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Section I - Introduction, Submission, and Reporting Requirements
Introduction and Reporting Requirements
Completion and approval of this FY 2019 Continuation Application shall allow for a one-year extension to recipients of the FY 2018 Consolidated Adult Education and Family Literacy Services grants awarded by the Maryland Department of Labor, Licensing and Regulation (DLLR) in order to carry out the provisions of the Adult Education and Family Literacy Act (Title II of the Workforce Innovation and Opportunity Act of 2014).
Continuation Policy

Consolidated Adult Education and Family Literacy Services Grants must adhere to the provisions of the Workforce Innovation and Opportunity Act (WIOA) implemented on July 1, 2015.  All policies in the Eligibility and Requirements Section of the FY 2018 Competitive RFP continue in force through FY 2019.  
Authorization

Federal

· Workforce Innovation and Opportunity Act of 2014 (WIOA(P.L.113-128), Title II: the Adult Education and Family Literacy Act, including English Literacy/Civics

State

· Annotated Code of the Public General Laws of Maryland, Title 11 Division of Employment and Training, Subtitle 8 Adult Education and Literacy Services

· COMAR Title 09.37.01.20 Maryland Adult External High School Program 

· COMAR Title 13A.05.03.02 Adult General Education

Grant Period

July 1, 2018 to June 30, 2019
Dissemination Date

Friday, March 30, 2018
Submission Deadline
Wednesday, May 16, 2018, by 4:00 p.m.
Technical Assistance Conference Call
Wednesday, April 11, 2018, from 9:30 a.m. to 11:00 a.m. 
Required Components
Applications must be completed in form and content as specified in this document. 
What’s New?
· Beginning July 1, 2018, all AEFL programs will be required to use one uniform method for rounding student contact hours for reporting purposes. Hours will be rounded up or down to the nearest quarter hour increment by using the mid-point of the quarter hour (the 7.5-minute mark) as your decision point.  

· Section 243, Integrated English Language and Civics Education Program (IELCE), will be completed as a separate section.  This is required only for programs currently receiving IELCE funding.
· The Professional Learning Needs Assessment and Plan will be a separate Excel workbook. (Exhibits 5 and 6)

·  Beginning July 1, 2018, NEDP clients must verify their identity and Maryland residency with a government issued photo ID prior to enrollment in the Diagnostic Phase of the program. See a list of acceptable IDs and other changes in the NEDP Assurances.

· AEFLA funded programs are required to complete a Language Access Plan (LAP) (See Exhibit 11). The plan’s purpose is to reduce barriers and to ensure easy access to DLLR’s core programs for individuals who are Limited English Proficient (LEP). Plans will include identification of LEP students; steps for equitable interaction with LEP individuals and plans to translate vital documents and provide interpretation services.

For additional information see https://www.dllr.state.md.us/employment/wioajan262018-access.pdf
Fund Use and Limitations

All funding is pending availability of projected Federal and State funds.

1. No one under age 18 may receive services funded with Federal, State, or matching funds committed to this grant. Services may not be provided for individuals enrolled in the K-12 system or required to be enrolled in secondary school, including homeschool instruction, under State law. For Family Literacy partnerships, the children’s services and interactive literacy component must be supported by the partner program.

2. Grant expenditures must be monitored, tracked, and expended in the timeframe specified by the grant. Federal and state grant funds have a limited time period and must be encumbered or expended by June 30th of the fiscal year or returned to DLLR. While there are several factors that contribute to grant recipients not spending all awarded funds, recipients are required to provide a Notice of Projected Under-Expended Funds by March 31 of the fiscal year, if applicable. Under-expenditures may result in reduced grant funding, particularly for programs that do not notify DLLR by the notification due date.
3. DLLR funds may not be used to support membership dues for any organization engaged in advocacy activities.
4. DLLR funds may not be used to purchase equipment, except for MIS functions and assessments that require computer test administration.  The federal definition for Equipment includes tangible personal property (including information technology systems) having a useful life more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-Federal entity for financial statement purposes, or $5,000. 
Leadership Activities
DLLR provides state sponsored meetings and professional learning activities.  Please ensure that sufficient time and funds are left available for leadership staff to participate in state wide grant meetings/calls/seminars.  Programs should consider travel expenses for these events as well as salary for part-time employees when planning the budget.
The following meetings are subject to state budget approvals.
	Annual Meetings or Seminars
	Target Participants
	Number

to Attend

	Administrators’ Meeting
	· All Administrators
	

	Annual Intake/Assessment Specialist Meeting (IAS)
	· All IAS
	

	Annual Instructional Specialist (IS) Meeting
	· All IS
	

	Management Information System Specialist (MIS)
	· All MIS
	

	Family Literacy Meeting
	· All Family Literacy Programs
	

	DLLR Monthly Conference Calls
	· All Leadership Staff
	

	WIOA Related Meetings & Training  (as needed)
	Required Participants
	Number

to Attend

	TBD
	· TBD
	

	TBD
	· TBD
	


Instructions for Personnel Changes for State Required Key Staff
Personnel changes must be reported to DLLR within 2 weeks of the grantee agency having knowledge of the vacancy or change. 

