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POINTING STUDENTS TOWARD LONG-TERM LIFE GOALS 

Adults who enter the West Virginia Adult Education (WVAdultEd) program come with a variety 
of personal goals. Often the general adult education students will state that they are just there 
to get the high school equivalency diploma. However, it is no longer enough to earn a high 
school credential in order to make a family-sustaining wage. If asked about their goals, English 
Language Learners (ELLs) often say they just want to learn to speak English, or that they want to 
pass the citizenship test. These students will need to say more than just a few basic English 
words or phrases to become integrated into our communities.  

In reality, for many of our students, the ultimate aim (whether they express it or are even 
aware of it) is probably to acquire or retain a decent job. In order to do that, they may have 
further steps to take that they have not begun to plan for (i.e., enrolling in further training or 
entering college). In many cases, they may not realize that the WVAdultEd program can help 
them with more than test preparation. 

WVAdultEd has shifted the focus of its classes away from passing the state-approved high 
school equivalency assessment as the primary end goal. WVAdultEd  will now focus on ensuring 
that adult learners not only acquire the necessary reading, writing, math, and English language 
skills, but also the communication, technology, critical thinking, and problem-solving skills 
needed for success as workers, students, family members, and citizens. Our programs will 
encourage students to plan for the next step and will assist them in preparing for a career or for 
further education or training. 

It is important to orient students to the various services offered by your program. This may be 
the one and only opportunity you will have to let them know that even if they DO NOT pass 
their test, they can continue in the WVAdultEd program to study and prepare to take it again. If 
they DO pass the test, they can continue to prepare for their next step (career or college 
readiness). 

Some students may choose to enroll in the distance education program (Section 13) and decide 
to work outside of the classroom most or all of the time. Again, this may be your best 
opportunity to help them look beyond their immediate desire to work online to improve 
academic skills in preparation for a test. 

For most students who enroll in your class, the intake and orientation process is the time to 
thoroughly discuss their need to establish educational and career goals. Ask students to 
participate in needs assessment and goal exploration activities that help them to think about 
and refine their personal wants and needs and define their educational and career goals. They 
will need to break down their goals into concrete steps that they can see and accomplish. 
Remember that in order to retain adult students you will need to help them see the connection 
between their participation in the WVAdultEd program and their own personal needs being 
met. 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section13.pdf
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Examine the Sample Tools and Activities for Needs Assessment and Goal Exploration, Section 7 
Appendix. (For ELLs, see Needs Assessment and Screening, Section 14).  

As an alternative, you may want to utilize a curriculum to address both goal-setting and career 
awareness. Integrating Career Awareness into the ABE & ESOL Classroom is a ready-to-use, 
flexible curriculum that has lessons and handouts that can be used with a range of students and 
skill levels. Developed by the System for Adult Basic Education Support (SABES) and National 
College Transition Network (NCTN), this is free material that can be downloaded and printed 
from www.collegetransition.org/docs/ICAcurriculumguide.pdf. You may also download 
handouts in Word format at: publications.icacurriculum.handouts.html. 

For further reading: 

Adult Learner Goals Toolkit: Instruments for setting goals, exploring feelings about goal work, 
revisiting goals and celebrating goal achievement 
http://www.cde.state.co.us/cdeadult/download/pdf/GoalsToolkitR.pdf  
Instruments from this toolkit can be downloaded individually and revised. 

Charting a Course: Preliminary Needs Assessment Using Equipped for the Future 
http://www.valrc.org/courses/adults/charting.pdf  
This document contains eight activities that instructors can use to help students set goals. 

Eight Strategies for Achieving SMART Goals 
http://www.projectsmart.co.uk/8-strategies-for-achieving-smart-goals.html 
This webpage gives strategies to help learners achieve the SMART goals (Specific, Measureable, 
Achievable, Realistic, and Timely) which they have set for themselves. 
 

