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Missouri Adult Education and Literacy

On-Site Review:  Fiscal Year 2014
Program: __________________________________________
 Review Dates: ____________________


	
	Requirement Met?

Yes/No/NA

	1. GENERAL REQUIREMENTS

	1. The program is providing service in the categories stated in the grant/bid application.
	

	2. Only eligible students are being served.
	

	3. The requirements of the Americans with Disabilities Act of 1990 as Amended are being met.  
	

	

	2. 2.    FISCAL MANAGEMENT REQUIREMENTS

	1. The program’s accounting system tracks year-to-date (YTD) expenses by line item, and          the line item YTD expenses reported to DESE match the YTD expenses of the host agency’s accounting system.   
	

	2. Using the most recent expenditure report submitted to state AEL office, the monthly, quarterly, and year-to-date (YTD) expenses can be tied directly back to the program’s accounting system.
	

	3. The program has documentation that supports all expenses reported to the state AEL office, e.g. payroll, travel, supplies, etc.
	

	4. All the expenses reported are allowable and are directly attributable to the AEL program, and are reported in the correct category.  
	

	5. The host agency financial staff are familiar with applicable OMB Circulars and EDGAAR.
	

	6. The program is in compliance with the state requirement that no funds be used for rent or lease payments.
	

	7. For “salaried” staff that are paid partially or in full with AEL funds, the program keeps semi-annual certifications for those staff members who spend one-hundred percent (100%) of their time on the AEL program.  
	

	8. For “salaried” staff that are paid partially or in full with AEL funds, the program keeps time sheets for those staff who work on more than one program or cost objective (e.g. instruction vs. administration).
	

	9. For “hourly paid” staff, the program keeps documentation to support the number of hours an employee is paid in a pay period.
	

	10. If any stipends or extra-duty payments have been made, a written agreement between the employee and the AEL program’s host organization has been signed that indicates the extra work to be performed, the date(s) of performance, and the amount to be paid to the employee.  The employee prepares time and effort documentation to show the extra time worked.
	

	11. If AEL teachers receive extra pay for planning, attendance at professional development activities, etc., the program has a written policy that describes how these funds will be distributed and what documentation will be required to support the extra time.  The documentation must show actual hours worked.
	

	12. An equipment inventory is maintained and up-to-date for equipment costing more than $1,000 and purchased with AEL funds.  
	

	13. The program tracks the expenditure and receipts of funds separately within its organization from other funding sources received.  
	

	14. Administrative expenditures (Category II) are no more than twenty-one percent (21%) as compared to total expenditures.  
	

	15. The program follows record retention guidelines.
	

	16. All subcontracts have received prior approval.
	


	
	Requirement Met?

Yes/No/NA

	3.  CERTIFICATION AND PROFESSIONAL DEVELOPMENT REQUIREMENTS
	

	1. All AEL program staff are in compliance with their host agency’s policy regarding background checks. 
	

	2. All teachers have a Missouri AEL Certificate of License to Teach.  New hires have four months from hire date to obtain certification.     
	

	3. The program director has a Missouri AEL Certificate of License to Teach.  Certification must be obtained with twelve months of being hired as director. 
	

	4. The program has a process for mentoring teachers during Initial Certification. 
	

	5. The program can show evidence of annual performance-based teacher evaluations.
	

	6. Teachers with Initial Certification attended the Beginning Teacher Assistance Program (BTAP) within twelve months of hire date. 
	

	7. All teachers must accumulate a minimum of one hundred (100) instructional hours per year.
	

	8. All teaching staff are meeting the professional development requirements to maintain their certification status.  
	

	9. The program has a system of tracking and recording certification and professional development requirements of all teaching staff.
	


	4. PROGRAM PERFORMANCE REQUIREMENTS:  STUDENT OUTCOMES

	

	Federal Core Outcome Measures:

EDUCATIONAL GAIN (PROGRESSION)

Adult Basic Education/Adult Secondary Education

	EDUCATIONAL FUNCTIONING LEVELS
	YEAR


	FEDERAL TARGET
	OUTCOME

	
	
	
	% ACHIEVED


	MET TARGET?

