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Missouri Adult Education and Literacy

On-Site Review:  Fiscal Year 2014
Director’s Time Line

This outline is provided to assist the AEL Local Program Director in preparing for the On-Site Review of the AEL program.  Any questions about this time line or any activities of the review process can be directed to the DESE AEL review team leader.    

ONGOING ACTIVITIES IN PREPARATION FOR THE ON-SITE REVIEW
Review DESE’s grant or Invitation for Bid document and your organization’s most recent application for an AEL grant or contract.  
Complete the On-Site Review Form:  Fiscal Year 2014 as if you were a reviewer of your program.   The following ongoing activities are suggested to prepare for the On-Site Review:  

· For Program Performance Requirements, use DESE provided annual data reports and the Adult Computer Enrollment System (ACES) to complete the local program’s performance data.  Mark “Yes” or “No” to indicate your program’s performance in relation to the state target.

· For all other requirements, mark “Yes” if you determine that your program meets the minimum requirements as detailed in the most recent AEL grant or contract document.  If your program does not meet the minimum requirement, mark “No.”

· For requirements not met, take actions to correct the situation.
· Continually operate and improve your local program with the intention of meeting and exceeding the program performance and operation requirements.
· Conduct site visits of all classrooms and/or direct teachers to self-assess using the Classroom Review Form.
· Compile and organize documentation to verify the achievement of requirements.
· Meet with your host agency fiscal officer to share requirements from Fiscal Management section and prepare for the visit.  
· Based on your review of the compiled documentation, highlight the areas that you believe are special strengths of your program.
· Meet with your host agency supervisor and inform him or her of the results of your informal review.

· Familiarize teachers, students, and administrative staff to their part in the review process, referring specifically to review documents.  

FIRST QUARTER OF FISCAL YEAR THAT PROGRAM IS SCHEDULED FOR AN ON-SITE REVIEW:

Coordinate with DESE AEL staff to establish the dates that the team will visit your program.  

SIX WEEKS BEFORE ON-SITE REVIEW:  RECEIVE ON-SITE ANNOUNCEMENT

Approximately six weeks before the team’s visit you will receive an on-site review announcement letter and the on-site review packet.  This will be the official notification of the dates that your program has been scheduled for an on-site review, and will serve as an indication that the preparation activities should be underway.  
At this time, if you have not already done so, conduct and complete all activities from the ongoing activities list on page one of this document.  

During the time leading up to the review, refer to the review packet documents as a scaffold for preparing for the review.  The review team will be completing these forms during the course of the on-site visit.       
	ON-SITE REVIEW PACKET

	DOCUMENT
	NOTES

	Director’s Time Line
	Details activities director should conduct to prepare for the on-site review.   

	On-Site Review Form
	The review team will complete this form as they conduct the on-site review.  

	Worksheets
	These forms are used to gather information to use in the analysis and discussion of the program’s performance.

	Classroom Review Form
	The review team will complete this form for each classroom they visit during the on-site review.  

	Student Interview
	Members of the review team will interview randomly selected students using selected questions from this form.  


FOUR WEEKS BEFORE ON-SITE REVIEW:  SCHEDULE PROGRAM REVIEW ACTIVITIES

Approximately one month before the scheduled visit, you will be contacted by phone by the DESE on-site review team leader to coordinate a detailed schedule for the on-site visit.  The purpose of this pre-review phone call is to discuss logistical details of the review.  

The following activities will be scheduled to occur when the review team visits your site:

	ON-SITE REVIEW ACTIVITIES

	ACTIVITY
	GUIDING DOCUMENTS
	LOCAL PARTICIPANTS

	Entrance Conference
	On-Site Review Schedule
	Program Director

	Administrative Interview
	On-Site Review Form:

· General Requirements
· Certification and Professional      Development Requirements

· Program Performance Requirements

· Program Operation Requirements

Technical Assistance Worksheet will be completed as needed.
	Program Director

	ACES Review
	On-Site Review Form:

· Data Entry and Management


	Program Director

ACES Data Entry Personnel

	Fiscal Review
	On-Site Review Form

· Fiscal Management

· Numbers and Dollars Worksheet
	Program Director

Host Agency Fiscal Officer

	Class Site Visits 

Teacher Interviews Student Interviews
	On-Site Review Form:

· Program Operation Requirements:  Student Services

· Program Performance Requirements:  Assessment Procedures
Classroom Review Form
	Teachers

	Student Interviews
	Student Interview Form
	Students

	Team Meeting
	On-Site Review Form

     all sections
	

	Exit Conference, Part 1
	On-Site Review Form

     all sections
	Program Director

	Exit Conference, Part 2
	On-Site Review Form

     all sections
	Program Director

Host Agency Administrative Supervisor


At this time the local director will be asked to:

· Submit the current schedule of classes including the physical address of the class site.  This will enable the DESE team leader to arrange as many class visits during the review as possible.  
· Coordinate with the host agency’s fiscal officer to schedule the fiscal review.  
· Coordinate with the host agency’s AEL supervisor to arrange a time for the exit conference.  

· Submit a roster of AEL teachers with Social Security numbers to the DESE AEL office to verify certification requirements.
· Submit a roster with Social Security numbers that lists any additional program personnel that have direct contact with students.
· Submit the location of the review conference meetings, including physical address of the AEL office and other host agency offices that will be visited during the review.  
After the requested information is submitted, the DESE team leader will propose a tentative schedule to the program director and other members of the review team.  In the days leading up to the review, the DESE team leader and the program director will work together until a schedule is finalized with all review activities planned.   
ONE WEEK BEFORE:  CONFIRM VISIT DETAILS 
In the week before your on-site review, the DESE team leader will be in contact with you to verify and confirm all details of the visit.  
At this time and throughout the process, do not hesitate to contact the DESE AEL team leader if you have questions.   
