the university of the state of new york

the state education department

Office of Curriculum and Instructional Support

Adult Education and Workforce Development Team 

Adult Literacy Compliance Self-Review/Monitoring Form

For agencies operating WIA Title II, Welfare Education Program, Adult Literacy Education, and Employment Preparation Education programs.




   

      Program Year

Please type or print:
Agency Code:  (Leave blank, if unknown)


	
	
	
	
	
	
	
	
	
	
	
	


	Agency Name: 

	Address:      


	City:            
	County:  
	
Zip:  

	Program Contact:  

	Telephone: 
	E-mail:  


Program/s being reviewed receives funding from (check all that apply):  
WIA Title II Literacy    ⁫
REVIEWED BY:  ___________________________________________ DATE: ______________________________

    Adult Education and Workforce Development Team

Directions:  This Adult Literacy Compliance Self-Review Form will indicate whether the basic skills programs, funded from the Workforce Investment Act Title II, Adult Education and Family Literacy (WIA Title II), Welfare Education Program (WEP), Adult Literacy Education (ALE), and Employment Preparation Education (EPE), comply with federal and State regulations. This review examines compliance issues and not necessarily the quality of programs. A staff member from the Adult Education and Workforce Development Team may contact the Program Contact for clarification of information.

Answer each question by indicating Yes or No in the space provided. Indicate the data examined or process followed to determine the compliance status. The “Evidence” examined must be completed for each compliance item checked, regardless of whether checked “Yes” or “No”. If you answer No to any question, provide a strategy to bring the program into compliance as an appendix to this report. The appendix document should list the item from the self-review form, action steps to be taken, a timeline for implementation and expected outcomes.

All programs should complete all general requirements.  If Distance Learning is not offered, answer N/A.

Please return this form to:

NYS Education Department

Regional Liaison

ACCES - AEPP
99 Washington Avenue, OCP  Room 1624
Albany, New York 12234
Please return this form electronically to your regional:

Sandra Belitza-Vazquez - NYC
       sbelitza@mail.nysed.gov

Constance Carroll - East


      ccarroll2@mail.nysed.gov

Claudia Dean - Mid State


cdean@mail.nysed.gov

Anne Frank - Hudson Valley

        afrank@mail.nysed.gov

Susan Lyons - Long Island

        slyons@mail.nysed.gov

Kathy Sheehy - West


      ksheehy@mail.nysed.gov

Kathleen Steinchen - Mid West
      ksteinch@mail.nysed.gov
LITERACY SELF-REVIEW/MONITORING FORM

A.     INTAKE/ORIENTATION

	Item
	General Requirements
	Compliance Status
Yes             No
	Evidence                         

	1.
	At intake, the participants are presented with the following information in a format they can understand:  Public Notice Under ADA, the name of the person acting as ADA Compliance Coordinator, and Three Step Grievance Policy.  The American Disabilities Act Signature Sheet has been signed and put into the student folder.
	          
	
	

	2.
	A face-to-face intake session is provided to every learner, which includes:  an initial academic assessment, completion of the Individual Student Record Form (ISRF), an Education and Employment Plan (EEP), the identification of goals, and a process to identify the strengths and weaknesses of students for placement in appropriate educational programs.
	
	
	

	3.
	A face-to-face orientation session is provided to explain the teacher/student roles and responsibilities, and to become familiar with the delivery modality and instructional materials.
	
	
	

	4.
	Support services and an appropriate referral process are available.
	
	
	

	
	Distance Learning 
	          
	
	

	5.
	At intake, all participants are provided with information, either through an information session or an information sheet, outlining adult educational programming available in the area of residence.
	
	
	

	6.
	Students have completed the Project IDEAL Distance Learning Survey.
	
	
	

	7.
	Orientation includes a student/teacher contract.
	
	
	

	8.
	A referral process is in place to refer learners not appropriate for distance learning.
	
	
	


Write all comments in this space. 
	


B.
STUDENT ELIGIBILITY

	Item
	 General Requirements
	Compliance Status
	Evidence                         

	
	
	Yes
	No
	

	1.
	Students meet the age requirement, being 16 years of age or older, and are not enrolled or required to be enrolled in secondary school under NYS law.
	
