Program Self-Review Form

Based on KYAE Indicators of Program Quality
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Instructions for Completing this Program Self-Review Form
Step 1:  Complete the form by marking each item as yes, needs improvement, or no.  At the end of each indicator, there is a section called Required Evidence and Suggested Evidence.  Check those that apply.  Indicate any additional evidence that will show the program is offering quality services.

Step 2:  Once the form is completed, determine the program strengths and weaknesses.  Identify indicators the program did not meet. Identify what policies and procedures will be put into place to meet them. Identify barriers to compliance and the technical assistance needed for correction.  

Step 3:  If your program is scheduled for an onsite review from KYAE, you will need to return the completed self-assessment to KYAE two weeks prior to the visit.

Required Evidence:  This is required by policy or your KYAE contract.
Suggested Evidence of Quality:  Is not required by KYAE but indicates high quality services

Program Name:      



Date:      
	I. Effective Support Systems

	Key Concept: Effective services that support student learning include leadership and continuous improvement, professional development, community partnerships, and accurate data collection for accountability.

Goal:               To examine program values, directions and KYAE expectations for performance.

Outcomes:     Program meets performance and enrollment goals each year.

	I-A Program Leadership and Continuous Improvement

Key Concept: Program leaders create strategies, systems, and methods for achieving excellence and demonstrate accountability for continuous program improvement and student learning.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	1.    Program has written mission statement and goals aligned to state and federal goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.     Instructional leader has experience and understanding of the specific needs of adult students

        and visits and observes the instructors and their classrooms.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3.     Program ensures a safe, comfortable, and clean facility appropriate for adult students that meets the Americans with Disabilities Act’s requirement of reasonable accommodations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4.    Program provides services for a minimum of 42-46 weeks/year.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5.     Program secures adequate funding and financial resources to support and develop a quality education program.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.     Program operation is guided by a written continuous improvement plan.  Program progress is

        evaluated on a regular basis.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.     Program leadership participates in regular professional development to build skills.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8.     Leadership has developed clear, consistent processes to guide all program services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9.     Leadership ensures staff members participate in the continuous improvement process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Exterior signage identifies program.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Class schedules and hours of operation are prominently displayed in all locations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Inventory lists existing non-consumable items (equipment, etc.) is current.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· A staff handbook contains KYAE proposal, scope of work, mission statement, program services, KYAE Policy and Procedures Manual, local program policies and procedures, staff duties, PD Requirements, student intake and orientation procedures, collaborative partners, and community contacts.
	
	

	· Larger programs with more than 10 instructors have an organizational chart, staff meeting notes and/or agendas and action items address program plan, grant design, continuous improvement, and professional development.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Mission statement, recruitment materials, and student orientation materials are prominently displayed in the learning center.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Staff members confirm that an instructional leader visits classrooms on a regular basis, that questions about instruction are answered promptly; the classroom materials are provided as needed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Staff members are familiar with program enrollment goals and performance objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Instructors use data to track the progress of their own classes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program has documentation (signed form) that each staff member has reviewed the current KYAE Policy and Procedures Manual.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	I. Effective Support Systems (cont’d)

	Key Concept: Effective services that support student learning include leadership and continuous improvement, professional development, community partnerships, and accurate data collection for accountability.

Goal:               To examine program values, directions and KYAE expectations for performance.

Outcomes:     Program meets performance and enrollment goals each year.

	I-B Professional Development

Key Concept: Professional development activities contribute to well-trained, knowledgeable adult educators in order to ensure high quality teaching that maximizes student outcomes.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	10.   All staff are qualified for their positions according to KYAE Personnel Policy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11.   Program director has attended Orientation to Program Management within the last five years.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12.   Instructor-to-student ratio allows the program to meet its planned goals and ensure stability and 

        consistency of instruction.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13.   Staff performance is evaluated annually.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14.   Professional Development Plans reflect both program goals and individual staff

        member needs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15.   Current completed Professional Development Plan is on file for all instructional staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16.   Full-time and part-time staff members have met their PD requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17.   All staff members have reviewed the current KYAE Professional Development Policy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18.   Program is a learning environment where there is a continuous sharing of ideas among

        staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19.   Ensure staff are trained in the following: (indicate yes/no)
	Yes
	No

	· AERIN
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Foundations in Family Literacy
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· KAELI (reading and writing)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Leadership and Program Management
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· PDtrack
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· KYAE-approved assessments used by county program
	
	

