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Orientation Program for Newly-Hired 

Program Administrators

October 18, 2007
8:30 – 8:50

Welcome





Dianne Duthie

8:50 – 9:15

How did you get here?



Lennox McLendon



Introductions

9:15 – 9:30

The Orientation Process



Kathi Polis

· Workshop

· Online course

· Follow-up

9:30 – 10:00

Introduction to Adult Education:  We’ve Come a Long Way!

· Activity 1:  Getting to the Core

10:00 – 10:15
Break

10:15 – 10:35
Where are we going from here?

· The next six years

10:35 – 11:15
Who is the adult learner?

· Activity 2:  Knowing Your Students

· What do adult learners need?

· Activity 3:  Identifying Barriers

· What do adult learners want?
11:15 – Noon

Measuring Continuous Improvement:  Assessment

· Michigan’s assessment policy

· Activity 4:  Assessment Jeopardy
· Local assessment policies

Noon – 1:45

Lunch 

1:45 – 2:30

Measuring Continuous Improvement:  MAERS
Dean Smith

· Nuts and bolts of MAERS

· Goal setting

· Student follow-up

2:30 – 2:50

Hiring and Motivating Quality Staff

· Teachers come in “sideways” too.

· The three principles of quality staff

· Tools to get started

2:50 – 3:00

Break

3:00 – 3:50

Financial Management and State Funding Open 
Sue Muzillo

Forum






Sandy Thelan
· Answers to commonly asked questions on budgets and finances

3:50 – 4:00

Next Steps




Wrap Up




Evaluation

Activity 1

Mix and Match

Match each Educational Functioning Level with the correct performance benchmark for 2007 – 2008.  Some percentages are used more than once.
Core Indicator #1:  Educational Gains
[image: image1.emf]Orientation Program for 

Recently-Hired 

Program Administrators

Orientation Program for 

Recently-Hired 

Program Administrators


1. Beginning Literacy ABE


___
2. Beginning Basic Education ABE 
___

3. Low Intermediate ABE


___
4. High Intermediate ABE


___
5. Low Adult Secondary


___
6. Beginning Literacy ESL


___
7. Low Beginning ESL 


___
8. High Beginning ESL


___
9. Low Intermediate ESL 


___
10. High Intermediate ESL


___
11. Advanced ESL



___

Mark each follow-up measure with the correct performance benchmark for 2007 – 2008.

Core Indicator #2
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Placement in Postsecondary Education or Job

Training





 
___
Placement in Unsubsidized Employment 

___
Retention in Unsubsidized Employment 

___

Core Indicator #3

High School Completion (HS Diploma and GED) 
___

	Michigan Department of Labor and Economic Growth

Office of Adult Education 

ABSTRACT



	SECTION H:  ASSESSMENTS 


	[Why]

Purpose


	For the educational functioning levels to be meaningful, the National Reporting System requires assessments to be administered in a standardized and consistent way by all programs.  



	[What]


	The NRS requires DLEG to determine the assessments that local programs will use when testing adult education participants in Michigan.  

Refer to the list of DLEG approved assessments following this abstract.  



	[Who]


	All adult education providers are required to use a DLEG approved assessment for all adult education participants.

	[When]


	Adult education providers are required to assess and place students into an educational functioning level at intake (pre-test) and at the end of the instructional period (post-test) using the SAME assessment test (i.e., TABE, CASAS, etc.)

Adult education providers may enter additional assessment test scores by entering them as progress tests.

Adult education providers are required to assess ABE, GED and ESL participants for progress after every 90 hours of attendance. 



	[How]


	Adult education providers are required to enter the SCALE assessment scores into MAERS, which automatically places an individual on an educational functioning level and determines educational gain. Pre-test and post-test scores must be entered into MAERS in the area that instruction is being provided for that program year.




	Assessment Requirements
	The TABE Locator Test must be administered to all newly enrolled participants prior to administering the Full Battery or the Survey.  The Locator is a short assessment that assists with the selection of the appropriate level(s) of TABE to be administered in the respective academic area.  

The CASAS Appraisal should be given first to generally identify the participant’s instructional level at the time of enrollment.   Follow the testing guidelines established by the publisher when using the Appraisal to determine the appropriate approved pre- and post-test of record and level of test to be administered.

Locator and practice tests cannot be used for the pre-test or post-test.  

The TABE 9/10 survey or full battery assessment is required.

See the MAERS Training Manual for detailed information regarding assessments.



	Reporting Requirements


	All adult education participant data must be entered into the Michigan Adult Education Reporting System (MAERS) for both federal and state funded adult education programs.




Effective:  PY 2006-07  (July 1, 2006) (April 1, 2006 for bridged participants)

	DLEG-Approved Assessments by Learner Goal

NRS Reporting for Educational Functioning Levels and Educational Gains



	Educational Functioning Levels
	Assessments for Non-Work 

and Work-Related Goals

	ABE Levels

	Beginning ABE Literacy                       (Grades 0 – 1.9)


	TABE 9/10 (Survey or Full Battery)

(Reading, Total Math, Language)

CASAS 

(Reading, Math, Writing)

WORK KEYS (upper three EFLs only)

(Reading for Information, Writing, 

Applied Mathematics)



	Beginning Basic Education                   (Grades 2 – 3.9)


	

	Low Intermediate Basic Education       (Grades 4 – 5.9)


	

	High Intermediate Basic Education      (Grades 6 – 8.9)


	

	Low Adult Secondary Education

(GED and HS Diploma)                        (Grades 9 – 10.9)


	

	High Adult Secondary Education

(GED and HS Diploma)                        (Grades 11 – 12)


	

	ESL Levels

	Beginning ESL Literacy


	CASAS

(Reading, Listening, Writing)

Note: CASAS Writing begins with Low Beginning ESL

	Low Beginning ESL


	

	High Beginning ESL


	

	Low Intermediate ESL


	

	High Intermediate ESL


	

	Advanced ESL


	


All adult education participants, including GED and High School Diploma, must be pre-tested and post-tested using a DLEG approved assessment test.  The resulting scale scores, when entered into MAERS, will determine the beginning and ending EFLs and educational gain as defined by NRS. 

Adult education providers are required to assess ABE, GED and ESL participants for progress after every 90 hours of attendance.

	ASSESSMENT SCORES AND EDUCATIONAL FUNCTIONING LEVELS

Effective:  PY 2006-07  (July 1, 2006) (April 1, 2006 for bridged participants)



	Test Name
	Module
	Scoring Range
	Educational Functioning Level

	
	
	
	

	CASAS
	ABE/ASE:
	200 and below
	Beginning ABE Literacy

	
	Reading and
	201 - 210
	Beginning Basic Education

	
	Math
	211 - 220
	Low Intermediate Basic Education

	
	
	221 - 235
	High Intermediate Basic Education

	
	
	236 - 245
	Low Adult Secondary Education

	
	
	246 and above
	High Adult Secondary Education

	
	ABE/ASE:
	200 and below
	Beginning ABE Literacy

	
	Writing
	201 - 225
	Beginning Basic Education

	
	
	226 - 242
	Low Intermediate Basic Education

	
	
	243 - 260
	High Intermediate Basic Education

	
	
	261 - 270
	Low Adult Secondary Education

	
	
	271 and above
	High Adult Secondary Education

	
	

	
	ESL:
	180 and below
	Beginning ESL Literacy

	
	Reading and
	181 - 190
	Low Beginning ESL

	
	Listening
	191 - 200
	High Beginning ESL

	
	
	201 - 210
	Low Intermediate ESL

	
	
	211 - 220
	High Intermediate ESL

	
	
	221 - 235
	Advanced ESL

	
	
	Exit Criteria:  CASAS Reading and Listening: 236 and above

	
	ESL:  Writing
	Not Applicable
	Beginning ESL Literacy

	
	
	136 - 145
	Low Beginning ESL

	
	
	146 - 200
	High Beginning ESL

	
	
	201 - 225
	Low Intermediate ESL

	
	
	226 - 242
	High Intermediate ESL

	
	
	243 - 260
	Advanced ESL

	
	
	Exit Criteria:  CASAS Writing: 261 and above


	ASSESSMENT SCORES AND EDUCATIONAL FUNCTIONING LEVELS

Effective:  PY 2006-07  (July 1, 2006) (April 1, 2006 for bridged participants)



	
	
	
	

	TABE (9-10)
	Reading
	367 and below
	Beginning ABE Literacy

	
	
	368 – 460
	Beginning Basic Education

	
	
	461 – 517
	Low Intermediate Basic Education

	
	
	518 – 566
	High Intermediate Basic Education

	
	
	567 - 595
	Low Adult Secondary Education

	
	
	596 and above
	High Adult Secondary Education

	
	Total Math
	313 and below
	Beginning ABE Literacy

	
	
	314 - 441
	Beginning Basic Education

	
	
	442 - 505
	Low Intermediate Basic Education

	
	
	506 - 565
	High Intermediate Basic Education

	
	
	566 - 594
	Low Adult Secondary Education

	
	
	595 and above
	High Adult Secondary Education

	
	Language
	389 and below
	Beginning ABE Literacy

	
	
