	2011-2012 WVABE INITIAL PRE-SERVICE 
PART 1: SPECIALIZED COMPONENT

Data Form and Training Checklist


Name: 







Address: 







First Name

Middle Initial





Last Name 





Street
Email (required):   
























City

State

Zip Code



RESA:  

New to ABE?  __Yes  __No


AEMIS Grantee:






Day Phone:






Class Location:






Home Phone:






Class Schedule:






Cell/Other: 






Employee Status:
Total Hrs/Wk: 


ABE Instructional Hrs/Wk: 



__Instructor, Instructional Aide, 


or CDC:  
__Full-time
__Part-time (13+ Hrs/Wk)
__Part-time (Up to 12 Hrs/Wk)


__Temporary/Short Term:
__Long-term Sub
__Short-term SPOKES

__Computer Lit  
__HTGR


__Occasional Sub  
__Not Employed w/ABE Funds (including Volunteers, Vista workers, etc.)

__Non-Instructional:
__Local Administrator
__Data Manager
__Secretary/Clerk 

Certification: 
Expiration Date:  





__WV Teaching Certificate:
__Temporary
or 
__Permanent

__Adult License for ABE:
__Approved
or
__Pending 


__Sub Permit (Subs Only):
__Short-term
or
__Long-term

This Section should be completed by Peer Trainer

	Program Area/Pre-Service Type

(check all that apply)
	Hours Required
	Hours Complete
	Peer Trainer Signature
	Date Complete

	__Job Shadowing/Class Visit
	3
	
	
	

	__Advance Study
	2
	
	
	

	__ General ABE/GED
	2-3
	
	
	

	__SPOKES
	3-6
	
	
	

	__CDC/Job Coach
	3-6
	
	
	

	__Hit the Ground Running (HTGR)
	3-6
	
	
	

	__Transition to Post-Secondary Ed
	1-4
	
	
	

	__Computer Literacy
	1-4
	
	
	

	__Corrections/Institutional Education
	1-4
	
	
	

	__ESL/EL Civics
	1-4
	
	
	

	__Family Literacy/Even Start
	1-4
	
	
	

	__Reporting/Accountability
	2-3
	
	
	

	__Follow-up Study
	2
	
	
	

	__Follow-up Visit by Peer Trainer
	1-3
	
	
	

	__ABE Refresher (returning personnel)
	3-4
	
	
	


	Advance Study

	New practitioners were asked to read Handbook Sections 1, 2, 3, 4, 8, 11 (and 14 for ESL, 15 for Institutional Education, 16 for SPOKES/HTGR) and complete the Advance Study before meeting with the Peer Trainer.  

	The Peer Trainer should discuss/correct the answers before marking this checklist.
	Trainer Initials

	· Advance Study Completed and Corrected
· Confidentiality Agreement Signed electronically
	· Responses checked and approved by Peer Trainer
· Confidentiality Agreement given to local coordinator
	


	Pre-Service Components Delivered by the Peer Trainer

	For Specialized Areas: Refer to the appropriate items in the color-coded boxes and extra pages.
ABE/GED, Computer Literacy, Distance Ed, ESL and EL/Civics, Family Literacy/Even Start, HTGR, Institutional Education, SPOKES Transition to Post-Secondary, and Youth

	Enrollment and Entry

	Handbook, Section 4.  Also, Sections 8 for GED, 14 for ESL, 16 for SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· ABE/ESL Only Program Models

· Always follow local policy
· Intake Structures: 
· Managed Intake vs. Open Intake
· Centralized Intake: Conducted at ONE location for whole program; student information is forwarded to each class site
· Enrollment/Entry Models: Managed vs. Open

· Delivery Models: Uni-level, Multi-level, Topical
	· Handbook, Section 4

· ABE Peer Trainer brings/explains: Local procedures/forms/packets
	

	· 
	For Specialized Instructors (ABE/GED/OPT, Computer Lit, ESL, Family Lit, Institutional Ed, Transition to Post-Secondary):
· Specialized Peer Trainer brings/explains: Special procedures/forms/packets for Intake/Enrollment System
	

	· SPOKES/HTGR Program Models
· Intake Structure: Entry on every Monday

· Enrollment: Cycle of Modules
	For HTGR and SPOKES Instructors and CDCs: 
· Handbook, Section 16
· Peer Trainer brings/explains: Special procedures/
forms/packets for Intake/Enrollment System
	

	· Eligibility for WVABE Program Enrollment

· General Eligibility

· Enrolled in Post-Secondary or Job-Training
· Cannot serve foreigners with F-1 student visas in ESL, classes and on community college campus 

· Students with Disabilities

· Students ages 16
· Students ages 17-18

· Enrolled to maintain driver’s license

· Youth Preparing for GED
· Court-ordered
	· Handbook, Section 4: Eligibility 
For Transition to Post-Secondary:
· Handbook, Section 4: Eligibility of students in post-secondary or job-training, foreign students
For ESL:

· Handbook, Section 14, Intake
FOR GED:

· Handbook, Section 4: 16-18 year olds preparing for GED
· Handbook, Section 8: Age Requirements for the GED  
	

	· 
	· 
	

	· 
	· 
	

	· 
	· 
	

	· SPOKES/HTGR Eligibility

· Serving WV WORKS Customers

· Serving WIA Customers

· Eligibility for SPOKES and HTGR Programs
· Role of DHHR Personnel

· Role of WorkForce WV Personnel
	For SPOKES/HTGR: 
· Handbook, Section 16: WV WORKS, WorkForce WV, WVABE Programs Designed for WV WORKS and WIA Customers
· Handbook, Section 16: SPOKES Guidelines
· Handbook, Section 16 Appendix: WV DHHR Referral for Training/Services; Non-WV Works Referral Form
· Relationships/expectations among instructors, participants, caseworkers, and other agency personnel

