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Prospective Student Intake, Pre-testing and Orientation Procedures

( Prospective student fills out Application for Services, including primary and secondary goals.

( Prospective student signs release of information sheet attached to application.

( Prospective student attends program orientation.  Orientation includes:


( Showing orientation video


( Delineating expectations of student and rules of program


( Record reasons student is seeking the program

( Prospective student is pre-tested, using TABE 7-8, TABE PC or BEST tests.  


( TABE locator MUST be used


( TABE test MUST be timed


( Complete test must be given upon enrollment, subsequent testing may be done in just the area of instruction, if desired.


( Acceptable TABE test accommodations:



( Individual student test administration



( Small group test administration



( Special lighting, furniture, acoustics



( Can be administered any time of day



( Following accommodations OK with documented disability:




( Typewriter




( Calculator




( Scribe




( Auditory device




( Place keeping markers




( Background noise screen


( BEST short or regular oral test version may be used



( Must be administered individually 


( BEST literacy skills section can be administered individually or in groups – literacy test given to those scoring 5 or more points in the reading/writing section of the oral interview.

( Prospective student is counseled about proposed educational plan.

( Prospective student program hours tracked for intake, pre-testing and orientation.  If at least 12 hours is accumulated during these steps, student is counted for federal reporting purposes on AEM.

Tracking Student Assessment and Outcomes

( See flow charts on next pages


+ Enrollment and AEM Tracking Process


+ Tracking Educational/Skill Outcome Measures


+Tracking Employment and Retained Employment Outcome Measures


+Tracking Pubic Assistance/Other Status

( Run AEM federal table reports and send to state ABE office quarterly at Department of Workforce Services, 122 West 25th St., Herschler Bldg., 2-East, Cheyenne, WY  82002.  E-mail reports to: kmilmo@state.wy.us

October 31

1st quarter due


January 31

2nd quarter due


April 30

3rd quarter due


August 15 

annual report due





Annual report includes all federal NRS tables, 





the narrative report and the annual fiscal report





Copies of these report forms follow this section.

Core Outcome Measures

Local Wyoming programs will collect and report all enrolled student demographics, attendance and outcome data information on AEM.  This system can compile local data and can send compiled data to the ABE state office at the Department of Workforce Services for statewide report compilation and data analysis.

Core Outcome Measure #1:  Educational Gain

Definition:  A measure of student literacy gains resulting from instruction. See Outcomes Measures Definitions charts on the next pages.

This measure must be reported for all students enrolled in program and having received at least 12 or more hours of services.

Educational gain is tracked for assessed lowest level subject that student is given instruction in.

Core Outcome Measure #2:  Entered Employment

Definition:  Student obtains a job before the end of the 1st quarter after the program exit quarter.

This measure is reported for all students with a goal of obtaining employment and who are not employed at the time of entry into the program.

See Tracking Employment/Retained Employment Outcome Measures flowchart on the next pages.

See definition of Employment on definition page.

Core Outcome Measure #3:  Retained Employment

Students with a goal of obtaining employment and who were not employed at the time of entry into the program and who entered employment by the 1st quarter after exit quarter AND students who are employed at entry and have a goal of improved or retained employment who remains employed in the third quarter after their exit [from ABE enrollment] quarter.

See Tracking Employment/Retained Employment Outcome Measures flowchart on the next pages.

See definition of Employment on definition page.

Core Outcome Measure #4:  receipt of Secondary School Diploma or GED  

Student obtains certification of attaining passing scores on the General Education Development (GED) tests, or who obtains a diploma, or state recognized equivalent, documenting satisfactory completion of secondary studies (high school or adult high school diploma).

See Tracking Educational/Skill Outcome Measures flowchart on the next pages.

Core Outcome Measure #5:  Placement in Postsecondary Ed. Or Training

Definition:  Student enrolls in a postsecondary educational or occupational skills training program that does not duplicate other services or training received, regardless of whether the prior services or training were completed.

This outcome measure is obtained by data-matching with your community college registrar or by follow-up survey.  

Follow-up Survey

Conduct the follow-up survey on all students.  Try to have the student fill out the follow-up survey before leaving the ABE program, if you know the student will be leaving.  If a student leaves without filling out the follow-up survey, call the student as soon as possible for survey completion.

If the student had obtain or retain employment goals, then the employment question portion of the follow-up survey must be conducted within the set time frames as described on the following pages.

