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Preface

Adult education professionalism has com” a long way.

wenty years ago | began teaching adult basic education. My interest in the field had heen sparked
when, as a college senior, Fworked for an education professor who had been involved in the ARE
movement of the 1960« in the State University of New York system and by a TV public-service
announcement for the ARE program [ would evennually work tor. My response to that 'SA was,
: “Gee, that looks interesting. [ could do that!™ With nothing more than a degree in elementary
education and a naive desire to do ~omething meaningful, 1 dived into the task of teaching adlts.

It didn't take long to realize T was in desperate need ot professional support. Fortunately, our program
director, Fugene Madeira, placed great value onstaft development and made sure we teachersattended the Adule
Education Mid-Winter Conference and PDE's Fall Workshops. Those learning opportunities were invaluable.
They gor us by.

Thanks to an intensitied national tocus on adult liceracy, the initiation of state funding in Pennsylvania,
the tremendous expansion of volunteer programs, a growing sense of professionalism among praciitioners in the
field, and mandated staft development, adule education has come a long wav. One carly eftort in that direction
was to develop a starewide handbook for adult educators. Late in the "70s, T was part of the task foree tha
brainstormed and compiled that first incarnation. I was astate-of -the-art trearment, but this, the 1993 edition,
clearly illuserates the dramatic evolution of adult education sinee then.

Today, staft developnient for adule basic and literacy education in Pennsvlvania is supported in acvariery
of torms. The PAACE Mid-Winter Conterence s higeer and better than ever. The Fall Workshops continue to
thrive. AdvancE, Pennsvivania’s Literacy Resources Center and Clearinghouse, has grown exponentially, and
asecond center tor Western Pennsylvania is imminent. Nine Regional Statt Development Centers are now a
reality, providing localized resources, technical assistance, and in-service workshops. Increasing numbers of adult
educarors are pursuing advanced degrees in the field, and countless others read the impressive armay of booksand
periodicals addressing our general and specific professional interests. We're erving to do more than just get by.

The adult education Landscape continues to change rapidly as we identity new challenges and face them
head-on. As evidence, consider that after ondy three years more than three-quarters of this book significantly
replaces the 1990 edition. Indeed, 53% of the 83 topics are brand-new to this edition. Another quarter have been
substantially updated. The renaining articles have all been reviewed and maodified by their original anithars.

The companion Staff Handbook is designed for use as in-service material and to hand out *for keeps™ to
every staff member. This administrators” edition is aimed to be an introduction to the salient topics vou need
to know about as an ABLE program administracor. We hope you will read every pare that applies, which is
probably most or all of the book, then keep it nearby for a handy reference. Program administrators all over
Pennsylvania have come to value this Handbhook as essential. Perhaps you'll be among them.

Ax Project Director and Editor, Fwould like to thank the fine Editorial Board for their conscientious work
in shaping the new table of contents, identifying writers, reviewing the draft, and remaining available to assist
me along the way. Dr. lohn Christopher, Mary Ann Eisenreicly, Janice Frick, Cheryl Harmon, Dan Partin, Dr.
Margaret Shaw, and Jetf Woodyard have all been working partners in this project.

Thanksalso to the Dennsylvania Department of Education, Burcau of Adult Basic and Literacy Education
for its continued, active support of the Handbook and the concept of its existence as an integral statt-
development resource.

Special thanks to the 6Q ditferent writers—drawn seraight from the field—who contribired their time and
expertise. The content and qualiry of their writingfirmly atrest to the growing professionalism of adule educators
in Pennsylvania. (And there are lots more of you out there who were not imposed upon to write this time!)

The Pennsylvania Adult Basic and Literacy Education Handbook for Program Administrators, 1993 Edition is
dedicated to Gordon Jones, Supervisor of the ARLE Bureau, who has worked tirelessly for adult education tor
so many vears and who, as | write, continues to recover from a stroke he suffered last fall—at work, of course.
Thanks for everything vou've done, Gordon. We're all behind you.

—Tana Reiff
Project Divectov/Editor
May 1993
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A BACKGROUNDFOR

THE ABLE. PRCRGRAM

ADMINISTRATOR

Who are you,
program administrator?

ompare vourself, an administrator of @ program

providingadult hasic education, hteracy tutoring,

English as asecond lenguage, GEDY test prepara-

tion, orany adult education service funded at least

partially through the Pennsylvania Department
of Education, Bureau of Adult Basic and Literacy Education, to
any other adult education program administrator and you're
likely to discover that your job s unique. Your clientele and
theirs do not fit quite the same protile. Your salaries vary wildly.
You probably do not even share a common job title.

The one thing you do have in common is the purpose of
educating adules. Toward that end, adult education program
administrators share many common responsibilities. If you seck
public funding, you follow the same fundig procedure and
reporting requirements. You attend the same or similar profes-
sional courses, seminars, and conferences. Above all, itwould be
difficult 1o find a single program administrator who sn't a
champion juggler of people, budgets, sites, and tasks. The
demands on you are many and great.

To help form a definition of the Pennsylvania ABLE (adule
basic and literacy education, as an all-encompassing term)
program administrator, we surveyed asampling of vou, drawn at
random from the Pennsylvania Deparement of Education’s
official list. Though we cannot claim the results of our small
sample to be scientific, they do provide a cross-section glimpse
at the responsibilites you tace and the professional status you
hold. How your position compares to your peers in other states
is heyond the scope of this survey. Keep in mind, too, that even
within Pennsylvania, great variances exist between administra-
tors working in urban, rural, and suburhan programs, between
programs running mainly on volunteer efforts and those with
padd staffs, and among school-based and community-based
programs.

First, alook at your job titdes. Below are the various titles our
survey respondents listed. The nomenclature represents, more
or less, variations on a theme, and certainly there are other joh
titles being used that did not show up in our survey.

B Adult Education Administrator

W Adult Education Speciafist

B Adule Basic Education Coordinator
B Adule Basic Education Supervisor
B Adult Literacy Coordinator

B Corrections School Principal

B Dirccter of Adult Education

M Dircctor of Libraries

M Direcror, Federal/State Programs

B Exccutive Director (mostly literacy groups)
B PDE Field Liaison Coordinator

B Program Director

W Droject Director

The great majority of the adminstrators responding to our
survey, or 71%, are full-timz emplovees, though few spend all of
their time inadult education. For example, adult education may
be one federal program among several within a federal program
direcror's domain. Indeed, less than one-third of respandents,
just 29%, spend 100% of their work week inadule education. Of
the remainder, 14% spend less than 10% of cheir time in adult
education, 29% spend 10-25%, 7% spend 26-50%, another 7%
spend 51-90%, and 14% were unsure of the breakdown. (Please
keep in mind that all of these figures may differ from those
collected through PDE's reporting requirements.)

The annual salaries of the responding administrators ranged
from $20,000 t0 $50,900. (Our comparable 1990 survey ranged
from an exceptionally low $7,500 in a volunteer literacy-
tutoring program to an exceptionally high $67,000 in a univer-
sity setting.) This year found administrators’ salaries averaging
about $30,000, which is approximately $5,000 higher than our
survey reported three years ago. Twao respondents reported
working at hourly rates of $14 and $16, respectively.

Benefits provided also varied considerably. We divided ben-
efits into three evels: “full,” defined as at least four of the
following: medical, dental, vision, vacation, personal, sick days,

% Provide continuing leadership to enhance the
overall effectiveness and outcome of programs.®
—~Leroy Derstine
Supervisor, ABE/GED
Bradford

Q

RIC

Aruitoxt provided by Eic:




Q

ERIC

Aruitoxt provided by Eic:

Pennsylvania ABLE Handbook for Program Administrators

life insurance. and prescriptions; “partial,” defined as no more
than three of those benefits; and *none.” (This was regardless of
whether the person worked full or part time.) About 36% of the
respondents receive “full” benefits and 21% receive “partial”
henchits. An unfortunate 36% receive no benefits; however,
hecituse only 29% of respondents sard they work part time, that
figure implies that some part-time employees are receiving at
least some benefits. One respondent did notanswer the question
on benefits,

We asked ABLE program administrators tolist thewr main job
responsibilities. A compilation of their lists foliows Redundan-
cteshave been consolidated, and related tasks bave Feen grouped:
Design and plan programs
Investigate funding sourcesfwrite grant proposals
Establish policies and procedures
Hire staff
Recruit valunteer tutors
Coordinate staff activities
Schedule, supervise, and evaluate statf pertormance
Develop staff mservice programs
Manage day-to-day operations
Conduct publicity, pubhc relations, and recruitment cftorts
Develop curricula
Administer budget
Lead fundraising actuvities
Serve on organizdtion's commuttees
Attend meetngs related 1o program operanon
Represent program at interagency meetings
Participate in advisory council
Administer alumnt acnivivies
Maintain records; file required mtenm and annual reports
Ohserve classes
Evaluate program cftectiveness
Resolve student-student and student-teacher concerns
Coordinate student testing
Do personal and career counseling
Supply transeripts on past graduates
Plin graduation program
B Lisison between local program and PDE

Of course, most respondents listed quite a few of those
responsibilities. No deubt about it: administrators of adult
education programs are exceedingly active, muluply hatted
individuals.

Finally, we asked adnynistrators for tips they would like to
share with other adult educators. You'll find diect quotations
from those responses seattered throughout this hook in shaded
boxes.ms

—Tana Reiff

6 Take responsibility for the program to
insure its success.
—Hannalore Wertz
ABE Teacher
ABE Project Quehanna Boot Camp

A guiding philosophy
for the ABLE program
administrator

annith collapses mto her char, 105 9:00 pam. She
looks at the pile of papers in front of her and
moans slightly. “Whew, whiat a day!™ she thinks.
“Being s program admimistrator is anever ending
job." As she sits in her smiall, crowded office her
thoughts dart around the various evenes of the day.

B Somecone who wanted tutoring stopped by at 8 am. No
intake interviewer was there so Hannah gathered the necessary
Jata, “Ldidin't need that interruprion so carly in the morning,”
she muses. “Lcame in early to get some paperwork done. Thope
[ wasn't too brusque. The person had wonderful stories ahout his
childhood to tell. Te's just that I—1 had so much to do”

B Joc arvived, abso unexpectedly. “He's a wonderful volunteer,
but he asks for help with his tutoring so eften. Whatam |going
todo about u?®

W Then there was the textbook isaie stemming from the
mservice FHannah had attended “Now what? The textbooks we
are sing are very brased agunst the African American and
Latmopersonswe areserving! Whocatideal wath this!Shouldn't
this be up £ the texthook company ™

With the creakmg of her chair Hannah realizes her thoughts
have been elsewhere. What she needs to do s tace the pile of
papers in front of her, including working on the PDE grant
proposal which s due in two days. “But,no, first let me fimush my
thinking,” she says to herselt. “F'l ot a note of welcome w'the
new leamner, thanking him for his wondertul stories. In the
moming I'llask Joe to get a group of volunteers together to plan
what further tutoring assistance they need and how they might
provide it The textbook issues are important. We have to
respect the stories and cultures of all of our learners. And.
everyhody has a right to become hiterate, so f the texthooks
aren't teaching to certain groups of persons, some people mav
not helearning. Perhaps cheboard members will have some ideas
and resources to recommend to help us begin to address this
issue.”

It's 9:45 now. Hannah's papers are still in piles on the desk.
“Fifteen minutes,” she says. “That's what Pl devote to paper-
work. Then I'm going home and sit in 4 nice warm hath and
relax. Ldeserve it! Tomorrow morning 1'llgive three early hours
to the PDE grant.”

Hannah's story and musings are about her guidimg philoso-
phy as an ABLE program adminstrator. They show the values,
heliefs, and principles which she uses to guide her practice. This
story is about a guiding philosophy for all ABLE program
adminiscrators—the values, belicfs, and principles which guide
our practice.

First, Hannah values reflecting on her practice. Her musings
are about the day—how it went, the aspects she was satistied
with, and those that needed a new approach. Thisreflection-n-
action would occur even if Hannah were satistied with the day,
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smce she still might find better ways to go about heing an
administrator. The refiection may happen in the office, wi the
¢ar, at a meeting, or in the middle of the night. For some, the
reflecting mav be amatter of thinking through the events of the
day; for others, it'safeclinpg—a sense of whae feit right and what
did not. The important thing is that reflection: s always upart of
Hannah's day.

Next, Hannah is interested in and respects people, imd
wants to mve them quality time, Her emphasts is on quality
rather than “quantity” time—the amount of time she puts in.
She reviews her people-inceractions of the day, While perhaps
brief, did she affirm people's mits? How did she handle people’s
Jemandstortimewhichshe didr't have! Wasshe clearabout her
messages regarding what she could doand could not do, while
acknowledging  hat she understood the needs of the person who
had approached her?

Third, Hannah values volunteers and is prepared 1o support
them. She believes that volunteers should have opportunites
for growth and turther leaming just as paid staff should have.
Joe's request for assistance in his tutorng does nec Tro be heard.
She thinksabout how thiscan be attended tosnd whether other
tutors, who may not ask, may also have similar needs.

While Hannal struggles with feclig responsible for eveiy-
thing that goes on in her office, she strongly bhelieves in empow-
ering volunteers, staff, board members, and learners (when they
are ready) to take some responsibility for planning rtheir own
learming, tor solving their own problems. b woerking hard to
encourage more of this, Fannal s working 1o believe in herself
enough toleamn thatshe doesn'thave todo everythme herself, and
to trust that others, while they may do things difterently, will do
them well, She considers how to enpewer Joe and orher tutors
who nuy want further assistance, to detanl what speciticatly 1s
needed and then devise their own plan of study, speakers, and
other support,

Fourth, Hannaly is commitied to respecting and promoting
the various cultures, lcammg seyles, networks, and values of
leamnersand tutors. Yes, she is overwhelmed by the task, includ-
g the new learning which this understanding requires of her.
lt'salongprocesswhich she can’t doalone, but, as administrator,
she believes its her responsibility to continually raize the issue
in the agency. So, this reflection s added to her quick evening
checks of the day.

Fifth, Hannah values administrative leadership. She is an
administritor because she realizes the importance of guidance,
long-range vision and planning, and cconomic support for
ABLE cftorts. Without grant-writing, speaking engagements,
community contacts, etc., the work of ABLE could notgoon. A
picce of the reflection must he about the administrarive tasks
which shedid during theday. She has to consider what wasdone,
how well, what she put off, and when she will reschedule what
was not accomplished. Thisis the hard part for Hannah, because
even though she is committed to her position, she is such a
people-person that she tends to respond to people-needs first
while the administrative tasks may suffer. Each evening she tries
to make specific resolutions for herself about the administrative
tasks she will accomplish the next day.

Pennsylvania ABLE Handbook for Program Adowistrators

Finally, Hannah values herself, setting . e time to relax

and & something which is renewing for her. Each evening she

consciously notes what this something was, so she doesn’t get
caughtupin the work-only syndrome which isso easy for people
whaose value is service to others.

From Hannah's story, the following principles are suggested
as i giding philosopliy for ABLE program administratons:
M Daily reflect on practices What was vour day like!? Was it
what you wanted it to be about? What needed changimg or
improvement? What specific steps will you take!?
® Be interested in and respect cach person: What werr your
people-encounters like today? Did you give people quality time?
Did you affirm people’s strengths? Were you clear in your
messages to people bout what you could and could not do for
them time-wise or task-wise?
M Valuc staff: What were your staff and volunteer encounters
like today? Did you otfer them opportunities for growth and
nourishiment! Did you allow them to accept ar decline your
offers? Did you work to empower staff ¢ define their own
learning needs and to devise their own plans of stady?
@ Respect and promote the varicty of cultures: What did you
dotaday to learn about someone's culture other than your own!?
What did you do to promote your staft’s, Board's, and tutors’
understanding and promonng of the cultures of the persons your
agency works with?
® Valueadministrative leadership: What administrative iasks
id youaccomplish today ! What needs yet to be done ! How will
vouaccomplish these? To what extent have youdelegated some
tasks, letting go of your own need to do them yourself? To what
extent have you postponied the administrative tasks o Jo
people-directed things which you may enjoy more!?
A Valuceyourself: Specitically, what have you done for yourselt
today? What few minutes have you taken to separate from the
work and responsibilitiesand dosomething whichis hifegiving e

—Danicle 1), Flannery

A brief history of aduit
education

dult cducation is defined as a process wherehy
persons who no longer attend schoolona regular,
full-time basis undertake sequential and orga-
nized activities with the conscious intention of
hringing about changes in information, knowl-
edge, understanding, or skillappreciation andattitude; or for the
purpose of identifying or solving personal or community prob-
lems (Liverwright and Haygood, 1969). The history of adult
education, therefore, is a reporting of the systematic occurrence
of the education of a diverse population of adults in their
particular starion and position in society. As such, adult educa-
tion has been looked at from four basic, if overlapping, perspec-
tives 1) asthe work of institut ionsand organizations, 2} asa kind
of relationship, as in the concept of androgogy or as in the
distinction between education and thz education of adults, 3) as
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stemnying from a historical identification wirh spontancous
movements, and 4) distinguished from other kinds of education
by its goals and functions. Each of these perspectives contributes
to wnie overall picture of adult education in the United States.

Knowles (1977) placed the mitial development of whue
American adult educarion ar 1607 with tirc arrival of the colonists
in America. Miller (1914), Wosdson (1919), McGee (1971),
McGee and Neufelde (1985), and McVaugh (1986) suggested
thatadultecation for the African American beganin 1619, with
the arrival of the first African slaves. This is based upon the
observation that skavery was an institution of leaming as well as
labor. The Negro's taskniaster was also his schoclmaster.