	Required Evidence
	Yes
	No

	· Copies of job descriptions, teaching certificates, if applicable; and staff transcripts (if degreed) or diplomas are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Copy of current Professional Development Plan for each staff are in file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Documentation of Professional Development Units (PDUs) earned each year by all staff is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Ratio of instructional staff to students is defined.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Schedule of annual staff evaluations is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Completed, signed and dated teacher evaluations and classroom objectives are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Standardized staff evaluation form is used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Evaluation process has documented opportunities for constructive feedback.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality (cont’d)
	
	

	· For larger programs with more than 10 instructors, staff meeting agendas and action items should reflect staff participation in the evaluation process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· For larger programs with more than 10 instructors- a checklist or written tracking system of current instructors indicating their teaching certificate is on file (if applicable); transcript or diploma is on file; PDUs required; and earned PD year-to-date are tracked.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Student written evaluations of teachers are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Written pre-service orientation process is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	I-C Partnerships and Collaboration

Key Concept: Through community collaboration and support, students receive seamless services that enable them to reach their educational goals.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	20.   Collaborations are with key agencies including the P-16 Council and One-Stop Center.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21.   Collaborations demonstrate respect for the diversity of all students and staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22.   Program develops and follows a coordinated, written outreach and marketing plan with objectives, benchmarks, methods, and timelines.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23.   Partners work together to minimize barriers to participation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· List of community partners is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Data on existing community services and service gaps are available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Collaborative plan has been developed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Planning team meeting agendas and action items are used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· List of contributors and nature of contribution, e.g., cash or in-kind is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Customer/Student satisfaction survey is used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Display of collaborated service and brochures is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	I-D Program Accountability and Data Collection

Key Concept: Quality is ultimately judged by student outcomes.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	24.   Program has written process for record keeping, data collection, and reporting procedures consistent with KYAE Policy and Procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27.   Student data are entered in AERIN by the 10th of the month for the previous month.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	28.  Program uses data for program improvement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	30.   Program uses standardized forms for collecting student information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· For larger programs with more than 10 instructors-staff meeting notes, agendas or action items address budget, data collection/reporting data collection process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Required Evidence (cont’d)
	
	

	· Program registration/student Intake form is consistent with AERIN.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Staff schedule/s allow time to enter student data into AERIN.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program reports program design and staff changes to KYAE.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· AERIN data is verified by hard copy documentation in student folder.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Program has copies of the current AERIN Data Users Manual for all staff that use AERIN.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Written budget, data collection and reporting procedures are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Data on existing community services and service gaps are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Customer/Student satisfaction survey is used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Display of collaborated service and brochures is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	II. Recruitment

	Key Concept: To reach and enroll those students most in need of services: low literacy skills including those with limited English proficiency.
Goal:               Program successfully recruits target population.

Outcomes:     Program meets enrollment goals.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	31.   Program identifies the target population needing educational services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	32.  Program has a recruitment plan that includes targets, methods, materials, and timelines.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	33.  Program develops appropriate recruitment activities and materials and conducts outreach to target  

        population.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	34.   Program uses a variety of strategies for delivering recruitment messages.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	35.   Program evaluates recruitment plan and makes adjustment based on data and research.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	36.   Program communicates regularly with county employers and provides basic skills instruction that meets the demands of the workplace.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	37.   Up-to-date recruitment materials written at the literacy level of the target population.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	38.   Students meet eligibility requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	39.   Recruitment strategies reflect the cultural diversity of the community.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	40.   Recruitment is proactive by contacting students and encouraging them to enroll.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	41.   Program uses multiple methods and sources for recruitment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Recruitment material is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Recruitment plan is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program makes use of public service announcements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program makes personal contacts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Staff members speak at community meetings.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program sponsors booths at county fairs and local job fairs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	III. Orientation

	Key Concept: An interactive process to provide new students with an overview of adult education services. The program collects information on the individual and provides or directs them to the appropriate services.
Goal:               Answer questions, allay fears, and make adults feel comfortable so they want to return to the program.

Outcomes:     Students make informed decisions about participation.

                        New students feel at ease and welcome.