SMART Goal Setting: A Surefire Way to Achieve Your Goals 
http://www.goal-setting-guide.com/goal-setting-tutorials/smart-goal-setting 
Everyone will benefit from goals that are SMART. On this webpage, find out how to set SMART 
goals that you will be able to achieve. 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section14.pdf
http://www.collegetransition.org/docs/ICAcurriculumguide.pdf
http://www.collegetransition.org/publications.icacurriculum.handouts.html
http://www.cde.state.co.us/cdeadult/download/pdf/GoalsToolkitR.pdf
http://www.valrc.org/courses/adults/charting.pdf
http://www.projectsmart.co.uk/8-strategies-for-achieving-smart-goals.html
http://www.goal-setting-guide.com/goal-setting-tutorials/smart-goal-setting
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A NEW FOCUS ON PREPARATION FOR EMPLOYMENT AND 

POSTSECONDARY EDUCATION AND TRAINING 

Under the Workforce Innovation and Opportunity Act (WIOA), states must decide how adult 
education and literacy activities (WIOA, Title II) will be integrated with career development and 
employment and training activities. West Virginia Adult Education program must transition to 
providing career pathways programs, integrated education and training, and basic skills needed 
for college and career readiness (not simply high school equivalency).   

What do we mean by adult career pathways? 

Adult Career Pathways is a series of connected education and training strategies and support 
services that enable individuals to secure industry-relevant certification and obtain 
employment within an occupational area, and to advance to higher levels of future education 
and employment in that area. 

What this means for adult education is that getting students to the point of passing their high 
school equivalency (HSE) assessment is not enough.  Adult education has to look beyond the 
“high school equivalency lake” and provide learners with the skills and education for college 
and careers. To do this, adult educators will have to rethink what instruction they deliver and 
how they deliver it.   

Several options are available within the career pathways framework.  The chart below is from 
the Getting Started Toolkit from the Michigan Department of Energy, Labor, and Economic 
Growth.  

It shows, “… how the career pathway approach can be applied to enable adults at 
various levels of education and skill to enter knowledge jobs and advance in their 
careers.  At each point along career pathways, the objective is not only to prepare adults 
for the next levels of education and employment, but to motivate them to advance by 
exposing them to the opportunities available.” 

Career Pathway Framework for Adults 

Program Level Requirements To Enter Content/Features 

Career 
Exploration 
Bridge 

 Less than 8th grade 
reading level (native 
English speakers) or low 
intermediate ESL 

 Desire to explore careers 
and pursue further training 

 Applied communication, math, problem 
solving contextualized to various careers  

 Career exploration and planning 

 Personal effectiveness competencies 

 Workplace Competencies 

 Digital literacy 

 Test taking skills 

 Basic skills instruction 

http://www.maepd.org/sites/default/files/resources/final_toolkit_12.6.11.pdf
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Program Level Requirements To Enter Content/Features 

Contextualized 
HSE Bridge* 

 8th grade or higher reading 
and math 

 Desire to earn HSE 

 Desire to pursue further 
training 

 Intensive instruction focused on 
weaknesses 

 Contextualized curriculum to career or 
training field 

 Digital literacy 

 Career/college planning 

 Career/college success skills 

 Workplace competencies 

 Personal effectiveness competencies 

Sector-Specific 
Career 
Bridge 

 6th-8th grade reading and 
math (lower level bridge) 

 9th-12th grade reading 
and math (higher level 
bridge) 

 Demonstrated motivation 

 Desire to enter specific 
field 

 Applied communication, math, problem 
solving, digital literacy 

 Technical fundamentals (sector specific) 

 Career/college planning (sector specific) 

 Job shadowing and internships 

 Career/college success skills 

 Test taking skills 

 Basic skills instruction (contextualized) 

 Job/college placement assistance 

Advanced 
Certificate 

 Pass college entrance 
exams 

 10th grade or higher 
reading and math 

 HS diploma or HSE (to 
complete) 

 Applied technical fundamentals 

 Project learning 

 Industry exposure/career planning 

 Career success skills 

 Intensive HSE 

Associate 
Degree 

 Pass college placement 
exams 

 10th grade or higher 
reading and math 

 HS diploma or HSE (to 
complete) 