(Y/N)

	Level 1
	ABE Beginning Literacy
	FY ‘11
	48%
	
	

	
	
	FY ‘12
	59%
	
	

	
	
	FY ‘13
	68%
	
	

	
	
	FY ‘14
	71%
	
	

	Level 2
	ABE Beginning
	FY ‘11
	47%
	
	

	
	
	FY ‘12
	56%
	
	

	
	
	FY ‘13
	61%
	
	

	
	
	FY ‘14
	61%
	
	

	Level 3
	ABE Low Intermediate
	FY ‘11
	47%
	
	

	
	
	FY ‘12
	56%
	
	

	
	
	FY ‘13
	61%
	
	

	
	
	FY ‘14
	63%
	
	

	Level 4
	ABE High Intermediate
	FY ‘11
	41%
	
	

	
	
	FY ‘12
	50%
	
	

	
	
	FY ‘13
	54%
	
	

	
	
	FY ‘14
	58%
	
	

	Level 5
	ASE Low
	FY ‘11
	43%
	
	

	
	
	FY ‘12
	50%
	
	

	
	
	FY ‘13
	55%
	
	

	
	
	FY ‘14
	60%
	
	

	
	
	
	
	
	

	State Outcome Measure:
EDUCATIONAL GAIN (PROGRESSION)
Program Average

	
	YEAR


	AVERAGE OF 

FEDERAL TARGETS
	OUTCOME

	
	
	
	% ACHIEVED


	MET TARGET?

(Y/N)

	All Levels

ABE/ASE/ESL
	FY ‘11
	45%
	
	

	
	FY ‘12
	50%
	
	

	
	FY ‘13
	60%
	
	

	
	FY ‘14
	63%
	
	


	4. PROGRAM PERFORMANCE REQUIREMENTS:  STUDENT OUTCOMES (continued)

	

	Federal Core Outcome Measures:
EDUCATIONAL GAIN (PROGRESSION)
English as a Second Language

	EDUCATIONAL FUNCTIONING LEVELS
	YEAR


	FEDERAL TARGET
	OUTCOME

	
	
	
	% ACHIEVED


	MET TARGET?

(Y/N)

	Level 1
	Beginning Literacy
	FY ‘11
	52%
	
	

	
	
	FY ‘12
	55%
	
	

	
	
	FY ‘13
	69%
	
	

	
	
	FY ‘14
	65%
	
	

	Level 2
	Low Beginning
	FY ‘11
	58%
	
	

	
	
	FY ‘12
	56%
	
	

	
	
	FY ‘13
	71%
	
	

	
	
	FY ‘14
	77%
	
	

	Level 3
	High Beginning
	FY ‘11
	50%
	
	

	
	
	FY ‘12
	52%
	
	

	
	
	FY ‘13
	70%
	
	

	
	
	FY ‘14
	69%
	
	

	Level 4
	Low Intermediate
	FY ‘11
	43%
	
	

	
	
	FY ‘12
	44%
	
	

	
	
	FY ‘13
	58%
	
	

	
	
	FY ‘14
	62%
	
	

	Level 5
	High Intermediate
	FY ‘11
	42%
	
	

	
	
	FY ‘12
	41%
	
	

	
	
	FY ‘13
	55%
	
	

	
	
	FY ‘14
	61%
	
	

	Level 6
	ESL Advanced
	FY ‘11
	25%
	
	

	
	
	FY ‘12
	27%
	
	

	
	
	FY ‘13
	39%
	
	

	
	
	FY ‘14
	43%
	
	


	4.  PROGRAM PERFORMANCE REQUIREMENTS:  STUDENT OUTCOMES (continued)

	

	Federal Core Outcome Measures:
FOLLOW-UP MEASURES

	
	YEAR


	FEDERAL TARGET
	OUTCOME

	
	
	
	% ACHIEVED


	MET TARGET?

(Y/N)

	Entered Employment
	FY ‘11
	55%
	
	

	
	FY ‘12
	55%
	
	

	
	FY ‘13
	45%
	
	

	Retained Employment
	FY ‘11
	65%
	
	

	
	FY ‘12
	64%
	
	

	
	FY ‘13
	56%
	
	

	Receipt of High School Equivalency
	FY ‘11
	49%
	
	

	
	FY ‘12
	66%
	
	

	
	FY ‘13
	75%
	
	

	Placement in Post-Secondary Education or Training
	FY ‘11
	40%
	
	

	
	FY ‘12
	47%
	
	

	
	FY ‘13
	15%
	
	


	State Outcome Measure:
PRE-TEST RATE

	
	YEAR


	TARGET
	OUTCOME

	
	
	
	% ACHIEVED


	Requirement Met?
(Y/N)

	Pre-Test Rate
	FY ‘11
	90%
	
	

	
	FY ‘12
	90%
	
	

	
	FY ‘13
	90%
	
	

	
	FY ‘14
	100%
	
	


	4.  PROGRAM PERFORMANCE REQUIREMENTS:  STUDENT OUTCOMES (continued)


	
	Requirement Met?