Vacancy Notification: 
Send notification of key staff vacancies to donata.mooring@maryland.gov:

1. Position being left vacant

2. Notice sent within 2 weeks of the grantee agency having knowledge of the vacancy. 

3. Plan identifying coverage of responsibilities (who, what, and how) 

4. Plan for hire within no longer than 6 months

To report changes:
Send changes to: donata.mooring@maryland.gov include:

1. Full name to add and/or remove

2. Institution/Organization full name

3. Contact information (email, telephone, address) to add and/or remove

4. Key Staff position

DLLR must be notified upon hiring of any key staff member.  Send a copy of the resume of the new hire to your Adult Education Program Specialist.
Reporting Requirements

Grantees must submit the following:

· Monthly Cash Requisition Reports …………
by the 11th day of the month to request funds
· Mid-Year Progress Report
by January 31, 2019
· Financial Status Report for reporting period 7/1/18 – 12/31/18
by January 31, 2019
· Notice of Projected Under Expended Funds (if applicable)
by April 1, 2019
(under expenditures may result in reduced grant awards)
· Annual Program Narrative/Evaluation Report……………….…
by September 30, 2019
· Financial Status Report for grant program year 7/1/18 – 6/30/19
….by September 30, 2019

(must include revenue and local match)
· Administrator’s Trimester Data Review Report by
November 30, April 1, and July 31

· LACES data entry required monthly

· Ad-hoc reports as requested by DLLR throughout the entire grant period
The Maryland Department of Labor, Licensing and Regulation is an equal opportunity program. It is the policy of DLLR that all persons have equal opportunity and access to employment opportunities, services, and facilities without regard to race, religion, color, sex, age, national origin or ancestry, marital status, parental status, sexual orientation, disability or veteran status. 

Auxiliary aids and services are available upon request to individuals with disabilities._________

Submission Requirements

Scan to PDF file format only, in color, your original, completed application. Navigate to your Grantee Files > FY 2019 All FY DOCUMENTS > FY 19 Grant Documents folder on the DLLR SharePoint server. Open the FY19 Grant Documents folder, and in this folder, upload your completed, scanned PDF application together with your completed, proposed Excel budget workbook (all budget pages). Note that your initial budget workbook will not be finalized by DLLR on the first submission, so you will not have to obtain the required signatures and dates until final budget numbers have been determined. Please remember that you must upload only four files (five files if receiving IELCE funds):

1. Continuation application with all required signatures in blue ink. Set your scanner’s output settings to PDF document type and color (200-300 DPI for color is adequate).  Special Note: Append your approved, signed and dated Performance Trends and Projections document at the end of this application.
2. Proposed Budget Workbook. (Excel) Do not scan. Upload as an Excel document because this is your proposed budget, not the final one which must be signed and scanned as a PDF and in color.
3. Class Schedule.  (Excel)  Do not scan.  Upload as an Excel workbook.
4. Professional Learning Workbook. (Excel)  Do not scan.  Upload as an Excel workbook.
5. IELCE continuation application (if applicable).
Application Pre-formatted

The application has been pre-formatted with page and section breaks so page numbers and what begins at the top of each page will be adjusted automatically based on what you enter. The font and type size are also pre-formatted; please do not substitute another font or type size.
For all tables, add or delete rows as needed. All table cells will allow word-wrapping.

Should you have any questions please contact the Adult Education Program Specialist assigned to your program:

Bayo Adetunji
(410) 767-0334
bayo.adetunji@maryland.gov
Helen Coupe
(410) 767-0631
helen.coupe@maryland.gov
Ramona Kunkel
(410) 767-0768
ramona.kunkel@maryland.gov 

Grayla Reneau (IELCE Prog)
(410) 767-0168
grayla.reneau@maryland.gov 

Melissa Zervos (PL)
(410) 767-0535
melissa.zervos@maryland.gov 

Application Formating Assistance:

Ramona Kunkel
(410) 767-0768
ramona.kunkel@maryland.gov
For Questions Regarding SAM Registry:

Ellen Beattie
(410) 767-0161
ellen.beattie@maryland.gov
Cover Page
Provide the information for the items requested on the Cover Page. The original must be signed with blue ink once funding lines have been finalized. The Cost per Student is calculated by dividing the total DLLR amount requested by the total number of projected enrolled students. (For projected number of enrolled students, refer to the FY19 Performance Trends and Projections chart.)
Exhibit 1: Overview of Services and Goals
Present an overview of services that will be provided in FY 2019.  Proposals must address all of the topics in the “Overview of Services and Goals” table.
Exhibit 2: Distance Learning and Technology Plan Update
Adult education learners should be provided the opportunity to use distance learning and technology as part of their instructional program. The distance learning and technology plan update will need to show how instructors are designing instruction and effectively integrating technology that enable learners to obtain, analyze, synthesize, and present information and ideas. 

Reflecting upon technology challenges encountered in FY18, include any changes that you will make in FY19.  Use the Application for Student Proxy Hours if requesting approval for online curriculum.
Please refer to “Adult Education Teacher Technology Standards and Competencies” and “Adult Education Learner Technology Standards and Competencies” at http://www.dllr.state.md.us/gedmd/techstandards.pdf.
Exhibit 3: Duration and Intensity of Instruction

1. ABE and ESL Class Sites: Complete the table. Information requested is indicated in each column’s heading. Add or delete rows as needed.
2. Delete the Tutored Learners row if it does not apply. The Tutored Learners row should be completed only if your program has learners who receive instruction from a tutor separately from a scheduled class and are enrolled as tutored learners in LACES.
3. NEDP Sites: Complete the table. Information requested is indicated in each column’s heading. Add or delete rows as needed. If your program does not provide NEDP services, delete this table.

Exhibit 4: Project Staff

Complete the three tables, State Required Key Staff; Additional Key Staff; and Teachers, Volunteers, and other Staff. Add or delete rows as needed.
1. State Required Key Staff

a. Time on project: Number of Hours per Week and Number of Weeks should reflect hours spent on adult education grant activities.

b. If a state required key staff position is vacant, type VACANT in the relative identifying cell as well as the date the position will be filled. (See Position Descriptions for key personnel in the Application Resources section of this document for more details.)
c. The IAS and/or IS positions may be shared by two persons provided their assigned Specialist time is in direct proportion to the percentage of ABE/ASE and ESL populations projected to be served. If this will be the program’s structure, insert additional IAS and/or IS rows. Be certain to complete the Time on Project column to reflect the appropriate ABE/ASE and ESL proportions.
d. Resumes only for new state required key staff must be appended after Exhibit 18.

2. Additional Key Staff
a. Some programs have additional key staff committed to the grant. You may delete this table if it does not apply.

3. Teachers, Volunteers, and other Staff

a. Provide the information for the items requested.
Exhibit 5: Local Professional Learning Needs Assessment

DLLR requires the following minimum level of commitment to continuous improvement in documented learner achievement through program and professional learning.

The program’s Leadership Team and teachers will analyze data, learner outcomes, program surveys, observation forms, and other information to determine the kind and type of professional learning needed. Professional Learning should align with the program’s goals, meet teachers’ professional learning needs, and improve student learning. The grantee should plan professional learning opportunities for all staff based on the data reviewed. Professional learning activities should be a collaborative, coordinated effort led by the Specialists, particularly the Instructional Specialist.
Exhibit 6: Local Professional Learning Plan

ACTIVITY
Identify the title of the professional learning activity.
The professional learning activities offered by the local program engage staff in the type of training designed to increase program effectiveness; focus on the teachers as central to student learning; reflect the best available research and practices in adult instruction and learning; enable teachers to develop further expertise in subject content, teaching strategies, technologies and other elements in teaching to high standards; and is evaluated ultimately on the basis of its impact on teacher effectiveness and student learning. Professional Learning can include in-service presentations, workshops, conferences, mentoring, seminars, study circles, online courses, peer coaching, and other activities. 
TOTAL HOURS
Enter the total hours planned for the activity over the program year.
PROFESSIONAL LEARNING APPROACHES
Identify the Professional Learning Approaches

