Adult Education Content Standards for Roles in the Family, the Workplace, and the Community
Communication
	

	GOAL 1:  Adult learners will listen with understanding at home, at the workplace, in school and in the community.

	

	Standard 1:
Listen actively in a variety of contexts.

	a) Identify and develop active listening skills.

	Begin. Literacy

1.a.1. Listen for enjoyment, information, and simple directions. Tell the difference between listening for enjoyment and information.

	Begin. Basic Ed

1.a.2.  Listen for understanding from a variety of sources, and restate and follow simple directions; can determine purpose for listening.
	Low Intermediate Basic Ed

1.a.3.  Follow directions for multi-steps tasks, identify verbal cues in various situations. Restate directions to themselves.
	High Intermediate Basic Ed

1.a.4. Be aware of importance of non-verbal cues; appropriately use active listening skills in various situations (i.e. job interviews, public service). Give directions to another person.
	Low Adult Secondary 

1.a.5. Use active listening skills for providing feedback to others, collect relevant information and to negotiate. Apply basic directions.
	High Adult Secondary

1.a.6.  Facilitate and report group work; work collaboratively in various settings. Use active listening behaviors; question speaker and converse

	b) Use listening strategies appropriate for the purpose.

	Begin. Literacy

1.b.1. Demonstrate listening behaviors. (i.e. prepares to listen, listens without interruption, maintain eye contact).
	Begin. Basic Ed

1.b.2. Follow directions to complete a multi-step task. Follow basic directions.
	Low Intermediate Basic Ed

1.b.3. Identify tone, mood, and emotion of verbal and non-verbal communication.  Tell fact from opinion.
	High Intermediate Basic Ed

1.b.4. Recognize and interpret propaganda techniques delivered using a variety of media.  Practice active listening skills in order to understand other's actions and reactions.
	Low Adult Secondary 

1.b.5. Monitor comprehension, adjusting strategies to overcome barriers.  Integrate information from listening with prior knowledge to address the listening purpose.  Adjust ones actions to take into account the needs of others and/or the task to be accomplished.
	High Adult Secondary

1.b.6.  Monitor comprehension, adjusting strategies to overcome barriers.  Integrate information from listening with prior knowledge to address the listening purpose.  Adjust ones actions to take into account the needs of others and/or the task to be accomplished.

	
	
	
	
	
	


	GOAL 2:
Adult learners will speak so that others can understand at home, at work, at school and in the community.

	

	Standard 1:
Organize and transmit information that serves the purpose, context, and listener.

	a) Develop and apply effective speaking skills and strategies for various audiences and purposes.

	Begin. Literacy

1.a.1. Speak clearly and use appropriate volume.  
	Begin. Basic Ed

1.a.2. Determine the purpose for communicating. Use an appropriate pace and eye contact.  Use appropriate enunciation.
	Low Intermediate Basic Ed

1.a.3. Present ideas in logical sequence.  Know how to speak up for self in a non-demanding but assertive way (using “I” messages).Use appropriate inflection.
	High Intermediate Basic Ed

1.a.4. Effectively communicate in a variety of situations whether social, academic, or work.  Use appropriate body language (i.e. eye contact, posture, and gesture).
	Low Adult Secondary 

1.a.5. Engage the audience.  Give clear and concise oral directions.  Create presentations on a variety of topics.
	High Adult Secondary

1.a.6. Use a variety of tools (i.e. overheads, PowerPoint) in presentations.

	b)   Use conventions of grammar and word choice appropriate for the listener.

	Begin. Literacy

1.b.1.  Use correct grammar when speaking to others with teacher guidance.
	Begin. Basic Ed

1.b.2. Independently use correct grammar when speaking to others.
	Low Intermediate Basic Ed

1.b.3. Use appropriate word choice.  Organize thoughts prior to speaking and accurately communicate.  
	High Intermediate Basic Ed

1.b.4. Recognize the differences in environments in which you communicate.  
	Low Adult Secondary 

1.b.5. Respond effectively to interview questions.  Ask for raise.  
	High Adult Secondary

1.b.6. Higher command of English vocabulary.

	 

	Standard 2:  Monitor the effectiveness of communication.

	a) Use multiple strategies to monitor communication effectiveness.

