WVABE Advance Study 
Program Year 2011-2012
	Trainee Name:
	
	Date:
	

	Daytime Phone:
	
	Other Phone:
	

	E-mail (*required):
	
	
	

	*If you do not currently have your own email address, you must establish an email account before your peer training is completed.

	Local WVABE Supervisor:
	
	Daytime Phone:
	




READ WVABE INSTRUCTOR HANDBOOK, SECTION 1
A. In Section 1 of the Handbook, review the Overview and the WVABE Program sections.  

1. What are some of the federal, state, and local entities involved in funding and oversight of the WVABE program?
	


2. Which Core Value(s) do you identify with the most? 
	


· Why?
	


B. In Section 1 of the Handbook, review the Components of the WVABE Program.  
1. List at least two of the WVABE target populations that interest you the most.
	1)

	2)


2. What is Distance Education (DE)?
	


3. What is English as a Second Language (ESL)?
	


4. What is SPOKES?
	


5. Describe another Specialized Program that interests you.
	


C. In Section 1 of the Handbook, look at the Commonly Used Acronyms found in the Appendix. What do the following acronyms stand for?

	AEMIS
	
	CASAS
	

	CDC
	
	CFWV
	

	FFL
	
	GED
	

	NRS
	
	RESA
	

	TABE
	
	TANF
	

	WIA
	
	WIB
	


	For Institutional Education Only: Read about the Office of Institutional Education Programs (OIEP) in Section 15 of the Handbook. List at least 3 prison terms/meanings with which you were unfamiliar.

	1)

	2)

	3)


D. In Section 1 of the Handbook, review the Partners in Adult Education, Literacy, and Workforce Development.

1. What is the WVABE program’s website URL?
	


2. What population is served by DHHR?

	


3. What professional association is specifically for adult educators?
	


4. What population is served by DRS?

	


5. Which services offered by WorkForce WV Career Centers could be of benefit to WVABE students?

	


E. In Section 1 of the Handbook, review the WVABE Support Services.
1. You will automatically be added to the WVABE-Updates ‘announcements only’ listserv.   After reviewing the additional listserv(s), to which one(s) would you like to be added? 
	
	None
	
	WVABE-L

	
	LIT-VOL
	
	ABEYOUTH-L

	
	
	
	
	
	
	
	

	
	FAMLIT-L
	
	WVABE-CTCS-L  
	
	WVTESOL
	
	WVABE-SPOKES-L


2. What is ConXtions? 
	


3. What newsletter is available online providing news and information regarding WV adult education and literacy?
	


4. What is the hotline number you can call toll-free to connect to any WVABE State staff member and that students can call to find out information about local programs? 
	


F. What question(s) do you have about Section 1 of the Handbook?
	


READ WVABE INSTRUCTOR HANDBOOK, SECTION 2
G. In Section 2, review the sections on Characteristics of Undereducated Adult Learners and Facts about Aging Adult Learners.
1. List some important differences that you see between students who may enroll in adult education programs and children who are enrolled in K-12 schools.
	


2. What are some physical issues that you had not considered regarding aging adult learners? (See Section 2.)
	


3. List at least one adaptation for each type of issue below that you as an instructor can make in order to deliver effective instruction to aging adult learners you may serve. (See Section 2.)

	Hearing Issues:

	Vision Issues:

	Speed and Motor Issues:

	Cognitive/Emotional/Social Issues:


	For Institutional Educators Only: Read about Teaching Difficult Adults in Section 15. 


	· How are institutionalized adults different than other adult students?

	


	For ESL Educators Only:  Read the article, Beginning to Work with Adult English Language Learners: Some Considerations.  Found online at:  http://www.cal.org/caela/esl_resources/digests/beginQA.html 

	· How are English language learners different from other adult students?

	


H. In Section 2, review the section on Serving Youth in Adult Education.
1. List a few differences between out-of-school youth and older, more mature adult learners.
	


2. How will you accommodate ‘digital natives’ as well as ‘digital immigrants’ in your classroom? 
	


I. In Section 2, review the section on Addressing Basic Human Needs.
1. Why is it sometimes important to refer adult students to community service organizations? 
	


2. In what section of the Handbook can you find information regarding community services in your area?  
	


3. Why should you contact the local FRN?
	


	For Institutional Educators Only: Ask your lead teacher or principal what types of special services (psychological assessment, hearing/vision screening, medical, etc.) are available to inmates and how these are accessed by inmates.