	390 - 490
	Beginning Basic Education

	
	
	491 - 523
	Low Intermediate Basic Education

	
	
	524 - 559
	High Intermediate Basic Education

	
	
	560 - 585
	Low Adult Secondary Education

	
	
	586 and above
	High Adult Secondary Education

	
	
	
	

	Work Keys
	Reading for Info.
	75-78
	High Intermediate Basic Education

	
	
	79-81
	Low Adult Secondary Education

	
	
	82-90
	High Adult Secondary Education

	
	Writing
	75-77
	High Intermediate Basic Education

	
	
	78-85
	Low Adult Secondary Education

	
	
	86-90
	High Adult Secondary Education

	
	Applied Math
	75-77
	High Intermediate Basic Education

	
	
	78-81
	Low Adult Secondary Education

	
	
	82-90
	High Adult Secondary Education


Michigan Department of Labor and Economic Growth

Office of Adult Education and Spanish Speaking Affairs

Technical Assistance Paper

Assessment of Adult Education Participants

Assessment Policy

The State of Michigan’s Office of Adult Education and Spanish Speaking Affairs’ assessment policy requires that all adult education providers assess and place all ABE, GED, HSC and ESL adult education participants into an educational functioning level at intake (pre-test), and at the end of the instructional period (post-test) using the same DLEG approved assessment to determine educational gain as defined by the National Reporting System (NRS).  To ensure that data is consistent and reliable:

· All programs are required to administer a state-approved test of record.  (See DLEG-Approved Assessments by Learner Goal located within the Assessments section of the Adult Education Guidebook)

· Programs are granted flexibility to administer other forms of assessment as a supplement to the test of record.

· Only the tests of record will be used for reporting data through the Michigan Adult Education Reporting System (MAERS) as part of the National Reporting System (NRS).

Supplemental Assessment

Adult education programs may use supplemental assessments to obtain additional information essential to the appropriate placement and/or enrollment of participants in programs. 

Local programs are encouraged to supplement the test of record with a variety of formal and informal instruments and procedures to obtain a more complete image of the participant and therefore assist him/her in achieving his/her goals.  These supplemental assessments may include, but are not limited to, learning style inventories, word analysis and meaning tests, learning disabilities’ screening, and criterion-referenced tests.  

Programs that use other assessment instruments to supplement the data obtained from the tests of record are not required to submit this data into MAERS.  However, if a program wants to record this data in MAERS, it should be recorded as a miscellaneous test.

Reporting Data

1. MAERS data will only be collected on the state-approved tests of record.

2. Scale scores (not raw scores or grade equivalents) must be used for reporting assessment data through MAERS.

3. MAERS data must be submitted according to the timelines established by the Office of Adult Education and Spanish Speaking Affairs.

4. MAERS data will be used to meet the requirements of the National Reporting System (NRS) Adult Education Annual Report.

Basic Assessment Procedures

1. All enrolled participants must be pre and post-tested each fiscal year.

Exit or post-test scores may be used for re-enrollment purposes if they are not more than 180 days old.  For example, a participant leaves the program in April 2005 and wishes to re-enroll in August 2005.  If the program assessed the participant at the time of his/her exit in April, the scores would be valid in August and there would be no reason to re-test the participant.  However, if the participant wished to re-enroll in November 2005, the scores would be more than 180 days old and thus would not be valid.  The participant would need to be retested. 

2. Local programs must establish a policy that outlines their process for pre and post-testing participants.

3. For the purpose of reporting educational gains, adult education participants must be pre-tested and post-tested with different but equivalent forms of the same testing instrument.  Example:  pre-testing with TABE form 9, level M requires post-testing with TABE form 10, level M.  

Pre-testing and post-testing with two different assessment instruments is not acceptable.

4. Progress tests must be administered to all ABE, ESL, and GED participants after each 90 hours of attendance or before the participant exits the program (whichever comes first).

5. All staff who administer the TABE, CASAS, or Work Keys assessments must follow the testing guidelines established by the publisher, including the use of appraisals or locators that determine the appropriate approved test of record and level of test to be administered.

6. Programs must use scale scores when reporting results of tests of record.  Scale scores linked to basic skill competencies provide more meaningful information than grade equivalents, which can carry a negative connotation for the adult education participants. 

Test Security

The Office of Adult Education and Spanish Speaking Affairs has established the following requirements related to test security:

· All assessment instruments must be maintained in a secure manner and should not be accessible to participants and/or teachers, unless the teacher is responsible for administration of the initial and follow-up testing.

· Answer keys must be maintained in a secure location, separate from the assessment instruments.

· Assessment instruments may not be reproduced in any manner.

· Participants must not be assisted in answering questions.

· Test administrators, guidance counselors, and/or proctors must ensure that all testing procedures established by the publisher are carefully followed.

· Test administrators must ensure that all time limits are observed.  Strict adherence to time lines must be followed or the results of the test are deemed invalid.

Testing Accommodations for Adult Education Participants with Disabilities

Some participants with disabilities may need accommodations in the testing procedure.  Accommodations are not designed to provide the participant with an unfair advantage or to interfere with the validity of the assessment instrument, but rather to allow the participant an equal opportunity to demonstrate the underlying skills that are being measured by the test.

Participants with disabilities should discuss their needs with the appropriate staff member during the intake or counseling process.  However, adult education participants are not required to reveal their disability and may elect to participate in a program without any special accommodations.  If a participant chooses to self-report his/her disability, the participant is eligible to receive testing accommodations.

All documentation of the participant’s needs for specific testing accommodations must be maintained in the participant’s confidential records and must not be revealed without proper authorization as outlined in the Family Educational Rights and Privacy Act (FERPA).

Testing accommodations may include, but are not limited to:

· Scheduling:  Several brief testing sessions during a day, frequent rest breaks, testing at a different time of day, additional time.

· Settings:  Individually or in a small group with proctor, study carrel, or separate room, special lighting, equipment, acoustics…

· Responses:  Oral response, signed responses, response on word processor, or Braille response.

· Presentations:  As available, revised formats such as Braille, large print, or signed or oral presentations for directions and items other than reading items.

· Assistive Devices:  Assistive devices typically used in classroom instruction, such as visual magnification or auditory amplification devices, calculators (if authorized in test administration manual), or other mechanical aids.

Please note:  Accommodations may be used only if they do not alter the underlying content that is being measured by the assessment or negatively affect the assessment’s reliability or validity.

Educational Functioning Levels

The National Reporting System for Adult Education has established educational functioning levels for adult education participants.  See the DLEG-Approved Assessments by Learner Goal, Assessment Scores and Educational Functioning Levels, and Outcome Measures Definitions charts within the Assessments section of the Adult Education Guidebook. 

The completion of educational functioning levels is one of the federal core measures for which all adult education programs are held accountable.  Accurate pre and post-testing using the approved tests of record is the only approved method to determine completion of an EFL or movement from one EFL to the next higher level.  

MAERS calculates EFL gains based on reported scale scores.  MAERS “anchors” on the lowest pre-test score and follows through to the post-test.

Example:
A participant’s pre-test score in reading was lower than their math score.         Therefore, MAERS will calculate EFL gain based on the reading module.

	
Test Module
	
Pre-Test
	
Post-Test
	Basis for

EFL Measure

	
Reading
	
200
	
300 
	X

	 
Math
	
210
	
220
	


Using the Tests of Adult Basic Education (TABE 9-10)

The Tests of Adult Basic Education (TABE) are norm-referenced tests designed to measure achievement of basic skills.  The tests measure skills in reading, language, mathematics, and spelling.  Note:  Spelling is not a required component of the tests of record.

There are five overlapping levels of TABE:

TABE Levels



        Grade Range

L – Limited Literacy



  0 -   1.9   

E – Easy




2.0 -  3.9

M- Medium




4.0 -  5.9

D – Difficult




6.0 -  8.9


A – Advanced




9.0 -12.9

The TABE Norms Book is used to convert the number of correct participant responses to a scale score.

The TABE Locator Test must be administered to all newly enrolled participants prior to administering the Full Battery or the Survey.  The Locator is a short assessment that assists with the selection of the appropriate level(s) of TABE to be administered in the respective academic area.  

Locator Test Scores Evaluation Chart

	Reading


	Mathematics
	Language
	TABE Level to Administer

	4 and below
	3 and below
	5 and below
	L – Limited Literacy

	5-6
	4-6
	6
	E – Easy

	7-8
	7-8
	7-8
	M – Medium

	9-10
	9-11
	9-10
	D – Difficult

	11-12
	12-16
	11-12
	A - Advanced


The Survey is a shortened version of the Complete Battery TABE.  The Survey can be administered in about half of the time of the Complete Battery.  Both versions of the TABE include the same types of questions based on the same content.  However, the Complete Battery is more useful as a diagnostic tool than the Survey because of the number of items that cover each objective.  Both the Complete Battery and the Survey are on the same normative scale.  

