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Michigan Adult Education



A tool to help you begin assessing your program’s readiness for the evolving 
adult learning system

Reaching Higher Program Self-Assessment

The Council on Labor and Economic Growth’s (CLEG) Transforming Michigan’s Adult Learning Infrastructure report set a compelling vision for the state:

Cut by 50% the number of Michigan workers lacking the basic skills or credentials needed to attain a family-sustaining job.
The CLEG report was a strong wake-up call for Michigan to ensure its workers are prepared to thrive in this challenging economy. The Department of Energy, Labor, and Economic Growth (DELEG) is taking a deliberate and strategic approach to ensure that the vision for a re-energized adult learning system is moving forward. 

While some of the report recommendations will take time to fully implement, there are several functions, strategies, and activities that you either already have in place or can begin to develop now.  As a result, the Reaching Higher Program Self-Assessment was developed to help you assess your current status in relation to eight adult education functions:

1. Collaborative Planning

2. Transitioning and Support Services

3. Assessment

4. Curriculum and Instruction

5. Professional Development

6. Data Collection and Program Accountability

7. Program Management and Leadership

8. Student Achievement and Goal Attainment

This self-assessment integrates (1) key Michigan Adult Education Program Standards, (2) new strategies/initiatives recommended in the CLEG report, (3) research-based principles, (4) elements from the 2009 – 2010 federal Adult Basic Education competitive grant, and (5) federal and/or state policies.  By engaging your staff in assessing the current status of program operations, you will not only be able to identify your strengths and areas needing improvement but will also get a jump start on being ready to compete for the adult learning system program funding in the next grant cycle.  
Keep in mind that this is an evolving instrument.  As we move forward with the implementation of the CLEG report recommendations, this instrument will be revised to reflect that progress.  DELEG has also planned a very deliberate and strategic approach for ensuring that you have the resources and support necessary to address the elements in the self-assessment that may require attention.
· 2009 – 2010
· Development of self-assessment to help you gauge your program’s current strengths and areas needing development and/or improvement
· Delivery of ongoing targeted professional development workshops to assist you with several of the elements included in the self-assessment

· Development of an electronic resource library aligned to the elements in the self-assessment to assist you in designing or expanding your current practices
· Online surveys to assess your greatest PD and technical assistance needs related to the adult learning system (Keep the results of your self-assessment handy!)
· 2010 – 2011

· Refinement of the self-assessment

· Integration of several of the elements into the state’s on-site monitoring process

· Regional professional development to provide increased opportunities for networking with your regional colleagues

· Expansion of the electronic library of resources and promising practices
· 2011 – 2012

· Full integration of the self-assessment elements into the state’s on-site monitoring process

· Integration of self-assessment elements into the competitive funding application process

· Continued professional development and expansion of the electronic library of resources and promising practices

Rating Scale:
Competent - You are satisfied and feel it does not need attention at this time. 
Shaky - You are reasonably satisfied but it is not working exceptionally well. 
Help - You are not satisfied and feel it needs significant attention.

Not Applicable – This element does not apply to your particular program’s operations.  (Keep in mind that it may apply in the future.)

	1. Collaborative Planning

Through community and regional collaboration and planning, students receive seamless services that enable them to reach their educational and employment goals.
	Confident
	Shaky
	Help
	Not Applicable

	1.1 Links - In collaboration with multiple stakeholders, a regional assessment of needs related to moving adults with low basic skills to postsecondary education and employment has been conducted, including, at a minimum:

· the demographics of the target population in need of adult learning services;

· the identification of high growth job clusters,

· the educational and training providers located within the region and any potential gaps in training providers for high growth jobs; 

· available support services to foster retention, progress, and student transition; 

· available resources (e.g., funding, facilities, etc.) that can be used, shared, or coordinated, and

· provision of professional development and technical assistance for all adult learning service providers.
	
	
	
	

	1.2 Links  - Based on the results of the needs assessment, memoranda of understanding or similar written agreements have been developed among:
· Critical partners, at a minimum:
· adult education, 

· the MWA or another organization with workforce development capacity, and 

· a postsecondary or job training institution.  

· Support service providers.

The agreements include the role and responsibilities of each partnering and support agency related to student recruitment, orientation, assessment, instructional services, counseling and advising, facilities, support services, certifications/credentials/degrees, student follow-up, and evaluation.
	
