
	
( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My state has a comprehensive Data Definition Dictionary, which defines all measures on student enrollment forms. My program is aware of and uses the Data Definition Dictionary. 

	Indicate where the Maryland Data Definition  Dictionary is kept:

	
( Yes
( No

	2. My program follows state policy and requirements for the percentage of students to be pre- and post-tested.
	Pretesting: 100% of all enrolled students must be pretested. Pretesting must occur within the first six hours of intake/entry into program.
Post testing: At least 70% of enrolled students must be post tested.

	
( Yes
( No

	3. My program is aware of and accesses additional technical assistance and resources on assessment and data collection (site visits, manuals, online resources, etc.).
	(At least three)
( Attend annual LACES training
( Contact assigned DLLR program specialist
( Access DLLR Literacy Works site and NRS site
( Network with other grant recipients
( Obtain advice/training from local or contracted technology support.
 
	
( Yes
( No

	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program can verify that we are following state data policies and procedures through quarterly data review reports and annual enrollment verification monitoring visits.
	Indicate where quarterly data review reports and documentation from monitoring visits are kept:




	
( Yes
( No

	


	

	Content Area 2: Data Collection and Verification

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program uses the Literacy, Adult, and Community Education System (LACES), that has individual student records within a relational data base structure. The MIS incorporates NRS measures using common definitions and categories.

	
	
( Yes
( No

	2. My program uses LACES’ error checking functions (e.g., that identify out-of-range values and missing data).
	(Fiscal Year Based Diagnostics Searches)
	
( Yes
( No


	3. My program has and is using the state’s standardized/adapted enrollment form for collecting student information (e.g., intake, assessments, attendance, goal setting, and student signature in blue ink) that includes all NRS measures and has correct NRS definitions and categories. My program’s student enrollment form includes, at the minimum, all of the mandatory data fields on the state’s model enrollment form.

	Submit a copy of your program’s current student enrollment form to DLLR for review and file. (Attn: Melissa Desi)

	
( Yes
( No

	4. My program is aware of and follows guidelines and procedures for recording contact hours that conform to NRS requirements. A daily attendance/sign-in record is mandatory and must contain elements which identify the class, teacher, class time, class date, student names, student signatures, and hours attended.

	Indicate where daily attendance/sign-in  records are kept:

	
( Yes
( No

	5. My program has designated staff with clear responsibility for data collection and data entry.
	Indicate who is responsible and contact information:

	
( Yes
( No

	6. The designated data quality staff in my program checks for errors on student enrollment forms after submissions by teachers.


	If yes, explain error checking process, including what data are checked and how often:

	
( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My program enters data into LACES at least monthly.
	
	( Yes
( No

	2. My program reviews data at least quarterly for errors, missing data, out-of-range values and anomalous data. My program has a system or documented procedures for correcting and resolving these errors. (e.g., run LACES Fiscal Year Based Diagnostics Searches, review errors, contact IAS or instructors if necessary, correct errors, conduct periodic class/site visits to observe and review data collection procedures and review student files.)    


	If yes, explain your data review and error correction system or documented procedures:

	
( Yes
( No

	3. My program seeks out additional technical assistance as needed.
	
	( Yes
( No


	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program is aware of the state’s system for verifying (through LACES, onsite monitoring, contact with local staff) that my program complies with state data collection procedures.

	
	
( Yes
( No

	2. My program is in regular contact with appropriate state and local staff and/or LACES Helpdesk to review and discuss data issues.
	(At least one)
( DLLR program specialist

( LACES Helpdesk

( LACES Workgroup


	
( Yes
( No

	

	Content Area 3: Data Analysis and Reporting
	
	

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program can produce required reports for the state and program monitoring, including federal NRS tables.
	Indicate where reports are kept:
	
( Yes
( No

	2. My program is able to report disaggregated data by subpopulation (e.g., student age, race, sex) and program (e.g., ABE, ESL, ASE, correctional education, distance education).

	
	
( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a staff person familiar with the data, but not directly involved with data collection and data entry, review NRS reports for errors and accuracy.

	Indicate who is responsible and contact information:

	
( Yes
( No

	2. My program uses data, at least quarterly, for program management and improvement. (e.g., identifying trends)
If yes, provide an example of using data for this purpose in the last fiscal year.

	Example must include:
1. Description of data reviewed
2. Observations
3. Action taken 

	
( Yes
( No

	3. My program can produce reports to analyze data related to a program specific concern.
If yes, provide an example of using data for this purpose in the last fiscal year.
	Example must include:
1. Identification of program concern
2. Description of data reviewed
3. Observations
4. Action taken

	
( Yes
( No

	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a system of regular contact with staff regarding data analysis issues and reporting needs to identify technical assistance needs.

	
	
( Yes
( No

	2. My program has documented procedures for dealing with data analysis problems and deviations. Specifically, the observations from the quarterly reports.
	
	
( Yes
( No


	3. My program compares data with prior years’ data for discrepancies, reasonableness and to identify trends in performance.
	Maintains file of federal and local program reports for at least three prior fiscal years. Indicate where reports are kept:

	
( Yes
( No


	4. My program has procedures to verify that reports accurately reflect data collected (e.g., through review of site and teacher documentation).
	Individual student records maintained on site for three prior fiscal years (minimum).