Accommodations for Adult Education Participants with Disabilities

Local programs should follow the guidelines described in the CTB McGraw-Hill Guidelines for Inclusion Test Administration when using the TABE assessments with learners who have disabilities.  This Guide can be found by visiting the CTB McGraw-Hill website:  http://www.ctb.com/media/articles/pdfs/generl/guidelines_inclusive.pdf    

Using WorkKeys

WorkKeys is a job skills assessment system measuring “real world” skills that employers believe are critical to job success.  WorkKeys was developed by and is owned by ACT.  WorkKeys can only be accessed through an ACT-licensed provider.  A list of WorkKeys providers can be found at www.workkeys.com.  

There are WorkKeys assessments available in many areas.  The WorkKeys tests approved for pre- and post-testing of adult participants are:  Reading for Information, Applied Mathematics, and Writing.  The acceptable two-digit scale scores range from 75 to 90.  

Adult education participants attaining a scale score outside the valid range of scale scores must be re-tested with either TABE 9/10 or CASAS.

WorkKeys practice tests are available on the ACT website at http://www.workkeys.com.

Using the Comprehensive Adult Participant Assessment System (CASAS)

CASAS includes a variety of curriculum and training resources, as well as assessment instruments.  CASAS assesses learner attainment of a range of specific competencies presented in functional contexts.  Assessments are used to measure proficiency in skill areas, as well as check for learning progress.

CASAS covers a range of content areas, including reading and math assessments, and has a listening comprehension component.

The Appraisal should be given first to generally identify the participant’s instructional level at the time of enrollment.   Follow the testing guidelines established by the publisher when using the Appraisal to determine the appropriate approved pre- and post-test of record and level of test to be administered.

If a student scores less than 6 on the oral screening, the student is to be screened for literacy and given either test form 27 or 31.

If a student scores 6 or greater on the oral screening, the student is to be given test form 33.
Accommodations for Adult Education Participants with Disabilities

Local programs should follow the guidelines described in Guidelines for Providing Accommodations Using CASAS Assessment Systems when working with adult education participants with disabilities.  To review accommodations visit the CASAS website at:  http://www.casas.org/22R&D/Guidelines%20ADA.pdf 

Sample Assessment Policy

Kent County Adult Education

	Allowable Tests for Standardized Pre- and Post-Testing

All students will be pre- and post-tested with one of the following approved assessment instruments:

ABE, ASE:
TABE 9 and10

ESL:   
CASAS Life Skills , 
Forms _____

Each class site will have access to the full array of test forms and levels appropriate to their student population.



	Testing Environment

A quiet, well-lit area will be made available for the administration of pre- and post-testing.



	Student Introduction to Assessment

Prior to test administration, all students will receive an explanation on the purpose of standardized testing and how the results will be used.



	Established Time to Administer the Initial Assessment

All students will be pre-tested within the first twelve hours of attendance. 



	Security of Testing Materials

All standardized testing materials will be maintained in a secure location.



	Administration of Locator (TABE) or Appraisal (CASAS) Tests:

All students will first be administered the locator (TABE) or appraisal (CASAS) test to determine the appropriate level of the testing instrument. 



	Testing of Non-Readers

Students who identify themselves as non-readers or who have significant difficulty on the locator or appraisal will be given TABE Test Level L (Literacy – Reading only) or CASAS Level A (Beginning Literacy).



	Timing of Test Administration

Time requirements for the valid administration of the TABE test will be strictly followed.



	Procedures for placing students in the appropriate level, based on results of the initial assessment.
The pre-test scale scores will be input into MAERS which will automatically assign the student the correct NRS (National Reporting System) educational functioning level.  If multiple skill areas are assessed (e.g., math, reading), the lowest skill area will be used to determine the entry educational functioning level.

All teachers will have a copy of “Assessment Scores and Educational Functioning Levels” so they can better understand the relationship between pre- and post-test scores with advancement of educational functioning levels.



	Sharing of Assessment Results with Students

The teacher will review assessment results with the student to jointly develop an individualized learning plan.



	Use of Alternative Assessment

In addition to standardized testing, the teacher will use other assessment methods, such as learning style inventories, observation, interviews, unit tests, and competency checklists, to gain a broader measure of student needs and progress.



	Procedure for Post-Testing

All students will be post-tested after every 90 hours of attendance using the parallel form used for the pre-test and appropriate test level.  The same form of the same level used for pre-testing may not be used for the succeeding post’/interim test.



	Procedure for determining level advancement of students based on the post-test.
The scale scores will be input into MAERS …..



	Accommodations

Approved test accommodations will be made available to students with special learning needs (i.e., extra time, large print, Braille) as directed by the test publisher.


Important MAERS Dates
July 1:

The program year starts.  MAERS data entry can begin.

August 31:
All participant Enrollment, Assessment and Outcome (End of Enrollment Student Status and Status Date portion) records must be entered into MAERS for the program year that ended on June 30.  No new Enrollment, Assessment or Outcome records can be entered on September 1 for the program year that ended June 30.
September 1:
The “Soft Exit” report is run for the program year that ended on June 30.  All participant records without an Outcome record, or that are missing the “End of Enrollment Student Status” or “Status Date”, are soft exited from the system.    The U.S. Dept. of Education (USDOE) requires that participants that have not receive services for 90 days must be dropped from the program.   This is done so participant status can be reported for the program year that ended on June 30.  

October 25:
Participant achievement information (the Achievement section of the MAERS Outcome screen) can be entered through the end of this day.  No new participant Outcome records can be entered.  Only the Achievement section of existing (previously entered on or before August 31) MAERS Outcome records can be updated.    

October 26:
The MAERS system is locked for the program year that ended on June 30.  No further data entry, or edits to previously entered records, can occur.  This is done so we can begin creating NRS tables for the State and all Fiscal Agents.  The State Office also begins drafting their final federal report to USDOE.  

November 1:
NRS tables for the program year that ended on June 30 become available for local Fiscal Agents and the State.  If you run the NRS tables prior to November 1, they will display all zeros.

December 31:
The State’s final report is due to the US Dept. of Education.  It is due by 5:00 p.m.  (Yes.  It is due on New Year’s Eve!)

March 1:
Start running the following reports:

· Upcoming Soft Exit Report – This report will give you a listing of participants that will be soft exited.  They will be soft exited because they are missing their “End of Enrollment Student Status” and “Status Date”, which is on the MAERS Outcome screen.
· Missing Data Report – This report will provide you a listing of participants that are missing key pieces of information used for NRS reporting purposes.  Some of the key pieces of information listed are:  Pre test, Post test, Hours of Instruction, End of Enrollment Student Status and Status Date.
· Student Enrollment Report – This is a listing of participants.  It lists important data that includes:  Program of Enrollment, Beginning EFL, Ending EFL, Funding Source, Status (Active or Inactive), Goal at Entry, Goal Attainment and the User Name of the person who entered the record into MAERS.  

* Note:  Please run these reports every month until August 31 following the end of the program year.  You can use the information on the reports to correct your participant records.  Once all problems listed on the reports have been corrected, you can discontinue running these reports.  

April 1:
Data entry of Bridge Participants can begin.  A Bridge Participant is someone who will be active during the transition from one program year to the next.  Typically, Bridge Participants are in a program that Begins on or after April 1 and is still Active July 1 or later.  This does not mean that the Bridged Participant’s program has to be in session (in class) on June 30 and July 1.  Bridge Participants are not reported in this program year.  They are reported in the next program year.  

June 30:
The program year ends on June 30.  You have until August 31 to get your Participant’s Enrollment, Assessment and Outcome information entered into MAERS.  You also have through August 31 to update previously entered participant Enrollment, Assessment and Outcome information.  No new Enrollment, Assessment or Outcome records can be entered on September 1 for the program year that ended June 30.

* Note:  These dates are listed in the Adult Education Guidebook and on the Adult Education Website

Michigan Department of Labor and Economic Growth

Office of Adult Education and Spanish Speaking Affairs

201 North Washington Square, 3rd Floor

Lansing, Michigan 48913

Phone:  517/373-8800

Fax:  517/335-3630

Michigan Adult Education Reporting System (MAERS) Access

User Profile Form

A separate User Profile Form must be completed for each user access request.  Each form must indicate the Service Class requested for each person.  The fiscal agency should review the “MAERS Service Class List” provided with this form to determine the level of access needed for each user.  
Section 1 – User Information 

Last Name: ________________________First Name: __________Middle Initial: _____
Title: ____________________________________Telephone:  (______) ____________

E-Mail Address: ________________________________________________________________
Section 2 - Fiscal Agency Information 
Fiscal Agency Code:  ____________________________ (School District or Recipient Code)

Fiscal Agency Name:  __________________________________________________________

Section 3 –Provider Information 

Provider Code:  ____________________ (School District or Recipient Code) OR
(
Check here if Adult Education provider does not have a school district or recipient code.

Provider Name:
____________________________________________________________

Section 4 – Service Class

Service Class Requested:_________________________________________________________
Approved by:
________________________________________________________________________
Printed name of Superintendent or Adult Education official authorized for Signature

________________________________________________________________________
Signature

_________________________________________________
_________________
Title








Date

Michigan Adult Education Reporting System (MAERS)

User Profile Form – Step by Step Instructions

A separate form must be completed for each user access request.  User’s must be employed by a fiscal agent or program provider that receives funds from an authorized fiscal agent.