All the approaches listed below can be supported with Professional Development funding.
· Workshop/Presentation: Participation in singular or sequential training workshops, conferences, seminars, and summer institutes either in house or by external subject matter experts(s).
· Observation/Feedback: The process of classroom observation over a period of time, providing feedback to the teacher, mentoring and follow-up, peer coaching, and supervision. Provides staff with data and feedback regarding their performance.
· Inquiry/Research: Any process that seeks to answer a question or solve a problem, with results used to improve program services. Reflect upon questions regarding daily practices in a systematic, intentional manner, over time. Involves many different types of practitioner-led activities, including study circles, action research, and case studies.
· Product/Program Development: Any process implemented to produce a product for program improvement (e.g., curriculum development, lesson plan development, program policy/procedures, program design, or the redesign and enhancement of program quality).
· Virtual Learning:  Synchronous and Asynchronous course work; webinars, video 
TARGET PARTICIPANTS:
Identify the participants for the activity. 
Examples:  New Instructors only, ABE instructors, All instructional staff…. 
ESTIMATED NUMBER OF PARTICIPANTS:
Enter the number of participants for the activity, including trainers. Use past year’s trend data, i.e. average number of new instructors per year, average participation on in-service. 
This number will affect the cost of the training.
COST 
Detail the total cost for the activity. Use the formula function in Excel to calculate all costs. Estimated cost must reflect budget projections for professional learning on the budget pages. 

For the expenditure of grant funds to be considered authorized, the following verification and evaluation items must be uploaded to your FY 19 Professional Learning folder in the DLLR SharePoint each trimester.
Documentation of Professional Learning Plan Activities: 
Staff local or state professional learning participation must be documented and entered in their LACES personnel record.
Each uploaded activity must be a single (1) PDF file that includes:
· Follow the file naming convention: EventTitleMonthYear, no dots, spaces or dashes.  The event title must fully describe the activities and match as closely as possible the activity list on the the professional learning plan that is submitted on September 30th.  Example: CASASSept2018.
· Not acceptable:  Fall Staff meeting ABE 
· Agenda
· Sign in Sheet
· Professional Learning Evaluation Summary Form (see https://goo.gl/tECwkZ) 
· Materials developed must identify DLLR as the funding source.
Note: All products, materials, work plans, presentations may be requested by DLLR staff for sharing and auditing purposes.  Grantee shall give due credit to DLLR and the U.S. Department of Education. DLLR shall be credited on all media announcements, billboards, and educational materials produced or developed under the scope of this grant award.
Exhibit 7: Family Literacy MOU

Delete or leave this exhibit blank if not receiving Family Literacy Services funding.

1. Complete the yellow highlighted areas as indicated.
2. Complete the tables in Part II. Add or delete rows as needed. Rows will expand vertically (will wrap text) to accommodate all text.
3. In Part II, descriptions for Parent Education (table 2, column 1) and Interactive Literacy Activities (table 3, column 1) must include (1) how the activity will be accomplished, (2) the schedule, and (3) the amount of time spent on the activity per month.

4. Obtain the required signatures and dates signed with blue ink. Signatures 3 and 4 are provided for organizations that require additional signatures.
Performance Trends and Projections

Append your approved, signed, and dated Performance Trends and Projections document after the last exhibit, Exhibit 18 or after any resumes submitted.  Target numbers for ABE and ESL enrollment and percentage of completions will be conducted prior to the submission deadline.
Section II - Application Resources
Job Descriptions for State Required Key Staff

Refer to the FY 2018 Competitive RFP for the job descriptions of the DLLR required leadership staff positions.

Student Proxy Hours

Maryland defines student contact hours as hours of instruction or instructional activity that the learner receives from the program to promote student learning in the program curriculum. Specifically, this includes the following:

· time in a classroom receiving instruction from trained staff,

· time in intake and assessment activities that are used to guide instruction, 

· time in tutoring activities, and 

· time in a program's learning lab which is monitored by professional adult educators or paraprofessional staff, where the student continues work on the classroom skills and curriculum.

Many programs have purchased instructional software that provides students with additional opportunities to extend learning experiences outside of the adult education program. 

Effective FY 18, local programs may count contact hours for instructional software that calculates clock-time proxy hours for ABE and ESL students to supplement classroom learning. The clock-time proxy model tracks the time a student is actively working with the curriculum and logs the student off after a pre-determined period of inactivity. Each clock time hour is equal to one proxy contact hour.

For NRS purposes, programs that choose to use proxy contact hours will enter hours earned outside of the program in LACES as "Instruction-Distance Education" and must maintain auditable records of these hours for monitoring purposes.

Educational Functioning Levels, Test benchmarks, and Functional Descriptors

Learners who enter at ABE Level 6 can complete the level only by passing the GED or NEDP.

ESL Level 6: If the scores with asterisks are achieved on the entry assessment, learner should be retested with another test/skill area. Otherwise, learner will remain at ESL Level 6 upon exit from the program.

EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS

	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Basic Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	Adult Basic Education (ABE) Level 1

Test Benchmark:

TABE (9–10) scale scores 
(grade level 0–1.9):


Reading:  367 and below


Total Math:  313 and below


Language:  389 and below

TABE (11–12) scale scores 
(grade level 0–1):


Reading: 300–441 


Mathematics: 300–448 


Language: 300–457

CASAS scale scores:


Reading:  200 and below


Math:  200 and below

CASAS Reading GOALS scale scores:


Reading: 203 and below
	Individual has no or minimal reading and writing skills.  May have little or no comprehension of how print corresponds to spoken language and may have difficulty using a writing instrument.  At the upper range of this level, individual can recognize, read, and write letters and numbers but has a limited understanding of connected prose and may need frequent re-reading.  Can write a limited number of basic sight words and familiar words and phrases; may also be able to write simple sentences or phrases, including very simple messages.  Can write basic personal information.  Narrative writing is disorganized and unclear, inconsistently uses simple punctuation (e.g., periods, commas, question marks), and contains frequent errors in spelling. 
	Individual has little or no recognition of numbers or simple counting skills or may have only minimal skills, such as the ability to add or subtract single digit numbers.
	Individual has little or no ability to read basic signs or maps and can provide limited personal information on simple forms.  The individual can handle routine entry level jobs that require little or no basic written communication or computational skills and no knowledge of computers or other technology.

	ABE Level 2

Test Benchmark: 

TABE (9–10)  scale scores 
(grade level 2–3.9):


Reading:  368–460


Total Math:  314–441


Language:  390–490

TABE (11–12) scale scores 
(grade level 2–3):


Reading: 442–500


Mathematics: 449–495


Language: 458–510

CASAS scale scores:


Reading:  201–210


Math:  201–210

CASAS Reading GOALS scale scores:


Reading: 204-216
	Individual can read simple material on familiar subjects and comprehend simple and compound sentences in single or linked paragraphs containing a familiar vocabulary; can write simple notes and messages on familiar situations but lacks clarity and focus.  Sentence structure lacks variety, but individual shows some control of basic grammar (e.g., present and past tense) and consistent use of punctuation (e.g., periods, capitalization).
	Individual can count, add, and subtract three digit numbers, can perform multiplication through 12, can identify simple fractions, and perform other simple arithmetic operations.
	Individual is able to read simple directions, signs, and maps, fill out simple forms requiring basic personal information, write phone messages, and make simple changes.  There is minimal knowledge of and experience with using computers and related technology.  The individual can handle basic entry level jobs that require minimal literacy skills; can recognize very short, explicit, pictorial texts (e.g., understands logos related to worker safety before using a piece of machinery); and can read want ads and complete simple job applications.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education 

	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS


	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Basic Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	ABE Level 3

Test Benchmark: 

TABE (9–10) scale scores 
(grade level 4–5.9):


Reading:  461–517


Total Math:  442–505


Language:  491–523 

TABE (11–12) scale scores 
(grade level 4–5):


Reading: 501–535


Mathematics: 496–536


Language: 511–546

CASAS scale scores:


Reading:  211–220


Math:  211–220

CASAS Reading GOALS scale scores:


Reading: 217-227


	Individual can read text on familiar subjects that have a simple and clear underlying structure (e.g., clear main idea, chronological order); can use context to determine meaning; can interpret actions required in specific written directions; can write simple paragraphs with a main idea and supporting details on familiar topics (e.g., daily activities, personal issues) by recombining learned vocabulary and structures; and can self and peer edit for spelling and punctuation errors.
	Individual can perform with high accuracy all four basic math operations using whole numbers up to three digits and can identify and use all basic mathematical symbols.
	Individual is able to handle basic reading, writing, and computational tasks related to life roles, such as completing medical forms, order forms, or job applications; and can read simple charts, graphs, labels, and payroll stubs and simple authentic material if familiar with the topic.  The individual can use simple computer programs and perform a sequence of routine tasks given direction using technology (e.g., fax machine, computer operation).  The individual can qualify for entry level jobs that require following basic written instructions and diagrams with assistance, such as oral clarification; can write a short report or message to fellow workers; and can read simple dials and scales and take routine measurements.

