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Missouri Adult Education & Literacy
Continuous Quality Improvement (CQI)
Fiscal Year 2012 Review Form
Program: ___________________________
Review Dates: __________________
Review Team: _______________________________________________________

Place a check mark for each item that has been accomplished.  Add up check marks and place in the “Total” box.  At the end of the document, fill out the score sheet.  Identify areas of note in the “Notes” section.  GC Column is for Grant Compliance.  Each item is identified by the requirement in the most recent Grant/IFB
	A. Program Data
	
	GC

	1. Program is meeting or exceeding the post-test benchmark of 60% for the previous year.
	
	2.3.1.F

	2. Program met the targets for academic levels and goal attainment for the previous year.
	
	2.3.1.F

	3. Program shows consistent improvement in meeting academic targets and GED, postsecondary and employment goal attainments for the previous two years to within 5 percent of the established targets.
	
	2.9.Y

	 TOTAL
	
	


	B. Program Administration
	
	GC

	1. A system is in place for effective data collection from classroom to data entry person.
	
	2.3.1.F

	2. All staff involved in data collection and entry has been properly trained in the data collection process.
	
	2.9.Y

	3. Program is exiting students if the students have been inactive for 90 days.
	
	2.3.1.F

	4. Check of student records shows data is being entered accurately.
	
	2.9.Y

	5. Data is submitted and entered at least monthly.
	
	2.3.1.F

	6. Program has an established process for orientation of new students.
	
	3.2.6.A

	7. Program can show evidence of support from the host agency beyond state funding including, in-kind and/or monetary funding. 
	
	3.2.7B

	8. Program has an up-to-date Staff Handbook and the handbook is accessible to all program staff.
	
	2.9.W

	9. Program has a process in place to track and count student hours for all the students in the program.
	
	2.9.Y

	10. Program information is made available to other agencies, programs and organizations for referral purposes to the program and established referral processes are in place from other agencies to the program.
	
	2.9.N


	11. An inventory list is established and current for all program equipment based on state and local guidelines.
	
	2.8.13

	12. Classrooms are provided in areas that are accessible to all populations served.
	
	2.9.H

	13. The program can show evidence of security measures to protect personal information of students.
	
	2.9.Y

	14. Program is using the state AEL logo according to the usage standards.
	
	

	15. The program can show evidence that an AEL advisory committee is established and active.
	
	2.3.1.G

	16. The program can provide evidence that the collaborations and partnerships identified in the most recent grant application are established.
	
	3.2.7


	C. Certification and Professional Development
	
	GC

	1. The local program has a system of recording/tracking certification requirements of staff.
	
	2.9.R

	2. The local program has a system in place for monitoring certification applications and renewals.
	
	2.9.R

	3. Teachers are meeting their certification requirements.
	
	2.9.R

	4. Teachers have input on their own professional development activities.
	
	2.9.R

	5. The local program can show evidence that teachers have attended the BTAP workshop.
	
	2.9.R

	6. The local program can show evidence of an established mentoring program for new teachers.
	
	2.9.R

	7. The program can show evidence of yearly performance-based teacher evaluations.
	
	2.9.R

	8. The program can show documentation of PD credit given for state office preapproved activities.
	
	2.9.Y

	9. All professional staff is certified within the time frames required.
	
	2.3.1.D

	TOTAL
	
	


	D. Assessment
	
	GC

	1. Assessments are kept in a secure location.
	
	2.9.Y

	2. The administration of the assessment is being followed according to the Missouri AEL State Assessment Policy.
	
	2.9.Y

	3. The assessment process includes the use of the locator for TABE and appraisal for CASAS in pre-test procedures.
	
	2.9.Y

	4. The program is using the appropriate TABE (Level L) and CASAS (Reading 27R/28R) assessments for low level students.
	
	2.9.Y

	5. The program provides additional and/or alternative assessment tools for special populations served.
	
	2.9.Y

	6. Program shows evidence they are proctoring assessments according to manufacturer’s guidelines/instruction.
	
	2.9.Y

	7. Program that has students who are post-tested before 40 hours of instruction should show documentation of academic progress or informal assessments.
	