Section 1 – User Information:

User Information:  Please enter the last name, first name, middle initial, title and e-mail address

of the user.

Section 2 – Fiscal Agency Information:

Fiscal Agency Information:  Please enter the Fiscal Agency Code and the Fiscal Agency legal name.

Section 3 – Provider Information:

Provider Information:  Enter the Program Provider Code and the Program Provider Name.  (Please note that if you do not have a Program Provider Code, assigned by the Michigan Department of Education, then check the box under the Program Provider code.)  This code is a five-digit code for school districts, a seven-digit code for intermediate school districts and a ten-digit code ending in a letter for all other organizations.

Section 4 – Service Class Requested:


Service Class Requested:  It is important that you specify the MAERS Service Class using one of the following staff class codes:

	FISCAL AGENCY STAFF CLASSES

	AE F/A Staff
	Has view access to all student records for all Providers under the Fiscal Agency.  Does not have ability to enter, edit, or delete records.  Has access to selected Fiscal Agency-level reports and Provider-level reports.

	AE F/A Admin
	Has view access to all student records for all Providers under the Fiscal Agency.  Does not have ability to enter, edit, or delete records.  Has access to all Fiscal-Agency level reports.


	PROGRAM PROVIDER STAFF CLASSES

	AE Provider Staff-Read Only
	Has look-up access to all student records within the Program Provider/Fiscal Agency combination.  Has no enter, edit, or delete capability.

	AE Provider Staff
	Has full read/write access to all student records within the Program Provider/Fiscal Agency combination.  This includes ability to enter, view, and edit records.  Has access to certain reports.

	AE Provider Admin
	Has full read/write access to all student records within the Program Provider/Fiscal Agency combination.  This includes ability to enter, view, edit, and delete records.  Has access to all Provider-level reports.


Section 5 – Approval:

This form must be signed by the Superintendent of the school or the authorized official for the Adult Education program for other organizations.  This must be the same signature that appears on the fiscal agent form.
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Overview of NRS Requirements

The National Reporting System (NRS) established the reporting requirements for federally funded adult education programs authorized under Title II of the Workforce Investment Act. The NRS defines the measures local programs must collect, the methodologies for collecting them, and state reporting requirements. While the NRS includes participant descriptive measures (e.g., participant age and ethnicity) and participation measures (e.g., contact hours), it is the participant outcome measures that have the greatest impact on the adult education delivery system. Exhibit 1 summarizes the NRS core outcome measures.

Exhibit 1 

Core Measures

	Topic
	Measures
	Definitions

	Educational Gains


	· Educational gains


	Improvements in educational functioning levels in reading, writing, speaking and listening and functional areas

	Follow-up Measures
	· Entered employment

· Retained employment

· Receipt of secondary school diploma or GED

· Placement in postsecondary education or training


	Learners who obtain a job by the first quarter after exit quarter

Learners who entered employment who are employed in the third quarter after program exit

Learners who obtain a 

GED, secondary school diploma or recognized equivalent

Learners who enroll in a postsecondary educational or occupational skills program building on prior services or training received


Along with the descriptive and participation measures, programs collect the educational gain measure while participants are enrolled in the program. However, programs must collect the NRS “follow-up” measures—entered and retained employment, receipt of secondary credential and placement in postsecondary education or training—after the participant has left the program.  Furthermore, the follow-up measures are participant goal dependent— that is, they apply only to participants who designate one of these outcomes as a main or secondary goal for attending. For example, the employment measures apply only to participants with a goal of obtaining a job and the enrollment in postsecondary education measure applies only to participants, who enter with a goal of obtaining this outcome, 

The NRS allows two methodologies for collecting data on follow-up measures: data matching and surveys. Data matching relies on using other databases, such as unemployment insurance wage records, to obtain the measures by matching participant records and social security numbers with the information in the database. States can use this procedure to meet reporting requirements for participants with employment-related, postsecondary, and GED goals.  When this capability is not present, data on follow-up measures must be collected through a survey of learners.  For program years 2005 – 2006 and 2006 – 2007, Michigan’s adult education programs will use the survey method.
The State Adult Education Office of the Michigan Department of Labor and Economic Growth will be working with partnering agencies to develop agreements for data matching.  We are hopeful that these 

agreements and the accompanying computer programming that must be developed can be accomplished for the employment and GED measures during PY 2006-07.  If so, we will be able to give local programs the option of using data matching for the follow-up measures beginning with July 2007.  Given the difficult nature of locating participants after they exit our programs in addition to the labor-intensive task of conducting telephone interviews, data matching will be the most cost and labor effective method of follow up.  Additional changes made by the U.S. Department of Education to the follow up process for participants with employment goals will go into effect July 2006.  For that reason, in addition to increased accuracy, the U.S. Department of Education is strongly encouraging all states to initiate data matching as soon as possible.

To determine the success of our efforts with adult learners, we need a follow up process that will provide accurate results.  In addition, we are quickly approaching a point where our funding will be determined by our success at achieving USDOE performance benchmarks.  The data we collect must be consistent, reliable, and valid.  Therefore, it is critical that the procedures described in this document are followed diligently. 

Overview of This Document

This document presents the guidelines for conducting participant surveys.  It is designed to be used as a supplement to regional and state trainings that are provided to delve more deeply into the policies and procedures for conducting participant follow-up.  

The document:

· Explains what participants need to be surveyed and when,

· Outlines the process for conducting the telephone survey,

· Provides guidelines for selecting and training telephone interviewers, and

· Includes standardized forms and checklists for use in the student survey process.

Conducting the Participant Survey

Conducting a follow up survey is a complex activity that requires good organization and planning.  This section describes the NRS procedures for planning and conducting the follow up survey, including identifying who is to be included in the survey, when to conduct the survey, and the methodology for conducting it.  The monitoring of the survey procedures, training of staff conducting the survey, and reporting of findings are also addressed.

Getting Started

The follow up process begins at intake and continues well after the participant has left your program.  Participants need to be notified about the follow up process upon registration.  They need to understand what follow up is and that they will be asked to participate.  Further, they need to know how the data will be used and that their specific answers will be confidential.  The more information about follow up you can provide, the more likely they will be to participate in the process.  

How do I know what participants to survey and when?

Only participants who designate a primary or secondary goal related to the follow up measures (enter employment, retain employment, improve employment, enroll in postsecondary education or job training, receive a GED or a high school diploma) need to be surveyed.  Exhibit 2 summarizes the participant population to include for each follow up measure and when to contact them to collect follow up data.

Exhibit 2:  Participant Population and Collection Time for Follow Up Measures

	Follow Up Measures
	Participant Population to Include
	Time Period to Collect Measures

	Enter employment
	Participants unemployed at entry with employment goal who exit during the program year
	First quarter after exit quarter

	Retain employment
	Participants unemployed at entry with employment goal who obtain a job during enrollment or the first quarter after exit; and participants employed at entry with a goal of retained employment who exit during the program year
	Third quarter after exit quarter

	Improve employment
	Participants employed at entry with a goal of improve employment who exit during the program year
	Third quarter after exit quarter

	Enroll in postsecondary education or training
	Participants with a goal of entering postsecondary education or other training
	Any time prior to October 25 (following the end of the program year on June 30)

	Obtain a GED 
	Participants with a goal of obtaining their GED


	Any time prior to October 25 (following the end of the program year on June 30)

	Obtain a high school diploma
	Participants with a goal of obtaining a high school diploma.  NOTE:  Follow up may be verified by internal school records versus telephone survey.  If the participant exits the class prior to earning a diploma (and does not re-enroll in another diploma program within that school year), school records - versus telephone interview - may be used to document non-completion of the goal.
	Any time prior to October 25 (following the end of the program year on June 30)


Identifying learners for the retained employment measure is more complex than the other measures, as this measure applies to the unemployed participants who had a goal of “Obtain a Job” and who then entered employment.  The measure also applies to employed participants who had a goal of retained employment.  Measurement of both employment-related measures – entered and retained employment – is complicated further by the fact that the participant must enter employment by the end of the first quarter after the exit quarter (defined as the quarter when the participant completes instruction or has not received instruction for 90 days and has no instruction scheduled).  A job obtained while the learner is still enrolled may be counted but is reported in the first quarter after exit quarter.  Retained employment is measured by determining whether the participant has a job in the third quarter after their exit quarter.

Exhibit 3 provides an example of when programs must measure entered and retained employment, using the 2005-2006-program year (July 1, 2005 – June 30, 2006) as an example.

Exhibit 3

Quarterly Schedule for Collecting Entered and Retained Employment

for Program Year 2005 – 2006

	Exit Quarter
	Collect Entered Employment by the end of:
	Collect Retained or Improved Employment by the end of:

	First Quarter (July 1 – September 30, 2005)
	Second Quarter
	Fourth Quarter

	Second Quarter (October 1 – December 31, 2005)
	Third Quarter
	First Quarter, Next Program Year (July 1 – September 30, 2006)

	Third Quarter (January 1 – March 31, 2006)
	Fourth Quarter
	Not Reported

	Fourth Quarter (April 1 – June 30, 2006)
	First Quarter, Next Program Year (July 1 – September 30, 2006)
	Not Reported


Note that:

· Entered employment goals must be collected using the quarterly schedule listed in the second column of Exhibit 3.  Obtain a Job goals can and will be tracked across program years.  For example, participants exiting in the fourth quarter will need to be contacted during the first quarter of the next program year (quarter ending September 30) since you have until October 25 to submit your follow up data.