	
	
	

	1.3 Links  - The partnering agencies develop a series of occupational roadmaps in growth industries that explain for students what jobs are available in different job clusters including salary levels, job descriptions and availability; education, certification, and/or required degrees; career progression in the industry; length of training; and sources for more information.
	
	
	
	

	1.4 A process is in place for continually assessing and addressing future needs of adult learners and the community, including regular input from employers.
	
	
	
	

	1.5
Recruitment reflects a comprehensive regional-based approach that draws from multiple venues.  A written recruitment plan includes a description of the target population, expected outcomes, activities describing personnel/partner responsibilities and timelines, recruitment strategies, materials, and evaluation.  One logo portrays a seamless system to the potential adult learners.
	
	
	
	

	1.6
Program offerings are aligned with real opportunities for employment, postsecondary education and training.
	
	
	
	

	1.7
Partnering agencies continuously review and evaluate program policies to ensure that entry and exit requirements are aligned so that expected learner outcomes in one program match the skills, knowledge and abilities required to enter a subsequent program.
	
	
	
	

	1.8
Links  - Program offerings include accelerated learning options, such as GED Fast Track or dual and/or concurrent enrollment in basic skills and occupational training courses, which value integration and intensity of instruction so students can move ahead as quickly as possible.
	
	
	
	

	1.9
Program ensures safe, comfortable, and clean facilities that are appropriate for adult students and meet the Americans with Disabilities Act’s requirement of reasonable accommodations.
	
	
	
	

	1.10
Data collection and evaluation of recruitment, intake, assessment, instruction, and exit processes inform all aspects of program planning and program design.
	
	
	
	


	2. Transitioning and Support Services

Students transition within and across educational and training programs through a coordinated system of resources and services that support student participation, retention, and achievement.
	Competent
	Shaky
	Help
	Not Applicable

	2.1 The partnering agencies work in a cooperative process to facilitate intake, assessment, and enrollment.
	
	
	
	

	2.2 The program director, instructors, and counselors work with representatives of collaborating college(s) from the Financial Aid, Admissions, Student Support, and Developmental Studies Departments to secure additional support for the college transitioning student.
	
	
	
	

	2.3 The orientation process includes an educational counseling/advising component which integrates a process for identifying potential barriers and support service needs to help students persist in the continuum of programs, making successful transitions along the way.
	
	
	
	

	2.4 Program has a clearly articulated goal setting and educational advising process which helps students design an appropriate social, academic, and career pathway.
	
	
	
	

	2.5 Program evaluates the orientation and educational advising process and improves the process based on evaluation data and student feedback.
	
	
	
	

	2.6 Program has established procedure that identifies, tracks, and allows for changing student goals.
	
	
	
	

	2.7 Program has a written plan for successfully transitioning students to higher skill gains, employment, job retention, enrollment in postsecondary education or job training, and GED/high school completion.
	
	
	
	

	2.8 Every student has a counselor or case manager to provide ongoing support, a transition plan and an exit process to facilitate next steps.
	
	
	
	

	2.9 The program collaborates with partnering agencies to design a coordinated support services plan which provides community, educational, and/or workplace support services necessary to promote student retention and goal completion.
	
	
	
	

	2.10 Program has a process in place for follow-up and feedback from partnering referral to determine if student support service needs were met.
	
	
	
	

	2.11 Program follows-up with students who have not attended classes during the past month to identify current needs and possible course of action to re-engage students in the educational program as evidenced by written documentation.
	
	
	
	

	2.12 Program integrates specific research-based strategies for increasing student persistence, such as NCSALL’s four supports:  managing negative forces, building self efficacy, setting clear goals, and seeing measurable progress.
	
	
	
	


	3. Assessment

Multiple sources of assessment are used to measure student needs, interests, program placement, progress, and transition-readiness.
	Confident
	Shaky
	Help
	Not Applicable

	3.1
Program works collaboratively with partnering agencies to select and/or align common assessment instruments.
	
	
	
	

	3.2
DELEG-approved standardized assessments are administered to measure the educational functioning level, progress, and gains of students.
	