	Begin. Literacy

2.a.1. Explain the purpose of feedback.
	Begin. Basic Ed

2.a.2. Apply feedback to communication with guidance.
	Low Intermediate Basic Ed

3.a.3. Ask for and give feedback, oral and written, from colleagues, friends, co-workers, and family.
	High Intermediate Basic Ed

3.a.4. Reflect on experiences concerning public or private speaking (i.e. journaling).
	Low Adult Secondary 

3.a.5. Accept and incorporate feedback to improve effectiveness of the communication.
	High Adult Secondary

3.a.6. Accept and incorporate feedback to improve effectiveness of the communication.

	


	GOAL 3:
Adult learners will read with understanding at home, at the workplace, at school, and in the community

	


	Standard 1:
Develop and apply skills and strategies for reading fiction and non-fiction in home, workplace, school, and community settings.

	a) Determine the purpose for reading.

	Begin. Literacy

1.a.1. Explain different purposes for reading including for enjoyment.  
	Begin. Basic Ed

1.a.2. Identify purpose for reading various materials and read for information and direction.
	Low Intermediate Basic Ed

1.a.3. Identify purpose for reading various materials and read for information and multi-step directions.
	High Intermediate Basic Ed

1.a.4. Identify purpose for reading various materials and read authentic graphics, chart, and tables.
	Low Adult Secondary 

1.a.5. Identify purpose for reading various materials and interpret and apply information in a variety of texts.
	High Adult Secondary

1.a.6. Identify purpose for reading various materials and analyze information from a variety of texts.

	b) Select reading strategies appropriate for the purpose.

	Begin. Literacy

1.b.1. Explain different reading strategies (i.e. skim/scan, pre-read, re-read).  
	Begin. Basic Ed

1.b.2. Apply pre-reading steps with assistance.
	Low Intermediate Basic Ed

1.b.3. Read text on familiar subjects that have a simple and clear underlying structure (i.e. clear main idea, chronological order); using context to interpret meaning with assistance.
	High Intermediate Basic Ed

1.b.4. Identify and select appropriate reading strategies making some minimal inferences and comparing and contrasting information.
	Low Adult Secondary 

1.b.5. Consistently demonstrate automatic selection of reading strategies.  
	High Adult Secondary

1.b.6. Select appropriate strategies to comprehend, explain, and analyze information from a variety of literacy works.

	c) Monitor comprehension and adjust reading strategies if necessary.

	Begin. Literacy

1.c.1. Read simple sentences and phrases for understanding with assistance.
	Begin. Basic Ed

1.c.2. Read simple and compound sentences in paragraphs with familiar vocabulary and monitor for reading comprehension with assistance.
	Low Intermediate Basic Ed

1.c.3. Self-monitoring reading comprehension with assistance as needed.
	High Intermediate Basic Ed

1.c.4. Self-monitoring of reading comprehension.
	Low Adult Secondary 

1.c.5. Self-monitoring of reading comprehension of increasingly complex materials.
	High Adult Secondary

1.c.6. Self-monitoring of reading comprehension of increasingly complex materials.


	d) Analyze the information and consider the meaning or intent.

	Begin. Literacy

1.d.1. Explain simple readings.
	Begin. Basic Ed

1.d.2. Explain readings containing simple and compound sentences, and simple or link paragraphs with assistance.  Read and follow directions to perform a task.
	Low Intermediate Basic Ed

1.d.3. Read and interpret reading as it relates to daily living or workplace.  Use details to identify characters, problems, solutions in logical sequence.  Use details to explain figurative language in correspondence, poetry, and prose.  Locate, interpret and apply information in: illustrations, titles, chapter headings, table of contents, diagrams, graphs, charts, and captions.
	High Intermediate Basic Ed

1.d.4. Analyze, infer, compare, contrast, and evaluate a variety of reading materials (i.e. real life, fiction, non-fiction).
	Low Adult Secondary 

1.d.5. Comprehend and interpret information from a variety of sources include workplace materials.  Explain how fiction and non-fiction literature reflect different historical time frames and cultures.
	High Adult Secondary

1.d.6. Comprehend, explain, and analyze information from a variety of literacy works including technical journals.

	


	GOAL 4:
Adult learners will acquire the knowledge and skills to convey ideas in writing with family, in the workplace, at school and in the community.

	

	Standard 1:
Organize and present information to serve the purpose, context, and audience.

	a) Develop and apply the writing process.

	Begin. Literacy

1.a.1.