	
( Yes
( No

	

	Content Area 4: Professional Development
	
	

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program’s leadership staff has attended the State planned LACES training and is also aware of the Maryland Literacy Works Assessment Policy and Guidelines, data collection and goal setting procedures.

	
	
( Yes
( No

	2. My local program staff has received training on data collection procedures (data entry).
	Indicate where agenda and sign in sheets are kept:

	
( Yes
( No


	3. My local program staff has received training on how to produce and/or interpret LACES and NRS reports.
	
	
( Yes
( No


	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. Local LACES training is planned and delivered based on the needs of my program, which have been communicated through evaluations of previous trainings.

	
	
( Yes
( No

	2. My program provides ongoing support to staff for collecting data.
	
	
( Yes
( No


	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a system for continuous training of staff on LACES issues, data collection, data reporting, and data analysis through regularly scheduled training sessions or other resources (e.g., Orientation for New Teachers, etc.).

	
	
( Yes
( No

	2. My program has timely intervention strategies to identify data problems as they occur and to provide training to staff to correct the problems.

	
	
( Yes
( No


My Program at a Glance: Data Quality Improvement Plan

Directions:  Once you have completed the Data Quality Checklist, indicate your program’s score for each of the Content Areas (each Content Area has its own planning section). You may find a variation in scores across Content Areas, however understanding your program’s exact needs will support your program improvement efforts. 

In the space below your score:
(a) List all standards that the program did not meet in that Content Area
(b) Describe what new policies or procedures your program will put in place to meet the standard(s)
(c) Identify barriers to moving to a higher quality level
(d) Describe the technical assistance needed to implement the plan


	Content Area 1: Data Foundation and Structure


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 2: Data Collection and Verification


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 3: Data Analysis and Reporting

	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 4: Professional Development


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


Data Quality Checklist: Continuous Program Monitoring

Directions:  Use this table to help track the actions you have taken to achieve your planned program improvement. Monitoring your actions and the outcomes will help you (a) identify if any changes to your approach should be made and (b) share progress with your team.

	Action Steps Taken:
	Outcome:
	Additional Notes:

	
	
	

	
	
	

	
	
	

	
	
	


Job Descriptions for State Required Key Staff

Program Administrator (Project Director)

Primary Purpose of Position:
This position serves as the leader for an adult learning program and is responsible for ensuring that the program structures and procedures are in place for effective operation. The Program Administrator (Project Director) needs to provide leadership which supports instructional excellence, grant fiscal management, professional development, resource development, community collaborations, and continuous improvement through program accountability.
Required Knowledge:

· Knowledge of adult learning theory

· Knowledge of assessment, curriculum design and development and instructional processes and strategies based on research in adult learning and development

· Knowledge of all LACES data elements and oversight of local Intake and Update processes

· Knowledge of professional development and training procedures

· Knowledge of budget management and fiscal reporting

· Knowledge of monitoring and evaluating procedures

· Knowledge of participatory management

· Knowledge of data driven program planning

Local Program Duties Include:
· Working as a team leader with the Instructional Specialist, the MIS Specialist, and the Intake/Assessment Specialist to initiate and facilitate continuous program improvement

· Promoting the program philosophy, goals, and objectives

· Ensuring the program is inclusive and suitable for students with cultural differences and special language and learning needs

· Providing instructional leadership and overseeing the processes for intake, assessment and placement, curriculum development, professional development, and instruction

· Assuring adequate intensity of instruction, schedule flexibility, teacher/learner ratios, and support services to help learners reach their goals

· Ensuring that the instructional program is serving the needs of the learners and the broader community

· Using various needs assessments and other approaches to gather information and subsequently using the results for program planning

· Implementing and supporting instructional processes and strategies based on current research

· Monitoring and evaluating staff, learner, and program progress, data quality, and program design through the analysis of observations, data, and other program outcomes

· Monitoring expenditures and fiscal reporting on a regular basis

· Ensuring data is accessible to stakeholders in a timely manner

· Fulfilling legal and program requirements for compliance

· Collaborating with the larger community to improve the delivery of services, to increase resources, to provide services to learners, and to advocate for the adult learner

· Managing available resources and seeking additional resources to keep the program running effectively and efficiently

· Ensuring that the processes for recruiting, hiring, training, evaluating, and terminating staff are clearly documented and equitably implemented

· Modeling lifelong learning practices and promoting continuous professional development for staff

· Assuring staff receive written information related to the rights and responsibilities, legal requirements related to compliance, emergency contact information, etc.

· Guiding, providing, and supporting staff in outlining professional development plans based on strengths and weaknesses and on program goals and initiatives

· Assisting with the development and execution of the program’s Data Quality Plan
· Performing other duties as assigned based upon program demographics, enrollment trends, and the needs of target populations

State Level Duties Include:
· Attending state administrative meetings and participating in monthly conference calls

· Complying with all grant requirements

· Meeting all grant management requirements and deadlines established by the state funding agency

· Communicating/implementing pertinent information to appropriate local program staff and state adult education program monitors

· Attending state professional development activities and applying them at the local level

Qualifications:
· Bachelor’s degree required; Master’s degree preferred

· Adult education teaching experience required

· Instructional leadership experience required

· Budget management experience required

· Grant management experience preferred

Employment Terms:
· Full-time, as defined by the grantee organization

· Attendance at state required meetings and trainings must be included in weekly paid hours

Intake/Assessment Specialist

Primary Purpose of Position:
This position serves as the initial contact for the learner. The IAS is responsible for appropriate intake, assessment, and goal development of learners and serves as a resource for all instructional staff.