· Handling communication with agency personnel

· Finding the local case workers
	

	Handbook, Section 4.  
Also, Sections 1, 3, 13 for Distance Education, 14 for ESL,  16 for SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· General Orientation and Intake Process and Paperwork
· Program Overview

· Program Purpose/Philosophy

· Available Services (including Distance Education)
· Program Components/Certificates Available

· Physical Layout

· Class Schedule

· Class Site Rules

· Rights & Responsibilities

· Code of Conduct/Dress Code
· Local Acceptable Use Policy for Internet/Technology
· Optional Media Release
· Informal Goal-Setting
· Personal Goal-Setting Activities

· Registration and Release of Information Form

· Record Intake Information on 400A Form

· Learning Needs/Barriers Screening

· Roadblocks/Barriers questions

· Screening for Special Learning Needs: confidential file for documented disabilities
· Strengths Identification

· Learning Styles

· Standardized Assessment Locator/Appraisal
· Computer Literacy Self-Assessment

· Standardized Pre-Tests
	· Handbook, Section 4 and Appendix: General Orientation and Intake Process, Checklist for Student Orientation and Intake, 400A/B form, General Release of Information Form, Sample Intake Forms
· Handbook, Section 16 Appendix: SPOKES Checklist for Student Orientation and Intake.  See Section below.
· Handbook, Section 10 Appendix: Sample Goal-setting and Goal-tracking Activities

· Section 3 Appendix: WV Learning Needs Screening, Learning Styles Inventories

· Peer Trainer brings: Local Program Orientation/ Registration materials; Learning Styles and Screening Instruments
	

	· 
	For Distance Education:
· Handbook, Section 13: Distance Education Curricula
	

	· 
	For ESL Students:
· Handbook, Section 14, Appendix
	

	· 
	For Institutional Education:

· Application for Education

· Adult Education Transcript Card

· Job Contract 
· Classroom Rules and Procedures
· Transfer of Students Between Facilities
	

	· 
	For Computer Literacy Only:

· Handbook, Section 4 Appendix: Computer Literacy Self-Assessment Checklist
	

	· 
	For Transition to Post-Secondary:
· Special Intake Procedures/Enrollment forms for college
	

	· Private Interview/Plan of Study

· Discussion of Screening/Assessment Results

· Addressing Barriers and Special Needs

· Accessing Community Resources
· Identifying Support Services and Making Referrals
· Student Commitment Contract Sample

	· Handbook, Section 4: General Orientation and Intake Process, Checklist for Student Orientation and Intake
· Handbook, Section 3 and Appendix: Identifying Resources and Addressing Barriers, Making Referrals for Psychological Assessment, Special Learning Needs Referral, Plan for Reducing Barriers 

· Handbook, Section 1 Appendix: Resources for the Adult Educator

· Peer Trainer brings: sample local resource guide, examples of referrals on local program letterhead 
For Institutional Ed, HTGR, and SPOKES Instructors, and CDCs: 

· Special Procedures/forms for making referrals
· Connecting with caseworkers or other program personnel to make referrals
	


	Handbook, Section 4.  
Also, Sections 10, 16 for SPOKES, 17 for Family Lit
	Check and/or Note Resources Used
	Trainer Initials

	· Setting and Tracking Program Goals 
· Select primary program goal/record in AEMIS prior to 13th hour of instruction
· Record Assessment and Program Goals on 400B Form

· Academic goals must be achievable within current fiscal/program year

· GED, post-secondary, and job-related goals must be achievable and verifiable using SSN to data-match within WV and surrounding states
· Revisit program goals after interim assessment
· Select different goals for different student types (Computer Literacy, ESL, Family Literacy, SPOKES/HTGR, etc.)
	· Handbook, Section 4 and Appendix: General Orientation and Intake Process, Checklist for Student Orientation and Intake, ABE 400B Form
· AEMIS User Guide, Goal-setting: Goal-setting Tips
· Handbook, Section 10 Appendix: Sample Goal-setting and Goal-tracking Activities 
· HTGR or SPOKES Goal-setting module

· Personal Goal Planner packet
· Peer Trainer brings: local goal-setting and goal-tracking activities; discusses appropriate goals/achievements for different student types (ABE/GED, Computer Literacy, ESL, Family Literacy, SPOKES/HTGR, etc.)
For Family Literacy:
· Handbook, Section 17 Appendix: Survey of Parental Involvement in Schools; ABE Personal Goals Checklist
	

	· 
	· 
	

	SPOKES/HTGR

· Participate in DHHR orientation process
· Program Overview

· Introduce SPOKES or HTGR Components and Certificates

· SPOKES/HTGR Schedule and Holidays

· SPOKES orientation process
· SPOKES documents

· Learning Needs/Barriers Screening

· SPOKES Learning Needs Screening; who administers; need to obtain results
· Strengths Identification
· CITE used for Learning Styles

· Standardized Entry Assessment

· Who administers TABE 
	For HTGR Instructors:
· Special Intake Procedures 

· Handbook, Section 16 Appendix: SPOKES Checklist for Student Orientation and Intake
· WIA referral form, Screening/ Assessment Results from WIA caseworker, Information Sheet
	

	· 
	For SPOKES Instructors and CDCs:
· Special Intake Procedures
· Handbook, Section 16 Appendix: Personal Attendance Commitment Form 