                        Student persistence improves.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	42.   Program identifies a process for delivering orientation that includes: schedule, location, testing for 

        placement, and setting learner goals in a timely fashion.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	43.  Program identifies and defines orientation content.  The process is in writing and includes:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Welcome; program policy and processes; instructional programs available; transition opportunities; commitment requirements; and program expectations for students.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Links to student assessment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Information about support services, accommodations, and referrals for student if necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Culturally and linguistically appropriate materials for students.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	44.   Program conducts goal setting with students to provide systematic documentation of progress toward and/or achievement of student-centered and/or employer-identified goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	45.   Program has established procedure that identifies, tracks, and allows for changing learner goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	46.   Program evaluates orientation (content, methods, and delivery) plan and improves plan based on 

        evaluation data and student feedback.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	47.   Staff has been trained in goal-setting procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Student folders contain appropriate documentation of students’ initial goals, goal completions, and goal changes in compliance with the National Reporting System (NRS).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Individual learning plans on file include evidence of orientation, assessment, and goal setting.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Orientation materials for each new student, includes: program services available, learning center/satellite hours, support services available (transportation, childcare, etc.) and program expectations.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program conducts evaluations of orientation process by staff and students.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Incentives for attendance.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Students complete Learning Style Inventory.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program has student/education center attendance and behavior contracts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	IV. Assessment

	Key Concept: A process to measure student educational level for enrollment, program placement, progress, and gains.
Goal:               Students are appropriately assessed and results are documented in AERIN.

Outcomes:     Increase the percentage of students to show gains.

                        Students are placed in appropriate instructional program.

The local program does the following:
	Yes
	Needs

Improvement
	No

	48.   Program ensures staff members administering assessments meet test publisher and KYAE  training requirements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	50.   Program has a written assessment process for measuring student educational entry level, progress,  and/or gains.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	IV. Assessment (cont’d)


	
	
	

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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	52.   Program uses informal assessment procedures to collect ongoing information on each student 

        (e.g., journals, logs, learner portfolios, reading inventory, self-assessments).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	53.   Program ensures that all formal assessments are administered in a proctored environment (timed, quiet, and monitored).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	54.   Program uses assessment data for program planning and continuous improvement.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	55.   Program analyzes assessment results by using the diagnostic profile to align curriculum to instruction.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	57.  Program stores assessment materials in a secure environment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Program maintains latest version of test publisher examiner’s manuals and materials for all assessments used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program has designated, proctored area suitable for testing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Original tests are on file and kept in a secured environment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Student folders contain completed locators and original tests.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· If applicable, student folders contain original signed KYAE Post-Assessment Exception form.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Copies of KYAE Post-Assessment Exception forms are on file with the program director.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Student folders are kept on file for three years.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Student and Administrator folder for each student are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Student folders show entry levels and periodic reviews during participation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Diagnostic profile on each student is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Learning Styles Inventory on each student is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Written evaluation of staff administering assessments by supervisor is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Separate testing area is used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Practice materials and sessions for students are conducted prior to testing, including review of test taking skills.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Programs use Getting to Know the TABE, if appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program provides training on using the CASIO calculator for students prior to TABE, OPT, and GED.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program uses WorkKeys assessment if student goals are to get a job, a better job, or improve workforce skills.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Each site has a copy of the GED Kentucky Adult Educators Handbook.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program uses assessment results to place students in classes, inform instruction, evaluate progress, and report outcomes
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program has policy to separate students who are not making progress or not attending.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	V. Instruction

	Key Concept: Instruction integrates ongoing assessment, planning, curricula aligned to the content standards, research-based instructional practices, and multiple delivery methods geared to adult students with diverse education and cultural backgrounds.
Goal:               To maximize student outcomes.

Outcomes:     Program meets-

· Performance Measures (NRS measures)

· Student goals attainment.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	58.   Program uses ongoing assessment results to guide instruction, monitor student progress, and revise  teaching techniques.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	V. Instruction (cont’d)
	
	
	

	59.   Instructor and student develop Individual Learner Plan that includes:
	
	
	

	· Learner goals.
	
	
	

	· Learner assessment results at entry.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· On-going outcomes and gains.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Periodic reviews and updates to document learner progress, changes to learner goals, and learner transitions to next steps.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	60.   Leadership ensures that instructional staff members develop instructional plans that support the learning and development of adults and families.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	61.  Program uses commercially published, research-based, and teacher-developed materials.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	62.  Program requires instructors of student groups of three or more to have lesson plans for each day/week that describe:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Learner outcomes and objectives.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Warm-up activities to activate background knowledge.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Instruction, check for understanding, practice.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Feedback, review, wrap-up.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Opportunities for transfer of new knowledge.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	63.   Leadership ensures that instructors use a variety of instructional strategies and delivery methods.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	64.   Program delivers instruction at a variety of times and locations and maintains sufficient intensity and duration to meet needs of students.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	65.  Program  aligns instruction to the KYAE content standards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	66.  Instructors use instructional practices, such as phonemic awareness, phonics, fluency, and reading comprehension that research has proven to be effective in teaching adults to read e.g., instructor has been to KAELI trained, teacher notes and lesson plans.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	67.   Instructors encourage extended learning at home.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	68.  Leadership ensures that instructional practices include focusing on real-life contexts related to student goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	69.   Program creates a physical environment conducive to learning.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Individual Learning Plans (ILP) for each student are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Class schedule is posted.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Culturally respectful materials are used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program equipment and materials inventory is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence of Program Quality
	Yes
	No