Required Knowledge:
· Expertise in adult education and assessment

· Knowledge of CASAS, TABE and/or BEST/BEST Plus assessments

· Knowledge of all LACES data elements and local Intake and Update forms

· Knowledge of professional development and training procedures for the administration and interpretation of approved assessments

Local Program Duties Include:
· Working as a team member with the Program Administrator, the MIS Specialist, and the Instructional Specialist

· Ensuring that the program implements an intake, assessment, and goal development system which documents all learner goals and literacy level assessments

· Implementing program’s managed enrollment process including scheduling, managing and documenting wait lists

· Ordering, inventorying, and ensuring security of test materials

· Conducting or managing the implementation of orientation, intake, and assessment sessions

· Administering or managing the implementation of assessments

· Developing and coordinating local policies and procedures for assessment and placement of learners in appropriate level classes at appropriate educational functioning levels

· Communicating with learners and instructors/tutors regarding placement, progress, and attendance issues

· Working together with the Instructional Specialist to address the special needs of enrolled learners, including individuals with disabilities and English language learners

· Identifying professional development needs for assessment and intake and coordinating activities to address those needs

· Referring or managing the referral of learners to support services and/or outside agencies

· Assisting with the development and execution of the program’s Data Quality Plan
· Performing other duties as assigned based upon program demographics, enrollment trends, and the needs of target populations

State Duties Include:
· Attending state Intake/Assessment Specialist meetings and communicating/implementing pertinent information to appropriate local program staff

· Attending state professional development and “Train-the-Trainer” initiatives and subsequently training local staff

· Training new IAS in neighboring programs in the same geographic region, upon request.


Qualifications:
· Bachelor’s degree required; Master’s degree preferred

· Minimum of one year of experience in an Adult Education and Family Literacy Services (AEFLA) funded adult education program preferred

· Adult education teaching experience required

· Strong organizational and interpersonal skills required

· Previous experience administering standardized tests required

· Experience delivering professional development/training preferred

· Counseling experience preferred

Employment Terms:
· Programs with 500 learners or more:

· Full-time preferred as defined by grantee organization. Cannot have responsibility for any class.

· Part-time IAS can be employed by the program in another capacity for any other hours beyond those required for their part-time IAS position.

· Attendance at state required meetings and trainings must be included in weekly paid hours. (If the meeting or training time conflicts with any scheduled teaching time, the program administrator must provide a substitute teacher.) 

· No more than 5% of hours may be committed to administrative or LACES functions.

Instructional Specialist

Primary Purpose of Position:
This position serves as the instructional leader for the adult education program. The IS is responsible for local professional development to ensure learner achievement and serves as a resource for all program staff.

Required Knowledge:
· Knowledge of adult learning theory and practice

· Knowledge of professional development standards, methods, and techniques

· Knowledge of assessment, curriculum design, development, and instructional processes and strategies based on research in adult learning and development

· Knowledge of all LACES data elements and local program’s Intake and Update forms

· Knowledge of professional development and training procedures for teaching and learning

Local Program Duties Include:
· Working as a team member with the Program Administrator, the MIS Specialist, and the Intake/Assessment Specialist

· Identifying local professional development needs and planning, coordinating/conducting local professional development to ensure learner achievement

· Developing and implementing curriculum based on AELS Instructional Standards

· Mentoring, coaching, and supporting teachers

· Observing classroom instruction and providing feedback to instructional staff

· Improving instruction

· Connecting assessment, curriculum and instruction 

· Working together with the Intake/Assessment Specialist to address the special needs of enrolled learners, including individuals with disabilities and English language learners

· Assisting with the development and execution of the program’s Data Quality Plan
· Performing other duties as assigned based upon program demographics, enrollment trends, and the needs of target populations

State Level Duties Include:
· Attending state Instructional Specialist meetings and communicating/implementing pertinent information to appropriate local program staff

· Attending state professional development and  “Train-the-Trainer” initiatives and subsequently training local staff

· Training new IS in neighboring programs in the same geographic region, upon request

Qualifications:
· Bachelor’s degree required; Master’s degree preferred

· Minimum of one year of experience in an Adult Education and Family Literacy Services (AEFLA) funded adult education program preferred

· Adult education teaching experience required

· Strong organizational and interpersonal skills required

· Training, mentoring and experience delivering professional development required

Employment Terms:
· Programs serving 500 learners or more:

· Full-time preferred as defined by grantee organization. Cannot have responsibility for any class.

· Part-time IS can be employed by the program in another capacity for any other hours beyond those required for their part-time IS position.

· Attendance at state required meetings and trainings must be included in weekly paid hours. (If the meeting or training time conflicts with any scheduled teaching time, the program administrator must provide a substitute teacher.)

· No more than 5% of hours may be committed to administrative or LACES functions.

Management Information Systems Specialist (MIS)

Primary Purpose of Position:

This position serves as the manager for adult education data collection and reporting. The MIS is responsible for the local Literacy, Adult, and Community Education System (LACES), including assisting with data analysis for program improvement, and serves as a resource for all program staff.