 Applied technical fundamentals 

 General education core 

 Project learning 

 Career exposure/planning 

 Internships/cooperative education 

Baccalaureate 
Degree 

 HS diploma or HSE 

 Associate  degree or 
equivalent (for community 
college transfer students) 

 Pass college placement 
exams 

 Advanced technical fundamentals 

 General education core 

 Project learning 

 Career exposure/planning 

 Internships/cooperative education 

 (Adapted from Career Pathways: Aligning public resources to support individual and regional economic advancement in the 
knowledge economy, August 2006) 

http://www.zsr.org/sites/default/files/documents/WSC_pathways8.17.06.pdf
http://www.zsr.org/sites/default/files/documents/WSC_pathways8.17.06.pdf
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What is Integrated Education and Training (IET)? 

Under the workforce innovation and opportunity act, adult education must provide integrated 
education and training (IET).  IET is defined as: 

A service approach that provides adult education and literacy activities concurrently 
and contextually with workforce preparation activities and workforce training for a 
specific occupation or occupational cluster for the purpose of educational and career 
advancement.  

According to Integrated Education and Training:  An Overview of Pertinent Statutes and Federal 
Regulations (Idaho ABE), WIOA specifies three required components to IET:  

 Adult Education and Literacy Activities--basic literacy skills, English language 
acquisition, integrated English literacy and civics education, workforce preparation 
activities, or integrated education and training. 

 Workforce Preparation Activities--a combination of basic academic, critical thinking, 
and digital literacy skills, and self-management skills including utilizing resources; using 
information; working with others; understanding systems; skills necessary to transition 
into and complete postsecondary education, training, or employment; and other 
employability skills that increase an individual’s preparation for the workforce.  

 Workforce Training for a Specific Occupation/Occupational Cluster--can be any of the 
following: 

o Occupational skills training, including training for nontraditional employment 

o On the job training 

o Incumbent worker training 

o Programs that combine workplace training with related instruction, which may 
include cooperative education programs 

o Training programs operated by the private sector 

o Skill upgrading and retraining 

o Entrepreneurial training 

o Transitional jobs 

o Job readiness training 

o Adult education and literacy activities, including activities of English language 
acquisition and integrated education and training programs, provided concurrently 
or in combination 

o Customized training conducted with a commitment by an employer or group of 
employers to employ an individual upon successful completion of the training 

http://www.nwlincs.org/mtlincs/opi/wioa/Integrated_Education_and_Training_Statutory_Overivew.pdf
http://www.nwlincs.org/mtlincs/opi/wioa/Integrated_Education_and_Training_Statutory_Overivew.pdf
http://www.nwlincs.org/mtlincs/opi/wioa/Integrated_Education_and_Training_Statutory_Overivew.pdf
http://www.nwlincs.org/mtlincs/opi/wioa/Integrated_Education_and_Training_Statutory_Overivew.pdf
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These three components must be provided concurrently and contextually such that within the 
overall scope of a particular integrated education and training program, the adult education 
and literacy activities, workforce preparation activities, and workforce training activities are: 

 Instructionally balanced proportionally across the three components, particularly with 
respect to improving reading, writing, mathematics, and English proficiency of eligible 
individuals; 

 Occur simultaneously, and 

 Use occupationally relevant instructional materials. 

The IET program has a single set of learning objectives that identifies specific adult education 
content, workforce prep activities, and workforce training competencies, and the program 
activities are organized to function cooperatively.  

Implementing Career Pathways  

As your program considers how to implement Career Pathways, examine the Career Pathways 
Checklist (Section 7 Appendix) to see what steps need to be implemented. 
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CAREER EXPLORATION 

Career Exploration involves helping students to identify their interests, aptitudes, and 
educational achievements. Another part of career exploration is having students gather 
information on different occupations they might want to pursue. This process would include 
investigating educational requirements, expected salary, and availability of training programs, 
jobs in the field, etc. for a chosen occupation. 