· For PY 2005 – 2006, retained or improved employment is not reported for participants exiting in the third or fourth quarters of the program year (i.e. the two quarters from January 1 to June 30).  Programs should measure entered employment for these participants in the appropriate quarter (first quarter after exit), but do not have to measure retained employment in the third quarter after exit (quarters ending December 31 and March 31 of the calendar year).  These quarters end beyond the reporting period for the program year (October 25), so retained employment cannot be determined in time to meet the deadline for the annual report for the program year. Consequently, participants that exit in the third or fourth quarter of PY 2005-2006 need not be surveyed and are not counted in the computation of the percentage of participants retaining or improving employment in your performance standards.

· NOTE: Beginning in PY 2006 – 2007, the NRS will require that the third and fourth quarter exit participants be tracked and reported within the following program year’s report.
What are the procedures for conducting the participant survey?

Surveys are conducted by mail, telephone, or through an in-person interview.  The latter option is extremely costly and is not feasible for adult education programs.  A mail survey, while inexpensive and easy to administer, normally produces an unacceptably low response rate – typically around 10 percent.  Consequently, Michigan’s approved survey procedures require that local programs conduct the follow up survey by telephone.  The telephone survey may be supplemented with a mail survey and by information collected while the participant is enrolled.  For example, programs can supply participants with a form during their enrollment to return when they have met their goal.  DLEG has developed a Participant Follow Up Survey form (described below) for these purposes.  You may NOT rely on mail surveys only, however, since a 50 percent response rate must be achieved. (More explanation is provided later.)    

By following the seven steps listed below, you will increase your chances of obtaining a 50% response rate.

Step 1:  Select and train telephone interviewers.

Conducting a survey is highly labor intensive.  Besides administering the survey, you must locate the participants, explain the survey to them, and obtain their cooperation.  This work requires frequent callbacks to participants and careful record keeping.  Your program should ensure that you have sufficient staff and time to conduct the survey.  Due to lack of resources, your program may use teachers or other program staff to conduct the survey.  However, this approach may be inadequate if these staff members do not feel the work is a priority or if they do not have sufficient time to conduct the survey.  A better approach might be to hire a part-time assistant or volunteer to conduct the telephone interviews.

Keep in mind that you could be surveying ESL participants. The survey may need to be translated into the most common languages your participants speak, using interviewers with the ability to speak and understand those languages.

Once the telephone interviewers are selected, appropriate training is essential.  Training should include:

· How to use the script, including what to say to participants to introduce the survey and get their cooperation;

· Ways to avoid refusals;

· How to ask the survey questions;

· How to record responses; and

· How to answer participant questions about the survey.

During the training, you should go over every question in the survey to ensure staff understands the purpose of the question, what is being asked, and what responses are desired.  The training should also include mock interviews and other practice.  Staff should be thoroughly familiar with all questions and procedures before beginning.  It may be desirable to develop your own local follow up training (after you have been trained by the State) to ensure understanding and standardization of procedures.

Appendix C contains strategies and procedures for training your interviewers.

Step 2:  Determine your telephone survey schedule.

As described previously, the employment-related goals are time sensitive and must be collected using the quarterly schedule in Exhibit 2.  

NOTE:  If the telephone survey confirms that a participant with a goal for entering employment was indeed employed by the end of the first quarter after exit, that participant will need to be surveyed again at the end of the third quarter after exit to determine if he/she is still employed for the job retention measure.  

Because of the quarterly structure of the employment follow up, the simplest time to conduct most telephone surveys is quarterly.  If quarterly collection is conducted, the survey should begin no sooner than the last month of the follow up quarter, called the “measurement quarter,” and be completed within three months, which is called the “contact quarter.”

The local program should determine the optimal time to collect the postsecondary/job training and GED/high school diploma follow up.  For example, it may be advisable to collect the entry into postsecondary measure during the fall quarter or September – October (following the program year) when most participants enter community college.  For GED completion, you may want to wait until that time period as well to allow participants the maximum amount of time (prior to the October 25 reporting deadline) to take and pass the test.  

Step 3:  Inform participants of the survey.

It is very important to the success of the survey that participants know they will be contacted later and asked about their outcomes.  The main challenge in conducting the survey is finding the participants after they leave the program.  For this reason, programs should inform participants with follow up goals about the survey upon entry into the program.  

At intake, participants with follow up goals (and those with the potential to convert to follow up goals) must be provided with the DLEG Follow Up Notice (Appendix B).  This notice explains the follow up process, requests their participation, and provides the participant’s permission to be contacted by a member of your staff for follow-up.  The Follow Up Notice also gives the program permission to verify GED completion with the state or local GED testing examiner.  Program staff must ensure that participants understand the follow up process.  Participants that change their goal after entry to a goal required for follow up need to be notified about the follow up process as soon as possible.

During the period of instruction, you need to remind participants about the follow up process and its importance.  If possible, you should introduce participants to your staff members who will be conducting the follow up survey.  

Some programs provide students with a follow up postcard and ask them to return them to the program if they meet their follow up goal after they exit the class.  This process is optional and can be used in addition to the Program Survey, but not as a substitute for it.  The DLEG state office has sample wording that can be used on such mailers.  Contact Dean Smith for more information.

Step 4:  Ensure accurate contact information.

Local programs are strongly encouraged to collect alternative contact information from the participant, such as addresses and phone numbers of relatives or others who may know of the participants’ whereabouts over time. The alternative contact information can then be used to help you contact the participant once he/she leaves your program.  The Follow Up Contact Information Form is located in Appendix C.  The alternative contacts can be input into MAERS in the Update Alternative Contact screen (Appendix E).

In addition, participants should be encouraged to provide new addresses and phone numbers when they move.  Programs should implement procedures to update this information periodically while the participant remains enrolled.  

Step 5:  Identify survey respondents.

It is critical that data be input into MAERS on at least a quarterly basis.  By doing so, MAERS will be able to generate a Follow Up Contact List that will list all participants that need to be contacted and when. This should greatly assist your scheduling efforts.  

Step 6:  Conduct the telephone survey.

The Program Survey (Appendices D1 – D6) is conducted through telephone interviews. A separate Program Survey has been developed for each follow up measure:  D1 – GED, D2 - high school diploma completion, D3 – obtain a job, D4 – retain job, D5 - improve job, and D6 – postsecondary education/job training.  Obviously, the telephone interviewer should only use the survey that matches the individual participant’s goal.  If a participant has selected two follow up goals, then two surveys (one for each goal) need to be administered.   

The Program Survey is divided into sections. Section 1 contains general participant information.  Section 2 relates to the individual’s follow up goal.  Section 3 requests participant feedback and recommendations.  The interviewer must ask the question/s in Section 2 exactly as they appear in the survey.  Programs may adapt the questions and information in Sections 1 and 3 to fit their own local program requirements.
When calling a participant, follow up staff should ask for the individual by first name or nickname.  This will help to increase the likelihood of the participant accepting the survey phone call.  If the participant’s teacher cannot conduct the telephone survey, then follow up staff should say they are calling on behalf of the participant’s teacher.  Again, this is designed to increase the likelihood of the participant accepting the call and responding to the survey questions.  Participants will be most comfortable talking with their teacher or someone who is calling on behalf of their teacher.  This will help to increase your follow up response rate.

The State-approved Contact Log (Appendix F) must be used to record contacts during the follow up process.  The Contact Log must be kept for federal and state monitoring.  Follow up staff must attempt four contacts per participant.  If there is no answer to the follow up call after four attempts, then the participant is considered a non-respondent.  If the participant is contacted on the fourth phone call or before and answers the primary survey questions, the participant is counted as a respondent.

Step 7:  Record the results.

The Program Survey must be filed in the participant’s file.  If the participant is a non-respondent to the Program Survey, a blank survey should be kept in the participant’s file.  The incomplete survey should clearly indicate that the participant could not be contacted or refused to participate.  

Follow up results should be posted to the Follow Up Information screen in MAERS on a regular basis (at least quarterly).

To assist programs in tracking individual participant follow up, a Participant Follow Up Checklist (Appendix G) has been developed.  This checklist can be adapted to best serve the purposes of the local program’s tracking efforts.
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Training Strategies for Telephone Interviewers

Staff members who will be conducting the telephone interviews must be trained to ensure the integrity of the data collected. To collect valid and reliable data, interviewers must be thoroughly familiar with both the process of interviewing and the materials to be used for collecting data. The actual training, therefore, can be characterized as having two components: the process of conducting telephone interviews and the purpose and structure of the NRS. This section provides suggestions on appropriate training activities.

Focus of Training

Regardless of the survey, any errors, biases, or inconsistencies on the part of the interviewer result in some degree of survey error. It should be a goal to minimize this error. Trained interviewers are much more likely to accomplish this goal. The desired result is high quality data, so that data are comparable from one interview to another, as well as from one state to another. The following guidelines should help minimize survey error, and should thus be conveyed to the interviewers during their training.