Required Knowledge:

· Knowledge of all Literacy, Adult, and Community Education System (LACES) policies, procedures, data elements and local program’s Intake and Update forms

· Knowledge of professional development and training procedures for the LACES

Local Program Duties Include:
· Working as a team member with the Program Administrator, the Intake Assessment Specialist, and the Instructional Specialist

· Monitoring the entry of or entering LACES data and downloading reports and documents

· Ensuring data are accessible, in a timely manner, to staff and other stakeholders

· Developing data analysis reports utilizing various graphic/visual display modalities

· Assisting with the development of various data reports for internal and external purposes

· Providing LACES training for any data entry personnel, such as data entry clerks, to ensure accuracy of outcome data

· Promoting clear procedures for collecting, documenting, and reporting data

· Assisting in identifying program’s professional development needs for LACES data entry and coordinating activities to address those needs

· Assisting with the development and execution of the program’s Data Quality Plan
· Performing other duties as assigned based upon program demographics, enrollment trends, and the needs of target populations

State Responsibilities Include:
· Attending state MIS Specialist meetings and communicating/implementing pertinent information to    
Computer Experience Required:
· Proficiency in database concepts and with MS Excel

Qualifications:
· One year experience in database management preferred

· Strong organizational and interpersonal skills

· Ability to train staff and provide LACES updates, as needed

Employment Terms:

· Programs serving up to 500 learners:

· Part-time, 20 hours minimum
· Programs serving 500 learners or more:

· Full-time preferred, as defined by the grantee organization

· Part-time MIS can be employed by the program in another capacity for any other hours beyond those required for their part-time MIS position.

· Attendance at state required meetings and trainings must be included in weekly paid hours. (If the meeting or training time conflicts with any scheduled teaching time, the program administrator must provide a substitute teacher.)
· No hours may be committed to administrative functions other than those directly related to LACES.

Qualification of Personal Chart

State Required Key Staff

	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	BA
	MSTR
	DOC
	ESL

(List)
	Years of

Ad Ed

	Program Administrator

Name:

Phone:

Fax:

E-Mail:
	
	
	
	
	
	
	

	Instructional Specialist
Name: 

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Intake/Assessment Specialist
Name:

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Management Information Systems Specialist
Name:

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	


Additional Key Staff

	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	BA
	MSTR
	DOC
	ESL

(List)
	Years of

Ad Ed

	Title: 

Name:

Phone:

Fax:

E-Mail:
	
	
	
	
	
	
	

	Title:
Name: 

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Title:
Name:

Phone: 

Fax: 

E-Mail:
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APPLICATION REVIEW CHECKLIST

·    Include this form in the application submission.

·    The application must be divided into 4 sections: 

   Section 1:  Narrative- 35 page limit (Considerations) 
   Section 2:  Documentation (Considerations)
   Section 3:  Budget Workbook

   Section 4:  Assurances 

·    Sections are divided with a cover pager for each section, labeled as follows:

Section Title: 
             e.g.  Section 1:  Narrative (Considerations)

Full Program Name:
e.g.  ABC Adult Literacy Center 

Total Pages: 

             e.g.  35 pages 

· Place all items requested in the order indicated below. 

· Include only the items requested.

· Place page numbers on every page consecutively as described in the instructions for each section. 

· Staple the complete application package in the upper left corner (no spiral bindings or notebooks).

	PLACEMENT ORDER
	ITEM
	APPLICANT
	Reviewer

· Check appropriate box below

	
	
	Indicate Page Numbers Below
	Complete
	Incomplete

	
	Section 1: Narrative (Considerations)
	
	
	

	1
	Cover Page
	
	
	

	
	Consideration Narrative Responses
	
	
	

	2
	Section 2: Documentation (Considerations)
	
	
	

	
	All required documentation identified in Section 1
	
	
	

	3
	Section 3:  Budget Workbook
	
	
	

	4
	Section 4:  Assurances
	
	
	


Federal Performance Accountability Chart
Instructions
· Provide performance data to demonstrate effectiveness in serving eligible individuals, including data demonstrating a record of successful outcomes related to improving the skills of individuals including individuals with low literacy.
· For applicants not previously funded under WIOA Title II, provide performance data related to your organization’s record of improving the literacy skills of eligible individuals, particularly those with low levels of literacy in reading, writing, mathematics, and English language acquisition.
· Projected FY 2018 performance must contribute to Maryland’s success in meeting or exceeding State performance projections.
· Include number and percentage of enrollees who received a high school diploma.
· List total hours of instruction provided. Do not include NEDP in this calculation.
· List your data source and assessment instrument used

	Federal Performance Accountability Measures



	NRS 

Educational 

Functioning Level  Performance
	Actual FY 2014
	Actual FY 2015
	Actual FY 2016
	Projected FY 2018
	MD Projected Performance  

FY 2018

	
	# Enrolled
	% Completed
	# Enrolled
	% Completed
	# Enrolled
	% Completed
	# Enrolled
	% Completed
	

	ABE Level  1
	
	
	
	
	
	
	
	
	39%

	ABE Level  2
	
	
	
	
	
	
	
	
	45%

	ABE Level  3
	
	
	
	
	
	
	
	
	39%

	ABE Level  4
	
	
	
	
	
	
	
	
	25%

	ABE Level  5
	
	
	
	
	
	
	
	
	26%

	ABE Level  6
	
	
	