	


J. In Section 2, review the section on Learning Disabilities and Other Special Needs.  In the Appendix read Techniques: Working with Adults with Learning Disabilities. List at least three techniques for working with adults with learning disabilities that you read about that were somewhat unfamiliar to you and/or you think you can use with adult students.

	1)

	2)

	3)

	


K. In Section 2, review the section on Learning Disabilities and Other Special Needs
1. List at least five accommodations available to students with documented disabilities.

	1)

	2)

	3)

	4)

	5)


2. Do all people with learning disabilities need to use the same strategies and qualify for the same accommodations?
	


3. Do learning disabilities go away with age or exposure to education?

	


READ WVABE INSTRUCTOR HANDBOOK, SECTION 3
L. In Section 3, review the section on Interventions Required by the WVABE Program.  
1. WVABE requires you to administer some type of questionnaire, screening instrument, and/or inventory (or a combination) to each student.  What must the instrument(s) include?
	1)

	2)

	3)


2. At a minimum, what are the three questions that must be included in any special learning needs screening that you choose? (See Section 3.)
	1)

	2)

	3)


M. In Section 3, read Assessing Learning Styles. Determine which inventory is used by your program. 
1. Try out a learning styles instrument by completing one of the following options:

· Print out and complete one of the two learning styles assessments available to you (free of charge) in the Section 3 Appendix, or 
· Complete one of the following online learning styles inventories and print out the results:
· http://www.ldpride.net/learning-style-test.html 
· http://ww2.nscc.edu/gerth_d/AAA0000000/barsch_inventory.htm 

· http://www.literacyworks.org/mi/assessment/findyourstrengths.html 
2. Which learning styles assessment did you take?
	


· What is your most preferred learning style?  
	


· Which one is least preferred? 
	


· List some strategies that are suggested for you.
	


3. After students in your class complete inventories and identify their learning styles, what would you do to help them apply this knowledge to their classroom and/or workplace experience? 
	


4. How can you take into account various students’ learning styles as you deliver instruction in a WVABE class?

	


N. In Section 3, review the section on Screening for Barriers to Learning and Special Learning Needs prior to filling out the chart below.
	Instructions:
1. Carefully examine at least two of the instruments described in Section 3 and found online or in the Appendix. 
2. If possible, find out which instruments (if any) are required by your specific program and examine these. 
3. Indicate what purposes each instrument you selected fulfills.  
	Write Yes/No to indicate if the instrument fulfills each purpose.

	
	Barrier Identification
	Special Needs Identification
	Identifies Need for Formal Diagnosis
	Learning Style Identification
	Required for your program

	
	WV Learning Needs Screening (for ABE, Section 3 Appendix)
	
	
	
	
	

	
	SPOKES Learning Needs Screening (Section16 Appendix)
	
	
	
	
	

	
	CITE Learning Styles Instrument (Section 3 Appendix)
	
	
	
	
	

	
	 Learning Style Preference Form (Section 3 Appendix)
	
	
	
	
	

	
	ESL Learning Styles Questionnaire  (Section 14 Appendix)
	
	
	
	
	

	
	WVABE ESL Registration/Background Interview 
(Section 14 Appendix)
	
	
	
	
	

	
	Other Learning Styles Instrument

Specify:  
	
	
	
	
	


O. What question(s) do you have about Section 3 of the Handbook?

	


READ WVABE INSTRUCTOR HANDBOOK, SECTION 4
P. In Section 4 of the Handbook, review the Eligibility for WVABE Program Enrollment. Indicate which five of the following would cause a student to be ineligible to attend a WVABE program.
	
	16 years old without an official drop-out letter

	
	16 years old and on summer break from High School

	
	Over age 65

	
	High School graduate lacking basic skills 

	
	Permanent Resident Alien with a college degree who lacks English language skills

	
	Foreign student without proof of legal status

	
	Foreign student with an F-1 Visa enrolled in a university or language school

	
	Person who is blind or deaf

	
	Person who is disruptive and whose behavior violates your written code of conduct

	
	Person under age 18, expelled from High School, and too dangerous to return

	
	Person with a disability (Blind, Hearing impaired, LD, etc.)