	
	

	2.
	Students claimed for EPE generation are 21 years of age or older and do not have high school diplomas or equivalent.
	
	
	

	3.
	Students claimed for EPE II generation are 21 years of age or older and have a high school diploma or equivalent, but have limited basic education skills not adequate to enter the workforce or further their education.  No more than 2.96% of their total EPE allocation is guaranteed reimbursement, however, EPE II generation claimed is limited to 10%.
	
	
	

	4.
	Students in ABE programs are academically functioning at less than an eighth grade level in reading or mathematics as indicated by the TABE test.
	
	
	

	5.
	ESOL students scoring above 540 on the BEST Plus pre-test are retested on the TABE.
	
	
	

	6.
	Students enrolled in the High School Equivalency programs have tested above the eighth grade level in reading.
	
	
	

	
	Distance Learning 
	
	
	

	7.
	- Students enrolled in GRASP/GED Connection have TABE tested at
   the 9th grade level or above in reading (NRS level 5 and 6).
- Students enrolled in Pre-GED Connection have TABE tested at grade 
   level 6-8.9 in reading (NRS level 4).
- Students enrolled in Skills To Make Adults Ready to Succeed
   (SMART) have TABE tested at grade level 4-7 in reading (NRS
   level 3 and 4).
- Students enrolled in Learn to Read have TABE tested at grade level
  0-4 in reading (NRS level 1 and 2).
- Students enrolled in Crossroads Café have tested with the BEST Plus
  assessment at NRS level 4 or above.
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	8.
	Students enrolled in an EDP (External Diploma Program) have tested at or above the 9th grade level in reading.
	
	
	

	9.
	Students coded in a distance learning program are not coded in a traditional classroom program in the ASISTS database.
	
	
	


Write all comments in this space.  
	


C.         SUFFICIENT INTENSITY AND DURATION
	Item
	 General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1. *
	Each traditional ABE, GED, and ESOL program offers 150 hours of classroom instruction annually per student.
	
	
	

	  2.
	Each traditional class operates at least six but not more than 20 hours per week, unless the agency has received a written waiver from SED.
	
	
	

	  3.
	Each traditional class has a minimum of 10, but not more than 20, students in attendance. Classes do not exceed an average daily attendance (ADA) of 20 unless they have received written waivers from SED.
	
	
	

	  4.
	The agency documents participant attendance.
	
	
	

	  5.
	Instructional strategies include the recommendations made on the diagnostic information provided by appropriate staff.
	
	
	

	  6.
	The agency adapts procedures to allow for disability-related needs which include:  
- Allowing students to borrow materials for taping or 
   enlarging if not provided by the program.
- Allowing students with print-related disabilities to use materials
   or computers for an extended period of time.
-  Allowing students with disabilities to participate in all programs
   and activities.  
	
	
	

	  7.  
	Instruction is customized for each student.
	
	
	

	  8.
	Instruction has at minimum 50% academic content per week.
	
	
	

	       *    Library and volunteer agencies may respond to this item as a comment in the comment section.



	
	Distance Learning
	
	
	

	  9.
	Students receive a home study assignment packet with a minimum of twelve hours worth of work twice a month (two week cycle) via regional library network, mail, by hand, or electronically through Career Achieve.
	
	
	

	  10.
	Physical packets are delivered in proximity to the student’s residence.  Students are made aware of multiple pick-up sites in their area.  
	
	
	

	  11.
	Instructors are available electronically, in writing or by telephone, to support learners.  
	
	
	

	12.
	The nonacademic content of the packet, if used, is closely aligned with the individual students’ NRS goals for performance and their short and long term goals in their Education and Employment Plan (EEP).
	
	
	

	13.
	Every teacher has access to distance learning manuals, which must be used with the EPE and NRS manuals and include:  The Program Manager and Instructor Guide for Distance Learning obtained at www.aewd.nysed.gov/aewd , the GRASP (Giving Ready Adults a Study Program) Manual and if applicable, the Career Achieve Guide for Distance Learning obtained in training.
	
	
	

	14.
	The corrected assignments returned to the student show evidence of thorough teacher review and appropriate comments and questions.
	
	
	

	15.
	Students in EDP (External Degree Program) meet with the assessor face-to-face for 30 minutes once a week to discuss assigned work.
	
	
	

	16.
	Teachers maintain a teacher instructional log to demonstrate time spent preparing and correcting assignment packets or working on other educational related activities.
	
	
	

	17.
	Teachers maintain a student assignment log to track the packets sent out, completed packets returned, the assignments and the results of the assignments.
	