	
	
	
	
	
	

	Total ABE
	
	
	
	
	
	
	
	
	32%

	ESL Level  1
	
	
	
	
	
	
	
	
	56%

	ESL Level  2
	
	
	
	
	
	
	
	
	55%

	ESL Level  3
	
	
	
	
	
	
	
	
	45%

	ESL Level  4
	
	
	
	
	
	
	
	
	39%

	ESL Level  5
	
	
	
	
	
	
	
	
	33%

	ESL Level  6
	
	
	
	
	
	
	
	
	23%

	Total ESL
	
	
	
	
	
	
	
	
	41%

	Grand Total
	
	
	
	
	
	
	
	
	37%

	

	Earned a High School Diploma
	
	
	
	
	
	
	
	
	

	

	Program Type
	FY 14 # Hours Delivered
	FY 15 # Hours Delivered
	FY 16 #  Hours Delivered
	FY 18 # Hours Projected
	# Instructional hours only.  Does not apply to NEDP

	ABE (1-4)
	
	
	
	

	ABE (5-6)
	
	
	
	

	ESL (1-6)
	
	
	
	

	Total Hours
	
	
	
	

	Indicate data source(s) 
	

	NRS Level
	ABE (1-4)
	ABE (5-6)
	ESL

	
	Reading
	Math
	Reading
	Math
	Listening
	Reading
	Math

	Assessment series used to document NRS level  completion
	
	
	
	
	
	
	


	Scoring Rubric
	
	PROPOSAL

	
	
	Name of Applicant Organization

	 2018

Consolidated

Adult Education
and

Family Literacy Services Grant


	
	

	
	

	
	

	
	
	Reviewer:
	

	
	
	Signature:
	

	
	
	Date:
	

	
	
	
	

	
	
	SCORE SUMMARY

	
	
	Selection Criteria
	Points Possible
	Points Earned

	
	
	Program Overview

	5
	     

	
	
	Consideration 1

	5
	     

	
	
	Consideration 2 

	5
	     

	
	
	Consideration 3

	15
	     

	
	
	Consideration 4 

	15
	     

	
	
	Consideration 5

	10
	     

	
	
	Consideration 6

	5
	     

	
	
	Consideration 7

	5
	     

	
	
	Consideration 8

	5
	     

	
	
	Consideration 9

	5
	     

	
	
	Consideration 10

	5
	     

	
	
	Consideration 11

	5
	     

	
	
	Consideration 12

	5
	     

	
	
	Consideration 13

	5
	     

	
	
	Consideration 14

	5
	     

	
	
	Budget…………………………………...

TOTAL SCORE (
	5
	     

	
	
	
	100
	     

	COMMENTS:
	

	


Directions: Review the Cover Page and Program Overview and check the Complete or Incomplete box based on the requirements stated.

	        Complete

       Incomplete
	
	Cover Page
The Cover Page is the first page of the proposal and contains all required information. 


     
Matching funds are equivalent to at least 20% of the total amount expended on the proposed program (do not consider revenue in this calculation)

     
A minimum of 35% of the matching funds is cash (up to 65%); the remainder may be In- Kind contributions

     
Cost per student does not exceed $800

     
Signature of Head of Agency appears in blue ink.

COMMENTS: ____________________________________________________________________________
	(5 Points Possible)

Points Awarded

     
	
	Program Overview

Provide a brief factual overview of the proposed program including, specific goals, brief program design, staffing, contribution to WIOA implementation and focus on core aspects of the services that will be available for eligible adults. Include data from needs assessments and program outcomes.


	Vague Description

0 – 1 Points
	Partial Description

2 – 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                             

	     
	Provider name

	     
	Governance and decision-making processes in place between the program’s fiscal agent and the grant program staff. 

	     
	Geographic area(s) served

	     
	Funding amount requested

	     
	Population to be served – including education levels (NRS) and projected enrollment

	     
	Program design:

· Services provided 

· Site locations for services provided

	     
	Opportunities for adult learners to develop a career and education plan.

	     
	Specifically mention Family Literacy, Integrated English Literacy and Civics Education, National External Diploma Program, Workplace Education, and Local Institutionalized if proposing to provide these services

	     
	Staffing – full-time vs. part-time, paid and volunteer for the entire program

	     
	Future program plans/goals:  how the program will conduct evaluation and plan for continuation


Documentation: 

       Organizational chart 
       Governance structure 
COMMENTS: 
	(5 Points Possible)

Points Awarded

     
	
	 Consideration 1:  Indication of Regional Need and Population type

Describe how your organization will provide services to meet regional needs as identified in the local plan under WIOA II – Section 108. Provide the needs assessment data and data analysis for the jurisdiction proposed for services.  Describe how your program will serve individuals in the community who were identified in the plan as most in need of adult education and literacy activities, including individuals who have low levels of literacy and who are English language learners.  


	Vague Description

0 – 1 Points
	Partial Description

2 – 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                           

	     
	Jurisdictional need for adult education services based on population, economics, literacy, English proficiency, parent education levels or related factors as articulated in the local plan.  Provide the needs assessment data, data sources and analysis that support the need for the proposed services.

	     
	Program and services that will address the specific needs of the eligible population to be served through this program placing emphasis on how the program will serve adults with the lowest levels of literacy and those who are English language learners.