Brainstorm and write ideas with assistance.  Write simple sentences or phrases and basic personal information.  
	Begin. Basic Ed

1.a.2. Write, revise, and edit with and without assistance.  Use a simple graphic organizer in pre-writing.  Write simple notes and messages on familiar situations.  
	Low Intermediate Basic Ed

1.a.3. Write independently and in various forms or types of writing.  Write simple paragraphs with a main idea and supporting details.  Self and peer edit for spelling and punctuation.  Use a variety of tools to help organize ideas for writing (i.e. brainstorming, mind mapping).  Pre-write.
	High Intermediate Basic Ed

1.a.4. Use appropriate graphic organizers.  Writes simple narrative descriptions and short essays on familiar topics.
	Low Adult Secondary
1.a.5. Writing is organized and cohesive.  Use complex sentence structure.  Write personal notes and letters that accurately reflect thoughts. 
	High Adult Secondary

1.a.6. Writing is cohesive with clearly expressed ideas supported by relevant details.

	b) Write effectively in various forms.

	Begin. Literacy

1.b.1. Plan and tell stories in pictures and words.  Write thank you notes with assistance.
	Begin. Basic Ed

1.b.2. Determine the purpose for writing.  Write expository, narrative and personal text that have a beginning, middle, and end.  Develop a main idea with supporting details.  Write thank you notes, messages, and directions.
	Low Intermediate Basic Ed

1.b.3. Write a topic sentence, a concluding sentence, and multiple paragraphs.  Write the sequence of events in some detail.  Select writing style appropriate for the purpose.  Write e-mail and other electronic communications.  Write simple communications for the workplace.
	High Intermediate Basic Ed

1.b.4. Write expository and persuasive essays with a main idea.  Construct formal communications for the workplace.  Create graphs, charts, and complete a job application.  Take notes effectively.  Advocate for self and others in writing.  Manage written documents for personal and family business.
	Low Adult Secondary 

1.b.5. Complete forms, write resumes and cover letters, and college application essays. 
	High Adult Secondary

1.b.6. Instruct others in writing.

	


	Standard 2:
Use conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.

	a) Use correct capitalization and punctuation.

	Begin. Literacy

2.a.1. Use simple punctuation.  Capitalize first letters of own first and last name, names of people and beginning words of sentences.
	Begin. Basic Ed

2.a.2. Consistent use of basic punctuation and capitalization with assistance.  Capitalize basic proper nouns.  Master basic use of commas and apostrophes.
	Low Intermediate Basic Ed

2.a.3. Self and peer edit for spelling and punctuation errors.  Use more complex conventions of capitalization.  Use increasingly complex punctuation (quotation marks, commas, and apostrophes).
	High Intermediate Basic Ed

2.a.4. Consistent use of complex punctuation (i.e. colon, semicolon, and hyphen) and capitalization (i.e. divided quotes, scientific terms, and historical periods).  
	Low Adult Secondary 

2.a.5. Writing contains few mechanical errors.
	High Adult Secondary

2.a.6. Writing contains few mechanical errors.

	b) Word usage and parts of speech.

	Begin. Literacy

2.b.1. Differentiate nouns and verbs.
	Begin. Basic Ed

2.b.2. Show some control of basic grammar including simple subject and verb agreement, present and past tense, adjectives, and adverbs.
	Low Intermediate Basic Ed

2.b.3. Use appropriately verb tense, adjective forms, prepositional phrases, and appositives.
	High Intermediate Basic Ed

2.b.4. Use appropriately pronouns, antecedent, consistent verb tense, pronoun case, and adverb forms.
	Low Adult Secondary 

2.b.5. Write using complex sentence structure.
	High Adult Secondary

2.b.6. Write using complex sentence structure.

	

	Standard 3:
Review and revise to enhance the effectiveness of written communication.

	a) Utilize editing practices.

	Begin. Literacy

3.a.1. Use the writing process to review and revise text with assistance.
	Begin. Basic Ed

3.a.2. Edit for capitalization and punctuation and re-write initial drafts with assistance.
	Low Intermediate Basic Ed

3.a.3. Proofread written communications looking for grammar correctness, sentence structure, and mechanics.  Use feedback from others to improve written communication.  Self and peer edit.
	High Intermediate Basic Ed

3.a.4. Routinely proofread and revise written communications for sentence variety, sequencing of ideas, word choice, and cohesiveness.
	Low Adult Secondary 

3.a.5. Routinely proofread and revise written communications for usage of details, eliminate run-on sentences, eliminate fragments, and sentence pace.
	High Adult Secondary

3.a.6. Automatically review and revise written communication.