	
	

	18.
	Students are considered ACTIVE when they have returned their completed packet to the teacher, who has been reviewed it and sent out a new packet. 
	
	
	

	19.
	The distance learning formula is used to claim EPE aid.
	
	
	

	20.
	The number of instructional hours claimed in a given week does not exceed the ACTIVE enrollment multiplied by .5 [For example, if a teacher works 40 hours in a given week, the ACTIVE enrollment cannot exceed 80.
	
	
	

	21.
	The educational materials used are appropriate for the program, i.e. GED level preparation materials for GRASP.
	
	
	

	22.
	GRASP programs have sufficient books available in all five areas of GED preparation so each student can receive instruction in at least two areas simultaneously.
	
	
	

	23.
	Programs using video/workbook series are using them according to Kentucky Educational Television (KET) or Intelecom guidelines.
	
	
	

	24.
	Tutoring, when provided, generates traditional EPE.  Distance learning teachers who tutor distance learning students provide this instruction in addition to the hours of EPE generated by the distance learning formula.
	
	
	

	25.
	If applicable, a maximum of three hours is claimed in a two-week period for the generation of traditional EPE for tutoring. (Tutoring is provided either on a one on one basis or in a classroom setting).
	
	
	

	26.
	A tutoring roster is maintained.
	
	
	

	27.
	Student folders contain sufficiently detailed information so that other teachers can pick up instruction at any point.
	
	
	


D.       EDUCATIONAL AND CAREER COUNSELING

	Item
	General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	An Education and Employment Plan (EEP) is developed for each student, which includes personal, educational and/or employment goals.  The agency is aware of the difference between counseling and National Reporting System (NRS) goals.
	
	
	

	2.
	A goal setting procedure has been established to identify students’ primary and secondary NRS goals, which are updated on a quarterly basis.   Goals have not changed in the exit quarter.
	
	
	

	3.
	Every student establishes at least one primary goal.
	
	
	

	4.
	Students have up to two additional core measure goals in addition to educational gain. 
	
	
	

	5.
	Teachers are aware of the follow-up requirements and assist in obtaining information to satisfy goals. 
	
	
	

	6.
	Education and career counseling (individual and/or group) or referral to services is made available to enrolled students.
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E.
 PROGRAM PERSONNEL

	Item
	 General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	For programs operated by a public school district or BOCES, the instructional staff has valid temporary or permanent Pre-K-12 NYSED certification or NYSED adult education certification.
	
	
	

	2.
	For programs operated by a public or private non-profit organization (CBO) or post secondary agency, qualifications of the instructional staff are based on preparation and experience. 
	
	
	

	3.
	The program has designated a staff person to act as an ADA resource for complaints and record keeping.
	
	
	


Write all comments on the comment section to follow. 

F.
 STAFF DEVELOPMENT

	Item
	General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	New instructional and administrative staff has attended, or is scheduled to attend, the NYSED approved pre-service training.
	
	
	

	2.
	Instructional staff attends a minimum of ten hours of staff development annually related to their program area.
	
	
	

	3.
	The staff has received appropriate training in data collection and reporting procedures related to the NRS.
	
	
	

	4.
	All program staff has received training in recognizing the characteristics of students with learning disabilities, and should know who their ADA Compliance Coordinator is. 
	
	
	

	
	Distance Learning  
	
	
	

	5.
	Agencies that are new distance learning providers have received appropriate staff development before generating EPE state aid.
	
	
	

	6.
	Instructional staff of established distance learning programs has attended or are scheduled to attend the approved distance learning training provided through the RAEN by NYS certified trainers.
	
	
	

	7.
	Teachers have been recertified in their content area (GRASP, GED Connection, etc.) according to New York State guidelines every three years.
	
	
	

	8.
	Staff has been trained in data collection and reporting according to the distance learning formula.  
	
	
	

	9.
	Staff is applying the distance learning formula according to EPE guidelines.
	
	
	


Write all comments in this space. 

G.
ASSESSMENT

	Item
	 General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	Students are pre-tested and post-tested in person.
	
	
	

	2.
	At minimum, the TABE locator tests in reading and/or math are used to determine the correct level for the achievement test to be administered.
	