	     
	Coordination of adult education and literacy activities with WIOA core partners serving the same population and description of joint activities.

	     
	Programs and services currently available for the population to be served and assurance that the proposed project will not duplicate existing services.


Documentation

      Source data
COMMENTS:
	(5 Points Possible)

Points Awarded


	
	Consideration 2: Serving Individuals with disabilities

Provide a description of the ability of your organization to serve eligible individuals with disabilities including those individuals with learning disabilities.


	Vague Description

0 – 1 Points
	Partial Description

2 – 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Practices that will be employed to provide accommodations necessary to enable individuals with disabilities or other specials needs to participate in the program.

	     
	Collaboration with agencies, partners, and/or other services to assist in supporting and serving eligible individuals with disabilities.

	     
	Policies and procedures for serving individuals with disabilities in accordance with the Maryland State Plan for the Workforce Innovation and Opportunity Act and the Americans with Disabilities Act (ADA 1990)


Documentation:

      GEPA Statement

      Number of students with disabilities served

COMMENTS:
	(15 Points Possible)

Points Awarded

     
	
	Consideration 3:  program competency and past effectiveness
Describe the past effectiveness of your program in improving the literacy of eligible individuals, to meet the State adjusted levels of performance for the primary indicators of performance described in Section 116, especially with respect to eligible individuals who have low levels of literacy.  


	Vague Description

0 – 5 Points
	Partial Description

6 – 10 Points
	Thorough Description

11 – 15 Points


	Narrative Criteria:                                                                                                    

	     
	Applicant’s agency operation and history of successfully providing adult education and literacy services to eligible adults for at least three consecutive years

	     
	Population served by the applicant agency and the commitment to serving the most in need of literacy services (those adults with the lowest levels of literacy, and who are low-income and/or English language learners)

	     
	Previous experiences, past successes, and unique qualifications to serve the eligible adults with references to the specific population being proposed for services (Individuals at the Lowest Levels of Literacy, English Language Learners, Adults Seeking a High School Diploma, Local Institutionalized Individuals, Incumbent Workers, Families, Out of School Youth, etc.).

	     
	Past effectiveness in improving the literacy skills of adults.  Include supporting data and factors that contribute to both positive and negative outcomes.  A discussion of the data in the Federal Core Indicators of Performance Chart. Identify challenges and plans to address them.  Must name the standardized assessments used to document level completion.

	     
	Physical plant and instructional facilities, including assurances that locations are safe and accessible for staff and students

	     
	Assets, activities, and achievements that indicate the capacity to deliver standards-based adult education instruction and accountability

	     
	Fiscal capacity and any unique aspects of the agency which would facilitate delivery of adult education and family literacy services

	     
	Monitoring at the organizational, site, teacher and/or class level.  Evaluation methodology

	     
	Method of communication of outcome data to staff and stakeholders

	     
	Quantitative data that clearly demonstrates the criteria


Documentation:

· Federal Performance Accountability chart. 
· Agencies include any of the following (as applicable) 

· evidence of incorporation,

· evidence of 501(c) (3) IRS status (if applicable)

· current list of Board Members,

· audit summaries for two previous years including accountant verification of accounting principles, and

· most recent A-133 audit summary or independent program audit of any adult education funds if applicable.
COMMENTS:
	(15 Points Possible)

Points Awarded

     

	
	Consideration 4:  Alignment with Local Workforce Plan

Provide a description of how and to what extent the eligible provider demonstrates alignment between proposed activities and services and the strategies and goals of the local plan under WIOA Title II, Section 108; as well as the activities and services of the one-stop partners.  


	Vague Description

0 – 5 Points
	Partial Description

6 – 10 Points
	Thorough Description

11 – 15 Points


	Narrative Criteria:

	     
	Timeline, benchmarks, and strategies for adult education alignment with the Local Workforce Plan to span the effective dates of the plan

	     
	Promote concurrent enrollment in programs and activities under WIOA Title I 

	     
	Services provided in a manner that meets the needs of eligible individuals

	     
	Coordination of services (including implementing the Assessment Policy, resource sharing, data sharing including securing participant personally identifiable information, cross training core program staff)

	     
	How State adjusted levels of performance will be met and how data will be collected to report performance

	     
	Adult education services and/or representation at American Job Centers

	     
	Participation in career pathways implementation

	     
	Key staff roles and responsibilities in coordination and implementation strategies. 

	     
	Adult education representation on Local Workforce Development Board


Documentation: 


(Applicants may include documentation deemed relevant)

COMMENTS:
	(10 Points possible)

Points Awarded

     
	
	Consideration  5:  Program Intensity and quality
Document that the instructional program is of sufficient intensity and quality, based on the most rigorous research available so that participants achieve substantial gains; and uses instruction practices that include the essential components of reading instruction.


	Vague Description

0 – 4 Points
	Partial Description

5 – 7 Points
	Thorough Description

8 – 10 Points


	Narrative Criteria:                                                                                                 

	     
	Detailed description of managed enrollment system:

· Recruitment activities of eligible learners for proposed services 

· Intake/orientation/registration process (include hours per student, number of event per fiscal year)

· Assessment policies and practices

· Placement and promotion policies and practices

· Retention activities

· Goal setting practices

	     
	Research based program design including hours of direct instruction with research citation

	     
	Terms/sessions/semesters per fiscal year

	     
	All proposals must include an intake and assessment provision for Maryland’s GED-i online Distance Learning program for GED preparation

	     
	Proposed class schedule for each funding line requested, demonstrating flexible offerings and including cost and projected enrollment

	     
	Workforce preparation as the context for academic skills instruction

	     
	Counseling to transition learners to other education, training, or employment

	     
	Attendance policy and support services available to increase student persistence.