· Policies for holidays and during inclement weather
· Handbook, Section 16 Appendix: DHHR/WIA referral forms; WV WORKS Learning Needs Screening; TABE/WorkKeys Results from assessment specialists via caseworker, DHHR Pin Number
	

	CDCs Only 
· Identifying Barriers to Employment
· Individual Training/Employment Plans
	For CDCs:
· CDC Management Packet: Orientation Packet, Job Search Responsibility Contract, Self-Sufficiency Plan
· Assessment Inventories and Goal-setting tools
· O-NET Inventory, Career Exploration Inventory (CEI), Barriers to Employment Success Inventory (BESI)
	


	Handbook, Section 4.
Also, Sections 8 for GED, 13 for Distance Ed, 14 for ESL,  16 for SPOKES, 17 for Family Lit
	Check and/or Note Resources Used
	Trainer Initials

	· Orientation for Specific Student Types
· Low Level Literacy
· Students with Disabilities
· Orientation for OPT Only/GED Candidates
· Orientation for Distance Education
· Orientation for ESL
· Registration

· Needs Assessment and Screening

· Learning Styles 
· Orientation for Young Adults

· WV GED Form

· GED Fact Sheet

· Student Commitment Contract 
· Rights and Responsibilities (including Code of Conduct and Dress Code)
	· Handbook, Section 4: Orientation for Specific Types
For OPT/GED Orientation:
· Handbook, Section 8: Orientation Process for GED Candidates, GEDWizard

· Handbook, Section 8 Appendix: WV GED Form
For Distance Education: 

· Handbook, Section 13

For ESL Instructors:

· Handbook, Section 14 and Appendix: Intake Forms, Needs Assessment and Screening, ESL Registration/ Background Interview, Needs Assessment, Learning Styles Questionnaire
· Handbook, Section 4 Appendix: GED Fact Sheet, Student Contract B

· Handbook, Section 8: Age Requirements for GED 

· Handbook Section 8 Appendix: WVGED Form, Waiver Form
	

	· 
	· 
	

	· 
	· 
	

	· 
	· 
	

	· 
	· 
	

	· File Management

· Permanent Program-Intake/Progress file for each student

· Strictly Confidential files for specific students
· Student Working file/folder
	· Handbook, Section 4: WVABE Program Student Intake/Progress Files; Program Files Checklist
· Special Items for Youth, Distance Ed, GED, HTGR
· Section 16 Appendix:  SPOKES Program Files Checklist

· SPOKES/CDC Management Packets: Required Forms 
· Peer Trainer brings: samples of each type of file
	

	· Confidentiality

· WVABE Personnel Confidentiality Agreement

· Last page of Advance Study

· Give copy to local coordinator

· Sign electronic copy or fax copy to PD office

· General Release of Information for all students

· If not signed, cannot data-match, but can count academic achievements

· Release of Strictly Confidential Information to Local Staff or Volunteers

· Release of Information to External Agencies or Individuals
· Print forms on local program letterhead
· Requesting Confidential Information
· Referrals to Other Agencies
	· Handbook, Section 4: Student Confidentiality
· Handbook Section 4 Appendix: Confidentiality and Referral Forms
	

	· 
	For Transition to Post-Secondary, Institutional Ed HTGR, and SPOKES Instructors and CDCs: 

· Special Procedures/forms for sharing student data between partner agencies (colleges, correctional institutions, DHHR, WIBs, etc.)
	

	· 
	For Family Literacy Instructors: 

· Handbook, Section 17: Considerations in Coordinating Child/Parent Programs and Activities
	

	· 
	For HTGR and SPOKES Instructors and CDCs: 
· Handbook, Section 16
	

	· Referrals
· Keep track of referrals to your program

· Refer students that need community services
	· Handbook, Section 4: Referrals
· Section 4 Appendix: Workforce WV Partner Referral 
	


	Assessment to Instruction in the ABE Classroom

	Handbook, Sections 5 and 6
Also 12, 14 for ESL, 16 for SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· Assessment to Instruction Process
· Global assessment of basic skills and needs (review orientation and intake process)
· Program placement and Determining FFL for ABE, ESL, Computer Literacy 
· Plan for curriculum and instruction (connecting pre-test score to materials selection)
· Monitor progress (re-assess and revisit goals)
· Verify gains (importance of post-test data)
· Record achievements (mark 400B)
	· Handbook, Section 5, Federal Functioning Levels, Overview of Assessment to Instruction Process
· Handbook, Section 12 : General Assessment Protocols; Guidance on Specific Types of Students
· Handbook, Section 6, WV Instruction Goals and Objectives
	

	· 
	For Computer Literacy Instructors:

· Special procedures

· Counted as Work-based  Project Learner within ABE/NRS Reports
	

	· Computer Literacy Curriculum

· Verification Checklists for the Computer Literacy Essential IGOS
	For Computer Literacy Instructors:

· This is the On Button: online at http://wvabe.org 
· www.Inpics.net tutorials

· www.baycongroup.com  tutorials

· Jan’s Illustrated Computer Literacy 101

· Handbook, Section 6 Appendix, Verification Checklists for the Computer Literacy Essential IGOS
	

	· Only ABE, ESL, Computer Literacy, GED:
· WV Instructional Goals and Objectives (IGOS)

· Verification Checklists for the Essential IGOs Used to Chart Student Progress: 

· ABE: Reading; Writing/Composition; Math
· ESL: Reading/Writing; Oral Communication

· Computer Literacy 

· GED: Math, Reading, Sci., S.S., Writing
	· Handbook, Section 6, Using IGOs to Monitor Progress

· ABE Checklists
· ESL Checklists
· Computer Literacy Checklists
· GED Checklists
· Performance Descriptors (ABE)
· Benchmark Tasks for ABE available from CTRC
	

	· ESL Curricula
	For ESL Instructors:

· Handbook: Section 14, Curriculum

· Multi-level ESL Curriculum Guide; Hogar Hispano Curriculum; REEP Curriculum
· Other:
	

	· Family Literacy Curricula
	For Family Literacy Instructors:

· Cross-walking (coordinating) adult academics with children’s curricular activities
· Examples: Parenting Sure and Simple, Jumpstart, Equipped for the Future (EFF) Roles, etc.
	