E.urly adult education served affluent white males in particu-
lar. Despite the limitaticns of research into carly literacy, 1t

seemgs that as many as onc-third of the males and the majority of

females were excluded from participation in adult education
beyond their oral traditions. Women, African Americins, and
Native Americins were notinctudedin the lyceums, chautauquas,
and other established forms of adult education.

This changed, however, when other groups also felt excluded
from the educational process. Voluntary groups organized o
educate themrselves, becoming known as movement education
(Evans and Boyte, 1986). In the 1860s, 1870s, and 1880s these
movements took specific organizational form in the National
American Woman Suffrage Association, the Women'sChristian
"Temperance Union, the Knights of Labor, the National Grange
of the Patrons of Hushandry, and the Farmier's Allance. These
demesratic movementscombined both education and political action.

During the progressive movement, the research institurions ot
higher education began looking closely at the interdependency of
new academic disciplines—sociology, economics, pohtical sci-
ence, and history——because of the new networks of communica-
tion and transportation which caused new cconomic markets,
industrialization and the impact on a4 new work culeure, and
yrhanization and its impact on the new patternsof commumity life.

During this movement, the Morrill Act was passed because
of the changing course of agricultural education. Land-grant
institutions were formed in response to the Act. For new
imrnigrants, in an attempt to indoctrinate them in the Amer-
can way, cducational programs in evening schools, factories,
churches, and private organizations were established (Carlson,
1975). However, the immigrant churches, lodges, clubs, news-
papers, and lectures had more success in influencing imnugrant
adjustments than did the Americanization efforts.

In the 1890, even though stavery had been abolished with
the Civil War, the cducation of African American adults
remained essentiatly a hlack enterprise. An alternative system
grewupalongside the dominantsystem, including black churches,
Freedman'sburcaus, black colleges, vocational schools, fratemni-
ties,and the largest black adult education movement in America,
Marcus Garvey's Universal Negro Improvement Assoctation
(McGee and Neufeldr, 1985).

The American Association for Adult Education was orga-
nized in the 1920s. Efforts were made to keep the association
neutral by refusing to identify with special interest groups. How-
ever, during that same time adult educators outside of the AAAE

advanced a conception of adult education as social education,
indicating that 1t could not be disassociated from the study and
critique of social institutions, including institutionalized racism.

For a brief period in the 1930s, the federal government
entered the fields of adult education through federal emergency
relief programs. Even though the efforts realized no permanent
federal improvement, this brief experiment raised many ques-
tions about the appropriateness of a federal role in adult educa-
tion, questions that recur periodically.

In the 19505, corporations established training and develop-
ment departments which provided a wide range of educational
programs. Workplace training has become more urgent because
of increased international competition, the need for continual
retraining, the growing participation of workers in decision
making in some industries, and the need o provide basic
education for a large number of the workforce inadequately
educated in the public school system. In addition, community
colleges were developed during the 1960s, providing an open
door tosocial and economic opportunities for minorities and the
disadvantaged. Higher cducation forged linkages with the work-
place, and the workplace itself became a school for adults.

In the 1950s and 1960, several groups of Amerncans-—blacks,
women, Native Americans, and Mexican-Americans—pressed
their ease for social, political, and cconomic justice. These sacial
movements contained an essential educational component
through which those who struggled for justice came to undentand
therr situation and to gain a sense of their own power tochange .
Nattonal coordinating organizations were formed to guide these
movements. Among these were the Southemn Christian Leader-
ship Conference, the National Organization for Women, the
American Indian Movement, the National Farm Workers Asso-
cration, and the Hightander Folk School,

The National Labaratory in € iroup Development was orga-
nized in 1947 to look at new directions for adult education. It
focused on determining new directions in adult resocialization,
analysis of adult sinmtions, participative techniques of leaming,
and a dynamic interpretation of adult learmer behavior. In 1951,
the newly formed Adult Educatin Association (AEA; eventually
AAACE—sce page 67) oftered a more comprehensive approach
to adult education, The AEA attempted to serve the various
segmients of the adult education field by promoting the develop-
ment of professional competencies, institutional corporation, and
adult education as a social good.

With the changing social conditions of the 1960s, new ways
of thinking about adult education began to appear under the
Labels such as lifelong leaming, lifelong education, and recument
education. Each of these in some way reflected an attempt to
make adult education an abject of public policy.

Adult education is a historical recounting of the systematic
efforts of adults to educate themselves. The mood of the country
dictated the various systems and needs of particular groups in
determining alternative sysiems of adult education for their
individual purposes. Adult education isseen notonly asasystem
for academic study butas a social movementand politicalaction
as well. This remains true today.2e

—Margaret Shaw
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The development of adult
education in Pennsylvania

dult education in Pennsylvania can he traced to
Beranun Franklin's use of the junto as a tech-
nique for discussing the issues of the day, While
carly adult education efforts were largely infor-

having one of the first librariesand the tounding of the Pennsyl-
vani Academy of Fine Arts,

In 1824 the Franklin Institute in Philadelphia provided
lecture series, periodicals, and sciennitic collections, The 1800
witnessed the estabhishment of free town hibraries, agricultural
societies, and the National Education Assocration.

The Morrill Act of 1862 established land grant colleges such
as the Pennsylvania State University, Qur citizens recognized
and supported the dea of public education. In 1869, Philadel-
phia opened its public evenmg high school, which provided
INSruc tion to immigrants, vocat onateducation,and .\ccnm]'.lr\"
and college courses. Later this program was utilized as a way for
adults 10 contmue their education. The International Corre-
spondence Schools of Seranton was established m 1891 and
hecame a leader in the ficld of adult education through corre-

spondrenee.

The 1900s saw the development of Pennsylvania chapters of

many national associations that focused on adult education.
State chapters included the Ameriean Assoctation of Univer-
sity Women, League of Women Vaters, Parent Teacher Asso-
ciations, fraternal organizations, and professional soceties, Alfred
W. Castle served from 1921 until 1957 as Pennsyivania's pio-
neer adult educator in extension education,

The 1960s became a period when the federat fegislaure
recognized the importance of providing tinancial support for the
hasic educational needs of adules, Pennsvlvanta used the federal
funding from the Manpower Development and Trauning Act of
1962, the Vocational Education Act of 1963, the Economic
Opportunity Act of 1964, and the Adult Education Actof 1966
as the basis for establishing the state's adult education programs.

Alfred S Holt served as chief of the Division of Extension
Education in the Pennsylvania Department of Education from
1957 through 1972, In 1965 Clait E. Troy was given the
responstbility to develop, mmplement. and coordinate the
Department's Adult Basic Education program. R. Chapinan
Carver and Frank Groff were early ABE advisors m the Eastern
regionof thestate. Jack Kraft, Joe McAndrew, and Gordon Jones
have served the Western regron, The Central region of the state
was administered by Mabel M. Ouderkirk. The mitial 57 ARE
programs enrolled approximately 5.000 adults, In 1969, six
learning centers opened their doors. Within ten years, the
number of ABE programs tripled and enrollment grew to over
3,000 adults. Special demonstration and teacher training
projects were organized by Jack Sittman.,

In 1973 Clair E. Tray, Eugene Madeira, Director of the Adult
Enrichment Center in Lancaster, and others successtully lob-
bied to have 20% of the tunds in the Adult Education Act

maland disorganized, Pennsylvani can boast of

Pennsylvania ABLE Handbaok tor Program Admitustrators

designated for adult secondary education. Kenneth Ko Wallick
will ulways be remembered for his many years of service in
Pennsylvania's General Educational Development program.
The Pennsylvania Assocation for Adult Education and the
Pennsylvania Association for Public Continuing Adult Educa-
tion were created to meet the needs of our adult educators. In
1978 these associations merged to form the Pennsylvania Asso-
ciation for Adult Continuing Education (PAACE). PAACE
sontinues to serve as the umbrella organization for adult educa-
tors inour public schools, universities, literacy councils, unions,
armed forees, and state agencies. PAACE and its predecessors,
along with PDE, have sponsored the Midwinter Conference for
AACE also keeps its

members, the general public, and the legislature informed about

Adult Education for nearly 30 year

adult education.

Thelate Ethel Ko Matthews was the first director of the state's
adult basic education eftorts, elevated to Burcaustatusunder the
leadershipof Dr, John Christopher. During the past 20 vears the
name of the Department’s office associated with adult hasic
cducation hasevolved to the Burcauot Adult Basic and Literacy
Education.

Adulthasic and hiteracy education programs of the 1988 and
1990s reflect the mtluence of Project Literacy ULS,; literacy
councils; adult educators who have dedicated their careers o
helping others; and Pennsylvania’s First Lady, Ellen Casey, in
hersupport of literacy. This influence helped ereate Act 143 (see
page 13}, markmg the first time that the Pennsylvania legisla-
ture provided funding for adult hasic and literacy education.:s

—Charles T. Werty

The Adult Education Act:
a synopsis

n 1964, the United States Congress began providing
federal funds on a state grant hasis tor Adult Basic
Education with the passage of Title 1I-B of the Eco-
nomic Opportunity Act. The goal of the program was
to remedy the incquities of educational lisadvantage
by offeting persans 18 years of age and older the opportunity to
develop reading, writing, language, and arithmetic skills to
enable them to obtain or retain employment and to othenwise
participate more fully as productive and responsible citizens.

Amendments to the Elementary and Secondary Education
Act (ESEA) in 1966 and 1968 provided a separate title for ABE
and expanded adult education thrusts. This title became known
as the Adult Education Act (AEA) of 1966, ESEA as amended.
Ulnder this legislation funds became available to state and local
education agencies to meet the costs of instruction, ta employ
and train qualified adult educators, and to develop specialized
curricutlum and techniques appropriate 1o adult learners.

In 1978 President Jimmy Carter signed Public Law 96-561,
which appropriated $100 million for adult education and reau-
thorized the Adult Education Act through fiscal year 1983.
Since then, several new amendments have been passed. In 1988,
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P.L.100-297 raised the appropriation to $200 million and added
provisions for workplace literacy, English literacy programs for
individuals of limited English proficiency, adult migrant
farmworker and immigrant education, and adutt literacy volun-
teer training.

The National Literacy Act of 1991 further amended the
Adult Education Act. These amendments have required the
Pennsylvania Department of Education to amend the Adult
Education State Plan in 1992 to incorporate technical provi-
stons of the Act and to amend the plan in 1993 to incorporate
mandated “Indicators of Program Quality” (see page 28). What
follows is a very brief description of the contents of cach section
of the AEA. A copy of the full and most current document is
available from AdvancE.

THE ADULT EDUCATION ACY (Public Law 100-297)

SEC. 301 notes that Title 1T may be cited as the “Adult
Education Act.”

Part A: Basic Program Provisions

SEC. 311. Statement of purpose: “...to improve cducational
opportunttics for adults who lack the level of literacy skills
requisite to effective citizenshipand productive employment, to
expand and improve the current system for delivering adult

education services. ..., and to encourage the establishment of

adult education programs. .."

SEC. 312 Jefines terms such as adult education, educationally
disadvantaged adult, commumity school program, local educational
ageney, indrvidual of kmited English proficiency, out-of-school youth,
English literacy program, community-based organization, cte. (See
Glossary, pages 76-77, for offictal defimtions.)

SEC. 313 authorizes the appropriation of such sums as may be
necessary for the fiscal year 1991, $260,000 for fiscal year 1992,
and such sums as may he necessary for each of the fiscal years

1993, 1994 and 1995, other than sections 371 and 372.
Part B: State Programs

SEC. 321 authorizes the ULS. Sceretary of Education to make
grants to states for adult education programs, services, and
activities.

SEC. 322 describes how the states may use those grants to fund
applications from local educational agencies, community-based
organizations, and others.

SEC. 323 sets local administrative cost limits: at least 95% must
be spent directly on adult education instructional activities;
however, the 95:5 ratio is negotiable,

SEC. 326 provides tor adult education in corrections institu-
tions.

SEC. 331 describes the responsthilities of the state educational
agency (SEA) administering adult education programs funded
under the Adult Education Act. The SEA must produce an
application and plan for funding, consulewithanadvisory group,
and provide personrel to administer programs. Effective Octo-
ber 1, 1990, there tsa 5% or $50,000 cap on state administration
COSLS.

SEC. 332 sets forth the requirements for and outlines the role of
the State Advisory Councils on Adult Education.

SEC. 341, 342, 343, 351, and 352 cxplain the requirements of
the State Plan and Application to be produced every four years
(previously every three years), along with evaluation proce-
Jures.

SEC. 353 mandates that not less than 15% of funds allotted to
astate cach year be used for Special Demonstration Trojects and
Teacher Training. This includes special projects for the home-
Jess and handicapped. [These projects are commonly referred to
as “special projects” or “353 projects.”] Two-thirds of the 15%
must be for staff development projects.

SEC. 356 provides for the formation or expansion of State
Literacy Resource Centers (such as AdvancE).

SEC. 36] aliccates the federal share of expenditures to carry out
astateplanat 85% of the cost of carrying out the state’s programs
for fiscal year 1991, 80% for 1992, and 75% for 1993 and
thereafter. In other words, the 15% local match hasincreased to

25% as of July 1, 1992.
Part C: Workplace Literacy & English Litoracy Grants

SEC. 371 provides grants for partnerships berween education
and business, industry, and labor, paying 70% of the cost of
workplace literacy programs.

SEC. 372 provides grants for English literacy programs for
individuals of linuted English proficiency as wellas demonstra-
tion programs and a national clearinghouse at the Center for
Applied Linguistics of the Oftice of Educational Rescarch and
Improvement.

SEC. 381 provides grants for adult migrant farmworker and
immigrant education.

SEC. 382 provides grants for adult literacy volunteer training.

SEC. 383 explains howactivitiesresulting from this Title will be
evaluated through the Research Information Network.

SEC. 384 establishes the Narional Institute for Literacy to support
“applied rescarch, development, demonstration, dissemination,
evaluation, and related activities which will contribute to the
improvement and expansion of adult education” and sets aside
funds specifically for rescarch on special-needs adults.is-

—-John Christopher

The Adult Education
State Plan

dult Education State Plans are required in order
to receive federal funding under the Adult Edu-
cation Act. They serve as the State Education
Agency's application for funding over a multi-
year period, currently fiscal years 1990 through
1994. In addition, they serve as blueprints for the administration
of programs provided by the Burcau of Adult Basic and Literacy
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Education, particularly federally tunded regular programs of
instraction (Section 322 of the Act) and special projects and
staff development (Secnon 353).

The Man isdeveloped through jomt plainning with indnidu-
aly representing diverse constituencies and entinies affected by
adult education programs—the Adult Education State Man
Task Force. Adult education is federally defined as Adule Basic
Education, levels O-8, mcluding Englishy as a4 Second Language
and Adult Secondary Education (Tevels 9-12) or General Edu-
cational Development (GED).

The Plan consists of clupters on Pennsylvania’s adult basic
education needs; all of our state and tederal resources, bothy
financial and mstrutional; an evaluation of the previous Plan;
philosophy, goals, objectives, and activities tor the peried of the
new Phinghow the Planwill be mpleniented maccordance with

federal regutations and by state guidelines; and a deseription of

the participatory planning process tor bothy the developrvent
and mplementation of the Plan oy er its duraton,

When the Adult Education Act is amended by Congress, as
accurred in 1991 via passage of the Natmonal Literacy Act, t
hecomes necessary to aend the State Plan and bring it into
compliance with bew tederal reqrurements. On the State fevel,
the amendment processivolves Bureanstatt and the State Plan
Task Ferce in the plinnimg stage. followed by the publication
and statewide disemimation of the proposed changes. After the
dissemination has heen made, public hearings are held acrossthe
state, making broad-hased mput areality, Final revisions are
then made, prior tosubmsion of the amendments to the ULS.
Department of Education for approval. Once apyproved, the
amendments hecome apart of the Fasis tor recerpt of federal funds,

The Pennsylvania Adule Education State Plan also inciudes
letters of endorsement and partaerships with a vanety of orsa-
nizations, representatives of spectal interest groups (mcluding
tenchers and adult learners), unions, professional associations,
institutions, and businesses. The tinal paragraph of our philoso-
phy sutms up the importance of collaboration in planming and
implementing the State Plan at hoth the state and local levels
as follows:

“"Adult education 1s one of a broad array of educational and human service
programs needed to address econonic development and societal concerns of
cnime, homelessness, poverty, and productivity. These are just as much the
cencerns of individual adults who wish to learn, to ve in cnme-free neighbor-
hoods in gecent housing, to have the necessities of life for themselves and their
fam:lies, to be free of dependency on welfare, to have employment commensu-
rate with their abilities, and to have self-esteem and a better quality of life.
Individuals. the media. businesses and industries, unions, public and private
agencies and organizations must work together to make sure that all Pennsyl-
vanians have the opportunity to gain the necessary skills and knowledge to be

productive citizens and to secure for themselves and others a share of our
futrire and our prosperity.”