	     
	Practices that include the essential components of reading instruction with research citation

	     
	How the program will evaluate instructional and overall program quality, and subsequently make needed adjustments and who will lead the effort


Documentation:

      Proposed class schedule 
      Proposed orientation/registration schedule
      Attendance policy 
      Waitlist policy
      Student promotion policy
      Recruitment materials

COMMENTS: 
	(5 Points possible)

Points Awarded

     
	
	Consideration  6: researched based instructional practices

Describe how the proposed program and activities, including whether reading, writing, speaking, mathematics, and English language instruction delivered by the provider, are based on the best practices derived from the most rigorous research available and appropriate, including scientifically valid research and effective educational practice.


	Vague Description

0 – 1 Points
	Partial Description

2 – 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Process for developing the instructional program course frameworks (include staff responsible, research used, and evaluation of effectiveness).

	     
	Method of communicating, implementing and revising instructional programs based on input from instructors, key staff and other stakeholders

	     
	Specifics of methodologies that are built on a strong foundation of research and effective instructional practices, include specific methodologies for teaching writing, mathematics and English language

	     
	Instructional practices, such as phonemic awareness, systematic phonics, fluency and reading comprehension that research has proven to be effective

	     
	Use of standards based instruction That includes College and Career Readiness Standards for Adult Education, as well as Maryland ESL Content Standards where applicable and the integration of technology

	     
	Instructional practices that apply to real life context, ensuring that individuals have the skills needed to compete in the workforce and exercise the rights and responsibilities of citizenship.

	     
	Evaluation methodology that will be utilized for continuous program improvement

	     
	Transition programming, including post secondary readiness, workforce preparation, integrated education and training and career awareness


Documentation:

      Frameworks

      Course descriptions

COMMENTS:
	(5 Points Possible)

Points Awarded

     
	
	Consideration  7: Technology

Describe the effective use of technology, services, and delivery systems, including distance learning education in a manner sufficient to increase the amount and quality of learning and how such technology, services and system lead to improved performance


	Vague Description

0 – 8 Points
	Partial Description

9 – 14 Points
	Thorough Description

15 – 20 Points


	Narrative Criteria:                                                                                                    

	     
	Instructional activities that effectively employ technology in and outside of the classroom when appropriate

	     
	Alignment of instructional practices with Maryland Technology Standards

	     
	Proposed or current strategies for contextualizing digital literacy within instruction. Include specific products, course titles, tools/resources and outcomes.

	     
	Include a 3 year technology outline to include:

· Current technology resources available to provider

· Staff technology expectations

· How staff are trained in use of technology

· How access to technology will be provided to students

· How technology will continue to be integrated into core instruction as technology continues to advance

	     
	How use of technology improves system efficiencies and streamlines administrative process


Documentation:

      List of software

      Learning Management System used (if applicable)

      List of technology used for instructional and administrative purposes

COMMENTS:
	(5 Points Possible)

Points Awarded

     
	
	Consideration   8:  Learning in Context/Integrated Education & Training for Transition

Describe the provider’s activities that provide learning in context, including through integrated education and training, so that an individual acquires the skills needed to transition to and complete postsecondary education and training programs, obtain and advance in employment leading to economic self-sufficiency, and to exercise the rights and responsibilities of citizenship.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Current /proposed strategies for developing career pathways and transition models that are aligned with the definition of integrated education and training

	     
	Activities that provide learning in real life context to ensure that individuals have the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship

	     
	Current/proposed strategies for workforce preparation activities that are aligned with the definition of integrated education and training.

	     
	Activities/strategies to integrate career awareness into instructional activities.

	     
	Activities /strategies for providing transition activities that focus on enrolling students in and completing postsecondary education and training

	     
	Activities/strategies for providing transition activities that focus on placement into unsubsidized employment.


Documentation:

      List of course materials used to introduce students to workforce preparation and career opportunities

      List of occupational programs offered in conjunction with adult education
COMMENTS:
	(5 Points Possible)

Points Awarded

     
	
	Consideration  9:  Quality of Staff and Professional Development
Provide verification and description that program activities are delivered by well-trained instructors, counselors, and administrators who meet the minimum qualifications established by the State, where applicable, and who have access to quality professional development, including through electronic means.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Process and criteria (e.g. licensure, education, credentials, experience, etc. ) used in hiring decisions related to paid instructional staff

	     
	Key staff positions along with roles and responsibilities (note full or part time status)

	     
	Process for new staff and instructor orientation and overview of information provided

	     
	Instructor observation and evaluation process and how it will be linked to data on student retention and quality outcomes and how evaluation results will be used for program improvement

	     
	Use of program data to create and implement ongoing professional development that supports all staff and instructors.

	     
	Process used to identify the professional development objectives for staff and instructors in program professional development planning.

	     
	How does the program decide which opportunities are mandatory.

