OVAE AEFLA MONITORING TOOLS FOR SITE VISITS
	Local Protocol
	Yes/No
	Reviewers’ Comments/Guidance
	Methods of Collection/ Examples of Documentary Evidence

	Module 1 – NRS Implementation/Data


	
	
	

	1.  Does the program use InTERS to: 

a. Conduct analyses for program improvement?

-Is the system being used to maintain progression of student learning and outcomes?

       -Is the system being used to look at 

        risk factors/reasons for early 

        dropouts, etc?  

b. Are InTERS reports run routinely?

1. Which Ones?

                             2.Do you run/share reports with   

                             teachers?
	
	
	On-site demo

(b 1,2) Copy(s) of  reports being used 

	2. Has the local provider adopted appropriate data 

        collection policy and procedures to implement 

        NRS?

a. Are there data collection procedures for demographic, assessment, and attendance data?

b. Are distance learning hours documented correctly with documentation or homework?

c. Are there clear descriptions of staff roles and responsibilities for data collection?

d. Is the provider adhering to state policies for data collection in accordance with NRS? Refer to DWD policy 2011-08 

e. Does provider have a local policy/procedure

       document on data collection? If not, 

       are there plans to develop these?

1. Have data reporting timelines been established?

2. What follow-up strategies have been identified and implemented?

3. Have quality control procedures been established?
4. Does the local provider monitor data quality? 
5. How often and how is this being done?

6. Are state policies regarding data input taking place on a timely and regular schedule? Refer to DWD policy 2011-08

7. Is attendance being entered on a regular basis?
	
	
	Interview/local documentation

(b, c, e (1-7)) Copies of documentation required for review during site visit. e (1-7) could all be included in your local policy/procedure document
Review state policy



	3. Does the local provider have appropriate policy and procedures for student intake? Refer to DWD policy 2011-05,Change 1
a. If provider is using an intake form, is it the state approved one?
b. Are students informed if program will conduct student follow up?
c. Does the program or region have

       either policies or procedures in the 

       following areas:

       1. Managed enrollment

       2. Attendance

       3. Retention
	
	
	Interview/local documentation

Review state policy

Copy of  intake form program is using 
Documentation of managed enrollment, attendance, and retention procedures

	4. Is the local program following the State assessment policy? Refer to DWD Assessment policy 2011-13
a. Are they using appropriate assessments?

b. Are you using TABE Online and the TABE survey for the initial test? 

c. Is the pre and posttest administered according to State policy?

d. Are staff administering assessments properly trained?

e. Are appropriate test administration procedures being followed (timing of test, proper forms, use of locators, etc.)?


	
	
	Interview/local documentation

Review state policy


	5.   Has the local program provided the opportunity for

      staff development & training to support NRS

      implementation? 
	
	
	Interview/local documentation

Agendas from trainings

Conference materials

Webinars ,InTERS training dates


	6.     Is the provider following retention schedules for 
       student files & all program records for 5 plus 
       years?
	
	
	Interview

File review



	 7.   Check student folders versus data from InTERS
	
	
	A random sample of students will be checked for TABE testing and GED scores, SSN, attendance, demographics and follow up (exit/placement) if applicable. These data sets will be compared to student’s folders. Also, we will check teacher certification files and verify documentation #, award date, expiration date to see if they are accurate in InTERS? 

	Module 2 – State Leadership


	
	
	

	1.  1.    Is the staff given the opportunity to communicate                

       professional development needs at the state & local

       level?
	
	
	Additional staff will need to be made available during this portion of the interview for about 10 minutes to discuss PD

	2. Does the local program financially support staff development & if so, what are the goals? 
	
	
	Interview/Written documentation of local program goals required.

	3. Do staff members have access to State-sponsored training? Are staff members participating in these trainings? Refer to DWD policy 2011-10 
	
	
	Interview/ DWD staff will check registration list of state trainings  

	4. Are state policies effectively communicated to all staff as needed?


	
	
	Interview/documentation
Provide a limited number of examples. Examples can include but are not limited to: emails, memos, or meeting agendas that have been provided to staff.


	     Module 3 – Funding Local Grants


	
	
	

	1. Are the activities observed in the program the same

    as those contained in the regional grant proposal?  

· Consortium Management
A. What consortium members are involved with your program? 

B. Do you have coordination/collaboration with community partners, stakeholders, LEA’s, postsecondary institutions, WorkOne, employers, other agencies? 
      1. How do these collaborations affect 

       regional performance?
                    2.How will these collaborations be  

                    expanded in the upcoming year? 
                    3. What is the referral process with  

                    WorkOne?