Following approval by the United States Department of
Education, our Plan is published and copies made available 1o
local adult education program sponsors and other interested
partics. Often, local program administrators gnote the State
Plan, or adoptfadapt objectives ind activities for the narrative
portion of proposals submitted to the Bureau of Adubt Basic and
Literacy Education. To see a copy of the State Plan, contact
AdvancE.xs

—Martha L. Frank

Pennsylvanta ARLE Handbook tor Program Admaustrators

Adult education for the
homeless

s part of an cffort to combat the enornious
problems encountered by hoieless people
throughout the nation, the Stewart B. McKinney
Homeless Assistance Act, Public Law 100-77,
wats signed into Law on July 22, 1987, Title V-
A of the Act, Adalt Education for the Homeless Program
{AEHD), included two provisions that address the education of
homeless adults: 1) Section 701 amended the Adult Education
Act to specity roat homeless individuals were ehigible for adult
education services, and 2) Seetion 702 established a new pro-
wram—Statewide Literacy Itmtives thit provided federal finan
cralassistanee to enable state education agencies to developand
mplement a program of literacy traming and hasic skills
remediation for the adult homeless population.

In August 1988, the Pennsvlvania Department of Education
was allocated $640,000 tor fiscal years 1987 and 1988, Through
arequest for proposal, 13 local adult education service providers
were selected 1o conduct six-month spectal demonstration
projects, January through June 1989, Twelve of these projects
were given nine-month extensions through March 1990.

tn November 1990, PDE was awarded another $331,395
AEHP grant. Ulnder this award, 16 local adult education agen-
ctes were selected o conduct 1 -month hasic education/hfe
Kkills programs for homeless adults, These projects terminated
October 31, 1991,

In June 1992, the Pennsvlvania Department of Education
submitted a three-year proposal for these highly competinve
funds. The propesal, entitled “Voices from Dennsy vania: Learner -
Centered Adult Education for the Homeless," contains a strong
fanuly literacy component. It funded, the program will focus on
the needs of Pennsylvani’s fastest-growing homeless popula-
tion—familics.

The Bureau of Adult Basic and Literacy Educationintends to
use the AEHD o supplement the adult education services being
provided to the homeless population and to encourage greater
collaboration of efforts 1o alleviate the consequences of
homelessness. To that end, all service providers are required to
coordinate instructional programs with local shelter services.s
—Ciordon Jones

Act 143 of 1986, the State
Adult Literacy Act

he Burcau of Adule Basic and Literacy Education
(ABLE Burcau) currently funds 141 State Adult
Literacy programs through Act 143 of 1986, the
Pennsylvania Adule Literacy Act. Many of these
programsmake exeellentuse of the Keystone State's
vast number of willing volunteers, including college students
who have joined the Literacy Corps, a few high school students,
retired persons, company employees, homemakers, and even
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some temporarily unemployed individuals. These willing work-
ers are trained to work onc-on-one with some of our most
educationally disadvantaged citizens.

Under the terms of this Act, students must be at least 17 years
of age {there is no upper age limit) and may not be enrolled in
any public or private secondary or post-secondary school. The
Act, assubsequently amended, permits the acceptance of clients

who, while they may have a high school diploma, are inneed of

help in reading, writing, and/or mathematics. The primary
target population is comprised of educationally and/or cconomi-
cally disadvantaged individuals, particularly those reading be-
low a fifth-grade level and those for whom English 1s a second
language. Substantial funds are used to support one-on-one
tutoring or very small-group instruction, by trained volunteers,
for persons with low levels of reading proficiency, many of whom
exhibit various symptoms of leaming disabilitics. There shoudd,
of course, he areasonable expectation that the mdvidual will be
able to profit from the instruction thus reccived.

Initially, volunteers are trained in the basics of one-on-one
instruction, a process which takes 12 to 15 hours. Onee matched
with their students, tutors receive ongoing support from the
program coordinator, supervisor, andfor tutor tramer. Most
programs also provide ongong tutor support/traning sesstons
two to four times a year, during which tutors may enhance therr
skills with information on helping the student 1o set specific
goals, teaching English to non-English speakers, using the
experiential (or whole language) approach to teaching reading,
adapting the tutor's teaching style to the student's preterred
leaming style, helping a student cope with some symptoms of
learning disability, ete. While most volunteers contmue towork
onc-on-one with thetr students, afew embark upon small-group
instruction, which canformabridge between private instruction
and the larger groups which typity the ABE and GED classes.

The law also provided for the instruction of adults function-
ing at the 5th-8th- and 9th-12tk-grade reading levels. Some-
times a student may be enrolled in classes at these levels while
continuing to recerve some support from the origmal tutor.

The Burcau may allocate no more than 20% of the total state
appropriation for the 9-12/GED category. Twoadditonal fund-
ing “caps” are found in Budget Category 1, Administration, and
Budget Category 11 Support Services, with a maximum of 10%

of the funds requested by a provider bemg availabte for cach of

these two categories. Through Category 11, Support Services,

providers can offer professional assessments and counseling of

students, as well assuch additional benefits asassistance withthe
student's transportation and the provision of chuld-care services so
that the student can take advantage of the instruction beingroffered.

The legislation also provides that the Burcau may use up to
20% of the total State Adult Literacy allocation for institution-
alized individuals, such as persans in state or county correctional
facilities, state hospitals, and rehithilitation or treatment centers;
however, the limited available state funds hiave resulted m the
transfer of all instituttonal programs to federal funding sourees.

Regional advisors are readily avardable, at (717) 787-5532, 10

answer questions about programs or budgets and to provide Statt

Development Workshopsonavarietyof subjects, as requested 2

—Martha L. Frank

Programs administered by
PDE’s Bureau of Aduit
Basic and Literacy Education

he Pennsylvania Department of Education's Bu-
reavof Adult Basic and Literacy Educarion (ABLE)
adminiscers two major adult basic education pro-
grams providing funds for local program sponsars:
the federal Adule Education Act program and Act
143 of 1986, the State Literacy Act.

Major federal programs

Each year, the United States Department of Education
(USDE), according to the statutory requirements in the federal
Adult Education Act, awards a grant to the Pennsylvania
Department of Education (PDE) based on a USDE-approved
multi-year State Plan developed by the Burcau with the advice
of a participatory planning Task Force comprised of adult
educators and representatives of busmess, industry, and others
with interests in adult education. The amount of the grant i
dependent upon the amount allocated by Congress and the
President, and upon the needs of cach state and territory as
demonstrated by census data on the number of out-of-school
vouth (16and older) and adults who lack a high school diplona.
Until FY 1994, only California, New York, and Texas received
higher grant awards than Pennsylvania,

Rased on olyectives developed by the State 1 tan Task Force,
the Bureauadministers funds under several sections of the Adult
Education Act. Section 322 provides for instruction of out-of-
school youth (16 and older) and other adults in need of instruc-
tion in basie skills, English asa Second Language (EST.) orahigh
school equivaleney diploma (Commonwealth Sec ond.m School
Diploma). Section 353 provides for staft develpment and
special experimental demonstration projects suchas curriculum
development and research. Section 372 supports Limited En-
alish Proficiency (LED) programs when fundmg isappropriated.

The Burcauapplies for other federal grant awards such as the
National Workplace Literacy Program funded by Congress
through USDE. Project ROAD (Real Opportunity for Ad-
vancement and Development), a business, union, and educa-
ton partnership that developed and disseminated a job-specific
bastc-skills instructional program o prepare commercial drivers
for the tederally mandated Commercial Driver’s License exanyt-
nation, was a grant award from NW LD, The Burcau also makes
application for Adult Educition of the Homeless. In FY 1993,
the Bureau was funded for a family literacy program by the
Barbara Bush Foundation.

State-funded programs

Act 143 of 1986 is the adult literacy program funded by the
stute which assists the educationally disadvantaged adult, 17 or
older, in need of help in reading, writing, and/or mathematies,
whether or not they have a high school diploma. The amount
of the grant award is determined annually by the General
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Assembly and the Governor. Funding was substantially in-
creased in appropriations in 1987 and 1988. This Act closely
resembles the federal Act and is designed to encourage the use
of volunteer tutors to expand opportunuties for participation in
adult education programs.

Funding decisions

The Bureau develops annual guidelines, reflecting federal
regulations and state statutory requirements, to provide a frame-
work for funding local programs and to instruct local applicants
on the completion of proposals for grant awards. Application
forms and procedures are developed reflecting these guidelines.
A Request for Proposal (RFP) is disserninated which clearly
identifies the purpose of the funding, eligible recipients, and
application or pre-application procedures ro be followed. The
RFP identifies dates and locations of workshops at which Bureau
staff provide application packets and technical assistance on
proposal completion. Providers are encouraged to have not only

the writer of the narrative present for this session but also the
person who will be responsible for preparing the budget and for
keeping the fiscal recordsand reports in order. Current providers
may budget actual expenses up to $50 for these individuals to
attend the workshop. In addition. Regional Advisors are avail-
able, by phone, to answer questions which may arise pertaining
to the writing of these proposals for regular programs of instruc-
tion. Applications submitted by deadlines are reviewed, based
on criteria developed by Bureau staff (Sections 322 and 372) or
by the Bureau staff and teams of adult educators (Section 353
and Act 143 of the 1986 State Adult Literacy Program).
Funding requests for all programs administered by the Bureau
farexceed available funding. Theretore, there are always propos-
als which should but cannot be funded. In addition, budget
negotiations for approved programs are frequently necessary.
Once proposalshave been approved by the Bureau director, they
are forwarded to the Legal and Comptroller’s Offices for review
of compliance with standard contract requirements and guide-

Workforce education:
a rising priority

*+ Waorktorce baste skills education 18 recening growing
attention at tederal and state levels inthe torm ot legislation,
INCreases 1n appropriations, and mstructional programs of-
fered at the worksite. A hiterate worktorce 15 no longer a
luxury but a necessity; the worker in the 2 1st century must be
literate, skilled, and flexible.

Businesses recogmize that there s awidening gap between
the workers' skills and the <kills required in today's job
nuarket. Onlv 8% of entry-level workers receive iy traning
atalland educators, busmesses, and workers alike realize that
what s provided s otten not enoush to meet the demands ot
the workplace.

Adult basic skalls education providers are mereasing their
services to students in the workplace, and the number of
partnerships among workers, businesses, unions, and educa-
tors 1s on the rise. Recognizing that employed persons have
been enrolling in their programs in order to upgrade their
bhaste skalls, adult education providers looked to expand thetr
programs by providing classes at the worksite. In 1985-86,
only 4% of the PDE ABE classes were at a worksite; m 1990-
91, that figure rose tenfold to almost 4% of classes.

The Stafford-Hawkins School limprovement Act of 1988
(PL 100-297) authorized the National Workplace Literacy
Programin responsctothe concemn that the nation’s workforce
possesses insufficient basic skills which adversely affect pro-
duetivity and competitiveness in the global marketplace. In
the firse year of funding (FY 1988), actual appropriations
totalled $9.6 million for 37 projectsacross thie nation. Autho-
rized funds and appropriations have increased cach year, and
inFY 1993,%$19,251,000 is available for funding. If and when
the program appropriations reach $50 nullion, the NWLP
will become a state grant program.

Congress hasshown thatob traming ought tobe included
m adule education by giving the responsibility for NWLP to
the Department of Education and by including legislative
withorization 1n the Adult Education Act (AEA). Throuch
the establishment of the NWLDP, Congress 1s saying that
-tate, local, and federal programs sponsored through the
AEA do not focus enough on the problems of werkplace
literacy. Instructional services beyond the traditional adult
educatton setting are needed in order to provide an ad-
equately educated workforec. !

The Pennsylvania Department of Education echoes the
concerns of the federal government in 1ts desire to meet the
needsof workers. Job-specific basic skills workplace programs
have been meluded inthe imding of ABE/GED classesunder
Act 143andSection 322.InFY 1991-92 .approximately $695,000
of Act 143 and Section 321 mories were allocated to workplace x
cducation programs. In FY 1992-93, the Burcau of Adult !
Basic and Literacy Education called for separate proposals for
jub-specific basic skills classes to be offered at the worksite.
These requests for funds toralled over $1 million. Classes
include ESL instruction; math basic skills for job-related
math needs; improvermnent inreadingskills; vocabulary knowl-
¢dge; andfor decision-making or team-building skills.

Employees enroll in classes to upgrade their basic skills in
arder to do their jobs better and be more competitive in the
workplace. One 56-year-old worker wrote when she enrolled
inaworksiteclass that her goal was to “reeducate (herself} for
the technological changes” in the workplace. The need for
and attention to the provision of job-specific basic skills
instruction for workers will continuc to be a priority; both
federal andstate legislarures have indicated theirconcerns by
appropriating funds for such programs. ABE providers con-
tinue to expand their programs in response to the priority of
preparing a literate and skilled workfoice. Sce page 36 for
information on starting a workplace literacy program.te

—EllaM. Morin
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lines, and for scheduling of payments.

Once local programs are operational, Burcau staff review
monthly attendance records (due by the tenth of cach month),
conduct on-site evaluations of programs, provide staff develop-
ment workshops and technical assistance to local programs, and
facilitate program revisions as necessary.:%

—John Christopher

The National Adult Literacy
Survey: a brief update

heNational Adult Literacy Survey (NALS), funded
by the National Center for Education Statistics of
the U.S. Department of Fducation, is the third ina
seriesof large-scalc assessments undertaken by Edu-
cational Testing Service since 1984. The initial
study surveyed the literacy skills of America's young adults aged
21to 25 years and the second focused on the demonstrated skills
of individuals served by programs of the U.S. Department of
Labor—those seeking traming andsor employment as well as
unemployment compensation. Unlike the two earlier studies,
which surveyed particular adult subpopulations, NALS was
designed to provide information on the literacy skills of the total
adult population aged 16 years and older.

NALS presents a unique opportunity for informing the
general public, policy and business leaders. educators, and
program providers about literacy, for rarely have so many people
from so many institutions and walks of life been so receptive to
the 1ssues surrounding adult literacy and so attentive to the
human costs associated with restricted literacy skills. It is now
cencrally recognized that mncreasingly complex hiteracy skills
will be needed by greater numbers of individuals 1f our nation 1s
t mantain tts standard of livingand compete in global markers.
Increased lireracy skills are equally important for participation
in our society with its formal institutions, complex legal system,
and large government programs. Some wamn that America's
literacy problem could worsen over the next decade as a result
of changing ecanomic., demographic. and labor-market forces.
A recent study conducted by the American Society for Training
arid Development reported that these forces are creating a
human capital deficit that threatens U.S. competitiveness and
acts as a barrier to ndividual opportunities for all Americans.

There is now almost unanimous agreement that as a nation
we must and will respond. There is also general agreement that
any national program for improving literacy skills would need to
be based on the best information as to where and how serious the
deficits are. The Adult Education Act Amendments of 1988
require USDE to submit a report to Congress on the definition
of literacy and then toreport on the nature and extent of literacy
amongadultsin the nation. Tothis end, the National Center for
Education Statistics and the Division of Adult Education and
Literacy called for a nationally representative houschold survey
to define and assess the literacy skills of America’s adult popu-
lation. Some 15,000 individuals aged 16 and older from across
the country were randomly selected and interviewed in therr

homes during the spring and summer of 1992 in order to collect
some 20 minutes of background information and some 45
minutes of literacy performance data.

Inaddition tothe national household sample, asample of about
1,000 male and female inmates of federal and state prisons was
surveyed to provide separate estimates of literacy among the
incarcerated population. Moreover, it was decided that states
should have the opportunity to participate in a concurrent survey
that would provide results at a state level comparable to those of
the national study. While many states expressed an interest, 12
entered into contracts with ETS to conduct such a survey. A
representative sample of some 1,000 individuals was selected and
interviewed from cach of the 12 participating states: California,
Florida, llinois, Indiana, lowa, Louisiana, New Jersey, New York,
Ohio, Pennsylvania, Texas, and Washington.

Survey design

NALS s the largest and most complex study of adult literacy
ever conducted in this country. It involved sampling over
45,000 households and 80 prisons to conduct some 28,000 one-
hour interviews. Over one million responses to a pool of open-
ended simulation tasks were scored along with more than five
million responses to a background questionnaire. More impor-
tant than size, however, is the fact that this database allows us to
address a set of issues that are critical to our understanding the
nature and extent of literacy problems facing this country—
information that is not currently available from the frequently
administered school-based surveys.

Thedesign and conduct of NALS was guided by two groups—
a Literacy Definttion Committee and a Technical Review
Committee. To use the NALS database most effectively, both
committees recommended that aseries of reports be writtenand
widely distributed—sometimes tocommunicate information to
different audiences and sometimes to focus on topics of particu-
lar relevance within broad areas. In all, a series of eight nanonal
reports will be released beginning in September, 1993. Onc
report will summarize and highlight the overall results from the
survey. A second report will provide detailed and technical
information about the design and methodology used to carry out
the survey. A sct of six reports will deal with topics of particular
interest and importance, including literacy and the work force,
literacy and education, literacy and the elderly, literacy and the
incarcerated, literacy and cultural diversity, and hteracy prac-
tices and participation.

In addition to these national reports, each of the 12 partici-
patingstates will receive areport characterizing the literacy skills
of its residents as well as comparing state results with national
and regional data. Eachistate will receive its report soon after the
release of the first national report. ETS will work closely with
representatives from each state to determine when and how to
disseminate the informatton.

To receive copies of any of the adult literacy reports or more
informarion about NALS or the Pennsylvania state survey, write
tolrwin S. Kirsch, Executive Director, Educational TesungService,
Princeton, NJ 08541, (609) 734-151618

—Jruan S. Kirsch
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The future of adult basic
and literacy education

*+ The remainder of the 1990s may well hold major changes
for adult basic and literacy education, brought about by the
National Literacy Act of 1991, a growing national literacy
movement, and a Congress that is generally sensitive toadult
education needs. After years spent on the fringes of educa-
tion, ABLE has an opportunity to become an integral part of
a national effort to prepare for the future.

