WV Adult Basic Education
Follow-up Questions

Program Year 2011-2012
(Not Required For Temporary/Short Term Personnel 

or Occasional Substitutes)

	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:
	

	Peer Trainer Name/Email:
	
	Daytime Phone:
	


For questions or concerns, contact your Peer Trainer. 
Trainee Assignment: 

· Re-examine Sections 1, 3, 4, 9, 12 (and 16 for SPOKES) of the WVABE Instructor Handbook and look at Sections 3 and 6 in the AEMIS User’s Guide. 
· Answer the questions and complete the WVABE Program Local Contact Information chart. Keep a copy of this for yourself.
· Submit the answers to your peer trainer and the professional development coordinator. (See the end of this document for instructions on how to save and submit this document.) 

The Peer Trainer should:
· Check and discuss the answers to the questions (in person or by phone or email).
· Indicate on the Pre-Service Data Sheet/Training Checklist that the trainee has satisfactorily completed the Follow-up Questions and WVABE Program Local Contact Information chart.
· Return the completed answers to the trainee at the time of the follow-up visit.
· Send the Data Sheet/Checklist to the professional development coordinator.

WVABE INSTRUCTOR HANDBOOK, SECTION 1 APPENDIX

A. Look at the list of Adult Basic Education Staff in the Section 1 Appendix. Identify the staff member available to you for technical assistance.

	Role
	Name

	WVABE Professional Development
	

	State GED Administrator
	

	Concerns related to technology or the Adult Education Management Information System (AEMIS)
	

	Concerns related to disabilities or special learning needs; and to materials and assessments in special formats (Braille, large print, audiocassette, Spanish)
	

	Assistance with enrolling and monitoring Distance Education/AdvantageGED students
	

	Concerns related to English as a Second Language (ESL) or EL/Civics programs
	

	Concerns related to the SPOKES program
	


B. Fill in the WVABE Program Local Contacts and Resources chart (next pages). 
1. To find the information, ask your local supervisor, peer trainer, AEMIS data manager, or other instructors to assist you in collecting the information.  
2. In addition, use any/all of the following resources:

· See Handbook Section 1 Partners in Adult Education, Literacy and Workforce Development in West Virginia.
· See Handbook Section 1 Appendix, Resources for the Adult Educator.  Follow the Internet links to find the information.
· To find the nearest GED Testing Center, go to http://wvde.state.wv.us/ged/location_ged_centers.html.
· To find information about the Certification Office, go to http://wvde.state.wv.us/certification.
· To find the DHHR Bureau for Children and Families Local County Office Directory, go to http://www.wvdhhr.org/bcf/about/documents/A-Z%20County%20Office%20Listing.pdf
3. Before you submit your Follow-up Questions, be sure to make a copy of this page (or keep this file) to use as a resource for making contacts and referrals.  If you save this file electronically, you will be able to update the chart as resources and contacts change.
	WVABE PROGRAM LOCAL CONTACTS AND RESOURCES

	

	Use this sheet to collect and retain information about local program contacts.  You may not have complete information for each item.

	Your Name:
	
	AEMIS Grantee:
	

	Class Schedule:
	
	Class Location:
	

	
	
	AEMIS Class #:
	

	

	Resource
	Contact Name 
and Title
	E-mail
	Phone
	Agency Name
	Address or URL

	Your Peer Trainer(s)
	 
	
	
	 
	 

	Your WVABE Local Program Director/ Coordinator, Principal, and/or Fiscal Agent
	 
	 
	 
	 
	 

	Your AEMIS Data Manager
	 


	 
	 
	 
	 

	Your Regional ABE Coordinator
	 
	 
	 
	 
	 

	GED Testing Examiner/Center
	 
	 
	 
	 
	 

	Your Local Volunteer Literacy Provider/ Literacy WV Affiliate
	 
	 
	 
	 
	 

	Resource
	Contact Name 
and Title
	Email
	Phone
	Agency Name
	Address

	Certification Assistance at the WV Department of Education
	
	
	
	
	

	Your Local DHHR Office and Case Workers
	 
	 
	 
	 
	 

	Regional Community Behavioral Health Center 
	 
	 
	 
	 
	 

	Local WV Division of Rehabilitation (DRS) Services Office 
	 
	 
	 
	 
	 

	Local Career-Technical Center  
	 
	 
	 
	 
	 

	Local WorkForce WV Career Center  
	 
	 
	 
	 
	 

	Local Vision, Hearing and/or Other Health Services In Your Region (list these)
	 
	 
	 
	 
	 

	Nearby Community College and/or University (include contacts for disability services/financial aid)
	 
	 
	 
	 
	 


	Additional Resources for Institutional Educators in DOC facilities
	Contact Name and Title
	E-mail
	Phone
	Agency Name
	Address

	Transitions Specialist
	 
	 
	 
	 
	 

	Additional Resources for SPOKES Personnel
	Contact Name and Title
	E-mail
	Phone
	Agency Name
	Address

	Your Regional Assessment Specialist
	 
	 
	 
	 
	 


WVABE INSTRUCTOR HANDBOOK, SECTION 3 
C. Revisit the inventories and screening instruments found online and in Section 3 Appendix.
1. Since you are required to administer a learning styles inventory, which one do you plan to use? 
	