	
	Adult with low literacy skills (non-reader)


Q. In Section 4, review the section on Student Confidentiality.

1. What form must be signed by students in order for your program to data-match with other agencies? 
	


· Why is it important to read aloud and/or paraphrase this form for the students?
	


2. List at least three types of written information that are considered strictly confidential and must be kept in separate locked files? (See Section 4.)
	1)

	2)

	3)


3. Read the WVABE Personnel Confidentiality Agreement at the end of this document.  Print just that one page, sign the document, and give it to your local administrator the original to keep on file. 
· Have you provided your local coordinator with the original signed document? 
	


· Before submitting the final copy of this document, be sure to complete the electronic signature.
R. In Section 4, review the section on General ABE Student Orientation and Intake Process and the section on Orientation for Specific Types of Students.
1. Explain how the general orientation process may be different for these special types of students:

	Students with Low Level Literacy:

	Students with Disabilities:

	Students Under Age 18:


S. What question(s) do you have about Section 4 of the Handbook?

	


READ WVABE INSTRUCTOR HANDBOOK, SECTION 8
T. In Section 8 of the Handbook, review the section on West Virginia GED Testing.
1. What are the five tests in the GED® Battery of tests?
	1)

	2)

	3)

	4)

	5)


2. What overall score does an individual need in order to pass the GED Tests? 

	


3. What is the minimum passing score for each of the subject areas?

	


4. What assessment must be passed before an individual may take the GED Tests in West Virginia? 

	


5. Which portion of the WV GED Form must be completed by the instructor before a student may take the GED Tests? (Also see Section 8 Appendix.)
	


6. Which portion of the WV GED Form must be completed for students under age 18? (Also see Section 8 Appendix.)
	


7. What additional form is needed by students who are under age 17? (Also see Section 8 Appendix.)
	


U. In Section 8 of the Handbook, review the section on GED and OPT Forms for Special Populations.
1. For which of the following possible GED test accommodations is formal documentation NOT required?

	
	Extra time
	
	Braille

	
	Large Print
	
	Private Room


2. What are the four types of Request for Testing Accommodations forms that a student may need to use? (See Section 8)
	1)

	2)

	3)

	4)


V. What question(s) do you have about Section 8 of the Handbook?
	


READ WVABE INSTRUCTOR HANDBOOK, SECTION 11.
W. Ask your local coordinator about your role in the program, your work schedule, and your official status.

1. What will your employment status be?
	
	Part-time (up to 12 hours per week)

	
	Part-time (13 hours per week or more)

	
	Full-time (salary)

	
	Occasional Substitute (working no more than 7 days/month)

	
	Temporary/Short-Term (working no more than six weeks at a time)  

	
	
	
	Hit the Ground Running (HTGR)
	
	Long-term Substitute

	
	
	
	Computer Literacy
	
	Short-term SPOKES

	
	Other (please specify):  

	
	Not Sure


2. In which specialized area(s) will you work? 

	
	Not Sure
	
	General ABE/GED
	
	SPOKES

	
	Computer Lit
	
	ESL/EL Civics
	
	Hit the Ground Running (HTGR)

	
	Institutional Ed
	
	Family Lit/Even Start
	
	Transition to Post-secondary


3. What kind of instructor certification do you have?

	
	Valid WV Teaching Certificate:

	
	
	
	Permanent

	
	
	
	Professional
	Expiration Date:
	

	
	
	
	Temporary 
	Expiration Date:
	

	
	Adult License for ABE:

	
	
	
	Approved
	Expiration Date:
	

	
	
	
	Pending 
	Date Submitted for Approval:
	

	
	Substitute Permit (for Occasional Subs Only)

	
	
	
	Short-term
	Expiration Date:
	

	
	
	
	Long-term
	Expiration Date:
	


X. In Section 11, review the Renewal of Certification section.
1. If you do not have a Permanent Teaching Certificate, how many hours of college credit (if any) will you need to complete before your credential expires? 
	