The 1991 legislation increased funding, established a
National Center to disseminate research and improve prac-
tice, and enhanced efforts to professionalize the field by
mandating that states spend 10% of their federal funding on
staff development and teacher training. The legislation also
called for the establishment of state and/or regional resource
centers, enhancing further still the dissemination of research
and “best practices” by linking the national center to a
network of state and regional centers across the country.

Last but not least, the legislation requires states to estab-
lish indicators of program quality for deterriining whether
adult education programs are effectively and efficiently “re-
cruiting, retaining and improving the literacy skills of indi-
viduals served in such programs” (section 331 (2)(2)). This
single element, combined with increased staff development,
willdo more tomove ABLE forward than any other mandate.

The “indicators of program quality” have the potential to
bring about changes, not only in what we do, but how we do
what we say we do. They require that learners make real
progress and stay enrolled long enough to meet their educa-
tional goals; that program planning and evaluation be a
comprehensive and participatory reality; that programs be
accountable: that curriculum, instruction, and instructional
materials be geared to student needs and learning styles; and
that support services be provided and coordinated.

Onthestaftside, th  indicators mandate that staft develop-
ment and teacher training be ongoing and deliberate, that it
improve adult educators’ competenciesand teacher effective-
ness, and that it provide career opportunities. Finally, volun-
teers must be fully integrated into programs. Their training,
placement, and assignments are to be doc 'mented, as well as
their contributions to the overall effectiveness of the program.

While chances are slim that the nation’s literacy problems
willbe solved in the foreseeable future, itappears that, in spite
of continuing challenges from around the world, problems at
home have a far better chance of remaining near the top of
the national agenda. The Clinton administration proposed
increased funding for Head Start, a natural link with ABLE
family literacy programs. Welfare-reform proposals include,
in addition to childcare and medical assistance, job training
and basic-skills education for those not prepared for the
workplace, linking ABLE and workforce literacy. Commu-
nity service is proposed as a means of repaying student loans
and, like welfare reforms, unemployment benefits in the

future may require active participation in education or job
raining, supported by child care, health care and other
assistance. It isexpected that the Clinton administration will
make a major effort to change the way “entitlement” pro-
grams are perceived and implemented.

Finally, the definition of literacy itself is changing. No
longer are the basic skills of reading, computation, and
writing in the context of everyday iife as it exists today
considered sufficient. The integration of critical thinking
skills and computer literacy into the curriculum will bring
about changes in how ABE classrooms are structured.

Programs and curricula are being developed which are far
more learner centered and require a deliberate mix of indi-
vidualized instruction and group dialogue, where students
define problems and deliberate and discuss alternate solu-
tions as well as the thinking skills involved in the process.
How they learn will become as important as what they learn.

Atatime when the number of those in need of basic skills
and literacy education continues to rise and the problems
they bring with them multiply in complexity, we as adult
educators need to ask ourselves if we are doing enough to
challenge and encourage our students to reach beyond basic
educationand the GED, to see beyond immediate short-term
needs, remain open to continued leaming, and prepare for a
future which undoubtedly will be quite different from today.
Are we helping students develop the confidence, the re-
sources, the critical thinking skills, and the knowledge base
necessary to do so?

Mocker and Spear, in theclosingchapter of The Handbook
of Adult and Continuing Education (1990), predict that:

B No longer will emphasis be on basic education or putting
clients in touch with service agencies where'their dependence
is reinforced. Adult educators will form new collaborative
relationships with psychologistsandsociologiststogain greater
insights into the problems their clients face. They will estab-
lish working relationships with private-sector business and
industry to provide resources and help programs keep up with
rapidly changing needs and expectations of the marketplace.
B Acting as both teacher and mentor, the adult educator
will help clients establish resource networks that extend
beyond the narrow limits of their usual circumstances. Per-
sonal networking will become the foundation for building
avenues out of poverty and isolation.

B Thenewdefinition of literacy will be the ability to establish
a goal and to have the knowledge and connections to pursue
it with reasonable expectation for success {p.646-647).

Adult educators constitute a major segment of that net-
work of “connections” to which Mocker and Spear refer. if
we talk to each other, establish lasting connections, become
knowledgeable about the programs and resources each of us
generates, and actively support our colleagues’ efforts to
provide the prerequisites to our program ar to develop the
next-step response, then, and enly then, we will accomplish
our collective purpase: to help our clients move on.te

~—Meredyth A. Leahy
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Pianning and administration:
an introduction

wo of the most important and basic elements in
g cstablishingand executing an adult education pro-
{ gram are solid program planning and administra-
M tion of that plan. This section discusses how to use
| a varicty of funding sources to lay the financial
foundation for your program. how to establish astudent base and
increase public awareness, and finally how to ensure future
funding by efficient and thorough record keeping and data
reporting. These three elements— funding, outreach and reten-
tion, and reporting—are the A-B-C’s of program planning and
administration.

The first area of discussion covers information to help estab-
lish an understanding of how to access both private and public
funding sources. A mixture of sources is essential to ensure the
continuation of funding should one source run out. A database
orfileof potential grantors and current guidelines can be created
by reading this section and contacting agencies listed and
foundations within your geographic area.

Once money 15 vbtained and student goals set according to
provosals, student recruitment and public outreach plans should
he set into motion immediately. Student retention, one of the
biggest problems in adult basic education, isanissue whichneeds
to be thoroughly covered in program planning and carried out
with consistency. Providing services for the adult leamer under
“one roof ” is viewed as a plus for both recruitment and retention
of students. The concept of “one roof " means toprovide literacy
services, vocational programs, career counseling, and job-place-
ment services at one location. This type of follow-through helps
to motivate the student as well as provide a sense of security.
Other methods of recruitment and retention. as well as sugges-
tions on launching public awareness campaigns, are covered in
this section.

The final step 1n successful program administration s effi-
cient and timely reporting. Both public and private funds are
becoming more scarce and competition for these funds more
fierce. Accurate record keeping and adherence to reporting
guidelines makes applying for additional funds casier. This
section clearly details government reporting requirements and
can be made part of your own program manual along with any

specific reporting requirements for private funding obtained s
—Mary Ann Eisenreich

Funding from a variety
of sources

[ our program nee: s funding to operate, and the
key to winningtt 2 funding battle is variety. The
B more sources o support you have, usually the
more successful your programs or projects will be
over an extended period of time. More funding
sources may not necessarily mean more money, but simply a
broader base ~f support that will endure if any single funding
source fails. Re “ing on one or two typical funding sources, such
asSection 322 0. Act 143, for total program support may put you
in a vulnerable position. As Pennsylvania’s popula:ion declines
and that of other states increases, the available dollars for adult
education federal funding through the Pennsylvania Depart-
ment of Education may decrease—and state funding along with
it. When you lose all or some of this support, you will, in essence, -
have lost your entire program. Therefore, youneed to seek other
available resources, both public and private.

The first step in securing a variety of funding is to define
clearly what your organization does and who it is serving. Your
target population, your goals, and your success at meeting those
goals will be the factors that interest funding agencies in
supporting your program. If you are operating in an area where
the number of potential students is limited, try not to duplicate
services already provided by other agencies. Funding sources are
usually aware of duplication. Most funding agencies tend to
encourage partnerships or coalitions, rather than support sepa-
rate organizations performing essentially the same task.

After you have defined your mission, seek other agencies that
have a mutual interest in educating those students similar to
yours, in hopes of supplementing your funding through those
agencies. For example, if your program serves older learners,
then your local or county Area Agency on Aging office would
be a good place to start, Do you serve students in public housing
developments? If so, go to your city or county public housing
authority. Not only are public housing authorities interested in
working with adult literacy providers, but are encouraged,
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through the Fanuly Selt-Sutticien.  and Gateway projects, to
provide ther honsing ressdents with assistance i meeting therr
adult education and vocational traming needs. Civie orgamiza-
tions, sororal and fraternal assoctations, and many foundations
havemissions toserve adult eamers. There may be nutual goals
between vour program and these various organizations.

Workplace literacy has taken on a life of s own in the tield of
adult education. Companies, large and small, have a genaine
interest i a better educated, better tmained workforee. Funding
opporunities may exist with these companies, Consder applying for a
Nuational Workplace Literacy Program grant. Theese federally tunded
grants ask that businesses form partnershipswith literacy providens
to meet specific work-related basic education training needs.

If vour program is fortunate enough to have a variety of

fundingsources, youwtll have to becareful in the administration
of the various funds. Most grantors do not permit the commin-
gling of monies. You many have to set up different bank
accoumts, books and ledgers, and program data files for cach
project. The important thing to remember is that your funding
sourees need tasee clearly, through an audit trinl, that the funds
allocated were used in accordance with your contracts. For
smaller agencies this nuw be more Labor intensive, but it will
ensure vour program’s credibility and accountabiliy.

When operating programs from various fundmg sources, 1t s
sometimes best to make cach project as self-contained as it can
e, Tryv tainclude all necessary components {(traming, counsel-
INg, support services, ere.) in each project so that, if necessary,
cach project can operate separately from the others

Fually, don't forget the value of in-kind contributions.
Donatedtime, resources, and expertise are important inshowing
vaur level and ability to provide matching program support.
Keepaready hist of the in-kmd contributions vour agenc y needs,
and be prepared to show it to potential contributors.

Listed below areseveral agencios and orgamizations that have
worked with adult education providers to deliver educational
services to therr clients. Opportunities may exist in voir area to
torm partnerships or provide direct services for these agencies.

Agency type: Clientele/services supported:

Area Agencies on Aging Older learners in senior ciizen

centers and housing developments

Corporations Workplace literacy programs

ESL and ABE services to migrant
workers

Farmwor..ers Opportunities

Foundations Equipment needs or fee-for service

classes

Private Industry Councils Academic and prevocationat training

classes

Office of Employment Secunty Prevocational assessment and job
readiness skills

Life skills services for spectal needs
populations

ESL services

Office of Vocational Rehab.

Refugee Services
Dept. of Community Affairs

Pre-GED readiness classes for Single
Point of Contact (SPOC) chents

Dropout prevention programs

Eclcal Schoot Districts
Even Start/Head Start

Family literacy programs "

—Jeffrey Wi x‘xi);ard

Pennsylvanie ABLE [ andbook tor Progeam Administrators

Application procedures for
PDE-administered funds

rocedures for procuring stage and federal funds
administered by the Pennsylvania Department of
Education, Bureau of Adult Basic and Literacy
Education, vary somewhat, Here are the basie facts;
for more mtormation contact the Bureau oftice,

Applying for ABE/GED and Section 353 funds

Federal adule education tunds are made avaitable annually to
the Pennsylvaria Departinent of Education through the ULS,
Department of Education (under the Adult Education Act) to
fund ABE and GED programs throughout the state. By carly
spring, the availalality of funds and dates of the adsinistrative
workshops are announced via i Bureau Director’s Memoran-
dum and in the Pemnsslvama Budlean. The announcement
wlentifies hoth ehgible and meligible applicanss, the application
procedures, and the deadline dates.

Regional advisors trom the Burean of Adult Basic and Liter-
ary Education Programs review the proposals for therr arcas and
make recommendations for approval or disapproval. The puls-
lished ABE guidelines and mstructions are available to assist
eligible applicants. Each proposal nist conform o the guide-
Imes. The Pennsylvania Department of Education encourages
and endorses the coneept of family hiteracy and the developmient
of workplace hteracy programs tomeet the needs of adultsin the
state.

A mmumum of 15% of the annual federal allotment of aduly
education funds must be used for special experimental demon-
stratton andfor teacher-truning projects, called Section 393
projects. At least two-thirdsot the 15% must be spent for teacher
training projects. Priorities for these projects are based on
yearly needs assessment. Grant applicants are encouraged to
address statewide needs or local assessed needs 1o improve
individual programs. .

Eligihle applicants for Section 353 tunds follow the same
rulesasfor Section 322 funds. This is acompetitive grant process
with established priorities for the projects. The deadline for pre-
appheations is usually in nud-Febraary, after which a 353 Task
Force reviews submissions. The asencies with the highest-
ranking pre-applications are asked for full grant proposals that
are due in late March or carly April. The Task Foree convenes
againtoreview the proposals tonake fimal recommendations for
tunding. Projects that rank highest and are within budgetary
limitations are granted contracts.

Applying for literacy funds (Act 143 of 1966)

Pennsylvania Adult Literacy Education Actfundsare usedto
chableout-of-schootyouth, 17 yearsof age and older whoare not
enrolled m a regular basie education program, and adults who
lack basic language proticiency an opportunity to improve their
baste skills.

Eligible applicants include literacy councils, libraries, local
education agencies, community colleges, and public and non-
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profit agencies, organizations, and institutions. The apphcants
are encouraged to develop and identify family literacy initiatives
and workplace literacy programs. Adult basic education pro-
grams that are currently receiving Section 372 funds can apply
for a grant for program expansion but cannot commingle state
and federal funds.

The announcement of the availability of funding under Act
143 of 1986 follows the same procedures as for Section 322 and
353 of the federal Adult Education Act.

General application procedures

[nreviewing the ABE, GED, and state literacy proposals, the
Pennsylvania Department of Education reserves the right te
establish a team of readers that represent stateand local agencics
which administer education of programs and services to adults,

Potential applicants are urged to attend the Administrative
Workshops that are held in late February or carly March in
designated areas of the state. The application packets and
Guidelines arc disseminated and reviewed at the workshops for
both the Federal Adult Education Act, Section 322, and the
State Adult Literary Program, Act 143 of 1986.

Potential sponsors interested in applying for funds under the

Adult Education Act and the State Adult Literary, Act 143 of

1986, may write or call the PennsylvaniaDepartment of Educa-
tion, Burcau of Adult Basic and Literacy Education Programs,
333 Market Street, Harrisburg, PA 17126-0333, (717)787-
5532, requesting the locations and dates forthe Administrators”
workshops and other pertinent mformation.zs-

—Helen Hall

How to write a fundable
grant proposail

omewhere at 333 Market Strecet, in the Depart-
ment of Ed offices, a group of weary grant readers
returns from lunch.

It’s the middle of anather long day. It's after

unread grants on the table in front of cach reader. Eyes start to
droop...there are 40 of these babies left and no one’s getting out
of here untll every proposal has been evaluated.

In the haze of the afternoorn sun, a proposal leaps out.

v The proposal leads off with a straightforward “The purpose of

this proposal is...”
v There is a strong, descriptive title,
v The type is bright and clear.
v There are subheadings in boldface for cach section.
v The language is exact and to the point, and a mirror of the
language in the Request for Proposal (RFD).
v Every requirement of the RFP seems to be here.
The group perks up and settles into reading what they expect
will be *a good one.” Their pencils are poised for action.
Meanwhile back at the literacy center, the proposal’s authors
are pretty confident that they have produced a strong candidate

a big lunch. The hands reach out for the stack of

for funding. As they sit around the restaurant table at their
celebration luncheon, they recall the lastsix months of planning
and organizing which produced the proposal now being consid-
cred by the grant readers.

B Defining the needs of the program and the community

In October and November, the administrator of the center
held several staff meetings at which the staff wasasked about the
needs of the program. Questions arose such as: What can we do
to make our program better? Is there a portion of the community we
are not serving but should be? The administrator also gave the
teachers asheet torespond tobeginning with the words: “Forour
center, | wish that...” She also created a suggestion box marked
simply “ideas for the future.”

In December, the administrator held another staft meeting
and handed outa list of all the ideas she had collected. Sheasked
cach staff member to rank the ideas in order of importance and
discussed the results as a group. For the highest-ranked concepts
the administrator began collecting data about the actual need
for the grant and information on the community it was meant
to serve. She kept an eye out for future trends and talked to
other administrators and officials about the hot topies for the
year.

The administrator organized a short series of focus groups
with various community members to hear the areas in which
they thought the needs were most urgent. She visited an ABE
day class,an ESL night class, and a Saturday GED classandasked
the students what they perceived the needs to be both for
themselves and for other members of their community.

B I[dentifying and defining the grant source

In January, the administrator started looking at the sources
of funding and matching program needs to funding source. She
also asked staff members if they wanted to participate in writing
one of the grants. Before the crush of deadlines, she met
personally with each vol-
fundamental concepts of grant writing. She explained each of

~. er author and outlined the
the following points:

Getting ready

1. The pages of the RFP are your guide and your friend. Read
the RFD actively; take notes in the margins, circle key points,
highlight imporrant statements.

7. Read between the lines. What is the grantor stressing? Is
this a grant which reguires a “boilerplate” submission or are the
grantors looking for something really originat and catchy!

3. Yoursecond best friendisacopy of asuccessful grantunder
that funding source. Findsomeone who has done this before and
ask if you may borrow a copy on which to maodet yours.

Developing the concept

4. The firststepis often overlooked; namely, write down the
real goal—what you hope to accomplish—with this grant
proposal. This should answer “the need” your staft identified
carlier.

5. KEY TO SUCCESS! Keeping that short statement in
front of you, plan the whole grant (souptonuts) on scratch paper
as if you had already received the funding. Be absolutely detailed
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Center, 4802 Fifth Avenue, Pittsburgh, PA 15213, (412) 622-

1335, Commercial, public, and cable television stations provide

sources of puhlic service announcements and programming

time. Interview shows provide opportunitics for learners and

tutors to share thetr goals and programs.

In summary, key activities to consider are:

B local coalition collaboration to plan public awareness and

recruitment.

B involvement of County Assistance Office and other human-

service and community agencies.

B o speskery burcau to mvolve students, tators, and alumni in

speaking engagements within the community,

B public service announcernents and interviews on radio and

television,

B pressreleasesand follow-up newspaper storieson open houses,

recognition events, or special programs.