Yes/No/NA

	Data Entry and Management:  Adult Computer Enrollment System (ACES)

	1. All required data is being collected.
	

	2. Security measures are in place to protect personal information of students.   
	

	3. A system is in place for effective data collection from classroom to data entry person.  
	

	4. All data is entered at least monthly.  
	

	5.  A process is in place for tracking and counting student attendance hours.
	

	6. Check of student records shows that data is being tracked and entered accurately.  
	

	a. enrollment and demographics
	
	

	b. attendance
	
	

	c.        assessment
	
	

	d. exit date
	
	

	7. Students that have been inactive for ninety (90) days have been exited. 
	

	Assessment:  Pre-Test Administration and ACES

	1.  100% of the students entered into ACES must have received a pre-test.
	


	4.  PROGRAM PERFORMANCE REQUIREMENTS:  STUDENT OUTCOMES (continued)


	
	Requirement Met?

Yes/No/NA

	Assessment Procedures

	1. The program uses TABE to assess ABE/ASE students and CASAS to assess ESL students.
	

	2. All assessments are administered by an individual that has completed the state mandated training on the proper administration of the assessment instruments.  
	

	3. Sufficient assessment materials are provided to meet the needs of the students and teachers in the instructional program.
	

	4. Assessments are administered in compliance with instructions published by test developers.
	

	a. Instructions are read prior to each test.
	
	

	b. Tests are timed.
	
	

	c. Testing materials are secured.
	
	

	d. Teacher/proctor is present during administration of test.
	
	

	e. Teacher/proctor does not answer questions or discuss test before, during, and/or after testing.
	
	

	5. Proper pre-testing procedures are followed.   
	

	a.  Initial pre-test administration begins with the locator for TABE and appraisal for CASAS.
	
	

	b. In TABE, all three subject areas tests (Reading, Math, and Language) are administered.  (Exception:  student attending for a specific stated purpose)
	
	

	c. For TABE Math, both Mathematic Computation and Applied Mathematics are administered.
	
	

	6. Time frames for administering assessments in the program are in compliance with state policy.  
	

	a. The pre-test battery must be given as part of the intake process; the intake process must be finished before starting class.  
	
	

	b. Students have participated in a portion of orientation prior to pre-testing.
	
	

	c. At least one pre-test has been administered prior to twelve hours.
	
	

	d. Program has a sufficient method for determining “Hours at Testing.”
	
	

	e. The rate of early post- testing does not exceed twenty-five percent (25%) of all post-tests administered.
	
	

	f. Incidents of “early post-tests” and “hours at testing anomalies” are documented.
	
	

	7.  Classes have a sufficient method of determining test results in a timely manner.
	

	8. Assessment results are explained to the student.
	

	9. Only certified teachers interpret results of the assessments and counsel students regarding their educational plan.
	


	5.  PROGRAM OPERATION REQUIREMENTS:  STUDENT SERVICES

	
	

	
	Requirement Met?

Yes/No/NA

	Intake/Orientation

	1. All required enrollment and demographic information is collected. 
	

	2. Intake includes orientation information.
	

	3. The pre-test battery is administered as part of the Intake Process.
	

	4. The Intake Process is completed for each student prior to the student starting an instructional class.
	

	Instruction

	1.  Instructional activities:
	

	a. Are built on a strong foundation of research and effective educational practice.
	

	b. Are of sufficient intensity and duration for participants to achieve substantial learning gains. 
	

	c. Provide learning in real life contexts.
	

	d. Incorporate instructional practices, such as phonemic awareness, systematic phonics, fluency, and reading comprehension.
	

	e. Effectively employ advances in technology.
	

	2. The Learner’s Educational Guide is designed and used in such a way that
	

	a. Assessment results are used to guide instruction.
	

	b. Student progress is frequently monitored.
	

	3.  The program can provide evidence that the plans submitted in the grant/bid application to meet the Core Indicators are being implemented:
	

	a. Core Indicator 1:  Literacy Skills
	

	b. Core Indicator 2:  Placement in, retention in, or completion of post-secondary training, unsubsidized employment, or career advancement
	

	c. Receipt of High School Equivalency Certificate
	


1