	· Only HTGR and SPOKES: HTGR Curriculum or SPOKES Curriculum

· Modules

· Certification and/or WorkKeys Levels
· Certificates Students Can Earn 

· Ready to Work certificates:  Ready to Work, Achievement, Participation, and/or Completion

· Customer Service Part 1 and Part 2
· Internet and Computing Core Certification (IC3)

· Microsoft Office Specialist (MOS)
· Governor’s Certificates: Gold, Silver, Bronze
	For HTGR and SPOKES Instructors and CDCs:

· SPOKES Curriculum Modules, Teacher Guide and Checklists are available free to you from the CTRC (1-800-982-5627): Work Process (Employability) Skills and Workplace Reading and Math

· HTGR Curriculum & Instructor Guide

· Computer Literacy CD and Handouts

· Handbook, Section 16 and Appendix: Expected Outcomes, Specialized Schedules, Criteria for Certificates, Certificates

· Module Pre/Post Tests

· Skills Checklists 
	

	· Selection of Materials

· CASAS Quick Search
	· Handbook, Section 5: Selection of Materials

· CASAS Quick Search
https://www.casas.org/home/index.cfm?fuseaction=home.showContent&MapID=129
	

	· Recommended Materials
· Print (trainer favorites)

· Online (Distance Ed options, WVDE Technology Tools, etc.)

· Keyboarding Software
	· Peer Trainer Brings/Shows: Favorite Materials and demonstrates classroom software and/or online sites.
· Resources for Distance Ed or Classroom Use: KeyTrain, PLATO, etc.

· WVDE Technology Tools

http://wvde.state.wv.us/strategybank/techtools.html  

· Online Resources: 
College Foundation of WV: www.CFWV.com
GCF Learn Free: www.GCFLearnFree.com
Learning Express Library: www.wvinfodepot.org 

· Portals:

http://guest.portaportal.com/wvdeabe 

http://guest.portaportal.com/wvabetis
http://guest.portaportal.com/mtec 
· Keyboarding software: Mavis Beacon, etc.
· Other:
	

	· Resources in Special Formats
· Large Print, audio-cassette, Braille, ESL, and Spanish educational materials and assessments available from RESA 3
	· Special Populations Services at RESA 3, Literacy Hotline, 1-800-642-2670
	
 

	· Resources for Specialized Programs Only
	For OPT/GED Prep:

· GED preparation materials (if applicable)
· Online GED Prep Resources:  Learning Express Library, PBS Literacy Link
	

	· 
	For ESL Instructors:

· Handbook, Section 14: Recommended ESL Materials, Internet Resources
· Experienced instructor demonstrates USA Learns, Rosetta Stone, or other available software
	

	· 
	For Family Literacy Instructors:

· Section 17 Appendix: Additional Resources About Family Literacy 
	

	· 
	For HTGR and SPOKES Instructors and CDCs:
· Experienced instructor demonstrates KeyTrain, Through the Customer’s Eyes, and/or WIN software; 
· Section 16 Appendix: Recommended Curriculum Resources, Software, Equipment and Supplies 
· Hit the Ground Running Learner Manual
· CDC Training Manual and Management Packet
	

	· 
	For Institutional Education Instructors:

· Software: Destinations and PLATO 
	

	· Instructional Sequence for Adult Learning 
· Lesson Planning Worksheet
· Methods of Instruction for the ABE Classroom
· Large Group, Small Group, Cooperative Learning, Project-based, Computer-assisted, one-on-one, individualized, etc.
· Point out links to further study in Handbook

· Universal Design for Instruction
	· Handbook, Section 5, Sample Lesson Plan Formats; Methods of Instruction, Universal Design
· The Lesson Plan Builder: www.adultedlessons.org 

· Teach21 Instructional Guides: http://wvde.state.wv.us/instructionalguides/ 

· Teach 21 Interactive CSOs: http://wveis.k12.wv.us/Teach21/public/cso/cso.cfm 

· Teach 21 Strategy Bank

http://wvde.state.wv.us/strategybank 

	


	Assessment and Placement in the Classroom 

	Handbook, Section 12.
Also, 4 and 6 for Computer Literacy, 14 for ESL, 16 for SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· General Assessment Protocol
· Must use approved standardized assessments; parallel forms for entry, interim, and exit tests

· Pre-test within first 12 hrs

· Interim test interval determined by Publisher Guidelines for specific instrument

· Exit test prior to student leaving or end of class (if before publisher guidelines, use waiver) 

· Use Assessment Record/Waiver to document post-test at 30 hours but before publisher recommended minimum. Must meet waiver conditions.
· Without interim or post-test score—no progress may be claimed

· Only required to assess in student goal areas

· At a minimum post-test in lowest area 
	· Handbook, Section 12: General Assessment Protocol

· Section 12 Appendix: Publisher Assessment Guidelines; Assessment Record/Waiver

· For DHHR customers, screening/assessment results from Assessment Specialists can be accessed: via DHHR caseworker or by checking AEMIS for assessment results
	