	     
	Use of professional standards (see Maryland’s Framework for Professional Standards for Teacher in Adult Education) 

	     
	How are professional development opportunities (state, local, external) promoted

	     
	Professional development challenges and how the challenges are being addressed


Documentation:

      Qualification of Personnel chart (Required)

      Resumes of Key Personnel (Required)

     Instructor recruitment material

      List of professional development opportunities that are promoted and/or supported by the organization at some level.  List should include: (Required)

·  Identify mandatory and optional activities and target audience

·  Estimated numbers or percentages of staff that participate in each activity in a typical fiscal year.  
COMMENTS:
	(5 Points Possible)

Points Awarded

     
	
	Consideration  10:  Coordination with other education, training, and social service resources in the community

Provide information on how the provider’s activities coordinate with other available education, training, and social service resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, institutions of higher education, local workforce development boards, one-stop centers, job training programs and social service agencies, business, industry, labor organizations, community-based organizations, nonprofit organizations, and intermediaries, for the development of career pathways.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	The extent and nature of staff and program collaboration with applicable institutions, organizations, and agencies

	     
	Resources used to supplement programming 

	     
	Implementation of the career pathways approach including integrated education and training in adult education programming including a plan for continuous improvement


Documentation:

      List of scheduled meetings or proposed meetings

      Career Pathways flow chart (Required)

COMMENTS:
	(5 Points possible)

Points awarded

     
	
	Consideration 11:  Flexible Scheduling and Coordination
Describe how the provider offers flexible schedules** and coordination with Federal, State, and local support services (such as child care, transportation, mental health services, and career planning) that are necessary to enable individuals, including individuals with disabilities or other special needs***, to attend and complete programs.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Types of partnerships with Federal, State and local support services

	     
	How programs have or will establish partnerships and coordination

	     
	Specific support services and activities that are/will be provided for individuals and how the services assist with student participation and program completion


Documentation:

List of Federal, State, and local support services partners 
COMMENTS:
	(5 Points possible)

Points awarded

     
	
	Consideration 12: Management Information systems and measureable  outcomes

Describe how the provider maintains a high-quality information management system that has the capacity to report measurable participant outcomes (consistent with WIOA Section 116) and to monitor program performance.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	How the program will engage all personnel in data collection, management and quality to ensure performance accountability is achieved, including training on an ongoing basis

	     
	How student contact hours are recorded and verified for intake, orientation, assessment, daily attendance and any other allowable time

	     
	How often is the performance data monitored to periodically adjust strategies and activities to ensure meeting individual learner goals and program goals  (by site, teacher, or class/level)

	     
	How the program will analyze standardized assessment data and other data to ensure learners are making progress

	     
	How the program communicates outcome and enrollment data with instructors, staff, and stakeholders

	     
	Workflow strategies from learner intake to student data entry that will be used for the monthly entry of student data into LACES (Literacy, Adult, and Community Education System) Maryland’s online adult education data collection system

	     
	How the Program Administrator will assume a substantial role in understanding, collecting, and reporting data to the National Reporting System (NRS) via LACES

	     
	Plan for ensuring the Program Administrator will meet or train directly with the MIS staff to ensure a comprehensive understanding of the data needed and used in reporting to the NRS and State Reporting Systems 


Documentation:

      Data Quality Checklist 

      Data Quality Certification 
COMMENTS:
	(5 Points possible)

Points awarded

     
	
	Consideration 13:  English language acquisition and Civics

Provide data that supports that the local area in which the eligible provider is located has a demonstrated need for additional English Language acquisition programs and civic education programs.  


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


	Narrative Criteria:                                                                                                    

	     
	Specific data and information regarding the need for additional English language acquisition programs and civics education, including but not limited to, the number of ELA students served previously and those on a waiting list for instruction in the local area

	Narrative Criteria for Applicants for Integrated English Literacy and Civics Education Funding:                                                                                                                  

	     
	Specific industry training included in your Integrated Education and Training (IET) program, identified as having a demand for employees

	     
	Service approach that provides English language acquisition (adult education and literacy activities) and instruction on the rights and responsibilities of citizenship concurrently and contextually with workforce training for a specific occupation or occupational cluster

	     
	Integration with local workforce development system

	     
	Prepare English language learners for placement in unsubsidized employment in in-demand industries


Documentation:

      Source Data 

      List of high demand employment sector for local workforce area 
COMMENTS:
	(5 points Possible)

Points Awarded

     
	
	Budget

Applicants must provide a matching contribution in an amount equal to 20% of the total amount of funds expended on the allowable activities under the grant. A minimum of 35% of the matching contribution must be in cash and the remaining amount, up to 65%, may be an In-Kind contribution. Matching funds may not be other federal funds, program revenue, or resources that support a separate project.


	Vague Description

0 – 1 Points
	Partial Description

2– 3 Points
	Thorough Description

4 – 5 Points


     
Budget Narratives include requested federal or state funds, revenue (if applicable), and matching funds (indicate cash and/or In-Kind).

     
Budget Narratives include detailed, itemized budget descriptions for the expenditures for each line/category of funding requested.

     
Budget Narratives include detailed calculations for salaries, supplies, materials, and professional development costs.

     
Mileage costs do not exceed the current per-mile state rate of .54.

     
Budget is reasonable for proposed program services.

     
Manual calculations are accurate. 

     
Grayed-out cells have not been used.

     
Appropriate forms have been signed and dated in blue ink.

COMMENTS: 
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