2. Besides college credit, what other kind of training is required to maintain your credential? 
(Review Section 11, Renewal of Certification)
	


Y. In Section 11, review the Pre-Service Training section.

1. Based on your status (F/T, Sub, etc.), which parts of the pre-service training must you complete?

	
	Advance Study
	
	Job Shadowing/Class Visit

	
	Specialized Component w/Trainer (Part 1 Checklist)
	Specify:
	

	
	Reporting and Accountability w/Trainer (Part 2 Checklist)

	
	Follow-up Study

	
	Follow-up Visit by Trainer


Z. In Section 11, review the In-Service Training section.  
1. Based on your status, what is the total number of WVABE Professional Development (PD) hours you must complete annually?  Note: If you are unsure of your status, assume that you will be working P/T for fewer than 12 hours/week.  

	Total PD hours required:
	


2. How many hours of core in-service credit (if any) are required annually for your status? 
	CORE hours required:
	


3. Review Section 11, Annual Core and Elective In-Service Requirements. The time frame for completing your annual professional development in-service requirement is:
	
	Within one year of your start date

	
	Before the end of this calendar year (December 31)

	
	Before the end of the program/fiscal year (June 30)


4. Please complete only those items appropriate for your status. (Refer to Section 11 of the Handbook.)
	For Full-Time or Part-Time Instructors, Instructional Aides, and Career Development Consultants Only:  

	Find the appropriate WVABE Individual Professional Development Record (ABE, ESL, or SPOKES/HTGR) in Section 11 Appendix.

	· If you were hired before March 1, which two CORE sessions are recommended for you to attend before June 30th (the end of this program/fiscal year)?

	
	

	· Which CORE sessions (if any) are recommended during your 2nd program/fiscal year (July to June)?

	
	

	
	


	For Temporary/Short-term Instructors and Occasional Substitutes Only:

	Review Section 11, Certification and Pre-Service Requirements. As an Occasional Substitute, you are NOT allowed to substitute for more than seven days in a month. 

	· If you work more than seven days in a month, will it be sufficient to have a WV Substitute Permit or will you need another type of credential?  If so, what kind?

	
	

	· If a local program would like you to work in a permanent position, what additional pre-service training must you complete before you can accept more hours or a permanent position? 

	
	

	· Based on your status, what types of WVABE Professional Development in-service sessions (if any) are you required to complete each program/fiscal year (June to July)?

	
	

	· Which (if any) of the CORE session(s) might be useful to you personally in your new role?

	
	


5. Review Section 11, Elective In-Service Training. How can you get elective professional development credit for trainings that you attend that are not listed on the calendar or sponsored by ABE or for other types of professional development (besides attending workshops)?
	


6. Go to http://wvde.state.wv.us/abe/ and find the link to the online Calendar of Events under Highlights and Quick Links.  Look at the listings for the next several months.  
· Find a conference or session that you might be interested in attending. Complete the following information (indicate if none are currently posted):
	Conference/Session:
	

	Date:
	

	Location:
	


· If you will be meeting with a peer trainer as part of pre-service, ask about any upcoming conferences or training opportunities for your specialized area. List them in this section (indicate if none are currently scheduled):
	


AA. What other question(s) do you have about Section 11 of the Handbook?
	


If you WILL NOT be a SPOKES substitute, instructor, aide, or CDC, you are finished with the Advance Study. Skip to the last page to of this form.
If you WILL be a SPOKES substitute, instructor, aide, or CDC, continue on to the next page.

	For SPOKES Substitutes, Instructors and Instructional Aides, and CDCs Only:
READ WVABE INSTRUCTOR HANDBOOK, SECTION 16
A. In Section 16 of the Handbook, look at WVABE Programs Designed for WV Works and WIA Participants.

1. Which partner organizations are involved in SPOKES?

B. In Section 16, review the WV Works and WorkForce WV Sections.

1. List two of the goals for WV Works.

1)

2)

2. Name two screenings that Assessment Specialists administer.

1)

2)

C. In Section 16, review the Components of SPOKES.

1. List six components of SPOKES:

1)

2)

3)

4)

5)

6)



	For SPOKES Substitutes, Instructors and Instructional Aides, and CDCs Only (continued):
2. Name one of the certificates that can be earned in SPOKES.
3. How many modules are in the “Customer Service” Component?
D. In Section 16, review the SPOKES Guidelines.
1. In addition to those who meet the same eligibility requirements for all WVABE students, who is eligible to attend SPOKES programs?
· Which participants have priority?
2. What are participants required to sign that specifies their attendance requirements?
3. For how many Federal Holidays are SPOKES classes closed?
E. What other question(s) do you have for your peer trainer about Section 16 of the Handbook?