	· 
	· 
	

	· 
	For Institutional Education Instructors:

· Access to Permanent Files/Previous Test History Classification Reports 
· ScanTron/Computerized Prescriptive Report (if applicable)
	

	· Assessment Guidance on Specific Student Types: 
· Students with a Short-Term Goal

·  Low-level ABE

· Students with Disabilities

· Must provide accommodations for those with documented disabilities

· Try-out adaptations for those with possible disabilities

· Assessments in alternative formats

· Modifications that do not require documentation
· ESL 

· Preparing for US Citizenship
· Computer Literacy Only

· Work-based Project Learners

· Between 12-30 hours and completed one curriculum module

· No assessment score/FFL recorded in AEMIS
· SPOKES/HTGR students may qualify 
	· Handbook, Section 12: Guidance on Specific Types of Students: Students with Short-term Goal, Low-level, Disabilities
· Call hotline for assessments in special formats (Braille, large print, audio, etc.)
	

	· 
	For ESL Instructors:

· Handbook, Section 12: Guidance on Specific Types of Students--ESL Students, Preparing for US Citizenship

· Handbook, Section 14: Assessment
	

	
	For Computer Literacy Only:

· Handbook, Section 12: Guidance on Computer Lit
· Handbook, Section 4: Computer Literacy Self-Assessment Checklist
· Handbook, Section 6: Computer Literacy Checklist of Essential Skills
	

	
	For HTGR and SPOKES Instructors and CDCs:

· Handbook, Section 12: Guidance on Specific Types of Students: Work-based Project Learners, WorkKeys 
	

	· Instructors Providing OPT Assessment
· Guidance on Specific Types of Students: 

· Short-term goal/OPT Only

· OPT for first time GED test-takers

· Assessments for GED repeaters

· Guidance on Use of Official GED Practice Tests
· Passing scores for OPT required to take GED

· If GED accommodations are approved, must be used for the OPT

· OPT versions in special formats and foreign languages
· OPT cannot be used as post-test

· Get TABE/CASAS post-test for lowest area (reading, math, language) before giving OPT
	OPT Assessment GED Preparation:

· Handbook, Section 12: Guidance on Specific Types of Students--Students Who Only Want to take the OPT, Who Want to Take the GED in Spanish or French

· Accessing Learning Express Library GED practice tests via wvinfodepot.org

· Section 12: Guidance on the Use of the OPT

· Spanish and French versions for foreign language students; large print and audiocassette versions for students with LD and vision impairments--available from Hotline,1-800-642-2670 

· Demonstrate OPT answer sheet and scoring; explanation of essay scoring rubric

· Option: Suggest instructor take OPT to understand what students need to know to pass
	

	· Introduction/Demonstration of specific standardized assessment to be used
· How to Record Assessment Results (Scale Score, GE, WorkKeys Level) on the 400 for Specific Assessment Instrument(s)
· Publisher Guidelines for post-test timeframes

· Waivers to publisher guidelines

· For Computer Literacy:  Checklist Verification
· Recording Results for Special Students
· For ESL: Select ESL Instruments
· For SPOKES: 

· Record Reading/Math scores/levels only
· Only record WorkKeys Level Scores when using WorkKeys for both pre- and post-assessment (only for level 4 and higher)
	· Handbook, Section 12: Recommended Assessments (Refer to section on actual instrument to be used)
· Section 12 Appendix:  Publisher Guidelines; Assessment Record/Waiver  

· Check AEMIS for previous test scores (from previous correctional institution or from assessment specialist)

· Demonstrate Assessment Instrument and Answer Sheet or Test Results page.  Check all that apply:

( TABE
( ESL/BEST Literacy  
( CASAS
( ESL/BEST Plus
( WorkKeys
( ESL/CASAS 
· Computer Lit Checklist
· Individual Summary Report on DHHR/TANF clients 
	

	· 
	· 
	

	· 
	· 
	


	Preparing For The First Class

	Handbook, Section 14 for ESL, 16 for SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· First Class Scenario
	· Peer Trainer discusses what to expect/how to plan
· Other:
	

	· 
	· Handbook, Section 14: Needs Assessment, Starting up an ESL program
	

	· 
	· Section 16 Appendix:  SPOKES Program Suggested Classroom Supply List, Resource List
	


	GED (Instructors Providing GED Prep and/or OPT Assessment): Section 8
	Check and/or Note Resources Used
	Trainer Initials

	· WV GED Testing
· Rules for Young Adult Students
· GED Transcripts

· Orientation Process for GED Candidates

· WV GED Form/16 year old Waiver

· GED and OPT Forms for Special Populations

· WV Guidelines for Requesting GED Testing Accommodations 
· OPT and GED Goals and Achievements

· GED must be achievable by Oct. 31 of next program year

· Can be added after progress/OPT score show likelihood of passing GED and GEDWizard registration is complete
	· Handbook, Section 8 and Appendix

· Other:
	

	· GED Testing Center Information
	· WVABE website: http://wvde.state.wv.us/ged 
	


	Institutional Education ONLY: Section 15
	Check and/or Note Resources Used
	Trainer Initials

	· Program Philosophy

· Teaching Difficult Adults

· Occupational Hazards

· Prison Do’s and Don’ts
	· Handbook, Section 15
· OIEP Teacher’s Handbook

· Institution Organizational Chart
	

	· Policies and Procedures:
· Student Attendance Policy

· Staff-Student relations
	· Institution’s Policies and Procedures Manual
· OIEP Policies and Procedures Manual
	


	ESL Only: Section 14
	Check and/or Note Resources Used
	Trainer Initials

	· Adult Second Language Acquisition
· Factors that May Affect Second Language Acquisition
· Multi-Cultural Issues:
· Student-Teacher Relationship