· Why have you chosen the specific instrument?

	


2. Which instrument(s) will you use to screen…. 
	· For barriers?  
	

	· For special learning needs?  
	


· Why have you chosen the specific instrument(s)?
	


· How will you follow-up on information you gather from these screening instruments? 
	


WVABE INSTRUCTOR HANDBOOK, SECTION 4
D. In Section 4 of the Handbook, review the information regarding the Public Non-Discrimination Notice. 

1. What statement must be placed on program information and brochures?
	


2. Where can you find a sample of the type of notice that must be placed in your classroom and on advertising brochures?
	


WVABE INSTRUCTOR HANDBOOK, SECTION 12 

E. In Handbook Section 12, read the General Assessment Protocols. 
1. Are all students required to take standardized assessments?  
· What are some possible exceptions?
	


Note: 
For Computer Literacy Instructors, mark N/A for the questions remaining regarding Section 12 (E2-7, F-K).  Continue to answer questions on Page 11.
2. What is the maximum number of contact hours a student may attend a regular ABE class before a standardized pre-test must be administered? (See Section 12, General Assessment Protocols)
	


3. In AEMIS, what will happen at the end of the program/fiscal year if you have not recorded either an interim or an exit post-test score?  What will be the effect on your program’s performance?

	


4. Does every student that takes a standardized test have to take all the subject tests (e.g., math, reading, etc.)? 
	


· If not, then how do you decide which subject(s) to administer?
	


· Among the tests/subjects you administer, how do you decide which test score(s) to record on the ABE 400 Form or in AEMIS?
	


5. For an interim or exit post-test, in which skill or subject area must the student be re-assessed?
	


6. When post-testing (interim or exit), how do you decide which test form to use? (See Section 12, General Assessment Protocols)
	


7. According to the Publisher’s Guidelines for the assessment instrument used by your class (TABE, CASAS, BEST or BEST Plus), within what time frame should a student be re-assessed? (See Section 12, Appendix)
	


8. What are the exceptions (if any) to the Publisher’s Guidelines?  
	


· How do you document the need for an exception?
	


9. In AEMIS, what will happen if an interim or exit post-test has not been recorded within the appropriate time frame?

	


10. In AEMIS, what will happen at the end of the program/fiscal year if you have recorded an interim test score, but the student withdrew before an exit post-test was administered?

	


F. In Handbook Section 12, read the Guidance on Specific Types of Students. 
1. If a student plans to take the GED, which assessment(s) may be used to verify readiness for the GED Tests on the WV GED Form? 
	


2. What is the assessment that first-time GED Testers are required to take in order to qualify to take the GED Tests?
	


3. What are some assessment options to verify readiness to take the Tests for GED Completers (Re-testers)?
	


G. In Handbook Section 12, read the Guidance on the Use of the Official GED® Practice Tests (OPT). 
1. Can OPT results be recorded on the ABE 400 Form or in AEMIS as interim or exit tests and used to determine the FFL?
	


H. Find out by looking in your classroom or asking a supervisor about the specific assessment instruments used in your local program.
1. Which assessment instrument(s) are commonly used? (indicate all that are used)
	
	TABE (which versions?):
	
	Survey
	
	Complete Battery
	
	Form 9/10

	
	CASAS (which versions?):

	
	ECS
	
	Life & Work
	
	Citizenship

	
	BEST Literacy

	
	BEST Plus

	
	WorkKeys (administered by other agency)

	
	OPT


2. Which of the following items that accompany the assessment instrument(s) does your class site have? (indicate all that are available)
	
	Examiner’s Manual and/or Norms Booklet

	
	Locator or Appraisal test booklets and answer sheets (necessary for TABE/CASAS only)

	
	Parallel forms of test booklets for pre-test, interim, and post-testing

	
	Answer sheets

	
	Scoring stencils/booklets/overlays or self-scoring answer sheets


· Which assessment items (if any) are missing?

	


· If anything is missing, who will you contact?
	


I. In Handbook Section 12, read Guidance on the Use of … (for your specific assessment(s): TABE, CASAS, BEST Literacy, BEST Plus, and/or WorkKeys).
1. How much time should be allowed for students to take each part of the assessment(s) you will use?
	


2. What accommodations are available for each assessment you will use (TABE, CASAS, OPT, etc.) for students with documented disabilities? (Note: You may need to go online to find out).
	


LOCAL PROGRAM RESEARCH

J. Find out about the AEMIS data management procedures from your local program supervisor.
1. Who will be responsible for entering your local program information on a daily or monthly basis?
	
	I will be trained by:
	

	
	and I will be the one to enter all data into AEMIS.