	
	
	

	3.3
Program ensures staff members administering assessments meet test publisher and DELEG training requirements.
	
	
	
	

	3.4
Program ensures staff members understand and have a copy of the state assessment policy.
	
	
	
	

	3.5
Staff members use DELEG-approved assessments appropriately to produce valid and reliable results in all program areas. Program ensures staff members appropriately administer post-assessments and document all exceptions to test publisher recommended timeframes for post-testing.
	
	
	
	

	3.6
Program ensures that all standardized assessments are administered in a proctored environment (timed, quiet, and monitored).
	
	
	
	

	3.7
Program stores standardized assessment materials in a secure environment.
	
	
	
	

	3.8
A minimum of 90% of students have on file a pretest score from a DELEG-approved 
standardized test.
	
	
	
	

	3.9
A minimum of 65% of students have on file a posttest score from a DELEG-approved standardized test administered in compliance with the state assessment policy.
	
	
	
	

	3.10
Program uses a learning style inventory to assess students’ preferred learning modalities.
	
	
	
	

	3.11
Program integrates work-related assessments, such as career readiness inventories and WorkKeys, to determine strengths, interests, and needs.
	
	
	
	

	3.12
Standardized assessments are aligned with college entrance exams to determine potential skill gaps.
	
	
	
	

	3.13 
Program uses informal assessment procedures to collect ongoing information on each 
student (e.g., journals, logs, learner portfolios, reading inventory, self-assessments, 
performance-based assessments).
	
	
	
	

	3.14
Program maintains student folders and ensures they are complete, current, and include: adult learning plan, TABE Locator (if applicable), assessment results, transition plan, post-assessment exception form (if applicable), etc.
	
	
	
	

	3.15
Program makes reasonable accommodations for assessment to any individual with a disability.
	
	
	
	

	3.16
Program has a regular process for using assessment data for program planning and continuous improvement.
	
	
	
	

	3.17
Students are actively engaged in self-assessment and are able to view their progress on a regular basis.
	
	
	
	


	4. Curriculum and Instruction

Curricula cover the full range of basic skills and work readiness skills needed for entry into and success in postsecondary education and training, as well as for success in the workplace.  Instructors use a range of resources and research-based instructional practices that optimize both educational gains and work readiness.   
	Competent
	Shaky
	Help
	Not Applicable

	4.1
A flexible curriculum design and delivery is developed and modified with student input.
	
	
	
	

	4.2
Program design provides adequate time and intensity for mastery of course content.
	
	
	
	

	4.3
A process is in place to ensure that curriculum and instruction are contextualized to real-
life applications including high demand jobs and aligned to relevant entry and exit 
assessment instruments.
	
	
	
	

	4.4
Personal computing skills instruction necessary for students to complete class work at a postsecondary level is integrated into instruction.
	
	
	
	

	4.5
College academic skills of sufficient rigor  (e.g., reading, writing, algebra skills necessary for academic success at the college level) are offered for students transitioning to postsecondary.
	
	
	
	

	4.6
College transition courses include college survival skills such as the college admission process, the financial aid process, career exploration, time and stress management, the college culture, how to navigate the college system, note taking, listening skills, and test taking strategies.
	
	
	
	

	4.7
ABE, GED and/or ESL curricula are aligned to the state content standards.
	
	
	
	

	4.8
The curricula integrate work readiness skills, such as problem solving, financial literacy, critical thinking, and self management.
	
	
	
	

	4.9
Program has a process for receiving employer and postsecondary/training provider input into the development of curricula contextualized to high growth job clusters for integrated training courses.
	
	
	
	

	4.10
Clear classroom expectations are established regarding course work, homework, attendance, and classroom participation.
	
	
	
	

	4.11
The instructor, counselor, and other pertinent staff have a clear understanding of the academic expectations of the collaborating colleges and/or job training providers.
	
	
	
	

	4.12
Programs use a wide variety of materials,  including texts of various levels, authentic reading materials (i.e. magazines, newspapers, work-related texts), learning games, manipulatives and special materials for persons with learning and/or physical disabilities,
	
	
	
	

	4.13
A variety of teaching methods (e.g., small group/large group, collaborative learning, theme-based instruction, computer-assisted learning, field trips, guest speakers, peer tutoring, role playing) is used to address various learning styles and needs.
	
	
	
	

	4.14
Classroom instruction models and reinforces real world expectations that enhance readiness for postsecondary education, training, and employment.
	