· Culture Shock
	· ERIC Q & A, Beginning to Work with Adult English Language Learners, http://www.cal.org/ncle/digests/beginQA.htm 

· Handbook, Section 14: Needs Assessment, Assessment, Cultural Considerations
	


	Career Development Consultants ONLY: CDC Manual and CDC Mgmt Packet
	Check and/or Note Resources Used
	Trainer Initials

	· Eight Stages of Job Development
· CDC Relationship to SPOKES Participants 

· Motivating SPOKES Participants

· Approaching Employers
	· CDC Manual
· Motivating the Hard-to-Serve (Cygnet Associates)
· Reaching Employment Potential (Curtis & Associates) 
· SPOKES flyer, SPOKES DVD, business card, professional appearance
	

	· Portfolio Tool Kit Checklist

· CDC Duties
	· CDC Management Packet
	

	· Job Information, Training, and Placement Resources for SPOKES Participants

· Available Assistance Sources
	· Career fairs, guest speakers, WorkForce WV One-Stop, post-secondary/vocational training programs, job shadowing opportunities
· Subsidies, Incentives, Earned Income Tax Credit
· Fidelity Bonds for ex-offenders
	


	Transition to Post-Secondary ONLY: 
	Check and/or Note Resources Used
	Trainer Initials

	· Community College Environment 

· Maintaining an ABE environment on the campus
· Chain of command at community college site
· Memorandum of Understanding (MOU)
· Specifics of collaboration/grant specifications
· Resources provided by each agency
· Teaching expectations/Instructor evaluations
· Responsibilities in dual role: ABE teacher and adjunct developmental education instructor
· Confidentiality/sharing of student information
· Reporting responsibilities to the college such as tracking of students, follow-up, etc.
	· Sample MOU
· Other:
	

	· Developmental Courses: titles, syllabi, course guides, cut-off scores
· Creating ABE Syllabus from the Developmental Ed Course Guides 
· Helping Students Prepare for College Entrance and/or Placement Tests

· Helping Students Register
· Academic programs offered through the college
· Academic advising process/advisor
· Assignments/advisor roles and responsibilities

· Matriculation, Registration, Orientation, Course Scheduling and Financial Aid processes
	· College Catalog
· Developmental Course Syllabi
· Information about Entrance Tests: ASVAB, ACT, SAT
· Information about Placement Tests: ASSET, COMPASS, AccuPlacer
	


	Family Literacy ONLY: Section 17
	Check and/or Note Resources Used
	Trainer Initials

	· What is Family Literacy?

· Making the Case for Family Literacy

· Four Components of Family Literacy Programs
	· Handbook, Section 17: Teaching Adults in a Family Literacy Program

· Training and Staff Development for Family Literacy Practitioners Manual, pp. 14-48
	

	· Coordinating Child and Parent Programs

· Reporting Child Abuse

· Home Visits

· Confidentiality: Sensitizing Adult Students to the Grade-School Environment
	· Handbook, Section 17: Teaching Adults in a Family Literacy Program

· Other:
	

	· Family Literacy versus Even Start

· Even Start Performance Standards

· Even Start Program Eligibility
	· Handbook, Section 17: Teaching Adults in a Family Literacy Program

· WV State Even Start Program Performance Standards and Indicators

· Guidance for the William F. Goodling Even Start Family Literacy Programs
	

	· Agencies/Partners/Resources
	· Training and Staff Development for Family Literacy Practitioners Manual, pp. 81-84

· Section 17 Appendix: Family Literacy Resources
	


Instructor: Please check the following items that apply and sign below.

·  I received the following items from the Professional Development Office:

___Pre-Service Training Checklist Part 1
___Pre-Service Training Checklist Part 2

___Observation/Job Shadowing Class Visit Form

___WVABE Instructor Handbook

___Specialized Sections of the Handbook (as needed)

___Advance and Follow-up Study
___Additional Specialized Training Materials: 









___Other: 










· I received the following items from the Peer Trainer:

___Specialized Training Materials: 









___Other: 









· Job Shadowing/Observation was completed at this site:





 


on this date: 

· The checklist topics were adequately addressed by the Peer Trainer on the following date(s): 





· I understand that I have completed Part 1 of PRE-SERVICE training and that if and when I am given a regular assignment (not occasional substituting or short-term employment) that I must complete Part 2 of pre-service (including the Follow-up Questions). 
· In that case, I understand that my pre-service training is not complete until the written responses to the Follow-up Questions are returned to the Peer Trainer and approved. Written responses will be returned to the Peer Trainer by                 
              (within one week after pre-service training).
· In addition to pre-service, I understand that I will be responsible for completing Core and Elective IN-SERVICE requirements (See Section 11 of the Handbook) every fiscal/program year depending on my role and the number of hours I work.  By June 30, I must complete        hours of session(s). 
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New Practitioner's Signature
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Peer Trainer's Signature


	2011-2012 WVABE PRE-SERVICE
PART 2:  REPORTING AND ACCOUNTABILITY COMPONENT

Data Form and Training Checklist


Name: 







Email (required):   







First Name
Initial

Last Name 




This Section should be completed by Peer Trainer

	Program Area/Pre-Service Type

(check all that apply)
	Hours Required
	Hours Complete
	Peer Trainer Signature
	Date Complete

	__Reporting/Accountability (Part 2)
	2-3
	
	
	

	__Follow-up Study
	2
	
	
	

	__Follow-up Visit by Peer Trainer
	1-3
	
	
	

	__ABE Refresher (returning personnel)
	3-4
	
	
	


	Follow-up Study

	New practitioners read Handbook Sections 1, 3, 4, 9, and 12 of the WVABE Instructor Handbook and Section 6 in the AEMIS User’s Guide. 