The survey may be conducted in person, by phone or via the mail.  Best results may be a combination.  Assessment and Accountability team members conducting the pilot survey determined that the following produced the best results:

· Employ a dedicated, program knowledgeable person to conduct surveys.

· Ask for alternate phone numbers in application ask for 3 to 5 numbers.

· Call 2 or 3 times, then send a postcard.

· Follow up postcard with another call.

· Flag students needing follow up each month for quarterly timelines.

Summary of methods for obtaining Outcome Measures:
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*Secondary Outcome Measures

Wyoming ABE programs will collect the following secondary outcome measures on every student with the following secondary goals.  Secondary goals are the goals a student may have IN ADDITION to Educational Gain and any other Core Outcome goals a student may have.  Secondary measures are optional at the federal level.

Secondary Outcome Measure #6: Public Assistance Status

Definition:  Students receiving financial assistance from Federal, State or local government agencies, including POWER, food stamps, refugee cash assistance, old-age assistance, general assistance and aid to the blind or totally disabled.

NOTE: Social Security benefits, unemployment insurance and employment-funded disability are not included under this definition.

See Tracking Public Assistance/Other Status flowchart on the next pages.

Secondary Outcome Measure #7: Involvement in Children’s Education Definition: Student increases involvement in the education of dependent children under his or her care, including:

· Helping children more frequently with their school work

· Increased contact with children’s teachers to discuss children’s education

· More involvement in children’s school such as by attending school activities and parent meetings and volunteering to work on school projects.

See Tracking Educational/Skill Outcome Measures flowchart on the next pages.

Secondary Outcome Measure #8: Achieved Citizenship Skills

Definition: Student attains the skills needed to pass the U.S. citizenship exam. 

See Tracking Educational/Skill Outcome Measures flowchart on the next pages.

Process for Enrolling and Tracking All Students














Tracking Educational/Skill Outcome Measures
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Tracking Employment/Retained Employment Outcome Measures
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Student Status Definitions

The Application for Services found in AEM includes terms defined here for consistency of student intake data.  Please keep these definitions with the Application and follow-up survey for easy reference.

Employed – Students who work as paid employees, work in their own business or farm, or who work 15 hours or more per week as unpaid workers on a farm or in a business operated by a member of the family.  Also included are students who are not currently working, but who have jobs or businesses from which they are temporarily absent.

Unemployed – Students who are not working, but are seeking employment, have made specific efforts to find a job and are available for work.

Not in the labor force – Students who are not employed and are not seeking employment.

Displaced Homemaker – student has been providing unpaid services to family members in the home and has been dependent on the income of another family member but is no longer supported by that income; and is unemployed or underemployed and is experiencing difficulty in obtaining or upgrading employment.

Single Parent Status – Student has sole custodial support of one or more dependent children.

Learning Disabled Adult – Adult Students with IQ’s in the low-average and above (70+ to any level) who have deficits (related to neurological impairments) in capacity in defined limited areas related to learning, including dyslexia (reading disability), dysgraphia (writing disability), dyscalculia (math disability), and who have a history of previous educational efforts.

Homeless Adult – Adults lacking a fixed, regular nighttime residence or have a residence which is:

1. A publicly supervised or privately operated shelter designed to provide temporary living accommodations (including welfare hotels, congregate shelters and transitional housing for the mentally ill);

2. An institution that provides temporary residence for individuals intended to be institutionalized; or

3. A public or private place not designed for, or ordinarily used as, a regular sleeping accommodation for human beings.

The term “homeless adult” does not apply to any individual imprisoned or otherwise detained pursuant to an Act of the Congress or a State law.

Correctional Facilities – Any prison, jail reformatory, work farm, detention center, halfway house or any other similar Federal, State, or local institution designed for the confinement or rehabilitation or criminal offenders.

Other Institutional Program – Any other medical or special institution

Work based Project Learners -- 

Student acquires the skills taught in a short-term learning course designed to teach specific work-based skills. A short-term course is an instructional program of at least 12 hours but no more than 30 hours duration.  Computer literacy classes can fit into the work based project learner category, if computer literacy is the only topic of instruction and the student is very short-term.  Use CASI rubric to determine entry level and ending level.

Project Learner Outcome Measure: Completed Work-based Project Learner Activity
Applicable Population: Learners enrolled in a short-term course and designated at entry as

work-based project learners.