Ultimately, this exploration will become part of a training module on Career Development that 
includes some or all of the following aspects: 

 Career Interests and Aptitudes Inventories 

 Web-Based Portfolios 

 Occupational Searches 

 Identification of training and work requirements 

 Identification of career plans 

 Selection of training options 
 

As part of your intake procedures, students should complete career interest and aptitude 
assessments and participate in other career exploration activities. To encourage students to 
explore different career pathways, use one of these recommended sites: 

 College Foundation of WV (CFWV) has Career Exploration tools found at 
https://secure.cfwv.com/Career_Planning/Explore_Careers/_default.aspx. Students can 
explore careers, plan for further education and search for financial aid. 

 Goodwill Community Foundation (GCF) Learn Free has a Work and Career Section that 
can be accessed at http://www.gcflearnfree.org/career Students may explore different 
jobs of interest to determine the academic requirements for such employment and 
whether any jobs are available in the area. There are also Job Search tools and 
Workplace Skills 

 Job/Career Accelerator is available free of charge through the West Virginia Library 
Commission portal at www.wvinfodepot.org.  Students can explore careers, construct 
resumes, and prepare for interviews 

 West Virginia’s Strategic Compass is found at 
http://westvirginia.strategiccompass.com/.  Students can work through the Interest 
Profiler, Work Importance Profiler, and Assess Yourself assessment. Comprehensive 
information on 900 occupations includes state specific wages, worker attributes, job 
characteristics, etc. 

Have students explore different jobs of interest to determine the academic requirements for 
such employment. Introduce students to career pathways. Provide information about career 
pathways to in-demand jobs in the state.  

https://secure.cfwv.com/Career_Planning/Explore_Careers/_default.aspx
http://www.gcflearnfree.org/career
http://www.wvinfodepot.org/
http://westvirginia.strategiccompass.com/
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To assist students who are seeking jobs, visit the WVAdultEd LiveBinder, which contains a 
collection of resources gathered by WVAdultEd personnel. Click on the Career Awareness tab 
for find resources in the following areas: 

 Career Exploration 

 Goal-Setting 

 Integrating Career Awareness into the Classroom 

 Interview Tips 

 Job Search Resources 

 Job Search Sites  

 Resume Writing 
 

For Further Study: 

Career Development for Adults 
http://www.lagcc.cuny.edu/cdcweb/careerweb/career.htm  
This website assists individuals in planning for their career. This site involves strategies 
individuals may use in order to intentionally plan for their career. 

http://www.livebinders.com/play/play?id=411993
http://www.livebinders.com/play/play?id=570639
http://www.lagcc.cuny.edu/cdcweb/careerweb/career.htm
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PROGRAM GOALS, CAREER PATHWAYS, AND A PLAN OF STUDY 

Once you have collected the intake information including results of screenings, learning style 
inventories, self-assessment checklists, academic assessments, and/or career interest and 
aptitude inventories, it is time to review the personal goals identified by the students. Help 
them to decide the most important reasons for coming to the program and specifically what 
they want to accomplish in the class. 

Some students may not have even considered what to do after obtaining the high school 
equivalency diploma, but may now want to set specific goals (e.g., work readiness, preparation 
for entry into a post-secondary education or training program, etc.).   

Discuss students’ career interests and aptitudes in relation to the in-demand jobs in the area. 
Determine if they will be able to work toward some type of certificate (Career Readiness, Digital 
Literacy, etc.).   

It is important that students begin to see steps toward a career pathway. You will need to 
provide information on local job providers and Workforce WV Career Centers; and about 
postsecondary training opportunities in Career Technical Education (CTE) adult programs, 
apprenticeship programs, community colleges and universities, etc.  

Decide with them on a Plan of Study that outlines some steps to meeting various goals. Discuss 
a timeline based on their willingness to study. The Plan of Study should also identify career 
pathways and outline course materials, group lessons, and individual assignments. Show 
students how to keep track of what they are accomplishing.   