	The Peer Trainer should correct/discuss the answers before approving this checklist.
	Trainer Initials

	· Follow-up Study Completed and Corrected
	· Responses have been discussed, checked, and approved by Peer Trainer
	


	Reporting and Accountability Pre-Service Components 

	For Specialized Areas: Refer to the appropriate items in the color-coded boxes and extra pages.
ABE/GED, Computer Lit, ESL, Family Lit/Even Start, Institutional Ed, HTGR/SPOKES, Transition


	Reporting, Performance Standards, and Program Accountability

	Handbook, Section 9. 
	Check and/or Note Resources Used
	Trainer Initials

	For General ABE/ESL classes

· NRS Core Measures 

· What If Program Falls Below Core Measures?
· Strategic Technical Assistance Review

· Instructional Checklist is valuable self-assessment to see if you understand what you should be doing and are doing it
	· Handbook, Section 9: Program Performance; STAR Review

· Section 9 Appendix: Summary of  Federal Core Indicators,  STAR Instructional Checklist

· Other:
	

	· AEMIS Log-in

· AEMIS Management
· Local procedures (paper/pencil or AEMIS)

· Identify who will enter data
	· AEMIS: www.wvabe.org/AEMIS 
· Trainee has logged-in and has password.

· AEMIS Data Manager (if applicable): 
· Name: ________________________________
· Phone: ________________________________
	


	Handbook, Section 4.

Also, 14 for ESL; 16 for HTGR/SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· ABE Reports/AEMIS                            
· New Class Information Form
· ABE 400 A & B Form (Student Intake/Exit)
· Instructor must fill in (Only Key Information may be filled-in by student)

· Must keep paper copy in file

· May use ESL Registration/Background Interview to collect data from students
· For specialized programs: Attention to Program Type, Student Type, Referral Source, and Goals

· ABE 300 Form (Monthly Attendance)
· Logging attendance

· Instructor responsible for data quality; check monthly report online
· ABE 300A Form (Class Summary)
· Automatically generated by AEMIS
· Instructor responsible for data quality; check monthly report online

· AEMIS NRS Tables 4, 5, and 13
	· Handbook, Section 4 and Appendix: New Class Information Form, ABE 400A/B, ABE 300 
· AEMIS User’s Guide: Class, Student (Sections 2, 3)
	

	
	For ESL Instructors: 
· Handbook, Section 14 and Appendix: Intake, ESL Registration/Background Interview
	

	· 
	Peer Trainer brings: sample of required forms for appropriate specialized area and  demonstrates items to fill out for specific group
· Transition to Post-Secondary

· Computer Literacy
· ESL, EL/Civics
· Family Lit
· OPT/GEDWizard Only
· Institutional Ed
· HTGR or SPOKES 
	

	· WVABE General Release of Information Form
· Read aloud and signed

· Without signed release, SSN cannot be used for data-matching on goals
· Care in selecting program goals for students with no release or no SSN  
	· Handbook, Section 4 and Appendix: Release of Information, General Release of Information Form
· AEMIS User’s Guide: Goal-Setting Tips (Section 6)
	

	· Additional Reports for Specialized Programs
	For Transition to Post-Secondary Instructors:

· Reports required by college

· Campus data collection procedures
· Computer systems: BANNER, NOVELL, or IMAGE
	

	· 
	For Family Literacy Instructors:

· Specialized County Forms: _______________

· Anecdotal info for Parent Ed Profile (PEP)

· Class attendance, test scores, achievements 
	

	
	For HTGR Instructors:

· HTGR Teacher Training Packet: Absence Sheet, WorkKeys Student Progress Report
	

	
	For Institutional Education Instructors:

· Inmate payroll

· Disciplinary and Incident reports

· Suspension from school

· Segregated housing
	

	· 
	For SPOKES Instructors and CDCs:

· Section 16 Appendix: Supplemental Monthly Report

· CDC Management Packet: CDC Monthly Report
	


	Handbook, Sections 4 and 9.

Also, 3, 14 for ESL, 16 for HTGR/SPOKES
	Check and/or Note Resources Used
	Trainer Initials

	· NRS/Program Goal-setting Tips 
· Instructor selects primary program goal/records in AEMIS prior to 13th hour of instruction

· Revisit program goals after interim assessment

· Program automatically held accountable for “improve basic skills” (checked or not)
· Note: Academic achievements do not involve data-match; no problem for students with no SSN or no signed release form

· Only select GED, higher education/training, and job-related goals that are achievable and can be verified by data-match using SSN: 

· GED: test taken ‘in state’ before Sept. 30 of next program year; results recorded by Oct. 31 of next program year  

· Higher Education/Training: enrolled in state institution/training program by Oct. 31 of next program year; cannot data-match with out-of-state or private schools

· Obtain a Job: employed in WV or surrounding states (except KY) in the first quarter following withdrawal from program

· Retain a Job: still employed during third quarter following withdrawal from program

· Note: Cannot data-match achievements for students with no SSN or no signed release of information; if no valid SSN, careful not to choose GED, Higher Education, or Job Goals
	· Handbook, Section 4: Orientation and Intake Process—Program Goals

· Handbook, Section 9, Program Performance—Student Achievements included in NRS Measures
· AEMIS User Guide: Goal-Setting Tips (Section 6)
	

	· 
	For Specialized Instructors:

· Specific goals to choose for:
· Transition to Post-Secondary
· Computer Literacy
· ESL, EL/Civics
· Family Lit

· OPT Only
· Institutional Ed
· HTGR, SPOKES
	

	For ESL Students:  
· Careful to use SSN; not TIN; no made up SSN  
· Careful goal selection for students with no SSN
	For ESL Instructors:

· Handbook, Section 14: Needs Assessment
	

	For General ABE/ESL classes

· Enrollment/Attendance Guidelines

· Contact hours 

· Enrollment formula 
	· Handbook, Section 9: General Guidelines for Monthly Enrollment and Attendance 
· Required Monthly Contact Hours: _____________

· Required Monthly Enrollment: ________________ 
· Handbook, Section 3: Weighted Attendance/Contact Hours for Students with Disabilities
	

	· Weighted Contact Hours for Students with Documented Disabilities
	· 
	

	For Family Literacy, HTGR, SPOKES, or other Special Program:

· Special sign-in sheets

· Activities that do not count for attendance

For SPOKES/HTGR Instructors:

· Enrollment/Attendance depends on referral from DHHR.  

· SPOKES classes only close by DHHR request

· For HTGR, Enrollment/Attendance depends on referral from WIB
	For Family Literacy Instructors: Activities that do not count for attendance
	

	
	For HTGR Instructors: 
Special procedures
	

	
	For SPOKES Instructors: 
· Handbook, Section 16 Appendix: Daily Sign-in and Student Timesheets 

· Handbook, Section 16: SPOKES Guidelines
	


	Student Follow-up and Retention

	Handbook, Section 7.
	Check and/or Note Resources Used
	Trainer Initials

	· Student Follow-up


· Program Completers--get them to post-test

· Program Non-completers--recheck program goals; check-in to see if goals were met; careful of goals accomplished out-of-state

· Contact Non-completers about returning
	· Handbook, Section 7: Retention, Follow-up

· Peer Trainer Brings: Samples of follow-up techniques; phone/contact log 

· Student mailing labels for your class may be generated from AEMIS under Professional Development/Mailing Labels
	

	· Retention and Follow-up for Classes not Available to General Public
· Contact DHHR or WIB caseworker about no-shows
	For Institutional Ed:
· Information and assistance in accessing WVABE programs for students who will be released
	

	· 
	For SPOKES and HTGR:

· All students are DHHR and/or WIA referrals 

· Contact with DHHR or WIA Case Manager for both recruitment and for follow-up on non-completers

· Participation in DHHR orientation process
	

	· 
	For CDCs
· CDC contacts with business and industry 
· CDC Follow-up Student Employment Sheet and Log
	


	Professional Development

	Handbook, Section 11.
	Check and/or Note Resources Used
	Trainer Initials

	· Renewal of Certification

· In-Service Core/Elective Requirements
· Identify specific requirements for specialty (ABE/GED, SPOKES/HTGR, ESL, Institutional Ed)

· Identify CORE sessions that must be taken before June 30 of this program year

· Identify suggestions for alternative elective credit (class visit, e-Learning, EL/Civics Online)


	· Handbook, Section 11 and Appendix
· Visit Online Calendar to view upcoming sessions
	

	· 
	For ABE/GED Instructors:

· Handbook, Section 11 Appendix: General ABE/GED Professional Development Record
	

	· 
	For Transition to Post-Secondary Instructors:

· Special Training Opportunities: Community College Assoc., WV Assoc. of Develop. Educators
	

	· 
	For ESL Instructors:

· Handbook, Section 11 Appendix: ESL Professional Development Record
· Special Opportunities: WVTESOL Spring Conference
	

	· 
	For Family Literacy Instructors:
· Special Training Opportunities
	

	· 
	For Institutional Education Instructors:
· Handbook, Section 11 Appendix: General ABE/GED Professional Development Record 

· OIEP Training Requirements: OIEP Fall Conference
	

	· 
	For SPOKES and HTGR Instructors and CDCs:

· Handbook, Section 11 Appendix: SPOKES/HTGR Professional Development Record
	


Instructor: Please check the following items that apply and sign below.
· I received the following items from the Peer Trainer:

___Pre-Service Training Checklist Part 2

___WVABE Instructor Handbook

___Specialized Training Materials: 







___ Follow-up Study
___Other: 








· The Peer Trainer is scheduled to visit on the following date(s): 




· I understand that my pre-service training is not complete until the written responses to the Follow-up Questions are returned to the Peer Trainer and approved.
· The checklist topics were adequately addressed by the Peer Trainer on the following date(s): 




· I understand that this is a PRE-SERVICE and that I will be responsible for completing core and elective IN-SERVICE requirements (See Handbook, Section 11) every fiscal/program year depending on the number of hours I work.  By June 30,  I must complete        hours of session(s). 
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New Practitioner's Signature





[image: image4.emf]X

Peer Trainer's Signature


	Follow-up Visit

	The Peer Trainer should visit the class of the Trainee before marking the checklist.
	Trainer Initials

	· Trainee has established an email address and successfully accessed AEMIS.
· Trainee can access own class information.
· Trainee work site has appropriate assessment materials.
· Classroom is equipped with appropriate materials and supplies for the specific specialty.
· Trainee has sufficient enrollment and attendance to sustain class.
	· Trainee has been visited by Peer Trainer
· AEMIS Access
· Assessment Instruments
· Instructional Materials and Supplies 
	


	Peer Trainer Comments:
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Peer Trainer's Signature


Add to Listservs? 	__WVABE Updates


__WVABE-L	__LIT-VOL	__WVTESOL-L


__FAM-LIT	__ABEYouth	__WVABE-CTCS
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