	
	
	

	4.15
Instruction includes on-going assessment and feedback.
	
	
	
	

	4.16
Instructional staff members develop instructional plans that support research-based practices and reflect adult learning theory. 
	
	
	
	

	4.17
Technology is used to enhance classroom instruction and/or deliver instructional services at a distance.
	
	
	
	

	4.18        Integrated education and training are available that blend adult education (ABE, GED and/or ESL) with occupational training.
	
	
	
	


	5. Professional Development

Professional development activities contribute to well-trained, knowledgeable adult educators to ensure high quality teaching and program management that maximizes student outcomes. 
	Competent
	Shaky
	Help
	Not Applicable

	5.1
All new program administrators complete the DELEG-sponsored Orientation to Adult Education in Michigan two-year training series.
	
	
	
	

	5.2
All new instructors complete the DELEG-sponsored orientation workshop for instructional staff.
	
	
	
	

	5.3
New instructors are matched with an experienced mentor for ongoing support and assistance during the first two years of employment.
	
	
	
	

	5.4
Instructional volunteers receive high quality pre-service and regular in-service training.
	
	
	
	

	5.5
Instructors participate in DELEG-sponsored professional development activities focusing on contextualized instruction and related strategies for integrating work-based and real life applications into classroom instruction.
	
	
	
	

	5.6
Staff members complete an annual self-assessment to determine professional growth needs and develop a professional development plan to address those needs.  Individual PD plans are on file.
	
	
	
	

	5.7
Programs have a written annual professional development plan that reflects both program goals and individual staff needs.  Program PD plan is on file.
	
	
	
	

	5.8
Program has a written professional development policy that outlines expectations for professional growth and procedures for participation (e.g., compensation, substitute teachers, etc.)
	
	
	
	

	5.9
Staff members continuously improve their practices through regular participation in professional development options such as workshops, conferences, self-directed research, literature reviews, study circles, mentoring, classroom observations, etc.
	
	
	
	

	5.10
Program has a structured process for staff members to share the application of new strategies learned through professional development with their colleagues.
	
	
	
	

	5.11
Program administrators remain current on State policies and procedures through attendance at all DELEG-sponsored meetings and workshops.
	
	
	
	

	5.12
Program develops and/or participates in cross-agency training workshops and meetings to increase understanding of partners’ roles, responsibilities, and services.
	
	
	
	

	5.13
Program provides professional development experiences that increase staff members’ knowledge and familiarity with employer and college readiness expectations (e.g., guest speakers at staff meetings, site visits to local businesses and colleges, etc.)
	
	
	
	

	5.14        Program provides specialized professional development for adult education and occupational training teachers who work together to provide integrated education and training services.
	
	
	
	


	6. Data Collection and Program Accountability

Program quality is dependent on valid and reliable data that are used to promote continuous improvement.
	Competent
	Shaky
	Help
	Not Applicable

	6.1
Program has a written process for record keeping, data collection, and reporting procedures consistent with DELEG policies and procedures.
	
	
	
	

	6.2
Leadership provides staff with a clear description and understanding of her/his role and responsibilities for data collection and analysis.
	
	
	
	

	6.3
Appropriate staff members have received training on data collection procedures, data entry, and procedures for producing and interpreting MAERS reports.
	
	
	
	

	6.4
Program uses the Adult Learning Plan (ALP) for collecting participant information as defined by the National Reporting System (NRS) and state requirements.
	
	
	
	

	6.5
Data are collected and analyzed in relation to both performance goals and improvement goals.
	
	
	
	

	6.6
Student data are entered in MAERS in compliance with reporting timelines and procedures.
	
	
	
	

	6.7
Program updates records in a timely fashion after student completes or stops attending.
	
	
	
	

	6.8
Program collaborates with partnering agencies, when applicable, in the collection of student outcome data.
	
	
	
	

	6.9
Appropriate staff members have been trained in the NRS-compliant student follow-up process specified in the DELEG Follow-Up Manual for students with employment, job retention, postsecondary/job training, and GED/high school completion goals.
	
	
	
	

	6.10
Student files contain required follow-up documentation.
	
	
	
	

	6.11
Program administrators run MAERS reports such as the Participant Enrollment Report, the Missing Data Report, and the Upcoming Soft Exit management report, on a regular basis (at least quarterly) to check for errors, missing data, out-of-range values and anomalous data.
	