1. 
The interviewing process should be standardized. To ensure that this occurs, interviewers must read the questions exactly as written and follow the instructions on the survey instrument.

2. 
Interviewers should avoid biasing answers by not showing criticism, surprise, approval, disapproval, and/or annoyance at any response; recording answers promptly and accurately; and probing for clarification when necessary.

3. 
Interviews should be completed in the time promised to the respondents. The interview is designed to take about 10 minutes.

4. 
Interviewers must be familiar with the material, including the meaning of individual questions and the definitions of words and phrases contained in the survey instrument.

5. 
Administrative issues should be attended to as soon as possible, including making a record of EVERY call made, even if the interviewers reached a wrong number, if nobody answered, or if a message was left.

6. 
Interviewers should have a thorough understanding of the purpose and structure of the NRS.

Conducting the Training

Training interviewers can take many forms, including workshops and meetings. There are, however, a few techniques, which will make the training more meaningful, and thus make the data collected more useful and comparable between participants, local programs and within the state. Among these techniques are:


Going over the protocol question-by-question. This will give interviewers a familiarity with the questions and answers they are likely to get during their telephone calls. It will also allow them to become comfortable with the decisions that must be made as the interview begins.


Conducting mock interviews with adult education office staff or teachers. This simulates real world conditions, giving interviewers valuable practice on how to conduct interviews. It also allows adult education office staff to identify issues that were not made clear earlier in the training process and to identify problems with the data collection procedures in place.


Conducting a mini-pilot test with participants not included in the official NRS sample in the program. This activity will identify previously unconsidered issues and provide the most realistic training for the interviewers. It is an excellent last step prior to officially collecting data.

Problems Reaching Learners on the Telephone

In most data collection activities, there are predictable kinds of problems that may be encountered. Interviewers may be unable to reach the correct person, the learner may not want to speak to the caller, or they may have a protective family. Additionally, learners may not want to answer some or all survey questions; they may be hostile, confused, or just busy. Further, callers may be required to answer questions that they are not equipped to answer. Interviewers should have a resource person available who can assist with difficult interviews or respondents, and complicated questions. This person should have thorough familiarity with the NRS and the procedures used to conduct telephone interviews. He or she should monitor interviewer telephone logs, provide general oversight during the interviewing process, and could also be responsible for the training.

Accommodations for other languages. Since the sample may include ESL participants and other non-native English speakers, interviewers are likely to encounter a language barrier in the course of data collection. Every effort must be taken to collect information from all non-English speakers included in the sample. Accomplishing this may require the program to translate the survey and use interviewers who are fluent in the languages that may be encountered during the interviews. 

When the participant cannot be reached immediately. A gatekeeper is a person or situation that stands between you and the person with whom you need to talk. Common gatekeepers are family members, and even answering machines.


Reaching a family member or other person

o
Leave a message. The message should be as follows:


Interviewer’s name


Calling from (name of program)


Calling in reference to the adult education program the person attended


Interviewer will call back at another time.

o
Ask a few questions:


When is the learner expected back?


What and when is the best way to reach her/him?

o
Wait for no more than two days between callbacks and call at a different time of day.

o
If multiple messages (a minimum of 4) have been left, but the learner has not been contacted, the learner should be officially listed as a non-respondent on the calling log sheet.


Reaching voice mail or an answering machine

o
Leave a message. The message should be as follows:

Interviewer name and where interviewer is calling from (name of program)

Calling in reference to the adult education program the person attended

Interviewer will call back at another time
o
Wait for no more than two days between callbacks and call at a different time of day.
o
If multiple messages (at least 4) have been left, but the learner has not been contacted, the learner should be officially listed as a non-respondent on the calling log sheet.

Reaching a non-working number or a number that just rings

o
Non-working number should be noted on the calling log sheet as not working.
o
If the number just rings, the day and time the interviewer called should be noted on the log sheet, and the learner should be called at a different time. If multiple calls (at least 4) have been made at different times of the day, and there is still no answer, the learner should be officially listed as a non-respondent on the calling log sheet.

o
The interviewer should also check to see if Alternative Contact information had been collected for the participant and then try those phone number(s).

Dealing with refusals. The goal of telephone interviews is to obtain information from all the people contacted. However, some interviewees may be initially reluctant to participate in the survey. The interviewer should try to “convert” refusals whenever possible; callers should, however, never become belligerent or upset or insist that a person complete the survey.

The best way to handle a refusal is for the caller to present himself or herself as confident and proud of the work they are doing. The interviewer should indicate that this survey is an important way of providing information to the adult education program and decisions about services will be made based on this information.

There are several points in the interview when callers may encounter refusals or reluctance. 

Initial refusal. When participants are first reached, they may not be prepared to speak with the interviewer. They may be very busy. If this is the case:


Ask about the timing: I’m sorry we reached you at a bad time. When might be a more convenient time to reach you?  Possible solutions include offering to call them two days, a week, a month later, etc., as long as this is recorded and so that the return call is before the end of the follow up period.


When the participant has been reached, but absolutely refuses to cooperate, a complete description should be recorded on the calling log and given to the resource person for further attempts.  (Given the layout of the Contact Log, Interviewers may need to attach additional sheets.)

Confusion-based refusal. Adult participants who are contacted may be confused or wary about how the information collected in the interview will be used. For this reason, they may refuse to take part in the interview.


If the participant wants to know why the survey is being conducted, the interviewer should explain the purpose of the study, emphasizing that the information collected has important implications for the local adult education program she or he attended.


If the participant wants to know how their information will be used, the interviewer should assure the participant that the data will be used to determine how well adult education programs are performing and to improve program services. Further, all of the answers that the participant gives will be kept confidential and that no names or other identifying information will be associated with their answers.  Participants should also be assured that all participants are being contacted. 

Time or burden-based refusal. This type of refusal can occur early in the interview, or at a later point. Interviewees may be pressed for time and may try to terminate the interview. If this is the case:


The interviewer should point out that the survey will only take 5 to 10 minutes, acknowledge that the participant’s time is very important, and tell them that their responses to the survey questions would be really helpful: “I understand that your time is important. We really appreciate your help on this issue. It is important to get the opinion of adult education participants.”

If the respondent is still reluctant, one other strategy may be helpful:  The interviewer should try to arrange an alternate time: “Might there be a better or more convenient time to contact you?”
If none of these strategies is successful, the interviewer should NOT try to persuade the learner further. The learner should be thanked for their patience, and told that the caller appreciates all the demands on their time. The interviewer should then record a complete description on the calling-log contact sheet.
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Participant Follow Up Notice
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We need your help!

After you leave our program, someone from our office will be contacting you to see if you liked our program and if you have any suggestions for improving it.  They will also ask if you achieved your educational goal.  This contact after you leave our program is called a “Follow Up Survey.”  You are being asked to participate voluntarily.  During your instruction, you will be asked to update your contact information.  This will help us contact you after you leave our program.  

As part of your registration process, you will be asked to provide contact information for some family members or friends, which is called “Alternative Contact Information.”  We will use this information to assist us in contacting you after you leave our program.  When you are contacted, the survey will only take a few minutes of your time and your answers are confidential.  

Signing below indicates that you have received a copy of this notice, that the information has been explained to you, and that you grant permission for a program representative to contact you for the Follow Up Survey.  If your goal was to obtain your GED, you also grant us permission to confirm your successful completion of the GED with your GED Testing Center or the State of Michigan, Office of Adult Education.  Thank you for your help!
___________________________________________
___________________  

Signature








Date

___________________________________________
___________________

Registrar/Program Staff






Date
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Alternative Contact Information Form
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This form is part of the Follow Up Survey process we notified you about at registration.  The information you provide will help us contact you after you leave our program.  Please provide us with your current address and phone number if it has changed since you first enrolled.  Also, please provide (or update) Alternative Contact Information for two people we may contact for your Follow Up Survey.  The Alternative Contact Information will help us locate you after you leave our program.  This information is confidential and will not be shared with any other agency.

Current Address and Phone Number (if different from what you gave when you enrolled):

   Street Address: _________________________________________________________________

_________________________________________________________________

                   City: 
_______________________________    ST: ________    Zip: _______________

           Phone #1: 
________________________
        Phone #2___________________________

Alternative Contact #1:

                 Name: __________________________________________________________________

  Street Address: ___________________________________________________________________

                   City: 
__________________________________    ST: ________    Zip______________

           Phone #1: 
________________________
       Phone #2:  __________________________

Alternative Contact #2:

                 Name: __________________________________________________________________

  Street Address:  __________________________________________________________________

                   City:
_________________________________    ST: ________    Zip: ______________

                Phone #1: 
________________________
      Phone #2:   __________________________

____________________________________________

_________________________

                   Registrar/Program Staff


  
                      Date
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GED Follow Up Survey

 (Entry into MAERS required by October 25 following the end of the program year.)

Participant’s Name: _______________________________________________   Date: _______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us.  We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.  

 First, I’d like to make sure I have the correct information about the class you took.