B brochures, flyers, and newsletters released continuously 2s-
—Jo Ann Wemberger

Student retention: steps
toward higher attendance

successtul student retention plan starts the very
first time a potential adult learner contacts vour
program.

Most people judee at the first encointer the

professtonahism, the warmtly, the respect tor hu-
man dignity. and the willingness and ahility of your agency o
meet their needs. When a student calls your office, do you
immediatcly start a “canned” description of what your agency
offers, the requirements for enrothment, and the date, time,and
location of the first meeting? Or do you show respect tor the
caller witha warm greetmgand listen for the student ‘s reasons for
inquiring about your services? An mformal evalnation can
provide important background intormation that will make the
interview more eftective. Listen to find out how the student
detines educational success. Find out when reading and writing
skills are needed, learn about the student’s interests, and most
importantly, ask what barriers would cause the person to drop ot
of your program. It you realize the student is concemed about
chuld care, transportation, scheduling contlicts, or time con-
strants, this information can improve communication ata later
date it attendance and participation decrease.

The student needs to realize immediately that your organiza-
tion takes pride in life-long leaming and that camaraderie and
support of staft, volunteers, and learners is an integral part of
participation. Many fledgling organizations mstead convey a
message that “We'll share your shame.” The entry process teels
almost hke cloak-and-daggers with privacy being overempha-
sized. Thisimmediately reinforees a stigma regarding lack of skills.
By establishing openness, appropriate respect tor confidential
mtormation, and an imfermal social atmosphere among adult
learmer, retention efforts are reinforced by peer mteraction.

Teacher and tutor trainmg should include a process for

Pennsylvania ABLE Handbook tor Program Administrators

dealing with class attendance. An understanding of the proce-
dure for canceling a session, reporting necessary absence na
umely manner, makingup missed sessions, and providing phone
numbers of alternates if the tutor cannot be reached should be
agreed upon and reinforced. [tis much easier to geta student to
return after one or two absences than after a prolonged habicof
missing classes.

When absenteersm oceurs, the counselor or administrator
should review the following criteria wath the instructor:
B s the student making educational gains toward agreed-upon
IEDP (individualized education plan) goals?
B s che student attending class regularly and mecung enough
hours to feel a sense of progress m a tmely manner!
B s there an accurate and current record of student activities,
materials utilized, and supplemental lessons on file!?
B Have yvou reviewed the mitial interview file to reassess the
student’s definition of educational success and potential barriers
tocontinuation (such as child care or transportation concerns)!

A previously agreed upon peer contact can often reach the
student and encourage a true appraisal of program effectiveness
in meceting the learner's needs.

ldentification of reasons for drop-out is enitical to program
effectiveness, Ongang evaluation of your program’s abilty to
meet learner needs and address deticiencies will increase educa-
tional quality. Encourage student feedback: it provides an op-
portunity for increased future retention and re-entry of drop-
outs. If vou tuke time to listen, leam, dissenimate feedback
results to appropriate staff and volunteers. then integrate the
results into your action plan, retention efforts become o chal-
lenging benchmark of program guality and growth.ee

—Nancy Woads

Retentidn fingo

B “Completers” are those adult learners who
finish what they came to accomplish in a

program.

M “Persisters” are those who drop out and
reenter a program, possibly more than
once.

B “Attriters” are those who leave the pro-
gram and don’t return. They’re more
commonly referred to as “drop-outs.”

In Pennsylvania, in 199192, ABLE
programs reported 35% completers, 36%
persisters, and 29% attriters—a virtual
three-way split.

0

Q

RIC

Aruitoxt provided by Eic:

23




I’_((nnjy_'!vnnmAABLE Handbook for Proprim Admimistrators

Reporting requirements

o+ The chart below lists information on the forms required to reference materials: Guadelines for 322-Regular Programs and
353 Special Projects, Pennsylvania Adult Literacy Education
Grant Program, and Act 143 of 1986 or Procedures for the
Application and Distributon of Grant Funds. Or contact your
regtonal Advisor at the Bureau.

be submitted by all programs receiving federal andfor state
funds through the Pennsylvania Department of Education,
Bureau of Adult Basic and Literacy Education,

For further information you may refer (o the tollowing

ERIC

Aruitoxt provided by Eic:

Form# Description # of copies Rec’d/Ret’d Reporting Date(s)
322 Programs:
PDE-3024 Adult Basic and Literacy 1/4 Usually last Fri. in March
Education Programs .
Appiication
PDE-3835 Standard Contract 4/4 Usually last Fri. in March :
PDE-5015 Staff Data Form * /1 per staff Copy 1 at beginning of program year or time
* as appropriate of affiliation; no later than May 1
PDE-4028 Student Intake /Data Form * /1 per student Copy 1 at beginning of program year or
* as appropriate upon intake; Copy 2 w/in 30 days of end of
_ program year or termination; Copy 4 optional
PDE-3066 Program Data Form i/1 Within 30 dag_of end of program
PDE-3024 Budget Revision Request 1/1 . With letter, by April 1
PDE-2030 Reconciliation of 4,1 per quarter 10th of Oct., Jan., April, July
cash on hand (if funded
_ for $5,000 or mare}
PDE-4022 Attendance Record 1/1 per month 10th of month following reporling period
PDE-2011C Summary of Final 1/3 Within 60 days of end of program R
PDE-2-33C Final Expenditure 1/1 Within 60 days of end of program
Act 143 Programs:
PDE-3024 Adult Basic and Literacy 1/4 B Usually last Fri. in April
PDE-3834 Standard Contract 4/4 Usually last Fri. in April
PDE-5015-AL Staff Data Form * /1 per staff Copy 1 at beginning of program year or time
* as appropriate of affiliation; no later than May 1
PDE-4028AL Student Intake/Data Form * /1 per student Copy 1 at beginning of program year or upon
* as appropriate intake; Copy 2 w/in 30 days of end of program
_ o year or termination: Copy 4 optional :
e Data Summary for Tutor 1/1 per Within 30 days of
Training training course completion of tutor training
PDE-3066-AL Program Data Form 1/1 Within 30 days of end of program :
PDE-3024 Budget Revision Request 1/1 With letter, by April 1 i
PDE-4022 Attendance Record 1/1 per month 10th of month following reporting period
PDE-2011C Summary of Final 1/3 Within 60 days of end of program !
PDE-2-33C Final Expenditure 1/1 Within 60 days of end of program
353 Projects:

Arc responsible for PDE-2030, PDE-2011C, and PDE-2033C, but programs with students must also submit PDE-4028
(Copies 1 and 2 for enrolled students), PDE-5045 for cach staff member, and PDE-3066 (Program Data Form).

D
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Tips for reporting student,
staff, and program data

o+ Data on student enroltment and completion status, staff,
and program services make up an umportant body of informa-
tion which forins the nucleus of the Burcau of Adult Basic
and Literacy Education’s program cvaluation and perfor-
mance reportingetfore. Accurate documentation and prompt
reporting by local programs is essential for the Bureau tomeet
1ts obluztion to conduct an annual review and analysis of
Jara on the effectiveness of adult education programs, ser-
vices, and activities as required by the tederal Adule Educa-
tion Act and the state Adult Literacy Act. Although infor-
maton en reporting dates and forms s included i the
reparting requirements table on the facing page, the proce-
Jures and rime requirerients tor subnussion of these dataare
resterated here in greater detail to enhanee program admin-
ntrators knowledee ot the Burcau's datareportine and analy-
SN PTOCCSS!

B Student Enrollment and Completion Forms (PDE 4028
and 4028-ALY. Copy | {enroliment form — tace page) is 1o
e submitted at the tme of program enrollinent. Copy 2
{complenan toim — lack of second page) is to he submitted
when the student terminates trom or completes a program
level of wsirucuon, or at the end of the program vear. [t s
important to accurately record the current program contract
number n the apper niehit cormer of Copy |

A single Copy 1 and Copy 2 contamning the same form
wertal number near the upper letr comer ot the form must be
swibmitted for cach student. Tlus number 15 used s the
student identification number. These two numbers (student
1D/form seral nuinber and program contract number) are
used to match vach individual enrollment and completion.

Photocopies of these forms cannot be accepted because
the hnal darabase must be free of duphicate serial numbers.
Although the front of Copy 2 is a carbon copy duplicate of
Copy 1, submission of Copy 2 alone will not suttice to report
both enrollment and completion data. This is because Copy
1 and Copy 2 forms are keypunched separately and are
assembled into two separate data sets. Only after both data
sets are completely edited und assembled can case-by-case
computer matching of student records oceur.

Enrollment forms are not to be completed by students
without close supervision and review by the instructor.
Instructors or qualified professional personnel should com-
plete Copy 2. Allimpact data, including the number of grade
levels advanced and standardized test scores, should be
properly documented and recorded. Copy 3 is to be retained
by programs, and Copy < may be submitted to update or
correct incomplete or erroncous enrollment or completion
data already submitted.

AllCopies 1, 2, and 4 must be recerved b the Bureau no
later thun July 31, one month atter the end of the program.

M Staff Data Forms (PDE 5015 and 5015-AL). Copy L isto
he submitted at the beginning of the program year, or as new
staff affiliate with the program.

Staff forms are to be returned to the Bureau no later than
May 1, so that thev can be kevpunched and assembled into
adatabase prior to Burcau's processing of the large number of
student forms whicls arrive at the end of che program vear.
Since most statf in-senvice tranine will have occurred by this
time, the May 1 acadline should not present a problem.

Staft forms are to be completed for volunteersas well as tor
all pad program staft. The form serial number and crerrent
program contract number are used to uniguely identify cach
<tait member, and photocopies cannot be aceepted.

B Program Data Forms (PDE 3066 and 3066-AL)Y are to be
recerved by the Bureau no Luer than July 15, Sewting the
deadline for these forms two weceks before the end of the
program year enahles Bureau statt to have this comparatively
«matler number of records kevpunched and assembled in a
database prior to the year-end influx of student data forms, A
single form must be submitted for each funded program.

M Tutor Training Data Sumnmary Forms. One formistobe
completed for cach volunteer tutor traming session held by
providers funded under the state Adult Literacy Act (Act
143). Photocopies may be used to produce additional blank
copies. Forms are due within 30 days of the completion ot
cach tutor training sesston.

The Bureau’s rigorous annual reporting cycle allows for
little or no slippage in meeting these established deadlines.
During the four-month period between the end of the
program year and the October 31 federal reporting deadline,
the large number of student data forms mailed to the Bureau
after the annual closeout of programs must be screened and
forwarded to the keypunch contractor, who retums the
keyed data on magnetic tape. Quality assurance review and
editing is then performed to ensure completeness and accu-
racy. The final student, staff, program services, and tutor
training data sets are then assembled and catalogued. Only
after these steps have been accomplished can Bureau staff
commence the time-consuming task of data analysis and
Teport composition.i

- -Robert Staver
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Fiscal year evaluation
reports

he Pennsylvania Department of Education, Bureau
of Adult Basic and Literacy Education is the con-
duit for localadult education program funding from
twomajorsources: the U.S. Adult Education Actof
1966, asrevised in 1988 and 1991, and the Pennsyl-
vania Adult Literacy Act (Act 143 of 1986). In addition, the
Burcau also receives other funding from the Barbara Bush
Foundation for Family Literacy and the Stewart B. McKinney
Homeless Assistance Act.

Continued funding is contingent upon performance, and
cach year the Burcau must report to the U.S. Department of
Education and the Pennsylvania General Assembly on the
progress which publicly funded programs have made toward
mecting statutory requirements and goals set forth in the Adult
Education State Plan. Reports are produced by the Burcau's
Research and Evaluation Section, which is responsible for the
acquisition, compilation, and aaalysis of student, staff, and
program data submitted by funded programs in the field.

Final reporting for statewide enrollment, student progress,
and program accomplishments for the previous fiscal year takes
the form of three separate reports which are released in the
following order:

M Federal Report (issued no later than October 31 tothe U.S.
Department of Education): providesanassessmentof the progress
made in meeting State Plan goals and objectives. Provides
information on the enrollment and progress status of students
who ohtained 12 or more contact hours or who met their
personal objectivesin less tine. Program highlights and selected
staff characteristics are also included.

Adult Literacy Programs Operated Under Act 143 of
1986 (issued in late Novemberfearly December to members of
the General Assembly and Act 143-funded program providers):
provides a statistical and descriptive profile of enrollment and
student progress in state-funded adult literacy pro jrams. Infor-
mation on tutor training programs, sclected facts on service
delivery populations, and inforration on funded adjunct ser-
vices is presented.

M Adult Basic and Literac » Education Programs Evaluation
Report (issued in March/April time frame to members of the
Genceral Assembly and all funded program providers): an um-
brella report covering all funded programs during the previous
fiscal year. Provides a complete statistical and descriptive profile
of student enrollment and progress, demographic characteris-
tics, reasons for participation, and program impacts. Provides

% Be flexible, prompt with paperwork, '
and smile.”
—Mary Kay Peterson
Director of Adult Education
Elwyn Adult Education Department, Elwyn

complete descriptive profile of staff, including demographic
breakdown, distribution by level of instruction, position, and
pay status. Descriptive data on support services, testing and
assessment, materials, and curricula are also presented. Three-
year data histories are included for most student and staff
information, and a breakdown by county of service delivery to
the population in need is included. Anecdotal information on
program innovations, highlights, and successful methods is also
presented. e

—Raohert Staver

indicators of program
quality

ndicators of program quality are definable characteris-
tics of programs by which performance is measured.
Theyare used todetermine the structure and processes
of programs and as a gauge to measure whether pro-
grams are successfully recruiting, retaining, and im-
proving the literacy skills of the individuals they serve.

Indicators focus on the broad categories of which programs
are composed. Measures are the objectives and plan of action
developed by programs. The standards account for the actual
performance of the plan of action.

The indicators of program quality represent the common
clements, factors, components, activities, and measures that the
Pennsylvania Department of Education, based on consultation
with the field, views as essentinl to ensure high-guality services
in adult hasic and lireracy education programs. The indicators’
primary purpose s toprovide a comprehensive modelforjudging
the success of programs. Tlie framework recognizes that pro-
grams can improve the likelihood of learner achievement by
paying careful attention to the structures and processes in place
within organizations, and by analyzing cach process and struc-
ture according to the following:

% How the program takes into account the characteristics,
needs, and interests of adults it is intended to serve.

» Whether it facilitates or impedes recruitment.

o Whether it contributes to or impedes the leaming process.
o Whether it helps overcome or ereets barriers to progress.

The indicators

The “quality indicators™ operate from three it portant as-
sumptions, that programs ought to be:

1. Diagnostic, allowing program staff to take a “snapshot” of
their program at one point in time, evaluate the effectiveness of
their work in that snapshot, and plan for program improvement
as a result of their evaluation,

2. Non-prescriptive, focusing on the processes and strue-
tures that the agency has in place, or can put into place, so that
it has a way to address issucs and document those processes and
structures for future usc..

3. Systematic, illuminating the relationship between what
we do and the results we get, as well as the ways that all parts of
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the system wark together to produce quality outcames.

Measurement

Measurement tocuses on these detined processes and struc-
tures aswell as on outcomes, describing the program'soljectives
and plan of action. The measures listed under each ndicatorare
used to develop the process for program evaluationand account-
abiliry. They include the activities to be engaged m and the
description of instruments to be used o perform the activites
(¢.g., standardized and alternative tesung, ndividuahized educa-
tion plans, recruitment plan). The process of evaluation and
accountability 1) derermines and measures pragram outputs, 2)
assesses pragram inputs, and 3) uses evahiation findings and
feedback tor program evaluaton andaccounting to the learners
and therr leaders, the adult educanon organizauon, and the
tundimg sources.

Accountability is the responsibility to account for the com-
mitment of resources in terms of program results or outcomes.
This mvolves both the stewardship of resources and the evalu-
ation of achievement in relation ro specified objectives (Boene,

1957). According to Pugsley (1989) ar the LLS. Department of

Education, accountability may be assessed from a number of
perspectives. One v adnnmnistrative accountabihty, which to-
anes on compliance with laws, regulations, and other opera-
tional requirements. Another s fiscal accountability, which
considers whether programs are fulfitf:ng monetary obligations
and using avalable funds in the most beneticial way. A third
perspective is performance acconntability, which considers the
services, benefits, and outcomes derived by chients, PDE s
considering all perspectives when evaluating programs.

Implementation of the indicators will take place through
four ways:

1. Examination of required reports on file with PDE (c.u.,
studentdataintake forms, teacher data forms, atrendance forms,
end-ot-vear close-out forms).

2. Onesite examination of local programs (c.g.. a reqional
adviser’s evaluation report).

3. Statewide research or samphing (e.g. follow-up data on
studer.s entering other educational p.ograms, finding employ-
ment, or getting promotions).

4. Budgetand narrative mapphcation proposal. (The narra-
tive should retlect the appropriate measuresunder the indicators
tor the individual programs, and the budget should be the fiscal
gange for the number of students whose needs are to be met.)