	2.9.Y

	TOTAL
	
	


	E. Curriculum and Instruction
	
	GC

	1. Classrooms are adequately furnished with instructional materials to serve all populations.
	
	3.2.5

	2. Appropriate materials and instruction are being used with students based on approved assessments.
	
	2.9.Y

	3. The program can show evidence that all progress plans are designed based on approved assessment tools.
	
	2.9.Y

	4. The program can show evidence of lesson plans being used with group instructional activities which are tied into a class profile system based on progress plans of students.
	
	2.9.Y

	5. The program can show evidence for providing assessments to distance learning students.
	
	2.9.L

	6. The program can show evidence that multiple research based teaching strategies are implemented in classrooms.  
	
	3.2.6.B

	7. The program can show evidence of an established process for identifying students who are prepared to take the GED Tests.
	
	3.2.6.B

	8. The program can show evidence of an established process for serving low level literacy students.
	
	3.2.6.B

	9. The program has implemented the MO Content Standards into the instructional process of all classes whether ABE/ASE or ESL.
	
	2.9.J

	10. The program can provide evidence of how they are addressing the needs of target populations listed in the grant/IFB.
	
	3.2.5

	11. The program can provide evidence that established distance learning tools are being used in the program.
	
	3.2.6

	12. The program can provide evidence that the strategies identified to address the Core Indicators are being used.
	
	3.2.6

	TOTAL
	
	


	F. Learning Disabilities
	
	GC

	1. The program can show evidence that the screening process identified in the program grant application is being used.
	
	2.9.T

	2. Program has a written Learning Disabilities plan and all instructional staff follow this plan.
	
	2.9.T

	3. Program can show evidence that accommodations are provided when serving students with learning disabilities.
	
	2.9.T

	TOTAL
	
	


	G. Fiscal Review
	
	GC

	1. Using the most recent expenditure report submitted to State AEL office,
 expenses can be tied directly back to the accounting system. (This can be
 a computerized or manual ledger type system.)  
	
	2.9.A

	2. The accounting system tracks YTD expenses by line item.  
	
	2.9.A

	3. The YTD expenses match the YTD expenses on the expense report submitted to the State AEL office.
	
	2.9.A

	4. There is documentation to support the expenses reported to the State AEL office.
	
	2.9.A


	5. Costs are being allocated appropriately.  For example, timesheets are being used if a staff member is working for more than one program or more than one category within the AEL budget.  
	
	2.9.A

	6. Costs are being charged appropriately to the separate programs and/or categories.
	
	2.9.A

	7. Costs being reported to the State AEL office are allowable.
	
	2.9.A

	8. The accounting system has a way to ensure against an over expenditure of the AEL budget.   
	
	2.9.A

	9. The accounting system tracks payments from DESE.
	
	2.9.A

	10. The program is operating within the 21% administrative limit.
	
	2.3.1.C

	TOTAL
	
	


	H. Special Projects
	
	GC

	1. EL/Civics (If Applicable)
	
	

	    The program can show evidence that EL/Civics funding is being used for 

    what was identified in the grant application.
	
	2.9.Y

	2. WIA Title I partnerships
	
	

	    The program can show evidence of a working partnership with the Division

    of Workforce Development and/or Workforce Investment Board or their 

    subcontractors in the area.
	
	2.9.U

	TOTAL
	
	


TOTAL CHECKS FOR EACH SECTION SHOULD BE MULTIPLIED BY THE “WEIGHT” SCORE.
	SCORING
	TOTALS
	WEIGHT
	SCORE

	A. Program Data
	
	4
	

	B. Program Administration
	
	1
	

	C. Certification & Professional Development
	
	2
	

	D. Assessment
	
	1
	

	E. Curriculum and Instruction
	
	2
	

	F. Learning Disabilities
	
	1
	

	G. Fiscal Review
	
	2
	

	H. Special Projects
	
	
	

	GRAND TOTAL
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