C. How does the consortium evaluate regional 
     and program performance? How does the 
     consortium address low performing programs?
                     1. How are the needs of your target   

                      population being met? Are you providing
                      appropriate class schedules, intensity,  

                      frequency and duration to help meet the 
                      needs of learners served? 
D.  What types of professional development are you doing at the local/regional level?

                     1. Are you utilizing state sponsored 
                      activities?

· WorkINdiana

A. Describe WorkINdiana programs offered at your ABE site.
    1. How is the WorkINdiana referral 
    process working?
                     2. How will your program increase 
                    WorkINdiana enrollments over the 
                    previous year?
                     3. How do you expand or create business 
                     partnerships in the coming year? IE:  

                     creating internships, work experience or       

                    employment opportunities.

· Adult Learner Engagement and Completion
A. How does your program plan to increase GED 
     enrollment from the previous year? 

     1. How will your program accelerate

     learning throughout the program year?
                      2. Does your program offer classes on a
                      continuous basis throughout the year?
                      3. How will learners needs for supportive     

                     services be met? What  supportive  

                     services does your program provide?
· Transition to Post-Secondary/Training and Employment
A. How does your program assist learners in 
      identifying postsecondary education/training  

      as a goal?

B. What specific instruction or support  strategies
      will be used to support learners for 
      postsecondary instruction?
           1. Will Indiana Career Explorer be used?

                     2. Will outside partners/counselors 
                      provide guidance or seminars on 
                      postsecondary training.
                     3. How much is WorkOne involved?

	
	
	Interview/documentation from

2012-13 grant application
Provide a list of all formal consortium members
Agendas/ meeting minutes/notes from meetings, emails, etc. showing evidence of partnerships
Agenda/minutes from consortium meetings, etc. 
Class schedules, curricula being used to help meet the needs of learners
Provide documentation of professional development attended. DWD staff will check state registration list from state sponsored activities. 
Interview
Interview/Documentation

Class locations and schedules
Examples of supportive services: transportation vouchers, childcare, life coaches, tutors, etc.
Interview


	        Module 4—Evaluation of Local Programs
	
	
	

	1.    What kind of feedback is provided to the teachers

        & regional providers about their performance and
        by whom (regional consortium, adult education 
        coordinator, state staff, etc.)? 

        Is technical assistance provided? 
	
	
	Interview



	          Module 5—Financial Considerations
	
	
	

	1.     Do the budget items in the grant match the actual 

        expenditures?
             a. If equipment/software was purchased and the

                 amount was $500 or above do they have 

                 State tags?

2.    Are all the federal funded activities observed  

       allowable uses of AEFLA funds?


	
	
	For each program show evidence of what the expenditure was:

Salaries, equipment, etc. Equipment/software over $500 will be checked to make sure appropriate state tags are attached.  
** Applies to ABE and Innovation Grants
Provide financial documents of your expenditures for 11-12 &12-13grants such as chart of accounts, names of people being paid from this grant, receipts for equipment & supplies, etc.

	3. Does the local program charge fees?  If so, for what purpose? Are fees collected being accurately reported to the state?
	
	
	Review of financial documents –same as above

	           Module 6 – Organization Status

	
	
	

	1. How effective are State office communications with local programs?
	
	
	Interview

	2. To what extent are the levels and types of State funds adequate to meet program needs?


	 
	
	Interview

	Module 7—CollaborationWorkOne/WIA Partners


	
	
	

	1.     Are local programs coordinating eligible services 

        through the WorkOne? Are the services co-located 

        or made available through referral? Does it 

        improve the services to clients?


	
	
	Interview

	2.      Are other local partners engaging in coordination 

         of services and how (workforce partners, literacy 

         groups, community-based organizations, career 

         and technical education and post secondary 

         partners, etc.)? 
	
	
	Interview

	     Module 8—English Literacy/Civics Education

        (EL/Civics)
	
	
	

	1. Is provider the recipient of an EL civics grant?
	
	
	Interview

	2. Are the activities necessary and reasonable?  Are they allowable costs?
	
	
	Financials for El/Civics grant 11-12 & 12-13


	3. Does the regional plan and EL Civics curriculum include employment concepts and is it work-focused in nature?
	
	
	Interview/show examples of curriculum and how it is work focused

	4. Do program operations fully meet the requirements of Section 231? For example-intensity and duration, research based practices, and well trained staff?
	
	
	Provide class schedules, curriculum being used, and staff qualifications


1