The mdicators will serve as the evaluation of each program’s
performance. This “report card™ will be hased on the specitic
measures written in the proposal narrative. This document
suggests several basic principles that sho Id he found in cach
educational program, regardless of the population served:

1. Basic skitls should be mastered by all students and placed
within the appropriate context for functional usage.

2. Course content should be directly related to the leamer,
Libor market, and community needs.

3. Partnership etforts should be expanded and strengthened.

4. Programs must have asystem that ensures accountability.

Spectfic indicators focus on student educanional gaing, pro-

Pennsylvani ABLE Handbook tor Program Admimnistrators

eram planning, nstructional and curriculum materials, suppor
services, student recruitment, student retention, staff develop-
ment, volunteerism, and sensitivity and mutuculturalism. The
measures described under each indic: o will be used as a2 grnde
towrite the praposal narrative, For example, the measures listed
under Indicator 3 will guide the writing of the sections dealing
with the Agency’s Descripuion and Prior Performance and
Analysis of Needs, The measures under Indicators 3, 6, and 7
will guide the writing of the Design and Plan of Action.
Measures should address only the particular arcas of concem for
cach program. For example, measures desenbing activuies for
ABE are not applicable for programs that serve only GED
students, and vice versa. Programs that do not use volunteers in
therr programs will not vse Indicator 9, which deseribes activi-
ties assoctated with volunteers.

Implementation of the mdicators of program quality begins July
1993 However, during the 1993-94 fiscal year, PDE will provide
the mandated training and ongoing technical assistance for
administrators and others mvolved in the mplementation
process. During tiscal year 1994-95, the indicators of program
quatity will have an impact on tunding.

For more information call Dr. Margaret Shaw at the Bureau
of Adult Basic and Literacy Educanion or AdvancE.

Indicators, measures, and standards

Indicator I: Leamersdemonstrate progresstoward attamment
of basic skdls and competencies that support their educa-
tional goals.

Indicator 2: Leamers advance inthe instructional program or
complete program educational requirements thatallow them
to continue therr education or training.

Indicator 3: The program hasa planning process that s ango-
ing and participatory, guided by evaluation and hased ona
written plan that considerscommunity demographics, needs,
resources, and economic and technological trends, and is
implemented o its fullest extent.

Indicator 3a: Annual and fiscal reports are submitted on time
and reflect progress.

Indicator 4: Programs have curriculum and instruction geared
tostudent learnig styles, to the levels of student needs, and
to student goals.

Indicator 5: Programs provide coordinated support services to
students.

Indicator 6: DPrograms successtully recruit the populations in
the community.

Indicator 7: Students remain in the program long enough to
meet educationat goals.

Indicator 8: Staft development componentis operational and
ongoing.

Indicator 9: Administrators closely monitor the activities of
volunteers whe work in their programs, .

Indicator 10: Adult educators have the ability w relate to
cducationally disadvantaged fearmers as co-leamners or part-
ners in learming e

—Margaret Shaw
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Using the computer to ease
administrative functions

ne thing that both small and larger adult educa-
tion programs have in common is the limited
number of dollars available for administrative
costs. [t never seems to be enough. Recordkeep-

ing, data reporting, hookkeeping, nanaging pay-
roll and trime records, and other hasic managing tasks that need
to be donc are time-consuming, and often painstakingly done by
hand. These are the very kinds of tasks that lend themselves
casily to computerization.

Program admmistrators who have already learned how to
m nage their limited administrative time more efficiently by
automating certain tasks will tell you they don’t know how they
ever got by without a computer. Program administrators who
have yet to be convineed that it s indeed possible to gain any
benefits from computerization, please read on. I too was once a
nonbeliever.

In talking with administrators who don't use computers, 1
have found that there are a few common misconceptions about
the technology: what it costs, how ditticult it is to learn how to
use 1t, and what it can Jo tor an organization.

M Myth 1: “Buying a computer costs too much money. We
can barely afford to buy necessities such as textbooks and
supplies, let alonc a luxury itern such as a computer.” Reality:
Computers are relatively inexpensive. To dosuch basic admin-
istrative tasks as maintaining atendance records, typing/word
processing, managmg student intake and testing information,
bookkeeping/budget management, and completing PDE report-
ing requirements, a low memory, mimimum hard-disk storage
computer unit will do. Nothing fancy. The price: $800-$1,000.

Programs that cannot afford the nitial cost of a computer
should talk to their program advisor and find ont how computers
can be leased with PDE program funds. Leasing over a period of
time 15 an inexpenstve way to have immediate use of a computer
while spreading the cost overaperiod of time. Most lease/rental
agreements can be desigaed in such a way 1hat allows the
organization to buy the computer for a nonunal amount at the
end of the lease term. While 'DE program funds can be used to
lease the equipment, program operators will have ro provide
thetr own funds for any buy-out options they have arranged.
B Myth 2: “Even if | had a computer, I don’t have the time
to learn or anyone to teach me.” Reality: Most computer
programs today contan so much self-help information and
muni-tutorialsandareso “user friendly" that evenanovice would
have a hard time not learning. What begmners need to keep n
mind is that you are not irying to learn about how the computer
works, yousimply want to learn how to use the computer as atool
for helping you do some of the tasks that lend themselves easily
to computerization. Each Regonal Staff Development Center
in Pennsylvania provides specific trammgtohelpyoufeelatcase
around a computer. The time it takes tofillout your PDE closing
forms or monthly attendance reports is abour the same tune 1t
would take you to learn your way around a computer.

It does require alittle time and effort to leam how having a
computer can help you better manage your time, but it will be
time and cffort well spent. Speaking from a program
administrator's viewpoint, the following list is representative of
the kinds of tasks that I have been able to do more quickly and
efficiently by computer.

M Student attendance reports. Keeping track of students’
attendance hours and maintaining a student roster is made casy
with a database management program. A good database man-
agement program will keep track of your attendance as wellasa
mailing list, inventory items, and quarterly and yearly payroll
records. '

W Word processing. Sending follow-up letters to students,
producing daily correspondence, and maintaining form letters
all can be maude casier with a simple word-processing program.

This does not need to be expensive, it only has to do what you
want it to do.

M Bookkeeping and budgeting. Keeping individual sets of
program books is effortless with a basic bookkeeping program.
Bookkeepers:like the case of data entry and reporting, while
auditors like the clear trail that clectronic bookkeeping pro-
vides. A spreadsheet program can help you develop and monitor
your program budget. Doing badget revisions or amendments
takes no time at all.

B Desktop publishing. DTD is not a necessity, but once you
[eam 1t you can produce your own brochures, intake applica-
tions, newsletters, invitations, diplomas, certficates of achieve-
ment, and many other documents you would normally send out
to have done.

B PDE quarterly and closing reports. Imagine not having to
sitata typewriter to fillout the PDE forms. Notonly witl yousave

. time, but you will have ready access to your information and an

casy method for correcting errors. A form-filler program cannot
only fill in the information but print the form as well. The
Comptroller's Office does accept computerized versions of the
closing forms and will send yourepresentative samples of aceept-
able computerized formats on reguiest.
If you're worried about the price of these programs, just
remember that when purchased
new, computer manufacturers
witloften include with thecom-
puter a comprehensive soft-

ware package like PES: Wi-
ndow Works. Often the
packageof programs in-
cludes word process-
% ing, spreadsheet,
database, graphics,
and label-making soft-
ware. The programs are well documented with tutorials and
online help.

There are many more uses that you will find for a computer
to help you ease your administrative burdens. Once you get
started using the computer, youtoo will wonder howyouever did
without onc.e

vy Woodyard
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How adult education
services are delivered in
Pennsylvania

elivery system isan ambiguons term, often used by
educators to deseribe many ditferent facets of an
educational process. It s an all-purpose word
encompassing many conceptsand ideas, Webster's
Ninth New Collegiate ictionary lists several

definitions of the verb deliver that are relevant to a discussion of
adult literacy: “to set frees to take and hand over or leave for
another; to assist in giving birth; tosend toan ntended target or
destination; and to brmg to the support of a cause.” Although
delver i this instance means “to convey,” each of these defini-
tions pertams to hiteracy education: learning new skills sets
learners free; as adults leamn, they in turn hand over these skills
to the next generation; newly acquired skills and knowledge
bring new job opportunities and help leamers reach individaal
goalsfor hetter futures; and cach leamer reaching a goal contrib-
utes to a more hiterate soctety.

Webster’s defimes system as “an interdependent group of
items forming a unified whole.” In adult literacy, the whole is the
act of providing literacy instruction. In this case, the meerdepen-
dent group of items includes: provider agency tvpe, educational
setting, and instructional methods and technigues. Henee, the
debivery system can be a literacy council providing GED class-
room instruction with tutor support in four satellite sites, three
evenings i week. In additon to Literacy councils, agency types
include commumity- and institution-hased orgimizations, school
districts and intermedrate units, cammunity colleges, Hibrarics,
and vocational-technical schools, to name only a few. The
settings for instruction vary as well, from private homes and
husinesses to state hospitals and county prisons. The tformat of
literacy instruction meludes the use of nontraditional educa-
tional delivery methods, for example distance education, aswell
as traditional classroom and tutoring techniques.

The opumal adult literacy delivery system is learner-cen-
tered. Adults learn maore casily and quickly when instruction 1
relevant and meanmgtul, and when new skiils and knowledge
can be applied minediately to reach indiwidual goals, Adults are
A heterogencous group of learners: each has a different educa-

tional and experiential background; each has an individual

leamingstyle; and cach hasspecific educational needs and goals.
Learner-centered delivery systems must be designed to accom-
modate learners’ needs and goals while providing appropriate
literacy instruction.

Delivery systems do not operate within a vacuum. External
conditions are often factors, some fimes barriers, in the delivery
of services. For example, Pennsylvania has a farge rural popula-
tion thatisnot casily reached by traditional educational delivery
methods. Rural literacy providers must serve large geographic
regions, relying heavily on satellite sites and volunteer tutors.
Urban providers, on the other hand, often serve multicultural
literacy needs requiring specialized mstruction.

Speciahized literacy services require flexible delivery systems,
capable of serving the needs of learners within ditferent learming
environments. In recent years, a variety of workplace literacy
programs and family literacy programs have emerged. Work-
place literacy programsare often job-specific and conducted on-
site, presenting literacy providers with new instructional chal-
lenges that affect the delivery of services, Family literacy pro-
grams are sometimes home-based, again requiring flexibility in
the delivery of literacy instruction. In other cases, center-based
family literacy programs coordimate adult literacy instruction
with child care and preschool services.

The number of paid, full-time staff available to coordinate
and provide instruction, often limited by funding, is also a factor
in the design of delivery systems. In addition, funding con-
stramts often restrict the purchase of computers or equipment
needed to serve fearners’ educational needs. Given the diversity
of factors contributing to the delivery of fearner-centered in-
struction, cach adult literacy delivery system maximizes the use
of local resources to best serve community literacy needs.te

—Sheila M. Sherow

% The quality delivery of program services
should reach as many students as possible. This
means making sure funds for staff and su;)’plies,

with all responsibilities, are in place.
—Mary Kay Peterson
~ Director of Adult Education
Elwyn Adult Education Department, Elwyn
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Managing a muitiple-site
program

any adult education programs operate at sev-
eral satellite sites under one admumnistrative

tiple-site program must be a logistics tactician,

demographic expert, negotintor, personnel
manager, building inspector, utilitiesevaluator, salesperson, and
lease writer. Innovation, flexibility, and attention to detail are
essential if one is to be effective in creating and supenvising adult
education classes at several locations within a defined arca.

A large, concentrated population may warrant having a
center which would offer ABE, GED, ESL, counseling, and
otherservices in asingle location. More rural areas will probably
he better served by offeringsingle classes at a variety of locations.
Creating a center with satellite classes has, for many programs,

proven to be a successful combination. Further, the advent of

workplace literacy has introduced yet another variable into the
planning of adult education administrators.

Funding limitations necessitate carceful targeting of popula-
tions to be served. Inother words, the administrator must always
find ways to serve the mast people at the least cost. Toaccom-
plish this goal in amultiple-site program, the following planning
checklist may be helptul:

v Determine the size of the target population, Will there be
enough interested people to start and maintaimn a class, several
classes, or perhaps a center!?

v Exanunc the distance between class locations. Does the
geographic spacing make sense?

v Determme whether the tarpet population s willing and/for
ahle toattend class atany particular site. Is public transportation
available? Is the arca safe! Is the building accessible to the
handicapped? Should day andfor evening classes be oftered?
v Evaluate physical characteristics of the building. Are rest
rooms adequate? Is interior and exterior lighting acceptable?
Can students park reasonably close to the site? Are classrooms
the proper size? Are they well-lit and conducive to study? Can
student traffic flow be predicted and controlled within the
huilding?

v Attend tootherdetails, Will you have access to tables, charrs,
chalkboards, storage space? Will you need a telephone? Are
there any zoning problems? Is air conditioning possible? Is space
available on the first floor?

Not every site is wdeal, but every effort should be made to
provide students with optimum conditions for study. Many
programs have had success in using churches and community
centers for day and evening classes. Public schools are often
willing to provide space for evenimg classes. Reasons tor explor-
ing such relatively well-known sites inctude:

W high visibility.

B familiar locations,

B appropriate room and hall Layout (espectally schoals).
B willingness to provide space.

M source of focal “in-kind” contribution,

umbrella. The successful manager of a mul-.

W often rent/utility-free.

The most from a lease
A major factor in obtaining space may be the negotiation of
a lease agreement, [f so, consider these pomts:

MW Work at developing a rapport with the landlord.

B Appealto the landlord's civie spirit.

M Explain adult education funding limitations.

B Mention that your program’s publicity will enhance the good
will and cooperation of the landlord.

MW Note the possibility of tax incentives.

M Include an escape clause, since funding is not guaranteed.
M Lease for one year with a renewal option. Perhaps the need
for classes at that site will diminish, or you may find a better site
in the meantime.

B Determine who will pay for utilities, snow removal, mairte-
nance, maintenance supplics, repairs, and janitorial service.
W ook into liability and other insurance matters.

B Discuss subletting and joint-leasing if appropriate.

A few other matters

There are other constlerations m managing multiple sies:
teacher travel distance, matching of teachers who possess spe-
cific skills to appropriate classes, providing adequate and appro-
priate texts and supplies 1o cach site, using one teacher in
multiple sites and the associated coordination and tmmg in-
volved in that process. At times, especially in a workplace
hteracy program, a teacher will be needed on short notice. This
and other difficultics can be minimized by maintaining a staff of
mstructors with flexible work hours who can he called upon to
aceept the challenges of varying class sites and times.

Finally, it is important to remember that change is inberent
in adult cducation programs. One must constantly evaluate all
aspects of a program and make adjustments as needed. Target
population changes, fluctuations in funding, alternate class-
room site availability, and other factors will have direct impact
on the viability of any particular adult education program.is

—John M. Corse, Jr.

Managing a community-
based literacy agency

anaginga community-hased literacy agencev is
a challenging job which reguires expertise in
two primary arcas: adult education and non-
protit management. Since there isnospeaified
course of training for literacy administrators,
cach one of us must be aware of gaps in our knowledge and find
ways to acquire new skills. Simply put, managers must be adult
leamners too.
The adult education aspect of the job includes the following
skill arcas:
B puiblic relations and recruttment
B testing and assessment
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B’ tcacher and turor training

B counseling and motvation of students

W approaches to adule literacy trainmg, e, teacher-centered.
student-centered. hook-centered, one-to-one, oroup mstnie-
tion, and computer-asisted instruction

B <udent support services, re. what anarllary services are
needed to keep students commg to class

B <pecul ourreach projects, such as workplace literacy, fanuly
literacy, and prison programs.

The skills of ronprofit management, which T helieve are too
litle apprecrated i the fiekd of adult hteracy, are crucial to the
success of a community-hased Tieeraey ageney. These skalls
include:

B board development and board-statt communicate n

B budeeting and tfinancal management

B long-range planning and strategic plinming

B personnel management, now known s human resources
development

B tund-raising and proposal writing

B knowmg the legal aspects of a nonprotit orcanizanon

B vworkime with volunteers.

Where can hiteracy program managers learn these skalls?
Same of these skalls are taught in graduae schools of pubthic
admunstration; others are presented e senunars offered by
technical-assistance groups. For example, iy the Prsbureh area

the Community College of Allegheny County ofters . series of

short courses entitled Building Better Boards. These courses,
which are mtended for board members and administrators of
nonprotit groups, cover the entire range of nonprofit manage-
ment.

An entire andbook could be written on cach of the topics
listedabove. However, thisarticle will focus on two topres: bong-
range planning and board development.

Long-range planning

Did you know that many foundations will make grants only
to organizations which have completed a long-range plan? The
written plan assures the toundation officials that your organiza-
ton s here tostavand thae youhaveaclear direction for the next
three to five years.

Few hteracy agencies have made plannimg a prioniiy, We are
so focused on the dav-to-day operation of our programs.md the
rapid chunge goingon inour field that we have nor looked very
tar ahead. This type of thinking ~ dangerous my the nonprofit

sector justas it woutld be m wisiness and industrv. ffwe nvmce

the local community that our programs have a clear vision of

where weare headed, then it will be much easier to draw support
and volunteers to the programs.

A nonprofit manager who is trymg to learn about long-range
planning has many resources to consult. One goad resource is
the Serategie Planmung \Workbook for Nonprofit Organizations, ($25
+ S shippmg, Management Support Services, Amherst H.
Wilder Foundaton, 919 Lafond Avenue, St Paul, MN 35104).

Board development
Board development and board staft communication must he

Pennsylvania ABLE Handbook tor Propram Adminastrators

1 leading concem of hiteracy managers. This isa difficult fact for
many of us to accept. Since most managers are former teachers,
we would rather spend our time on the teaching or program-
muatie aspects of hreracy. However, anvone who s the chief
exeeutive of a literacy program serves as the staft 1o a board of
directorsor advisoryboard. The nnportance of this management
tunction cannot be overemphuasized.