Examine the Sample Tools and Activities for Tracking Student Academic Progress and 
Completion of Assignments and Goals (Section 7 Appendix).  

After students have identified their personal goals and made a commitment to a schedule and a 
Plan of Study, the instructor should select and record the goals in the Goals for Attending 
section of the Student Profile Form and in AEMIS.   

Choose these program goals based on the students’ capabilities and interests (as shown by the 
results of assessment and career exploration components) and based on the class time the 
student has available.   

Remember to revisit program goals periodically or after the student has completed an interim 
assessment. At entry, a student may have indicated that she was actively seeking a job, but now 
has discovered she wants to enter a post-secondary training program first. The job goal has 
become long-term; in the meantime the student plans to register for a nursing program very 
soon. Therefore, her program goal listed on the Student Profile Form (and in AEMIS) should be 
changed to reflect the current goal. 

 

 

https://wvde.state.wv.us/abe/file-cabinet/PY16-400A.pdf
https://wvde.state.wv.us/abe/file-cabinet/PY16-400A.pdf
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CERTIFICATIONS, CERTIFICATES, AND MICRO-CREDENTIALING  

With the Workforce Innovation and Opportunity Act (WIOA), adult education is charged with increasing 
opportunities for students to enter post-secondary education and obtain family sustaining employment.  
As a part of this goal, students have the opportunity to earn certificates and/or certifications in work 
ethics, customer service, and computer skills.   
 
Eligibility for these opportunities involves an instructor evaluation of student commitment to the adult 
education program.  It is highly recommended that students have strong attendance in the classroom 
(above 30 hours) and have their interim assessment completed and recorded in AEMIS and their student 
files.  A strong commitment to the program will ensure a student completes the necessary training and 
exam to earn a certificate and/or certification. 

 

Certificate of Work Ethic Proficiency 

Bring Your A Game to Work is a curriculum offered by the Center for Work Ethic Development 
that focuses on seven attributes employers seek:  attitude, attendance, appearance, ambition, 
accountability, acceptance, and appreciation.  Through the use of a student textbook and 
workbook, instructors facilitate more than 40 hours of interactive activities to ensure students 
earn a Certificate of Work Ethic Proficiency by successfully passing an online assessment.  
Participants earning the certificate may also be issued a digital badge by the Center for Work 
Ethic Development to post to his/her LinkedIn, Twitter, or Facebook page.  Classrooms 
possessing inadequate Internet for the online assessment may contact Rebecca Metzger at 
rmetzger@k12.wv.us to obtain a paper pencil version of the assessment.    

Customer Service (Through the Customer’s Eyes) Part 1 

Through the Customer’s Eyes is an online certificate program which uses vignettes of typical 
customer interactions to demonstrate right—and wrong—ways to manage service situations. 
By combining presentation and dramatization with interactive exercises and other activities, 
content is presented in an engaging, informative manner. 

The participant will progress Through the Customer’s Eyes in six distinct modules that cover 
core customer service knowledge and skills. A Microsoft Office MIX Video explaining the 
modules and process for obtaining student accounts can be accessed at 
https://mix.office.com/watch/xfdnhkop2og3.    

These six modules of customer service are: 

 Why Customer Service Matters  

 What Customers Want  

 Essential Customer Service Skills, Part I  

 Essential Customer Service Skills, Part II  

 Handling Complaints and Dealing with Angry People  

 Customer Service as a Strategic Marketing Tool and Customer Service Teams  
 

mailto:rmetzger@k12.wv.us
https://mix.office.com/watch/xfdnhkop2og3
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Each activity has a “learn more” segment built in to provide further explanation and additional 
information necessary for mastering the skills outlined. Also, the SPOKES staff is available for 
support and provides other resources pertaining to the specific lessons through either printed 
material or internet access to other curriculum that will enhance and support the lessons. (See 
Through the Customer’s Eyes Information, Section 16 Appendix.) 