	· Program documents staff training in learning styles and teaching modalities.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program documents staff trained in using the KYAE Content Standards (when available).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Lesson plans for classes include multilevel activities and activities using technology.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Computers, distance learning curricula, and other technology (i.e., videos) are available as appropriate.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Adult-oriented instructional materials are varied.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program uses student evaluation surveys, suggestion boxes, or focus groups.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· List of core materials by level and subject is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Curriculum materials are available for new instructors or instructors new to a program; instructional format for new instructors that identifies a variety of curriculum products and follows up with new instructors, assure tools are used, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· List of individuals who participated in the selection and review of course materials is on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Documentation of classroom observations on file in staff folders.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	VI. Transitions

	Key Concept: Students advance to postsecondary or the workplace based on achievement of learning goals.
Goal:               Students advance to next steps in their roles as worker, family member, and citizen.

Outcomes:     Increase in percentage of learners who-

· Completed or advanced one or more educational functioning levels

· Entered employment that identified employment as a goal.

· Achieved employment retention that identified employment retention as a goal.

· Were placed in post-secondary education that identified post-secondary education as a goal.

· Received a GED that identified GED as a goal.

· Still progressing within the same level.
The local program does the following:
	Yes
	Needs 

Improvement
	No

	70.   Program has an exit process to determine next steps.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	71.   Program identifies goals and resources for learner transition (NRS goals).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	72.  Program implements transition strategies for:
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Skill gain.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Entered employment or employment retention.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Placement into postsecondary education or training.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· GED attainment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	73.  Program has written a transition plan for each student.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	74.   Program has written timeline for tracking GED and postsecondary education/ training enrollment that supports completions reported.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	75.   Students stay in program long enough to meet their identified goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	76.   Programs coordinate efforts with local business and industries – invite speakers, set up tours of companies, and establish job shadowing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	77.  Program incorporates world of work themes throughout the educational program.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	78.  Program provides quality instruction to fully prepare students for postsecondary education.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	79.   Program demonstrates strong collaboration between program and local college.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	80.   Instructors are informed of requirements and programs at the local college or university.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Required Evidence
	Yes
	No

	· Student attendance records are on file.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Signed release of confidential information form is in student folder, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Program has written exit process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program has written process for contacting non-attending students including carry-over achievements reported in the first quarter of the next program year.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Attendance expectations are included in orientation materials.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· GED results from AERIN are in student folder, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Student folders contain evidence that student was made aware of transition resources, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Transition checklist is used.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program provides transition meetings, field trips to campuses, visits by campus transitions staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Remediation classes.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Other:     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	VII. Support Services

	Key Concept: The resources and services that support learner participation and success.
Goal:               The program provides referrals to appropriate agencies.

Outcomes:     Instructors understand support services available and make appropriate referrals; 

                        Program collaborates with other service agencies.

The local program does the following:
	Yes
	Needs 

Improvement
	No

	81.   Program has a process for identifying support services that promote learner participation and success as well as identifying gaps in support services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	82.   Program has a plan that includes formal and informal strategies for providing and linking learners to support services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	83.   Program has a process in place for follow-up and feedback to determine if student needs were met.  This includes knowing when to conduct follow-up and which students to follow-up with.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	84.   Additional assessments are available based on pre-test or other diagnostic placement 

        information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	85.  Program makes reasonable accommodations for disabled students to attend class.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	86.  Program provides comprehensive family literacy services (four components) with partners.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	87.  Program has a business-labor-education partnership.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	88.  Program has partnership with Even Start and other agencies that offer early childhood education.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Suggested Evidence for Program Quality
	Yes
	No

	· Up-to-date referral list of supporting services is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Referral forms or referral log are available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Supporting services display is available.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Program sponsors presentations by support service staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Programs use student evaluations of support services.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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