	
	

	3.
	TABE forms 9 and 10 (full battery) are used for assessment.
	
	
	

	4.
	Initial student assessment occurs within the first 12 hours of instruction.
	
	
	

	5.
	Students in a class meeting 9 hours or less per week are post-tested at least every 100 instructional hours.
	
	
	

	6.
	Students in a class meeting 10 or more hours per week are post-tested at least every 200 instructional hours.
	
	
	

	7.
	Students in a tutorial program are post-tested at least every 50 instructional hours.
	
	
	

	8.
	If applicable, students are referred to the GED test only after they have demonstrated readiness by attaining a total score of 2,250 or more with at least the minimum sub-test scores of 410 on the Official GED Practice Test (OPT).
	
	
	

	9.
	Students enrolled in an ESOL class are assessed using the Best Plus test.
	
	
	

	10.
	Pre-testing is done within the first twelve hours of the program.
	
	
	

	11.
	Programs set criteria to refer students for appropriate services if they have not made academic gain after 500 hours of instruction.
	
	
	
	

	
	Distance Learning 
	
	
	

	12.
	Students are post tested at least every 100 hours of ACTIVE instruction, which equates to every 16 to 17 weeks.
	
	
	


Write all comments in this space.
	


H.
 COOPERATIVE PLANNING AND ARRANGEMENTS

	Item
	General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	The agency actively participates in the Title II network.
	
	
	

	2.
	The agency, as part of the Title II network, provides services for the local One-Stop.
	
	
	

	3.
	The agency provides assessment and referral services to support the One-Stop delivery system.
	
	
	

	4.
	For family literacy programs, the agency is a partner in the local alliance for family literacy. 
	
	
	

	5.
	The agency staff members plan and/or work cooperatively with other community agencies and organizations. 
	
	
	

	6.
	The agency advertises programs using a variety of community-appropriate methods.
	
	
	


Write all comments on comment section to follow.
I.        FACILITIES

	Item
	Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	The facilities used to provide instruction are covered by fire and liability insurance and meet all applicable State or local fire and safety standards.
	
	
	

	2.
	The heating, lighting and ventilation of instructional facilities are conducive to learning.
	
	
	

	3.
	The facilities used to provide instruction are free of physical barriers, accommodating to adults and appropriate for individuals with disabilities.  Where facilities do not meet these requirements, students are referred to alternate accessible locations.
	
	
	

	4.
	All equipment and frequently used materials are located on lower shelves in wheelchair-accessible areas.
	
	
	

	5.
	Handicap accessible parking is provided.
	
	\
	


Write all comments in this space.  
	


J.
HIGH QUALITY INFORMATION MANAGEMENT SYSTEM

	Item
	General Requirements
	Compliance Status
	Evidence

	
	
	Yes
	No
	

	1.
	The agency uses the ASISTS database to meet the National Reporting System (NRS) reporting requirements.
	
	
	

	2.
	The agency uses the state mandated Individual Student Record Form (ISRF).
	
	
	

	3.
	The agency maintains an individual student record folder accessible to the teacher and the student, which includes student goals, test results, learning plans, and/or lists of skills and sample assignments that demonstrate academic progress.  These folders are kept in a secured area.  (Demographic information, test scores, and Learning Disability assessments are confidential). 
	
	
	

	4.
	The agency maintains a student work folder accessible to the teacher and student, which includes student assignments, student assignment logs and student goals.
	
	
	

	5.
	The agency has implemented a plan to monitor data quality.
	
	
	

	6.
	The agency uses the suggested survey instrument, or can provide comparable data, to conduct participant follow-up surveys. (See NRS manual)
	
	
	


	7.
	The agency has identified staff to be involved in the program improvement process.
	
	
	

	8.
	The agency uses performance outcome data in the program improvement process as outlined in the NRS manual.
	
	
	

	9.
	The agency has implemented a procedure for data entry in accordance with guidelines from NRS and ASISTS for reporting purposes.
	
	
	

	10.
	All student disability-related information is kept confidential.
	
	
	

	11.
	All written program information includes a statement regarding availability of accommodations. 
	
	
	

	
	Distance Learning 
	
	
	

	12.
	The agency enters appropriate data elements into the ASISTS database to allow distance learning information to be disaggregated.  
	