Customer Service (Through the Customer’s Eyes) Part 2 

Part 2 expands on the essential core skills taught in the original six-module program, with three 
additional training modules to raise the participant’s customer service performance.  These 
modules cover core customer service knowledge and skills. (See Through the Customer’s Eyes – 
Part 2 Module Descriptors, Section 16 Appendix.) 

These three areas are: 

 Sales Skills for the Customer Service Pro 

 Communication Skills for the Customer Service Pro 

 Phone Skills for the Customer Service Pro 
 

Internet and Computing Core Certification (IC3)/GS5 

IC3/GS5 provides the participant a future in computers, or any field that requires the use of 
computers. IC3/GS5 provides both students and job seekers with the foundation of knowledge 
needed to succeed in environments that require the use of computers and the Internet. The 
Global Standard 3/GS5 is an internationally recognized standard for digital literacy and reflects 
the most relevant skills for school and business today. IC3 certification can help students refine 
their knowledge in the most important and valuable areas as well as help them define their 
proficiency and marketable skills as they enter the workforce. In order to become IC3 certified, 
a student must receive a passing score on three separate exams:  Living Online, Computing 
Fundamentals, and Key Applications.  A student receives an achievement credential for each 
exam passed.  Before taking an official exam, the participant must score at least 80% on section 
practice exams to ensure a passing score.   

Computer Essentials Certificate of Achievement 

The Computing Essentials Certificate of Achievement is issued by Essential Education. Learners 
receive a certificate after completing all three areas of their digital literacy training program:  
Understanding & Using Technology, Finding & Using Information, and Digital Citizenship. 
Learners earn a certificate once all three sections of the program are completed.  An 
appropriate student goal would be to earn a minimum of 80% to achieve a Gold Level or higher 
on all three sections. 

Micro-Credentialing with Digital Badges 

We understand our students’ commitment to lifelong learning is not always recognized by a certificate 
or credential, and that is why WVAdultEd implementing a micro-credentialing system with digital 
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badges.  Digital badges acknowledge the skills and knowledge students develop in the classroom, as 
they pursue non-traditional pathways to meet their educational goals. 
  
West Virginia Adult Education issues digital badges to students who complete career pathways 
programs and for students who complete of the SPOKES/Transitions Curriculum.  Digital badges for 
FastTRACK Programs will become available in the future.  Training for the use of digital badges for adult 
education students can be located at https://mix.office.com/watch/1njbesi2s4w9s.  If you have 
questions about digital badges, please contact Rebecca Metzger at rmetzger@k12.wv.us. 
 

     

 

 

 

  

https://mix.office.com/watch/1njbesi2s4w9s
mailto:rmetzger@k12.wv.us
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CAREER PATHWAYS CHECKLIST 

1. BUILD INTERAGENCY PARTNERSHIPS o Program has an active (twice 

yearly or more often) advisory committee.  

o Advisory committee includes representatives from the local Workforce 

Center, business and industry, community college, career/technical 

education, DHHR, vocational rehabilitation, economic development, and 

a former student.  

o Program provides wrap-around services to students to overcome 

barriers, such as referrals for childcare, crisis intervention, advising, 

referrals for transportation, etc.   

o Program schedules service providers to meet with students in need 

onsite.  

o Program has a schedule for speakers/representatives from other 

agencies, educational programs, etc. to teach a class or provide 

information for students once per quarter (or more often).  
  

2. IDENTIFY SECTOR OR INDUSTRY AND ENGAGE EMPLOYERS 

o Course offerings are planned based on labor market information and 

local/regional employment needs.   

o Program schedules field trips to local businesses and/or has local 

business and industry representatives provide informative presentations 

to their class  

o Program conducts gap analysis to identify training/education/workplace 

essential skill gaps.  

o Program works directly with local WorkForce in setting goals, providing 

referrals, services, etc.  

o Program provides certificates that business and industry recognize (IC3, 

CRC, etc.)  
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3. PROVIDE INTEGRATED EDUCATION AND TRAINING (IET) 

o Instructors are trained on using contextualized curricula. 

o Programs provide wrap around services for learners to overcome 

barriers, such as referrals for childcare, crisis intervention, advising, 

referrals for transportation, etc.  

o Classes are managed enrollment (i.e., have a specific beginning and end, 

follow a particular syllabus or curriculum, have attendance 

requirements, offer a certificate to those who successfully complete)  

o All classes include workplace essential skills, digital literacy, college 

knowledge, and career readiness, and show the next steps for learners.  

o Program has a single set of learning objectives that identifies specific 

adult education content, workforce prep activities, and workforce 

training competencies; and the program activities are organized to 

function cooperatively.  