	
	
	

	6.12
Program has documented procedures for correcting errors and resolving missing data.
	
	
	
	

	6.13
Program has a structured process (at least twice a year) for engaging staff in the examination of data reports, identification of possible problems that the data revealed (e.g., low student retention), probing questions to identify possible causes, potential strategies to address the identified needs, and planning of program improvement initiatives.
	
	
	
	

	6.14
Program has a structured process for examining and discussing program data and student outcomes with partnering agencies to collectively identify shared strategies for improvement.
	
	
	
	


	7. Program Management and Leadership

Program leaders create strategies and methods for managing and leading effective adult education operations within the adult learning system.
	Competent
	Shaky
	Help
	Not Applicable

	7.1
Program leadership works collaboratively with regional and local stakeholders to develop a coordinated adult learning system that provides clear pathways for adult learners interested in employment or further education, regardless of their skill level at the point of entry.
	
	
	
	

	7.2
Program leadership engages staff members in discussions and decision making regarding the development and implementation of a coordinated adult learning system.
	
	
	
	

	7.3
Program leadership has the expertise to manage grants and other funding sources.
	
	
	
	

	7.4
Program leadership establishes and manages a budget that supports the written plan.
	
	
	
	

	7.5
Program leadership works collaboratively with other partnering agencies or groups to identify additional funding sources that support the adult learning system.
	
	
	
	

	7.6
Program leadership submits accurate fiscal reports as required by DELEG.
	
	
	
	

	7.7
Program leadership ensures full staff participation in the continuous improvement process to increase student achievement.
	
	
	
	

	7.8
Program leadership works to promote understanding of the importance of adult education and the adult learning system.
	
	
	
	

	7.9
Program maintains accurate and up-to-date job descriptions that set clear expectations for high quality job performance.
	
	
	
	

	7.10
Program employs an intensive hiring process to ensure that potential staff have been thoroughly screened and judged based on the skills and knowledge needed to perform the adult education job functions.
	
	
	
	

	7.11
Staff members meet certification requirements as required by state law.
	
	
	
	

	7.12
Program leadership maintains documentation of staff hours as required in the General Assurances.
	
	
	
	

	7.13
Staff performance is evaluated annually and professional development strategies identified.
	
	
	
	

	7.14
The program evaluation process includes mechanisms for receiving regular feedback from key stakeholders, including staff, students, partnering agencies, employers, and the general community.
	
	
	
	

	7.15
All staff members rate their participation level and value in the planning process as satisfactory or better. 
	
	
	
	

	7.16
All staff members rate the receipt of needed program information as satisfactory or better.
	
	
	
	

	7.17
Program leadership celebrates individual and program accomplishments on a regular basis.
	
	
	
	

	7.18
Students are recognized for academic and non-academic achievements as evidenced by formal and informal award ceremonies or events.  Success is described in terms of real-life results in students’ lives.
	
	
	
	


	8.  Student Achievement and Goal Attainment

Students acquire the knowledge and skills necessary to meet their educational goals and/or successfully transition to employment, postsecondary education, or job training. 
	Competent
	Shaky
	Help
	Not Applicable

	8.1
Program meets or exceeds state benchmark percentages for completion of each of the Educational Functioning Levels.
	
	
	
	

	8.2
Program meets or exceeds state benchmark percentage for students obtaining employment.
	
	
	
	

	8.3
Program meets or exceeds state benchmark percentage for students retaining employment.
	
	
	
	

	8.4
Program meets or exceeds state benchmark percentage for students entering postsecondary education or job training.
	
	
	
	

	8.5
Program meets or exceeds state benchmark percentage for students earning a high school credential or GED.
	
	
	
	

	8.6
Program tracks the number of students who earn Career Readiness certificates and other employment-related certifications.
	
	
	
	

	8.7
A student’s progress toward, and/or attainment of, academic and life skill goals which are established jointly by the learner and the program staff are documented in the student’s folder.
	
	
	
	

	8.8
Program works collaboratively with partnering agencies to determine options for capturing longer term student outcomes (those that span more than one year for completion).
	
	
	
	

	8.9
The percentage of students with employment and post-secondary goals meets or exceeds the state’s percentage.
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