	ABE Level 4

Test Benchmark:

TABE (9–10) scale scores 
(grade level 6–8.9):


Reading:  518–566


Total Math:  506–565


Language:  524–559 
TABE (11–12) scale scores 
(grade level 6–8):


Reading: 536–575


Mathematics: 537–595


Language: 547–583

CASAS scale scores:


Reading:  221–235


Math:  221–235

CASAS Reading GOALS scale scores:

Reading: 228-238
	Individual is able to read simple descriptions and narratives on familiar subjects or from which new vocabulary can be determined by context and can make some minimal inferences about familiar texts and compare and contrast information from such texts but not consistently.  The individual can write simple narrative descriptions and short essays on familiar topics and has consistent use of basic punctuation but makes grammatical errors with complex structures.
	Individual can perform all four basic math operations with whole numbers and fractions; can determine correct math operations for solving narrative math problems and can convert fractions to decimals and decimals to fractions; and can perform basic operations on fractions.
	Individual is able to handle basic life skills tasks such as graphs, charts, and labels and can follow multistep diagrams; can read authentic materials on familiar topics, such as simple employee handbooks and payroll stubs; can complete forms such as a job application and reconcile a bank statement.  The individual can handle jobs that involve following simple written instructions and diagrams; can read procedural texts, where the information is supported by diagrams, to remedy a problem, such as locating a problem with a machine or carrying out repairs using a repair manual.  The individual can learn or work with most basic computer software, such as using a word processor to produce own texts, and can follow simple instructions for using technology.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education 

	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS


	Outcome Measures Definitions

	Educational Functioning Level Descriptors—Adult Secondary Education Levels

	Literacy Level
	Basic Reading and Writing
	Numeracy Skills
	Functional and Workplace Skills

	ABE Level 5

Test Benchmark:

TABE (9–10):  scale scores 
(grade level 9–10.9):


Reading:  567–595


Total Math:  566–594


Language:  560–585
TABE (11–12) scale scores 
(grade level 9–10):


Reading: 576–616


Mathematics: 596–656


Language: 584–630

CASAS scale scores:


Reading: 236–245


Math: 236–245

CASAS Reading GOALS scale scores:


Reading: 239 – 248


	Individual can comprehend expository writing and identify spelling, punctuation, and grammatical errors; can comprehend a variety of materials such as periodicals and nontechnical journals on common topics; can comprehend library reference materials and compose multiparagraph essays; can listen to oral instructions and write an accurate synthesis of them; and can identify the main idea in reading selections and use a variety of context issues to determine meaning.  The individual can write in an organized and cohesive manner with few mechanical errors; can write using a complex sentence structure; and can write personal notes and letters that accurately reflect thoughts.
	Individual can perform all basic math functions with whole numbers, decimals, and fractions; can interpret and solve simple algebraic equations, tables, and graphs and can develop own tables and graphs; and can use math in business transactions.
	Individual is able or can learn to follow simple multistep directions and read common legal forms and manuals; can integrate information from texts, charts, and graphs; can create and use tables and graphs; can complete forms and applications and complete resumes; can perform jobs that require interpreting information from various sources and writing or explaining tasks to other workers; is proficient using computers and can use most common computer applications; can understand the impact of using different technologies; and can interpret the appropriate use of new software and technology.

	ABE Level 6

Test Benchmark:

TABE (9–10):  scale scores 
(grade level 11–12):


Reading:  596 and above


Total Math:  595 and above


Language:  586 and above

TABE (11–12) scale scores 
(grade level 11–12):


Reading: 617–800


Mathematics: 657–800


Language: 631–800

CASAS scale scores:


Reading:  246 and above


Math:  246 and above

CASAS Reading GOALS scale scores:


Reading: 249 and above


	Individual can comprehend, explain, and analyze information from a variety of literacy works, including primary source materials and professional journals, and can use context cues and higher order processes to interpret meaning of written material.  Writing is cohesive with clearly expressed ideas supported by relevant detail, and individual can use varied and complex sentence structures with few mechanical errors.  
	Individual can make mathematical estimates of time and space and can apply principles of geometry to measure angles, lines, and surfaces and can apply trigonometric functions.
	Individual is able to read technical information and complex manuals; can comprehend some college level books and apprenticeship manuals; can function in most job situations involving higher order thinking; can read text and explain a procedure about a complex and unfamiliar work procedure, such as operating a complex piece of machinery; can evaluate new work situations and processes; and can work productively and collaboratively in groups and serve as facilitator and reporter of group work.  The individual is able to use common software and learn new software applications; can define the purpose of new technology and software and select appropriate technology; can adapt use of software or technology to new situations; and can instruct others, in written or oral form, on software and technology use.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● TABE = Test of Adult Basic Education 
*Learners who enter at ASE High can complete the level only by passing the GED® or the National External Diploma Program.
	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS


	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	English as a Second Language (ESL) Level 1

Test Benchmark:

CASAS scale scores:


Reading:  180 and below


L&W Listening:  162-180

BEST Plus 2.0: 88-361
BEST Literacy: 0–20 Student Performance Level (SPL 0–1)

TABE CLAS-E scale scores: *

Total Reading and Writing:  225-394   


Total Listening and Speaking: 230-407
	Individual cannot speak or understand English, or understands only isolated words or phrases.
	Individual has no or minimal reading or writing skills in any language.  May have little or no comprehension of how print corresponds to spoken language and may have difficulty using a writing instrument.
	Individual functions minimally or not at all in English and can communicate only through gestures or a few isolated words, such as name and other personal information; may recognize only common signs or symbols (e.g., stop sign, product logos); can handle only very routine entry-level jobs that do not require oral or written communication in English.  There is no knowledge or use of computers or technology.