	
	The Data Manager for my program will enter the initial data, and I will be trained to update assessment information, goals, and achievements using AEMIS.

	
	

	
	The Data Manager for my program will enter all data into AEMIS.


2. Who has been contacted to set up training and/or explain the procedures?

	


· What are the AEMIS procedures?  Which form(s) must be sent/entered and how often?

	


K. Find out from your local program director/coordinator how many hours a week you will be paid for teaching versus lesson planning/program management/data entry. Only the hours you actually spend instructing the students should be recorded on the Instructor Schedule in AEMIS.

	Instruction Hours:
	
	Paid Planning/Management/Data Entry Hours:
	


· How many instructional hours should be reported in AEMIS? 
	


WVABE INSTRUCTOR HANDBOOK, SECTION 9; (FOR SPOKES, SEE SECTION 16)
Note:
Instructors in classes not funded by ABE or EL/Civics grants may not be accountable to the same enrollment standards. Check with your local program coordinator.

L. In Handbook Section 9, read the General Guidelines for Monthly Student Enrollment and Attendance. For SPOKES, also see Section 16, and read SPOKES Guidelines.
1. If you are the only instructor for your class, based on the number of instructional hours reported in AEMIS, what is the minimum enrollment (number enrolled) your class should have?
	


2. If you are the only instructor for your class, what (if any) is the minimum number of contact hours for your class?
	


3. If there is more than one instructor in a class, how does this affect the calculation? 
	


4. If your enrollment falls below the recommended guidelines, what specifically can you do to recruit more students?
	


AEMIS USER’S GUIDE, SECTION 1 
M. In the AEMIS User’s Guide, review Section 1, Introduction. Read sub-sections: Log-in and Edit Profile.
1. What is the web address for AEMIS?  
	


2. Use the instructions in the AEMIS User’s Guide to log-in to AEMIS.  When you first received your training materials for WVABE, you should have been entered in AEMIS and received an automated message.  If you have not received a notification from AEMIS providing you a password, click on “Forgot Your Password?” and then check your e-mail to see if a password has been sent. Look in your Junk E-mail or Spam folder if it you do not see the message.
· If you do not get an automated message right away, contact Louise Miller at louise@wvabe.org.  Let her know that you have already tried to obtain your password via AEMIS and have not received it.
3. After logging-in, check your User Information in AEMIS. Edit your profile. Change your password to one you can remember. Log out and then log in again using the new password. 
· Were you successful?

· If not, please contact Cathy Shank at cshank@access.k12.wv.us immediately for assistance.

AEMIS USER’S GUIDE SECTION 6
N. In the AEMIS User’s Guide, review Section 6, Goal Setting. Read the sub-section on Federal CORE Outcome Measures.
1. Indicate which of these achievements are based on pre- and post-test information you enter in AEMIS (and do NOT require a social security number in order to be counted for federal outcomes). 
	
	Completed Entry FFL
	
	Retained current job (Unsubsidized)

	
	Moved to higher FFL
	
	Enrolled in post-secondary education or job training

	
	Achieved GED
	
	Had public assistance reduced or eliminated

	
	Obtained a job (Unsubsidized)
	
	


2. Indicate which of these achievements are determined by data-matching with other agencies’ databases.
	
	Completed Entry FFL
	
	Retained current job (Unsubsidized)

	
	Moved to higher FFL
	
	Enrolled in post-secondary education or job training

	
	Achieved GED
	
	Had public assistance reduced or eliminated

	
	Obtained a job (Unsubsidized)
	
	


· Can the achievements you have marked above (in #2) be data-matched and counted for students who do not provide a Social Security Number and/or a signed release of information form?
	


O. In the AEMIS User’s Guide, review Section 6, Goal Setting. Read the sub-section on Federal Goal Setting Tips.
1. If your class will be ending in May and closed for the summer, would you select a program goal of Pass the GED for a capable student that expects to take the GED test in August or September?  
	


· Why or why not?
	


2. Can the achievement Enrolled in post-secondary education or job training be data-matched and counted for students who achieve their goal outside of West Virginia or in private schools? 
	


3. If a student’s program goal is to Obtain a Job, how long after that student withdraws from your program does he/she have to actually get an in-state job in order to be counted in the data-match achievements?
	


4. Employment-related achievements can be data-matched and counted for students who obtain or retain employment in most states surrounding West Virginia. Which border state does NOT data-match?
	


INSTRUCTIONS FOR SUBMITTING THE FOLLOW-UP QUESTIONS
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.
· E-mail, fax, or mail a copy of this form to your peer trainer for review.
· E-mail, fax, or mail a copy of your corrected answers to the professional development coordinator:
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

*******************************************************************************************************

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 shows correctly Follow-up Questions 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: Follow-up Questions
· Click on the “Attach Files” button/icon.
· Find the location where you saved the file and double-click on the saved file “Follow-up Questions.”
· Click on “Send.”
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