WVABE Personnel Confidentiality Agreement
	
	I have read Section 4 of the WVABE Instructor’s Handbook and understand the procedures for handling confidential information.  

	
	

	
	I understand that no confidential student information should be shared either verbally, in writing, or by electronic means (e.g., phone conversations, email, blogs, text messaging) with other students, family members of students, WVABE staff members, program volunteers, or other agency personnel (e.g., DHHR, and WorkForce WV), without a signed release of information.

	
	

	
	I understand that any Release of Information form given to students must be read aloud because many students read at a lower level and may not be able to understand the form by reading it silently themselves.

	
	

	
	I understand that obtaining spoken consent is not sufficient to allow transmittal of confidential information to anyone either in conversation or in writing.

	
	

	
	I understand and acknowledge that it is my legal and ethical responsibility to protect the privacy, confidentiality, and security of all records relating to WVABE students.

	
	

	
	I have printed a copy of this page with my original signature and given it to my local supervisor.

	
	

	I hereby acknowledge that I have read and understand the foregoing information and that my signature below signifies my agreement to comply with all of the above terms.  

	[image: image1.emf]X

Signature of WVABE Practitioner




INSTRUCTIONS FOR SUBMITTING THE ADVANCE STUDY

Once you have completed this form, please complete the following steps:

· Save this completed form to your computer or portable data storage device.
· Print a copy of the entire completed document for your own records.
· Instructors:

E-mail, fax, or mail a copy of this form to:
Cathy Shank, WVABE Professional Development Coordinator

RESA 3, 501 22nd Street, Dunbar, WV 25064
E-mail: cshank@access.k12.wv.us; Fax: (304) 766-7915
· Substitutes:

E-mail, fax, or mail a copy of this form to:
Pam Bryan, WVABE Special Projects Coordinator

RESA 3, 501 22nd Street, Dunbar, WV 25064
E-mail: pbryan@access.k12.wv.us; Fax: (304) 766-7915
*******************************************************************************************************

How to Save this form to your computer and/or portable data storage device:
· Double-click on the attachment in your e-mail.
· Choose “Open” in the pop-up dialog box that opens.
· Go to the top left and select “Save As”.
· A dialog box will open. Select the location where you want the file saved (either My Documents/Desktop/or to a data storage device location). Be sure you change the location. Otherwise your file will be saved to a temporary location and will not be able to be retrieved. 
· Also in the dialog box, make sure that the file name Advance Study is showing. Click on “Save.”
· Make note of the location to which you saved the file so that you will know where it is located when you are ready to work on it.
· Complete the form and click on “Save” again to save your work.
How to Submit this form via e-mail:
· Open your e-mail application.
· Open a “New Mail Message.”
· In the “Send To” line, type in the address: cshank@access.k12.wv.us. 
· For the “Subject”, type in: Advance Study.
· Click on the “Attach Files” button/icon.
· Find the location where you saved the file and double-click on the saved file “Advance Study.”
· Click on “Send.”
The Trainee should:





Save this file to your computer or data storage device. (See the last page of this file for instructions on how to save.)





Read Sections 1, 2, 3, 4, 8, and 11 of the � HYPERLINK "http://wvde.state.wv.us/abe/teacherhandbook.htm" ��WVABE Instructor Handbook�.  





Institutional Education instructors, also read Section 15.





ESL instructors also read Section 14.





SPOKES instructors, also read Section 16.





Answer the questions in the Advance Study.





Save your answers to your computer or data storage device. (See the last page of this form for instructions on how to save.)





Submit your answers to the professional development office. (See the last page of this file for instructions on how to submit the file via e-mail.)





If you are NOT a substitute, take a hard copy of the completed Advance Study to your first meeting with the peer trainer.





The Peer Trainer should:





Check and discuss the answers to the questions with the new practitioner.





Indicate on the Pre-Service Data Sheet and Checklist that the new instructor has satisfactorily completed the Advance Study.





If the Advance Study has not been submitted electronically, attach the corrected/approved Advance Study to the signed Data Form and Training Checklist and send to:





Cathy Shank, WVABE Professional Development Coordinator 


RESA 3, 501 22nd Street, Dunbar, WV  25064


Fax: 304-766-7915	Email: �HYPERLINK "mailto:cshank@access.k12.wv.us"�cshank@access.k12.wv.us�
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