Collection Procedure: At intake, the individual learner is identified as a work-based project

learner and as entering a project learning instructional activity. The instruction must be designed to teach work-based skills and must specify the educational outcomes and standards for achievement.

The final assessment of skill achievement must be a standardized test or a performance-based

assessment with standardized scoring rubrics – the CASI rubric fits this description.

Federal Reporting: Total number of learners who completed a work-based project learner

activity is recorded. A rate or percentage can be computed by dividing this total by the total relevant population (number of work-based project learners). Project learners are not counted for the educational gain measure and are not assigned an educational functioning level. No core outcome measures are reported for project learners.

Corrections and Changes to the NRS Guidelines

March 2001

1. Table 5 has been revised to allow for more complete reporting of

follow-up measures. This table has additional columns for recording

sample sizes, response rates and weighted averages. The table now allows

for reporting of measures using all three follow-up methodologies:

sample survey, universe survey and data matching. Optional Tables 8, 9

and 10, which allow reporting of follow-up measures for student

subpopulations, have been identically changed. 

2. All instructions and definitions have been changed for the

retained employment measure to state that third and fourth quarter

exiters are not reported for this measure when surveying is used. States

are to use data from the first two quarters as the estimate for the year

for this measure. 

3. The survey instructions in Chapter 4 and Appendix B have been

revised to be identical to the instructions in the

<http://www.nrsweb.org/reports/SurveyGuidelinesMarch01.PDF> Survey

Guidelines. 

4. All instructions have been revised to clarify that the follow-up

period for measures is the reporting deadline (ending August 15), not

the program year (ending June 30). 

5. Additional guidance on quality control was added to Chapter 4. 

6. The financial report form and instructions, narrative report

instructions, and EL Civics financial reporting form and instructions

were added to Chapter 5. 

7. Procedures have been clarified for reporting obtained and

retained employment for students who obtain a job while enrolled. 

8. All instructions in definitions and reporting tables are revised

to state that only students with goals of GED attainment and/or

postsecondary entry that exit during the program year are to be

followed-up and reported. 

9. There are two new optional tables. Table 4A allows states to

report the number of students who completed and advanced two or more

levels during the program year. Table 4B allows states to report by

educational functioning level the number of students pre- and

post tested, the number of post tested students who completed a level and

the number of hours attended for students who completed a level. This

table allows DAEL to compare the reported gains of students who were

both pre- and post tested to gains of all students (reported in Table 4).

Table 4B also will provide an indication of the average number of

instructional hours needed to complete a level. 

10. GED practice tests are no longer listed as a test benchmark and can no longer be used as a pre or post test. 

Note on quarters:  

Q1 = July, August, September  

Q2 = October, November, December 

Q3, January, February, March

Q4 April, May, June

Note that retained employment is not reported for students exiting in the third or fourth quarter of the program year (i.e., quarters ending March 31 and June 30). Since retained employment is measured in the third quarter after exit, there is insufficient time in the reporting period (ending August 15) to survey these students.  Report data only for the first two quarters. The percentage of retained employment found in these two quarters is assumed to reflect the entire year.

Annual Narrative Report Format and Questions 

The annual Narrative is due in to the ABE state office by the 15th of August each year.  The Narrative accompanies the completed NRS Tables and the Fiscal Status Report.

Send completed report to:

Karen Ross Milmont

Wyoming ABE Director

Department of Workforce Services

122 West 25th Street

Herschler Bldg., 2-East

Cheyenne, WY  82002

Annual report components may also be sent electronically to Karen at:

kmilmo@state.wy.us
Use the following outline in preparing the narrative part of the Annual Performance Report.  Maximum number of pages is 10.

1. Describe successful activities, programs, and projects and describe the extent to which these activities, programs, and projects were successful in implementing the goals of your program.  Indicate those projects using state leadership funds.

2. Describe any significant findings from your evaluation of the effectiveness of your adult education and literacy activities based on your program’s goals.

3. Describe how your program has supported the integration of activities sponsored under Title II with other adult education, career development, and employment and training activities in your service area.  Include a description of how your program is being represented on the Local Workforce Investment Boards, the provision of core and other services through the One-Stop system and an estimate of the Title II (ABE federal) funds being used to support activities and services through the One-Stop delivery system.