In a large nember of literaey agencies the director spends a
sgniticant portion of his or her time statting the varous hoard
committees and keepang board members informed enough o
make sound policy decisions, This v exactly as 1t should be.
Managers who are not prepared for thisaspect of the job orwhao
find it unrewarding will not have as much success as athers who
enjoy the board-staff mteraction.

Literacy managers who wish 1o learn more about board
Jdevelopment also have many resources avalable o them, One
good resource s The Board Member's Book: Making a ifference
m Voluntars Orvganezations by Rrian O'Connell (816,95, The
Foundation Center, 79 Eifth Avenue, New York, NY 10003).

The main point is that lieracy program managers have to
Balance tworoles that they plv. Ontheone hand, they are adult
cducators, with alttheauthonty over teaching and learnimg. On
the other hand, thev are administrators of nonprofic organiza-
tions, with all the manageriat funcuons that that mplies. Qur
challenge is to become true professionals in hoth of these arcas.
To do ~o, we must practice what we preach—that 1, adult
learming.e

—Donald G, Block

Distance education: new
options for literacy instruc-
tion and staff development

istance education s the delivery of instruction or
cducational information through some form of
media. lts purposcis tocircumvent the separation
of teacher and learner by distance and, often,
time. Distance education delivers educational
opportunitics to those who cannot participate in programs
scheduled at designated umes and locations, reaches leamers
widely dispersed over Large geoeraphic regions, and disseminates
cducational informations to one or more audiences atadistance.
Distance education includes the delivery of a wide range of
educational experiences designed toserve an equally wide range
of purposes, from informational videos to televised courses.
Leamners and mstructors vary m- distance education. For
example, learnerscan be ABE, GED, or ESL teachers taking part
in staff development senunars, as well as ARE, GED, and ESL
learmers. Leamers can also e program administrators receiving
information pertaning to state educational policy and funding
msstes. Instructors, therefore, include teachers of adult literacy,
program administrators, and policy makers. In some cases the
rales of learners and mstructors may not be clearly defined;

Q
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¢ A diverse array of publicly and privately
funded organizations provide adult literacy
education. Although such diversity provides
adults needing literacy training with a wide
range of available services, it also makes it
difficult to describe the system of adult hteracy
" education in a coherent fashion.”®
—Susan Imel, in Trends and Issues Alert on Adult
Literacy, ERIC Clearinghouse, 1991

distance educanon often facilitates discussion, problemi-solving, and
brainstorming among groups located at a distance from each other.

- To deliver instruction, the degree of interaction required to
successfully convey content material is important in the choice
of media; leamning styles and needs, as wellas content, become
key considerations. If learners are self-directed and highly moti-
vated, less learner-instructor in' saction s required than in
situations where leamers lack the skills necessary to work
autonomously. Similarly, if the instruction to be delivered
requires continuous feedback, effective delivery depends upon
immediate leamer-instructor interaction.

When delivering instruction, it is important to choose the
best medium, Communication can oceur through print, iudio,
video, computer, or a combination of medi the interactive
capabilitics of media vary. Print materials, most oftencorrespon-
dence study, allow learner and instructor to communicate
through mail. The obviousdisadvantage s the lack of immediate
feedback. Video- and audiocassette tape: can supplement print
materials and enhance instruction but lack the mnteractive
capahilities to facilitate communication between learner and
instructor. Televised delivery can reach large audiences with a
standardized curriculum but, when used as the sole means of
instruction, is limited to one-way communication. However,
when televised courses are supported locally with tutors, for
example, the learning potential is maximized.

Teleconferencing and interactive video are the newest me-
dia currently used in distance education. Teleconterencing
allowsindividuals to communicate m avariety of ways: live, two-
way video and audio; live, one-way video and two-way audio;
live, two-way audio; and delayed computer networking. Each
form of teleconferencing varies in terms of expense and feasibil-
ity. Audiographics can enhance the educational capabilities of
teleconferencing with telewriting, slow-scan (freeze-frame) tele-
vision, and facsimile. Interactive video or teleteaching often
includes live and taped video lessons. Live video lessons provide
leamners with the opportunity for immediate feedback through
interaction with the instructor and peers at a distance. Video-
taped lessons, on the other hand, permit learners to view and
replay lessons at their convenience.

While in the past video laser dises were too expensive for
most literacy providers to consider as an educational tool, the
costs of producing laser dises have decreased and they are now
emerging as an exciting opportunity to offer simulated leaming
experiences. Laser dises have video and audio capabilities with
computer control. Each dise has 44,000 frames or visuals that

can be accessed randomly, almost immediately, or viewed as a
30-tnimute sequence.

Realizing the potentialand limitations of cach form of media,
distance education technology can be used effectively to serve
many cducational needs. Qutreach to remote adult literacy
learners can he expanded and instructional opportunities in-
creased and improved; staff development opportunities can he
offered more frequently and networking among programs in-
an be
disseminated more quickly with opportunitics for discussion.

Literacy providers can take advantage of the benefits of

creased; and regional, state, and national information ¢

distance education as developers of their own programs or as
participants of commercial or public programs. Many print,
audio, and video educational courses or programs are available
to purchase, rent, or borrow. Likewise, an increasing number of
teleconferences are available for the purpose of dissemimating
information to all interested audienges. The challenge for
literacy providers is to learn what is available and how to access
the educational opportunities made possible through distance
cducation s

—Sheila M. Sherow

Setting up an education
program in a homeless
shelter

lanning and supervising an education class in a
homeless shelrer can be an administrative chal-
lenge because it differs from other types of classes.
Although educational programs are generally de-
sired in the shelter, they may seem a luxury to an
overworked staff handling many daily crises. Be considerate of
the demands a class makes on staff time and shelter space.

B To begin the planning process, arrange to visit a homeless
shelter and meet with the staff and administrators. Developing
a good working relationship with shelter staff is crucial, for they
refer students to classand provide the support necessary for them
tocontinue. Includeshelter staff in planning the days, times, and
location of the class to ensure accessibility to the greatest
number of students.

B [n these initial meetings with shelter staff, ask questions to
determine whether the shelter is appropriate £ an educational
program. Inquire about the length of stay in the shelter. The
stability of at least asix-month stay allows students enough time
to see progress in their work.

8 Tour the shelter with the staff and locate a quiet, private
space with a chalkboard or flipchart. This can be a challenge in
a busy, crowded shelter where living space, no less educaticnal
space, is at a premium. Cooperate with shelter staff to find an
appropriate space—a dining room, rec room, unused office, or
nearby church or school.

B Ask staff members about rules and regulitions in the shelter
and communicate these to your teacher. For instance, some
shelters do not allow residents to cat, drink, or smoke m

O
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workshops. Ensure that the goals and rules of the shelter are
compatible with those of your program, Itishelpful to clarify the
separation hetween the administration of the class and shelter
administration and make it clear that shelter statt will not he
responsible for supervision of the class. Also, identify one
contact personamong the shelter statf who retersstudents to the
class and is available in the event of difficulties.,

8 Child care is crucial to the suceess of a class with women
residents. If shelter residents have children and the shelter does
nat provide child care, provide 1t for class participants.

Buijlding the program

Shelter classes tend to build slowly as resklents and their
caseworkers learn of und begm to trust the class, Because of the
transitional nature of homelessness, shelter classes have agreater
turmover than traditionat adult education classes. Although
students are committed to developing their educational skills,
their hves are in erisis. It s often ditficult for them to maintun
the motivation and consistency necessary to succeed m an
educational program. One way to compensate is to encourage
students to remain in the class once they have found permanent
housing. Or, encourage students to continue at another site.

If possible, provide materials which students can keep, be-
cuse shelter residents have very tew helongings witly them and
often lack the funds to purchase notebooks, books, pencils, and
paper. Keeping their materials allows students to become inde-
pendent learners and 1o work at their own pace.

Self-contained lessons—thaose which don't depend on leam-
mg from the previous lesson—allow new or retuming students
to follow and participate. Use readimgs and activities which can
he completed in one ¢lass sesston.

Some subjects, like math, depend on previous learmmg andd
cannat be self-contamed. For these subjects, students should
work in groups according toability. Groups establish continuity
hecause students of radically different skill levels can work at
their own pace and receive help and updates from their peers.

Since shelter residents often have difficulty concentrating,
utilize vxercises which require active participation. Lecturing or
having students work individually makes it casy for those who
are tired or emotionally upset todrift off. Exercises whiclhrequire
student participation include discussion, plays, brainstorming,
and small-group activities. Don’t spend more than an hour on
onesubject, and balance group, individual, and teacher-directed
activities to maintain students’ attention level.

To foster a support ambiance, develep a core group of
students who help to organize, support, and recruit other stu-
dents. In addition, encourage students to create an informal
study group. Working together outside of ¢class helps to ereate
cohesion and a peer-suppaort system and encourages students to
take a more active role in their own education.

Asupportive teacheriscrucial,but be clear thatalthough you
carcabout students’ well i youcannot be theironly support
person. Providing suitab - referrals to social-service agencies
and counselorsis often the most responsible thing you can do for
your student and for yoursclf e

- —Carol Goertzel and Daryl Gordon
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Public libraries as adult
education providers

istorically, pubhc hbraries have demonstrated 2
long-standing commitment 1o the concept of
lifelong learmmg, Here in Pennsylvania, Ben-
jamsin Frankhn established the nation’s firse pub-
lic hibrary to encourage continued leamning, An
educational objective of the public library in the 1800s was “to
provide adules, in particular those who had received a common
elementary school education at public expense, with the means
to continue their education through reading in private study.”
More recently, the American Library Assaciation provided
leadership for the founding of the Coalition for Literacy.

Today, Pennsylvania’s public libraries have undertaken a
variety of literacy activities. Libraries have defined the type and
level of their involvement by the needs and resources of their
individual communities:

The Chester County Library and the Crawford County
Library system are examples of strong library-based literacy
councils.

M In Potesville, the hbrary direcror was a founding member of
the local community-based literacy council. She sought out
federal Library Services and Construction Act Title VI iteracy
funds to sustain the fledging council until it could establish a
sound administrative and financial base and has since purchased
Ihasic collections of new materials for libraries in the county.
M The Free Library of Philadelphia has identified a unique role
forits Reader Development Program. Rather than duplicate the
efforts of the many other providers in the city, the Free Library
instead locates, evaluates, and provides consunable instruc-
tional materials in quantity to anyone teaching literacy skills to
adults in the city. Over the years the program has become
nationally known for its outstanding service.

In conmnunities with established ABE/GED/ESL/Litcracy
programs, library involvement comes in many forms. These
include providing an information and recruitment function for
local programs, acquiring appropriate instructional support
materials and introducing these materials to students, offering
access to computers, serving on boards and coalitions, secking
out funding such as federal library literacy grants to support local
activities, working with providers to cooperatively offer family
literacy programs, and making library facilities available for
instructional purposes. This support stems from a commitment
to lifelong learning that spans several centuries. For today's
ABE/GEDJESL [Literacy programs and public libraries, the first
step is to communicate the mutual desire to work together.s-

—Annette M. McAlister

1 ocal programs (public and private funded)
should coordinate efforts.*®

—Dr. Emma Lucas

Interim Program Director, Adult Literacy Program

Chatham College, Pittsburgh
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Setting up a workpiace
education program

y approaching workplace education programs as
“the meeting of two cultures”™ (Workplace Ediwa-

Education, November 1992}, adult educatorscan

initiate an effective alliance hetween local busi-
nessand education. The concept of organizational calture s not
new; however, the application of that concept to workplace
education is relatively recent. Developmg a successful parmer-
ship is essential for program effectiveness. The extent to which
cducation can function within the structure provided by busi-
ness, the host culture, often determines the vutcome of a
workplace education program. With this in mind, adult educa-
tors may want to employ the following strategies in developing
functional partnerships with husiness:

B/ As the visiting culture, it 1s important for cducators to adapt
to the semantics and behavior patterns of the business world.

Whereas educators may recomize the intrinsic henefits of

workplace education, business needs 10 be able to talk about

those henefits i terms of increased worker productivity. It

business wants to schedule a recrunment meetingat 11:20 pan,
educators must be willing to attend. Flexilility and adaptation
are essential mgredients in the development of workplace
education classes.
M Adult educators should market hiteracy programs m the same
way business would market a product line. Professional-guality
handouts or videos providing mformation about the agency and
its educational offerings go o long way toward “selling” hiteracy
in the workplace. Testimonials from other businesses or ex-
amples of a particularly effective job-specttic curriculum help
adult cducators establish credibility within the business culture.
Human-resource personned, managers, labor representatives,
and employees all benefit from written information whicl they
can review at therr leisure and even use as ammunition when
attempting to “sell” literacy projects to upper management.
W Always invite all involved parties to mecetings concerning
the project. An cffective partnership hetween business and
education must include human-resource management, labor,
front-line supenvisors, and educators. Whenever possible, try to
ensure that labor and management enter into meetings on equal
footing. As part of the planning process, list all of the partners
expectations and then negotiate a single list of expectations
upon which all partners can agree. 1t is essential thatall of the
partners reach consensus with regard to project expectations.
Documenting the expectations of the partners isthe firststep
in preparing a business-specific needsanalysis. A full-scale needs
analysis might also include ajob-task analysis fora cross-section
ofjobs, job-related assessments, a review of employee productiv-
ity ratings, interviews with supervisors, and learner goal survevs.
When designing i job-task analysisand job-related assessments,
particular attention should be given not only to those skills
workers need to perform therr job adequately in the present, but
also those skills workers will need in the future. If educationis to

tion: Voices From the Field, V.S, Department of

meet the needs of business, educational skills must be mransfer-
able to the worksite; however, these goals should not be so
narrowly defined as to become obsolete with cach minor change
in a worker's job descriprion.

The overall scope of the project must be negotiated among
the partners and should he consistent with the agreed-upon list
of expectations. Adult educators must educate business with
regard to realistic timelmes for adult leamers. Ttisnot reasonable
for business to expect adult educators to teach workers toread or
wpeak English in 90 days. Conversely, it s not reasonable for
adult educators to expect business to commit to an educational
process that appears 1o have no definite begmning, middle, or
end. The framework of the project must be chiseled out piece by
prece with cach of the partners contributing his/her ideas and
expertise.

Setting up a workplace education class is hord work for
everyone involved. Business, labor,and education oftenoperate
from different assumptions and timelines. Thekey toasuccesstul
workplace education prograniisin bridging the calaral gapthat
exists between busiriess and education to create a new culture
capable of ushering fully literate workersintothe 2 Istcentury i@

—Sandra ], Strunk

ABE/GED/Literacy in
patient-education settings

atient education programs currently are being
offered in Fairview, Clarks Summit, Allentown,
Wermersvitle, Mayview, Danville, and Harris-
burg State Hospitals.

The primary objective of the programs i
these settings 1s to upgrade the basic academic skills of the
patients so they will function more suitably in the hospital and
will be able to integrate more successfully into the community
upon discharge.

The hospitals set up classes based on refersals from the
treatment teams made up of psychiatrists, psychologists. social
workers, nurses, and rehabilitation counselors. The patients
attend classes on the wards, in the library, in the sheltered
workshop, and in halfway houses, all in preparation for indepen-
dent living in the community.

Because the education program becomes part of the patient’s
individual treatment plan, attendance is encouraged by ward
staff. Patients sharpen their reading and math skills inclasseson
levels 0-4, 5-8, and 9-12. They also participate in job-secking
Kills classes in order to gain competitive employment upon
discharge. In addition 1o the classroom setting, there 1s aiso
tutoring for patients who need individualized instruction.

Monthly reports are completed showing progress in the
program. At the end of the academic year recognition s given
to those patients who have shown improvement in their hasic
Kills, who have passed their GED, or who have faithfully
attended classes.s

—Joan Y. Leopold
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ABLE in State Correctional
Institutions (SCis)

n 1975, the Pennsvivania Depariment of Education
became responsible for tmancma the education pro-
gramis in the state correctional system. The corree-
tonalsystem has tnipled i size sinee 1975 Acar Apnl

1993, there are 24 state correctional mstitutions on
line with acapacity ot over 3800 miates. The Department of
Education, m cooperanion with the Departinent of Corrections
and the State Civil Service Commission, has over the Lt vear
sponsored job fairs for cach of the new msutntions. Anvone
mterested in teaching moa state correctional msttution should
contact therr focal Crvil Service otfice.

Forthe last two vears the Burcanot Correction Education has
been mvolved moa School Renewal eitort. The Burcau has
Jdeveloped o Misson Statement and Statewade Exn Quiteomes.
To provide edicanondal apportieusies which wdl enabic stdenis o
hecome responsable and pradictine me o diverse soacts. These
include the tollowmg:

B Develop, practice, and applv acadenue <kills m order o
tunction and pertorm at an appropriace levelas g consumer and
cinzen thankime, housng, cediee commercnal skills for une -
tenal hiteracy),

B Demonstrare and apple coplonabiliey Salls and wood work
habis (dependabiliy, conononal control, jobeseckime, carcer
cducann k),

B Develop pertormuance knowledee, vocanenal competence,
and occopational <hills

B Developand demonsirate posinive seli-esteem tselt-contral,
positive seli-talk, self-developiment goals.

B Develop, pracuce, and apply communmication, socral, and
mterpessonad skils (wrinng, speaking, histenme, olerance, re-
\!"u‘(\.

B Acqure and apply criucal dhinkme and hitelong learnine
Jalls (goal setomg, probleny solving, decision nuaking, priori:-
e, cttective use of resourees),

Academic courses are offered i adule base educanion, spe-
cial education, ESL, and GED preparaton. Computerized
carcer education and jols development programs have bheen
developed with assistance trom the State Library sestem, ineor-
poratme the workplace titeracy project.