  

4. MEASURE SYSTEM CHANGE AND EVALUATE PERFORMANCE  

o Programs collect specific data beyond the requirements of the NRS, 

including what classes learners enroll in at a post-secondary institution, 

the grades they get, number of credits earned, where they are 

employed.  

o Program uses continuous improvement strategies to identify where 

changes need to be made by analyzing data and stakeholder feedback 

on how successful completers were, what issues students faced, if times 

and hours were appropriate, etc.  

o Program analyzes data to identify what types of learners are being 

served, determine possible students who could benefit from career 

pathways, what demographics are being missed.  

o Program uses data and student feedback to facilitate student success (to 

what extent do learners feel they are learning, to what extent are they 

ready to move to the next step,  what services they needed and/or used, 

how successful they felt the advising was, etc.)  
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Sample Tools and Activities for Needs 

Assessment and Goal Exploration 
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CLASS GOALS 

 
Name:                                                                                Date:     

1. Why did you decide to come to this class? 

 
 
 
 
2. What do you hope to learn here? 

 
 
 
 
3. What will you do to accomplish this? 

 
 
 
 
4. What do you expect from the teacher? 

 
 
 
 
5. What might prevent you from finishing this class? 

 
 
 
6. What can the teacher do or not do to help you accomplish your goals? 

 
 
 
 
7. What would you like your life to be like a year from now? 

 

 Princeton Learning Center 
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PLANNING AND SETTING GOALS  

Our goals in life are those things we hope to get or achieve. Some of these things are basics 
that are necessary and others are extras. This is the difference between what we need and 
what we want. Each person has his or her own needs, wants, and dreams. Needing a car for 
your job is different from wanting a new car or dreaming about having a fancy sports car. What 
is a need for one person may be a want for someone else.  

Think about those things you need—things you need to have or things you need to do. List the 
five most important ones. 
 
1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________ 

Next, think about those things you want. What do you want to have or want to do? List the five 
most important things. 

1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________ 

Finally, think about your dreams. Close your eyes for a minute. What do you see in the future–
what would you like to have? What would you like to be doing? What are some of the things 
you want that would be "dream come true”? List the five most important ones. 
 
1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________
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Sample Tools and Activities for Tracking 

Student Progress and Completion of 

Assignments  

and Goals 
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GOALS AND PROGRESS CHART 

 

Name:                      Entry Date:         

 
  

Long-term Objectives      Date of Completion 

1.                                                                       

2.                                                                 

 

Short-term Objectives     Date of Completion 

1.                                                                

2.                                                                 

3.                                                                

4.                                                                 

5.                                                                 

6.                                                                 

 

Testing Attempts (Tests and Dates) 

                 

                 

 

Life Skills (Skill and Dates) 

1. Certificates Awarded                                                                                                        

                 

                                                                                                                                                

2. Field Trips and Resource Speakers                                                                                 

                 

                                                                                                                   

3. Employment or Advancement                                                                                             

                

 

4. Entry into Other Training                                                                                                        

                

 Marion County ABE Program    Sandra Rosenberger 
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COLLEGE AND CAREER READINESS GOALS CHECKLIST 

Indicate 

Selected  Goals  
Date 

Completed  

  
Improve basic literacy skills. Specify: Math, Reading, Writing, 

Grammar, Speaking, Listening, Other….  
  

  
Complete high school equivalency test orientation and pass readiness 

assessment.  
  