	ESL Level 2

Test benchmark:

CASAS scale scores


Reading: 181–190 


L&W Listening: 181–189

BEST Plus2.0: 362–427

BEST Literacy:  21-52 (SPL 2)

TABE CLAS-E scale scores: *

Total Reading and Writing:  395-441


Total Listening and Speaking: 408-449
	Individual can understand basic greetings, simple phrases, and commands. Can understand simple questions related to personal information, spoken slowly and with repetition. Understands a limited number of words related to immediate needs and can respond with simple learned phrases to some common questions related to routine survival situations. Speaks slowly and with difficulty.  Demonstrates little or no control over grammar.


	Individual can read numbers and letters and some common sight words. May be able to sound out simple words. Can read and write some familiar words and phrases, but has a limited understanding of connected prose in English. Can write basic personal information (e.g., name, address, telephone number) and can complete simple forms that elicit this information.


	Individual functions with difficulty in social situations and in situations related to immediate needs. Can provide limited personal information on simple forms, and can read very simple common forms of print found in the home and environment, such as product names. Can handle routine entry level jobs that require very simple written or oral English communication and in which job tasks can be demonstrated.  May have limited knowledge and experience with computers.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows total scores.
	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS




	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	ESL Level 3

Test benchmark:

CASAS scale scores


Reading: 191–200 


L&W Listening: 190–199

BEST Plus 2.0: 428–452
BEST Literacy: 53–63 (SPL 3)
TABE CLAS-E scale scores: *

Total Reading and Writing:  442-482


Total Listening and Speaking: 450-485


	Individual can understand common words, simple phrases, and sentences containing familiar vocabulary, spoken slowly with some repetition. Individual can respond to simple questions about personal everyday activities, and can express immediate needs, using simple learned phrases or short sentences. Shows limited control of grammar. 


	Individual can read most sight words, and many other common words. Can read familiar phrases and simple sentences but has a limited understanding of connected prose and may need frequent re-reading.

Individual can write some simple sentences with limited vocabulary. Meaning may be unclear. Writing shows very little control of basic grammar, capitalization and punctuation and has many spelling errors.
	Individual can function in some situations related to immediate needs and in familiar social situations. Can provide basic personal information on simple forms and recognizes simple common forms of print found in the home, workplace and community. Can handle routine entry level jobs requiring basic written or oral English communication and in which job tasks can be demonstrated.  May have limited knowledge or experience using computers.

	ESL Level 4

Test Benchmark:

CASAS scale scores:


Reading:  201–210


L&W Listening:  200–209

BEST Plus 2.0: 453–484
BEST Literacy:  64– 67 (SPL 4)
TABE CLAS-E scale scores: *

Total Reading and Writing:  483-514


Total Listening and Speaking: 486-525


	Individual can understand simple learned phrases and limited new phrases containing familiar vocabulary, spoken slowly with frequent repetition; can ask and respond to questions using such phrases; can express basic survival needs and participate in some routine social conversations, although with some difficulty; and has some control of basic grammar.
	Individual can read simple material on familiar subjects and comprehend simple and compound sentences in single or linked paragraphs containing a familiar vocabulary; can write simple notes and messages on familiar situations but lacks clarity and focus.  Sentence structure lacks variety but shows some control of basic grammar (e.g., present and past tense) and consistent use of punctuation (e.g., periods, capitalization).
	Individual can interpret simple directions and schedules, signs, and maps; can fill out simple forms but needs support on some documents that are not simplified; and can handle routine entry level jobs that involve some written or oral English communication but in which job tasks can be demonstrated.  Individual can use simple computer programs and can perform a sequence of routine tasks given directions using technology (e.g., fax machine, computer).


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows total scores.