1.
Did you complete the class, or did you leave before it ended?

(
Completed

(
Left before it ended

If you left your program before it ended, may I ask why?

__________________________________________________________________________

__________________________________________________________________________

[image: image16.wmf]
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Section 3:  Suggestions (Wording may be adapted by local program.)
3.
Do you have any suggestions that would improve the adult education classes you took with (teacher’s Name)?









Yes
No     

If yes. ___________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
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HSD Follow Up Survey

(Entry into MAERS required by October 25 following the end of the program year.)

Participant’s Name: _______________________________________________   Date: _______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us.  We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.   

First, I’d like to make sure I have the correct information about the class you took.

1.  Did you complete the class, or did you leave before it ended?


Completed


Left before it ended

 If you left your program before it ended, may I ask why? 


_____________________________________________________________________________


_____________________________________________________________________________
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Section 3:  Suggestions (Wording may be adapted by local program.)
3.
Do you have any suggestions that would improve the adult education classes you took with (teacher’s Name)?









Yes
No            

If yes. ___________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
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Obtain a Job Goal Follow Up Survey
(Follow quarterly contact schedule)

Participant’s Name: _______________________________________________   Date: _______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us.  We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.   

First, I’d like to make sure I have the correct information about the class you took.

1.  Did you complete the class, or did you leave before it ended?


Completed


Left before it ended

May I ask why you left your program?

_____________________________________________________________________________


_____________________________________________________________________________
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Section 3:  Suggestions (Wording may be adapted by local program.)
5.
Do you have any suggestions that would improve the adult education classes you took with (teacher’s Name)?









Yes
No     

If yes. ___________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
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Retain Employment Follow Up Survey

* Only for participants employed at entry  

(Follow quarterly contact schedule)

Participant’s Name: _______________________________________________   Date: ______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us. We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.   

First, I’d like to make sure I have the correct information about the class you took.

1.  Did you complete the class, or did you leave before it ended?


Completed


Left before it ended

May I ask why you left your program?


_____________________________________________________________________________
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Section 3:  Suggestions (Wording may be adapted by local program.)
4.
Do you have any suggestions that would improve the adult education classes you took with (teacher’s Name)?







Yes
No     

If yes. ________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
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Improve Employment Follow Up Survey

* Only for participants employed at entry  

(Follow quarterly contact schedule)

Participant’s Name: _______________________________________________   Date: ______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us.  We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.   

First, I’d like to make sure I have the correct information about the class you took.

1.  Did you complete the class, or did you leave before it ended?


Completed


Left before it ended

May I ask why you left your program?

_____________________________________________________________________________

_____________________________________________________________________________


Section 3:  Suggestions (Wording may be adapted by local program.)
3.   Do you have any suggestions that would improve the adult education classes you took with

      (teacher’s Name)?







Yes
No     

If yes. ________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

      _____________________________________________________________________________



Postsecondary Education/Job Training Follow Up Survey

(Entry into MAERS required by October 25 following the end of the program year.)
Participant’s Name: _______________________________________________   Date: _______________

Program: ____________________________________
Teacher: _______________________________

Local Participant Number: _____________________   Interviewer’s Name: ________________________

Section 1: General Information (Wording may be adapted by local program.)
Hello!  My name is _______________________, and I am calling on behalf of ___________________.  We are calling people who recently attended classes at our adult education program to find out what happens to them after they leave us.  We want to know how you liked the classes you took and how adult education classes have affected your life.  This information will help us improve our services in the future.   

This survey should take no longer than five to ten minutes.  Your answers are completely confidential.  

a.)  Do you have time to answer some questions? (If yes, go to #1.)


Yes
No

b.)  If no, can I call you again?  







Yes
No

b1.)  If yes, what date and time would be good for you? _________________________________

b2.)  If no, thank you for your time!

Note to Interviewer:  You must record items a thru b2, as appropriate, on your contact log.  If you reach the participant and he/she refuses to participate (b2), indicate that on the Contact Log and file the survey in the participant’s folder.   

First, I’d like to make sure I have the correct information about the class you took.

1.  Did you complete the class, or did you leave before it ended?


Completed


Left before it ended

May I ask why you left your program?

_____________________________________________________________________________

_____________________________________________________________________________


Section 3:  Suggestions (Wording may be adapted by local program.)
3.
Do you have any suggestions that would improve the adult education classes you took with     (teacher’s Name)?







Yes
No     

If yes. ________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________


Follow Up Contact Log

Interviewer: ______________________________________________________________

Follow Up Contact Log

Interviewer: ______________________________________________________________

	Date & Time:
	Name:
	Contact:
(Who contacted, nature of conversation, any messages left, etc.)


	
Status:
(Interview completed or scheduled recall)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Participant Follow Up Checklist

(Developed to help you track the status of individual participant follow up)

Participant Name: _____________________________________________________

Follow Up Goal: ____________________________________________________

	Follow Up Activity:
	Yes
	No

	Follow Up Notice Signed?
	
	

	Alternative Contact Information Collected?
	
	

	Participant Survey Provided (Optional)?
	
	

	Participant Listed on MAERS Follow Up Contact List?
	
	

	Participant Contacted for Follow Up?
	
	

	Telephone Survey or Verification in Participant’s File?
	
	

	Survey Results Entered into MAERS?
	
	


Participant Name: _____________________________________________________

Follow Up Goal: ____________________________________________________

	Follow Up Activity:
	Yes
	No

	Follow Up Notice Signed?
	
	

	Alternative Contact Information Collected?
	
	

	Participant Survey Provided (Optional)?
	
	

	Participant Listed on MAERS Follow Up Contact List?
	
	

	Participant Contacted for Follow Up?
	
	

	Telephone Survey or Verification in Participant’s File?
	
	

	Survey Results Entered into MAERS?
	
	


Frequently Asked Questions



1.
Can we use official GED transcripts for verification of receipt of a GED without doing a telephone survey?

Yes, but you must maintain a copy of those transcripts in the participant’s file.  Be sure you have the participant’s written permission/release in their file.

2.
Can we verify receipt of a high school diploma through the school office that issues the Adult Education high school diploma?

Yes, but you must maintain an official verification of school records within the participant’s file.

3.
Can we add questions to Section 3, Suggestions of the follow up survey?

Yes, by all means.  Feel free to customize Sections 1 and 2 to best meet your needs.  Section 2, however, MUST remain unchanged to ensure the standardization of the survey statewide.

4.
Several other states are using data match for GED, employment, and post secondary follow up.  Why doesn’t Michigan do that?  It would be a lot easier on local programs.

Yes, it would be a lot easier on local programs.  That is why we are currently in the process of setting up such a process for GED and employment data.  We hope to have it operational for the 2007 - 2008 program year.  For those programs that elect to collect social security numbers on their participants with follow up goals, we may be able to conduct your follow up electronically at the state level.  You will not need to conduct telephone surveys.

 At the present time, Michigan does not have a central database of postsecondary enrollment, so we will need to continue to do follow up surveys for that goal until such a database is developed.

5.
We’re collecting social security numbers now.  Can we do data match on our participants instead of telephone surveys?

(Refer to question 4).  The infrastructure needed to conduct data match is not yet finalized.  We hope to begin development during PY 2006-07.

6.
Can local programs use a mail survey?  If so, in what situations can it be used?

Local programs may use a mail survey to supplement the telephone survey but not as the only method of follow up.  For example, you may send out 100 follow up surveys in the mail and receive 20 of them back.  You will still need to conduct telephone surveys with the remaining 80 participants.

7.
How many of my follow up participants do I need to actually reach?  You know how difficult it is to contact our participants after they leave the program.

Yes, we understand the significant hardships in attempting to contact our adult learners.  USDOE requires a 50% response rate.  
Local Director Self-Assessment on Staffing Practices
Read each statement and place a checkmark by those that you currently have in place.  Then place a checkmark by any item that you would like to improve or initiate.

Based on findings from the Gallup study - What the World’s Greatest Managers Do Differently
	Base Camp
	Currently in place
	Would like to improve or try

	1.
I have clear, written, thorough, up-to-date job descriptions and work expectations
	
	

	2.
I have adequate materials, equipment, and supplies for all staff members to do their work right
	
	

	Camp 1
	Currently in place
	Would like to try

	3.
There’s a perfect match between each staff member’s knowledge, skills, and talents and the job they are expected to do thereby giving staff the opportunity to do what they do best every day.
	
	

	4.
I make sure that every staff person is receiving recognition or praise for doing good work on a weekly basis.
	
	

	5.
I show through my actions that I care about each staff member as a person (i.e., birthday cards, flexibility) and serve as a role model for others to do the same.
	
	

	6.
I assist my staff with developing individual professional development plans and provide incentives to encourage their participation in professional growth opportunities.
	
	

	Camp 2
	Currently in place
	Would like to try

	7.
 I show respect for the opinions of my staff and provide a structure and a process for all staff to be directly involved in decision making.
	
	

	8.
I discuss individually with each staff member how their job responsibilities are directly related to our program’s mission and purpose.
	
	

	9.
I take care of “job-slacker”  issues individually and immediately to avoid problems with staff morale and to keep all staff moving forward.
	