  Pass high school equivalency assessment and obtain a diploma.    

  
Pass college entry exams in order to attend college. Specify: ACT, SAT, 

Compass, Accuplacer, TOEFL, Other…  
  

  Create resume and prepare for interview.    

  

Earn a certificate that will make me more employable.   

Specify: Career Readiness, Digital Literacy, Financial Literacy,  

Customer Service, Adobe, Microsoft Office, Other…  

  

  Prepare and submit cover letter and job application.    

  Complete entrance assessment to qualify for job or training program.    

  
Complete FAFSA to qualify for financial aid for college or training 

program.  
  

  Register for College or Career and Technical Education (CTE) program.    

  Apply for an apprenticeship program or other job training program.    

  
Get a subsidized job. Specify: Community Work Experience Program 

(CWEP), Courtesy Patrol, sheltered workshop (Goodwill, etc.), Other…  
  

  Complete assessment or training necessary to keep current job.    

  Get volunteer position or internship in a field of interest    

  Get regular (unsubsidized) job.    

  Pass Citizenship and Naturalization test to become a citizen.    

  

Other, specify:  
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 Name: _____________________________ 

 

KNOW WHAT YOU WANT TO LEARN 

What are your personal goals? What is preventing you from reaching them? 

Family 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Community / Work    

Educational 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To be completed by Instructor 
 Program of Study (Entry FFL area) 
        
 Learning Style 
        

 

     Barriers 

  Check all that apply 

 

 Childcare 

 Lack of family or partner support – 

financial or education 

 Single parent pressures 

 Extended family responsibilities 

 Chronic Illness 

 Work Schedule 

 No experience with success in school; 

fear of failure 

 Transportation 

 Other, specify 

_____________________________ 

_____________________________ 

_____________________________ 

_____________________________ 

_____________________________ 
 

Class Goal 
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 Name: _____________________________ 

         

KNOW WHAT YOU WANT TO LEARN PROGRESS RECORD 

 
The student and instructor should complete the following chart. In the appropriate box to the right of the 
goals, indicate the interview date. 

 

GOALS 
Initial 

Interview 

Upon 

Entry 

Interim 

Interview 

After Interim 

Assessment 

Exit 

Interview 

P or S Date Date Date 

 Improve basic literacy skills    

 Pass TASC test 

 

   

 Enter Post-secondary Education or Job 

Training 

   

 Obtain a Job (unsubsidized) 

 

   

 Retain current job (unsubsidized) 

 

   

 Obtain / Retain Subsidized Job 

 

   

 Complete TRA (TASC Readiness 

Assessment)  

   

 Complete TASC Orientation 

 

   

 Complete Vocational / Assessment Test    

 Other, specify: 

 

   

 Other, specify: 

 

   

To be completed by instructor: 
Entry FFL / Score_________ Interim FFL / Score_________ Exit FFL / Score___________ 
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WVADULTED STUDY COURSE MATERIALS AND ASSIGNMENTS 

Name: __________________________  Date: _______________ 

Subject: 
Date 
Complete 

Career Pathways Resources:  
Text, Software, or Online Resources:  
Unit, Lesson, or Page  

Math Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Language Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Reading Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Social Studies Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Science Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Computer Skills: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page  

Other (Specify): 
Resources: 
Text, Software, or Online Resources: 
Unit, Lesson, or Page 
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Certificate, Certifications, and Micro-

Credential Examples 
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Certificate of Work Ethic Proficiency 

Issued by the Center for Work Ethic Development 
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Certificate of Work Ethic Proficiency Digital Badge 

Issued by the Center for Work Ethic Development 
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Customer Service Certificates – Levels I & II 

Issued by National Seminars Training 
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IC3 Digital Literacy Certification 

Issued by Certiport 
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IC3 Achievement Credential 

Issued by Certiport in Computing Fundamentals, Living Online, & Key Applications 
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Computer Essentials Certificate of Achievement 

Issued by Essential Education 
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WVAdultEd Micro-Credentialing Digital Badges 
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