4. Describe successful activities and services supported with EL Civics funds, including the number of programs receiving EL Civics grants and an estimate of the number of adult learners served.  

Core Outcome Measures:


#2 Entered Employment


#3 Retained Employment


Obtain via follow-up surveys during specific quarters in – see separate flow-charts





Core Outcome Measures:


#6 Public Assistance Status


#7 Involvement in Children’s Education


#8 Achieved Skills Necessary for Citizenship


Obtain via follow-up survey any time during the year





Core Outcome Measures:


#1 Educational Gain


#4 Receipt of Secondary Diploma or GED


#5 Placement in Postsecondary Ed or Training


#1 – obtain by post testing; #4 and #5 obtain by data matching with College and GED testing center





Periodically re-assess and enter on AEM.  Suggested assessment schedule is every three months or every 50 hours, whichever comes first. Post-assess prior to program exit and enter on AEM. If student drops unexpectedly, use the most recent assessment for NRS placement.





All students enrolled with a goal of obtaining:


GED or 


HS Diploma 


Postsecondary Education or


Occupational Skills Training





NOTE: -- When a student disappears from the program with no notice, send a “missing you postcard/letter.  


-- A week or two before a follow-up survey call is planned, send student a postcard/letter informing former student that someone will be calling.








All students enrolled with goals of:


Increasing involvement in education of dependent children


Attaining citizenship skills


Computer skills attainment





Periodically re-assess using TABE, BEST or CASI or other appropriate assessments and enter results on AEM.  Suggested assessment schedule is every three months or every 50 hours, whichever comes first. Post-assess prior to program exit and enter on AEM. If student drops unexpectedly, use the most recent assessment for NRS placement.








Eligible individuals:


- are at least 16 years old


- lack sufficient mastery of basic educational skills to enable the individuals to function effectively in society


- do not have a HS Diploma or GED


- are unable to speak, read or write in English.





Include in Orientation:


- Program Expectations of student


- What student can expect from program


- Student’s goals review process explained


- Show orientation tape


- Determine when student will take follow-up survey





NOTE: -- When a student disappears from the program with no notice, send a “missing you postcard/letter.  


-- A week or two before a follow-up survey call is planned, send student a postcard/letter informing former student that someone will be calling.





Follow-up survey for student outcomes and record anytime during program year.





Data-match for student outcomes and record anytime during program year.





Conduct follow-up survey on all students – at least student satisfaction portion if data matching is done for student goal outcomes.





If NOT eligible:


Refer to appropriate service, if needed, using formal referral process





no





yes





Student signed release statement during enrollment 


(release found on AEM)





If eligible:


Enroll, enter in AEM


Orientation


Pre-assess TABE or BEST – use scale scores for NRS


NOT GED pre-test





All students fill out Application for Services intake form found in AEM





First pre-assessment is done during orientation period. 





- Use TABE locator and. TABE tests 7 and 8, TIMED. for ABE, ASE students – use scale score


- Use BEST test for ESL students. 


- Give BEST oral test individually


- Administer BEST literacy test to those scoring a 5 or higher on reading/writing section of oral interview





All students enrolled during the period of January 1 through June 30 with a goal of Retaining employment: do not track and do not record as a goal





Follow-up survey in 3rd quarter after exit quarter – if still employed, record as meeting retained employment goal.





Follow up survey done in 3rd quarter after obtaining employment – if still employed, record as meeting retained employment goal





Student obtains employment while enrolled





Student obtains employment by 1st quarter after exit quarter





Student is employed at entry into program





if








if








if





All students enrolled during the period of July 1 through December 31 with a goal of:


- Retaining Employment





Follow up survey to determine if employment was obtained during 1st quarter after exiting program – if so, record as meeting goal





If not





Record as meeting goal





If employment is obtained before exiting program





All students with a goal of:


- Entering Employment





Student must receive at least 12 hours of services to count on the NRS federal tables.  12 hours includes:


Intake


Orientation


Counseling


Pre-tesing – TABE, BEST











� *For a more detailed description of each outcome measure and how, when to track, see the document, “Measures and Methods for the National Reporting System for Adult Education – Draft Guidelines: Revised. Oct 1999,” included in this notebook under the tab “NRS” or see it on the web at � HYPERLINK "http://www.air-dc.org/pubs/draftgui.pdf" ��http://www.air-dc.org/pubs/draftgui.pdf� 