	EDUCATIONAL FUNCTIONING LEVELS, TEST BENCHMARKS, AND FUNCTIONAL DESCRIPTORS


	Outcome Measures Definitions

	Educational Functioning Level Descriptors—English as a Second Language Levels

	Literacy Level
	Listening and Speaking
	Basic Reading and Writing
	Functional and Workplace Skills

	ESL Level 5

Test Benchmark:

CASAS scale scores:


Reading:  211–220


L&W Listening:  210–218

BEST Plus 2.0: 485–524
BEST Literacy:  68-75 (SPL 5)

TABE CLAS-E scale scores: *

Total Reading and Writing:  515-556


Total Listening and Speaking: 526-558


	Individual can understand learned phrases and short new phrases containing familiar vocabulary spoken slowly and with some repetition; can communicate basic survival needs with some help; can participate in conversation in limited social situations and use new phrases with hesitation; and relies on description and concrete terms.  There is inconsistent control of more complex grammar.
	Individual can read text on familiar subjects that have a simple and clear underlying structure (e.g., clear main idea, chronological order); can use context to determine meaning; can interpret actions required in specific written directions; can write simple paragraphs with main idea and supporting details on familiar topics (e.g., daily activities, personal issues) by recombining learned vocabulary and structures; and can self and peer edit for spelling and punctuation errors.
	Individual can meet basic survival and social needs, can follow some simple oral and written instruction, and has some ability to communicate on the telephone on familiar subjects; can write messages and notes related to basic needs; can complete basic medical forms and job applications; and can handle jobs that involve basic oral instructions and written communication in tasks that can be clarified orally.  Individual can work with or learn basic computer software, such as word processing, and can follow simple instructions for using technology.

	ESL Level 6

Test Benchmark:

CASAS scale scores:


Reading:  221–235


L&W Listening:  219–227

BEST Plus 2.0: 525–564 (exit 565 and higher)

BEST Literacy: 76-78 (SPL 6) **  

TABE CLAS-E scale scores: *

Total Reading and Writing:  557-600


Total Listening and Speaking: 559-600
	Individual can understand and communicate in a variety of contexts related to daily life and work. Can understand and participate in conversation on a variety of everyday subjects, including some unfamiliar vocabulary, but may need repetition or rewording. Can clarify own or others’ meaning by rewording. Can understand the main points of simple discussions and informational communication in familiar contexts.  Shows some ability to go beyond learned patterns and construct new sentences. Shows control of basic grammar but has difficulty using more complex structures. Has some basic fluency of speech.
	Individual can read moderately complex text related to life roles and descriptions and narratives from authentic materials on familiar subjects. Uses context and word analysis skills to understand vocabulary, and uses multiple strategies to understand unfamiliar texts.  Can make inferences, predictions, and compare and contrast information in familiar texts.  Individual can write multi-paragraph text (e.g., organizes and develops ideas with clear introduction, body, and conclusion), using some complex grammar and a variety of sentence structures. Makes some grammar and spelling errors. Uses a range of vocabulary.
	Individual can function independently to meet most survival needs and to use English in routine social and work situations. Can communicate on the telephone on familiar subjects.  Understands radio and television on familiar topics. Can interpret routine charts, tables and graphs and can complete forms and handle work demands that require non-technical oral and written instructions and routine interaction with the public.  Individual can use common software, learn new basic applications, and select the correct basic technology in familiar situations.


Note:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level. 

CASAS = Comprehensive Adult Student Assessment System ● BEST= Basic English Skills Test ● TABE CLAS-E = Test of Adult Basic Education Complete Language Assessment System—English

* Refer to the TABE CLAS-E Technical Manual for score ranges for individual reading, writing, listening and speaking tests. Table shows only total scores

** Students can be placed into advanced ESL using BEST Literacy but the test does not assess skills beyond this level so students cannot exit Advanced ESL with this test.  Retesting of students who enter this level with another assessment is recommended.

Resources
Program or Product Development activities
For more information, go to: http://www.calpro-online.org/pubs/intro.pdf
Workshop/Presentation Approach
For more information, go to: http://www.calpro-online.org/pubs/a_wrkshp.pdf
Coaching/Observation/Feedback Approach
For more information, go to: 
http://www.calpro-online.org/pubs/b_observ.pdf
https://www.instructionalcoaching.com/ 

https://www.edutopia.org/topic/instructional-coaching 

https://www.teachingchannel.org/coaching 
Inquiry/Research
For more information, go to: http://www.calpro-online.org/pubs/c_inquri.pdf
Product/Program Development
For more information, go to: http://www.calpro-online.org/pubs/ProductProgr2.pdf
For more information about all four approaches, go to:
http://www.calpro-online.org/pubs/Approach2.pdf
Professional Learning Materials & Resources (on comprehensive):
LINCS
Ed Tech World Education
GED Testing Services
Commission On Adult Basic Education (COABE)
Learning Forward 
National Reporting System
National Center For Families Learning
DLLR Adult Education and Literacy Services Contract Trainer List
DLLR Instructional Specialist Resource Folder
DLLR Professional Learning Calendar[image: image1.png]
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