	

	10.
I provide regular opportunities for all staff, including part-time teachers, to network and share their experiences with each other.
	
	

	Camp 3
	Currently in place
	Would like to try

	11.
At least every six months, I meet with each staff person to review his/her professional development plan, discuss progress being made, and examine any particular needs or challenges being faced.
	
	

	12.
I make sure that each staff person has a variety of options to learn and grow in addition to face-to-face training, such as study circles, practitioner research projects, teacher mentoring, teacher exchanges, web-based courses, etc.
	
	


Rating My Work Environment
Based on the Gallup study – What the World’s Greatest Managers Do Differently

Rate each item below using the following scale.

1……………..2…………….3…………….4……………..
5

Strongly Disagree



Strongly Agree

	1.
Do I know what is expected of me at work?
	1    2    3    4    5



	2.
Do I have the materials and equipment I need to do my work right?
	1    2    3    4    5

	3.
At work, do I have the opportunity to do what I do best every day?
	1    2    3    4    5

	4.
In the last seven days, have I received recognition or praise for doing good work?
	1    2    3    4    5

	5.
Does my supervisor, or someone at work, seem to care about me as a person?
	1    2    3    4    5

	6.
Is there someone at work who encourages my development?
	1    2    3    4    5

	7.
At work, do my opinions seem to count?
	1    2    3    4    5



	8.
Does the mission/purpose of my organization make me feel my job is important?
	1    2    3    4    5

	9.
Are my co-workers committed to doing quality work?
	1    2    3    4    5

	10.
Do I have a best friend at work?
	1    2    3    4    5



	11.
In the last six months, has someone at work talked to me about my progress?
	1    2    3    4    5

	12.
This last year, have I had opportunities at work to learn and grow?
	1    2    3    4    5





Total: ____________
Evidence-Based Checklist for Teacher Practices
Read each item and place a checkmark by those that you currently have in place.  Then place a checkmark by any item that you would like to institute.

Based on findings from NCSALL’s How Teachers Change study

	Item
	Currently in place
	Would like to try

	1.
Mandatory, paid orientation for all new teachers
	
	

	2.
Paid work time for participation in PD
	
	

	3.
PD requirements included in job description
	
	

	4.
PD incorporated into regular staff meetings
	
	

	5.
One day/month set aside for PD
	
	

	6.
Use of individual professional development plans
	
	

	7.
Planned opportunities for teachers to participate in program improvement
	
	

	8.
Paid time for full-time teachers to participate in activities as a member of the field (i.e., providing PD to other teachers, building community partnerships)
	
	

	9.
Paid teacher planning time
	
	

	10.
Adequate salaries and benefits for all teachers
	
	

	11.
Paid access for at least one hour/week of professional sharing time
	
	

	12.
Monthly mechanisms for teachers to voice their ideas and to participate in decision making
	
	


SECTION B:   STATE ADMINISTRATION

1. State Staff Roles and Assignments



  (517)








 Phone

Administration




Number
E-Mail Address

Dianne Duthie
Director
373-3430
duthieD@michigan.gov
Janice Vernon
Executive Secretary
373-7428
vernonj1@michigan.gov
Linda Colagross
Manager
373-6911
colagrossL1@michigan.gov
Leanne Woodworth
Secretary
241-1018
woodworthl@michigan.gov
Programs

Cliff Akujobi
Federal Grants
373-4218
akujobico@michigan.gov


    (ABE & EL Civics)


Amaya Gonzalez
Secretary
241-1017
gonzaleza@michigan.gov
Patty Higgins
ABE/Literacy
373-0815
higginsp@michigan.gov 
Sandy Thelen
State Programs (107)
373-3395
thelensj@michigan.gov
Ben Williams
State GED Administrator
241-2497
williamsb4@michigan.gov
Amy Heckman
GED
373-1692
heckmana@michigan.gov
Jeannie Flak
GED
373-2103
flakja@michigan.gov
Erica Nakfoor
Distance Learning
335-0634
nakfoore@michigan.gov
MAERS

Dean Smith

335-0386
smithd20@michigan.gov
Financial

Linda McMillan
Financial Specialist
373-4036
McMillanL@michigan.gov
Sue Muzillo

241-1016
muzillos@michigan.gov
Student Interns

Jimelle Howard
373-3536
howardJ4@michigan.gov
Octavia Henry

373-4264
henryo@michigan.gov
Adult Education Office Fax Number
335-3630

Adult Education Website:  www.michigan.gov/adulteducation
Directions for Accessing the 
Online Orientation Course
URL:  http://mercury.educ.kent.edu/TLM40/Login.aspx?db=Michigan
User name and password:
Your username and password are the same -- the first part of your email address
 

Example:
Kathi Polis

klpolis@suddenlink.net
username:  klpolis

password:  klpolis

 

Another example:

Lennox McLendon
lmclendon@naepdc.org

username: lmclendon
password:  lmclendon
REGISTERED PARTICIPANTS:

The following people are registered for the course with an assigned username and password as described above.
If your name is not listed above, but you would like to participate in the course, email Kathi Polis at klpolis@suddenlink.net.

PARTICIPATION PERIOD:
We recommend that you complete the course by December 31, 2007, but definitely no later than February 1, 2008.

A.  33%





B.  34%





C.  30%





D.  22%





E.  32%





F.  53%





G.  51%





H.  50%





I.  47%











A.  52%





B.  41%





C.  49%





D.  45%
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Appendix B





Appendix C





	Survey completed


	Participant refused to participate


	Unable to contact after four attempts





Appendix D1





Section 2:  Goal Attainment (Question must be asked exactly as written.) 





2.	As a result of the education you received, did you earn your GED?		Yes    No








If yes, on what date? _______________     Where?  ________________________________





__________________________________________________________________________





	Survey completed


	Participant refused to participate 


	Unable to contact after four attempts








Appendix D2





Section 2:  Goal Attainment (Question must be asked exactly as written.) 





2.	As a result of the education you received, did you earn your high school diploma after you completed your classes?							Yes    No





If yes, on what date? _______________     Where?  ________________________________





__________________________________________________________________________





	Survey completed, participant employed, schedule a job retention follow up contact


	Survey completed, participant not employed, no further follow up required 


	Participant refused to participate 


	Unable to contact after four attempts








Appendix D3





Section 2:  Goal Attainment (Question must be asked exactly as written.) 





Note to Interviewer:  If the participant has obtained a job during the designated quarter, he/she will need to be contacted again to determine if they were working during the third quarter after their exit.  This is for the “Job Retention” check, which is a USDOE requirement for the follow up of participants with this goal.  This section is divided into two parts.





Part A questions must be asked during the first telephone survey (for first quarter after exit) to determine if the participant obtained a job.





Part B questions must be asked during the second telephone survey (for third quarter after exit) to determine if the participant is still employed.





Part A:  Obtain a Job—Performed for the first quarter after exit





2.  Did you get a job while you were attending classes or before _______________?	Yes   No





     If yes, please tell me the following about your employment:





     Employer: _________________________________________________________________________





     City: _____________________________________________   ST: ________   Zip: _______________





     Contact: ______________________________________________   Ph: ________________________








Part B:  Retain a Job—Performed for the third quarter after exit





3.   Are you still working?	Yes	No





4.   If yes, please tell me the following about your employment:





     Employer: _________________________________________________________________________





     City: _____________________________________________   ST: ________   Zip: _______________





     Contact: ______________________________________________   Ph: ________________________





     (  Lost job/unemployed


     (  Don’t know/refused to answer








  Thank you for your participation in this survey.  














	Survey completed 


	Participant refused to participate 


	Unable to contact after four attempts








Appendix D4





Section 2:  Goal Attainment (Question must be asked exactly as written.) 








2.  If you had job when you started your classes, were you still working at any time between __(MQ Begin


     Date)___  and ___(MQ End Date)___?						        Yes   No





     If yes, please tell me the following about your employment:





     Employer: _________________________________________________________________________





     City: _____________________________________________   ST: ________   Zip: _______________





     Contact: ______________________________________________   Ph: ________________________








  Thank you for your participation in this survey.  














	Survey completed 


	Participant refused to participate 


	Unable to contact after four attempts








Appendix D5





Section 2:  Goal Attainment (Question must be asked exactly as written.) 








2.  If you had job when you started your classes, did you get a better job, promotion or wage increase 


     between  __(MQ Begin Date)___ and ___(MQ End Date)___?			        Yes   No





     If yes, please tell me the following about your employment:





     Employer: _________________________________________________________________________





     City: _____________________________________________   ST: ________   Zip: _______________





     Contact: ______________________________________________   Ph: ________________________








  Thank you for your participation in this survey.  














Appendix D6





	Survey completed 


	Participant refused to participate 


	Unable to contact after four attempts








Section 2:  Goal Attainment (Question must be asked exactly as written.) 





2.  Have you enrolled in a college, vocational education or job-training program since you completed 


     your classes?									Yes   No





     If yes, please tell me the following about your employment:





     School: ___________________________________________________________________________





     City: _____________________________________________   ST: ________   Zip: _______________





     Contact: ______________________________________________   Ph: ________________________








  Thank you for your participation in this survey.  
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