	
	

	13.
	The student work folder includes teacher instructional logs, student assignment logs and work time record sheets.
	
	
	

	14.
	Electronically maintained documentation for EPE funding has the same level of detail as hard copy records.
	
	
	

	15.
	Agencies use the forms included in the Appendix of the Program Manager and Instructor Guide for Distance Learning. At minimum agencies use 

· The Teacher Instructional Log

· The Student Assignment Log

· Work Time Record Sheet

· Curriculum Log

· Reminder Notice for Packet Return

· Drop Letter

· Student/Teacher Contract

· ASISTS State mandated Individual Student Record Form (ISRF)
· Options for students Not Qualifying for a Distance Learning Program
	
	
	


K.  WORK EXPERIENCE
	Item
	 General Requirements
	Compliance Status
	Evidence                         

	
	
	Yes
	No
	

	1.
	The program consists of at least 30% traditional classroom hours each week.
	
	
	

	2.
	The traditional component consists of programs that are approved in the agency’s application.
	
	
	

	3.
	At least 50% of the traditional program is academic.
	
	
	

	4.
	The work experience component is unpaid.
	
	
	

	5.
	Evidence is kept that a certified teacher visits the worksite at least once a week.
	
	
	

	6.
	A staff person at the worksite supervises the student.
	
	
	

	7.
	Evidence is kept of the student’s attendance at the worksite.
	
	
	

	8.
	Evidence is kept of the student’s tasks at the worksite.
	
	
	

	9.
	EPE is claimed at .5 for each hour on the worksite.
	
	
	

	10.
	Evidence is kept that program completers have attained employment.
	
	
	

	11.  
	Evidence is kept that the completers have gained CDOS foundation skills.
	
	
	


L.  GEOGRAPHIC RANGE (EPE programs only)
	Item
	 General Requirements
	Compliance Status
	Evidence                         

	
	
	Yes
	No
	

	BOCES

	1.
	If BOCES operates traditional programs physically located in another BOCES district, signed agreements have been obtained and are on file from all school districts and BOCES districts in which the program is located listing program offerings.
	
	
	

	2.
	If BOCES operates a distance learning program serving students residing in other BOCES districts, signed agreements have been obtained and are on file from all school districts and BOCES districts in which students participating in the program reside.
	
	
	

	

	1.
	If a school district operates a traditional program physically located within the boundaries of another school district, a signed agreement has been obtained and is on file from each district in which the programs are located.
	
	
	

	2.
	If a school district operates a distance learning program serving students who reside in other school districts, a signed agreement has been obtained and is on file from each district in which the students reside.
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M. FISCAL 
	Item
	 General Requirements
	Compliance Status
	Evidence                         

	
	
	Yes
	No
	

	1.
	The agency ensures that funds are expended as approved in the application.
	
	
	

	2.
	The agency follows cost principles as identified in OMB Circulars A-87 (school districts and BOCES), A122 (community based organizations) and A-21 (institutions of higher education).
	
	
	

	3.
	The agency ensures that expenditures are properly documented.  (see Guide to Grants Administration at http://oms32.nysed.gov/cafe/Guide.html) 
	
	
	

	4.
	The agency prepares and submits final expenditure reports as specified in the grant award notice (FS-10F) by the required due date and certify that expenses are true and correct.  (Due dates are 30 days after the end of the project for State funded projects and 90 for federally funded projects.)
	
	
	

	5.
	The agency seeks prior approval for all budget amendments in a timely fashion but no later than May 31 of the program year.
	
	
	

	6.
	The agency safeguards assets by keeping an appropriate inventory of equipment, supplies and materials.
	
	
	

	7.
	The agency maintains payroll records for grant-funded personnel as required by the appropriate OMB circulars.
	
	
	

	8.
	The agency has a records retention plan in place that ensures both fiscal and student records are retained as required.
	
	
	

	9.
	The agency follows its own local procurement procedures for subcontracting. The agency is aware of limitations on subcontracting as set forth by NYSED.
	
	
	

	
	(EPE programs only)
	
	
	

	10.
	An adequate number of FTEs for administrative staff are assigned to the EPE program based on the EPE allocation.
	
	
	

	11.
	Staff responsible for submitting EPE claim forms are identified.
	
	
	

	12.
	EPE funds are expended for the EPE program only.
	
	
	

	13.
	Fiscal staff is aware that, within a given year, expenditures must meet or exceed revenues.
	
	
	

	14.
	Programs that generate EPE funds include only those approved on the application.
	
	
	


	15.
	An adequate process is in place for tracking and documenting contact hours.
	
	
	

	16.  
	All teachers have permanent or temporary K-12 or adult certification.
	
	
	

	17.
	Students are EPE-eligible.
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