Skill-orented vocational programmmg s avalable hoth on
Atull-ume and part-time basis. Apprenuceship-level tramme s
aboavalable.

Contracted postsecondary courses taughi by varous colleges
are offered at cach mstitution.

Listed below are the adult msttutions i Pennsvhvania:

Per wylvania ABLE Handbook for Program Administrators

# You can find adult education almost
anywhere you look. Its specific form reflects the
learners’ needs in each different venue.*®

—Tana Reiff

ABLE in county jails

hecountvinlisottenthe isstplace ot incarceration
for a person who hus been arrested oran oftender.
Educationcanofter anew opportunity tor Lope and
change tooccur inan mmate's hite. Toprovaide this
opportuntty, educational resources and program-
mimg must be visible and supported by the prison seaff.

The immate’s needs must be assesed and mer with appropri-
ate materials and methods. Use appropriate adult tests toscarch
tor the restdent’s streneths, The student and the instructor
should be workime partners to determine educational priorities.
Keep records of case histories, test scores, educational program-
ming, and competencies attainged.

Success has a way of breedme more suceess withim the
mstitution. As the prison stit becomes more aware of the pos-
itve implications of the program, bareater sense of pride i the
program willdevelop. Formany, thismav be the firscapportunity
that they have had tor aposttive learning experience.

Ottenthe studenis i county s are persons who have tasled
intradittonalelissroom approaches,and this populanon smuch
more transitory than my the Stare Correctional Tnstitunions,
When deaidmg on the appropriate mode of mstrucuon, it s
essental tochoose methodologies that are student centered and
realistic to obtinable goals. Individualized mstruction s erin-
cal. Ingroupsettngs, lessonsshould begmand end mone session
wheneverpossible, soth sstudentscan complete alearming task
betore leaving the county il Provide wavs to contimue a
learmung path, either ot the next faailuy the student will move
to or i a community-hased education program.

Volunteer wiors are an mitegral part of a student-centered
leaming program. To be eftective, titor traming 1s critical.
Tutors need o beaware of instiruttonal policies and procedures
<achyas secuntv,andd they need to have agood support systen.

One way to Provide 1 sUpport system 1s 1o create @ resouree
roon. Thisroomcan allow hoth small-group and mdinvidualized
mstruction to take place. A dedicated community service orga-
nization may provide resourcessuch asatlases dictionaries, flash
cards, and prcture cards. Ulse the resources of AdvancE tor
testing recommendations, adult literaey program suggestions,
and supplementary materials produced my 333 projects that may
meet your resident popilaton's needs.

Aition Frackulie Pittsburgn Having established a small program, its significantly casier
Cambndge Springs Graterford Quehanna - . .

Camp Hill Greene County Roireat 1oseck funding tor more programstomeet the educational needs
Chester Greensburg Rockview ot the residents. The mvolvement and resources of the commu-
Clearfield Huntingdon Somerset nity, the commutment of the instructor, and the accountability
Coal Township Mahanoy Srmuthfield

Cresson Mercer Wasmart of the program will creare a program that s respected and

5 Y ! . .
Dallas Munty Waynesburg 1 recognized asone that ofters hope for leaming and for change s

~Donald M. Benden . - Manuel A Gongdez and Turla S. Evam
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6 .. And the third little pig built his house

of stone.”®
—from “The Three Little Pigs”

Building your house:
leadership in hiring,
supervising, and rewarding
your instructional team

he quality of staft determines whether our adult
learners learn and progress or leave our programs
prematurely withoutachievimgtherr hoped-torgoals.
Rescarch, oo, consstently tells us that the teacher

is one key tactor in student retention and program

PTOLIess.

As program admmstrator, vour key function must be the
constructton of an Instructional Team that works together
eftectively, buys into learner-centered goals, and has the requi-
site skills to cuarantee student learming. But the reality we face
as admnstrators s ahield which pays it instructors poorly
relative toother tields, otters poor opportuniry for advancement,
consistzof few professionally ramed adult educators and raotten
wsed by teachers as a4 way-station tor full-time careers m the
public schools. Qurs s an uphill challenge.

This challenge of constructing a quality program and its
Instructional Team can be daunting but approachable through
awell-detined series of steps.

B Step 1: Envision your dream house.
As any good architect knows, form {ollows inction, and the
defining of your function must precede the construction of the

Team.

Betore looking at statf needs for the upeomme year, answer

some questions. What s the central mission of your program "

What < that you do best? What tenets of adult educarion do
yout value m this program? Answerig these guestions carly m
the process will help vou define the size and shape of the
Instructional Team, and will drive the sindards vouwall define
for program evaluation.

Many would argue that the key decision for the administrator
and board is to agree on performance standards for members of
the Instructional Team. Developing an image of exemplary
teaching and a standard of exemplary student retention and
achievement providesa benchmark by which the suceessofeach
teacher, and the program as a whole, can be measured and
judeed.

If vour Gamily ikes to cook together and to enrertain mfor-
mally (o function), the torm your house takes shonhdinelude an
extra large kitchen with roomforamulinade of cooks allmakmg
amess at once. And how do you evaluate the performance of
kitchen design Hold a bigspaghett party and see it dinner ever
gets served.

B Step 2: Draw the blueprint.

Quality of leadership depends on your abiliey 1o tike the
program places where it has never heen—a program blueprint.

As vou look at your program’s current and future structure,
vou will recopnize job roles that will go beyond the standard job
deseriptions standard tor literacy programs. For example, you
may need to hirean ABE teacher for Act 143, but youare aware
that your agency or program must also respond to an increasing
number of ESL adults enrolling in all class levels.

Before you hegin any part of the hiring process, write “job
deseription” on ane side ofaprece of paperand “job role™ on the
other. In the job description column, write the strictly defined
responsibilities that this individual will assume: number of hours
perweek, site, level, funding source, ete. On the oppostte side of
the page under job roles, write the role this individual will play
n support of your etitire program, now andin the future. Inother
words, this teacher will have or will develop expertise in ESL
tamily literacy, workforce education, ete.

B Step 3: Hire the contractors.

In hinmng the contractors, L.e. staff members, who willtake the
blueprints and actually erect the walls, most people will ook tor
examples of competence, relmbility, and experience. Yet, recent
studies of businesses and nonprofit organizations have found,
surprismgly, that 1t an employer “likes™ or “bonds” withy an
mterviewee, that candidate is Likely to be hired regardloss ot the
level of skalls the candidate br ngs 1o the mterview.

Ruck the trend and hire simart. Begin the interview process

with a thorough, realistic deseription of the position: number of

o
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hours, mstructional setting, salary and benetits, protessional
developmentopportunities, paperwork/record-keepimg require-
ments, and expectations specific to vour program.

Tao satsty the job deseription, find teachers who are: 1)
flextble v unusual instructional settings; 2 sensitive 1o the
needs, goals, and feelnes of adults; 3) knowledgeable alson
ABE/GED testsand maternily; 4) aware o the leamers commun-
nity and culture; 3) amotivating mtluenceon adult learners; and
6Y experienced m methods used o mstruct adults,

Ienufy candidites wha either have expertise ina job-role
area or who are willing to develop mthat role, Hirme an
Instructional Team member may take a ditterent torm than the
enumeration of qualifications; it st abo include decision-
makmg and commumicaton abthity m preparation for ajob
which s constntly changmg and Jemands flexibihiy, and in
which mstructor independence s the natare of the beast.

One way toaccomphish both guahificanon and Team-based
mterviewiny s through the ™W oa i1.."
Present each candidate wath aseries of typical reud-life stuations

mterview model.

which demand both a knowledee ot the tield and the abihev o
communicate and make decisions. For example. voumight ask
the teacher candidate: What would vou dot the whole elass
torgot ther GED hooks and vou had three evenme hours ot class
dhead otvou ™ A good candidate might ansaver that the svllabae
tor the night would e changed toworkmgon esay writmesinge
this doesn’trequire textbook-based matruction. A weak candi-
Jdate might say that heishe would just shoot the breese for the
three hours, or worse vet, would send the cliss home early,

In addition, sinee the lireracy frield s chanamge rapadly, any
candidate vou hire must ake be withine and able o learmn on the
job. Snoply asking the question, " What learnmg opportunities
have you particrpared an the List ste montha™ will provide a

tauge of mterest in continugig growth and developmient.

W Step 4: Supervise and evaluate the work.

Canvvoun imagine o home buslder handing the plans over o
the contractor and then returmung o the sate aix months Laer!?
Of course not. And netthershould we aperviserevaluate snlvin
Mavwhen the grant vear s complere. Supervision and evalia-
ton s a nultfacered adnunistratve task that should be onee-
mg, hands-on, and from muluple perspectives.

It s essential for lieracy administrators to tormulate twao
typesof supenvsory plans: formanve and summarive. Formauwve
supervision should beamyon the dav ot hurmus 1ok dads and s
purpose s to mprove mstruction at thatmoment aswellasin the
fut-re tishke lookme atthe colorofthe paintready te bespread
onthe wall. i you dontlike it make a chanee now, notafier the
wholehotse isdotsed i the bricht pmk vou thought was apastel
~almon.

Conversely, the tune will come m whiclh we will wand back
trom our house and evalaate the overall executon of the plane,
s our house fultilhing our goals? I the omcome of the process a
comfortable and ettictent fving <pace” This s o scumnuave
cvaluations-which muay also Feused tormanvely the nest nme
we nld,

The facets of supervision should nelnde, bat not e Timued

Pennsylvania ARLE Handbook tor Program Admunistrators

to,assesment of instruc ton, opportuntiesforinstructor growth
ard development of expertise, and holistic evaluation of pro-
gram quality.

Yourare likely to evahite your houses quality based not only
on your own judgments and feclings, But on the judgments of
others around you. Your tinal assessment will also be based on
the market vahie of the house you have ereated—how mach n
would sell forat current prices? Subjecnive juduments, as well as
quantitative measures, are hkely o form vour asessment of
quality.

Muluple perspectivesare essental ina cood assessment plan.
Quality can be based on five primary information sources:
supervisor observation, peer observation, selt-evatuation, stu-
dent evaluation, and achievement of outcomes iy terms of
student learning and retention.
¢ Supervasor observation: There s no sulstitute tor just bheng
there. When observing a member of vour Team watch tor
evidence of planning. effective communicanon, student motr-
vation and participation, academic focus, record-keepmng, elfec-
uve teaching strategies, and the ceneral tenor of the classtoon,
¢ Deerohservation: Research hows that teachers best leam new
Killsand technigques by modeling other teachers, Research also
sieeests that assessment does not need o be tommal o be
eitective. By providing nme, arranging oppotiunities, and pro-
viding compensation for peer visits, improvement will be fos-
tered both in the olwerving teacher and m the teacher under
abservation.

o Sclf-evaluanon: Malcolm Knowles often states that adults
mvest more energy in learning when given the responsibiliey for
therr own improvement. But, often it is not sutficient 1o just ok
AN ISTIUCTOT TO 1mprove ——voul st provide some clear stan-
dards tor all instructors to meet. Resources ke the Insouctine
Tool (developed by Donald Langlois and Charlotte Zales at
Lehigh University) Dist ettective teaching behaviors that all
teachersshould have morder tfor stadents to masxaimze mtorma-
ton learned m the shortestspan of tinve. Asking teachers touse
what leadimg educators know about good teachimg to examme
therr own teachmyg belavior holds great promise tor improve-
ment of instruction.

o Student craluation: It we view surdents as | art ot the learnmg
commumty. then it s essential 1o sk them to asess the
matruction and suggest wavs for the msructor to mprove the
class. Research shows that when we teach adult students m the
wiay they want o learn, they stay. If an mstructor uses an
mstruc tionalstyle that contrastswithstudent wishes, thevleave,
les that simple,

¢ Leaming outcomes: Assessment of student leaming and rates
of retention are twn pl.lcu\ where the rubber meets the road

% The administrator should plan and direct the
program, as well as support and empower the staff
to do their jobs to the best of their abilities.*®

—D», Richard L. Learn
Corrections School Principal
SCI Cambridge Springs
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when evaluating the individual teacher. Whether vou assess
teacher effectivencess through improvement on standardized
tests, through portfolio assessment, through GED attainment,
from attendance records, or by rates at which students achieve
personal (definite) goals, you are corrobarating subjective judg-
ments with quantitatve data.

Promoting development

The Instructional Team members—along with students and
superyisors—create a community of learming in whuch hielong
education for all adults, not just the students, Fecomes a goal,
Supervisory theory is based on the principle that goad teachers
will develop themselves if given the opportunity and af sur-
rounded by resources from which to leam. The creation of the
Pennsylvania Regional Staftf Development Centersisa powertul
step forward in providing muluple opportunitiesforstaff toleamn
and graw professionally e

--*_INJ_\‘ I\‘.‘IHL'L'-I\‘HHC_\

Recruiting and managing
volunteer staff

ct 143 of 1950, the State Adule Literacy A,
stipulates that 20% of the fundme must be spent
on the ranme and support of volunteers. For
this and ather reasons, most adult education
progrms m Pennwlvanatihze volunteer nitors m

SOMC Capactty,

The first question that admmistraters usually have abow
volunieers s How do Treenar them? There s not one best way
Newspapers, newsletters, chureh bullens, posters, brachures,
and public service announcenents on radio and relevision con
Al be useful i reaching mterested people. Some agencies tha
utihize volunteers have a speakers burean o spread the word
about therr programs.

Holding a public intormation and orient won meeting for
prospective valunteers can ke very eftective. You can ~show
slide presentation or have ascatt member speak. Current volun-
teers can be asked to share their expertences with the prospec-
tive volunteers. You can distribute job deserniptions and volun-
teerapplication forms. Of course, this meetmg can be suceesstul
only if you have done s thorough job of publicizmg wthrongh
local media.

Rather than jumpmge mmeduately into the recruument
phise of your volunteer program. step back and consider what
jabsyauare recnnung torand how yorrwall handle mquiries trom
potential volunteers. Also consider the tramme of protessional
staff that may be needed o make them comfortable with
volunteers. Volunteers in ARE/literacy programs can succeed
only if every regular statt person believes in dhe value of volun-
teers and 1s prepared o support them.

On the job

Volunteers are not just unpand Libor, Thev come 1o vour

program with certan expect.ions of how they will be super-
vised and placed. During the course of an interview or orienta-
tion, you need to find out if their expectations will mesh with
your own. This is the key to enrolling a heppy and productive
volunteer.

Here is a "hill of nglus” for volunteers whieh nuy help you
respond 1o volunteer's needs.

1. Clear line of supervision, Volunteess nead 1o know to
whom they should report. They find 1t comtorting 1o know
where they fit nto your organization and who can help them
when they need it

2. Job description. Volunteers needa clear stirement, prel-
srably awritten one, of what theirdutiesare. We sl wantasense
of real responsibility in onr jobs.

3. Lack of overlap. Volunteers need 1o knew that therr
responstbilities pose no conflict with those ot a paid staffmember.

4. Learning opportunities. No one likes drudgery. Volun-
teer jobs must provide some room for growth and learnimg. Tlus
may be even maore important for volunteers than for paid statf.

5. Staff commitment. Vohmteers need to know that they
have the full support of the staff. They need plenty of recognition
along the way, too.

6. Appropriate placement. Volunteers deserve o be placed
1 jobs that maeh ther skalls and motvauon.

7. Appropriate training. In ABE and lineracy we are quite
caretul about trainime our volunteer tutors. But we also need 1o
desien appropriate tramimg tor posttions other than witorng.

8. Goad supervision. Volunteers deserve the same type of
sapervision asothersatf members, though not necessarily tothe
same Jdegree. It youdonot have the time to give thissupervision,
consider whethervorreally should have avolunteerwarkmg tor
Vol

9. Evaluation of performance. Volunteersdeserve to know
whe her or not their work is of good qualiy. Hanging on toan
mef.ective volunteer for sentimental reasons can Jo ot of
damage o your program. Stunlarly, failing to recognize the work
of outstanding volunteers could mean losing them.

Though velunteers are not on equal status with paid staff
members. they shoukd be considered part of your statf and aiven
their approprisie place in your organization. Thinking of the
word staff as mncluding both paid professionals and volunteers
iy be the first step toward effective volunteer management

—Dondd G Blck

Should teachers of aduit
basic education be certified?

arly iy Fiscal Year 1983, the Pentsylvania Depart-
ment of Education commissioned an exhaustive
study called Feasiblity of Requiring and Delivering
Certification for Adult Basic Education. The study
Jdrew two general conclusions: 1) examination of
the literature indicated no clear indication of the value of
cducational certification, and 2) the issues, findings, and discus-
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sions reported no evidence of philosophy, purpose, or correla-
tion with teaching performance and no body of acceptable
research that would support a ¢ sification requirement.

Theconclustonswere consis.ent with the findingof Andrews
{1982} and Medley (1982 ) irthat there i lack of a knowledge
base, Lack of measures for effectiveness, and toc little research in
teacher preparation—-the foundation of the traditional credit-
hased certification system,

In light of the above-mentioned conclustons, the rescarc hers
for thus project recommended that there must bea philasophy,
aclear-cut specific purpose, arelationship between performance
and competence, and further rescarch before any dectsion e
made to certify ABE teachers in Dennsylvana.

Historically, certification ¢f ARE teachers s not required tor
the reason that adult students, unlike children, are not legally
compelled toattend school. Most ARE program agencies adopt
anopen-entry and open-exit policy and strive to make the adult
leamers comfortable 0 receiving adult education.

The Pennsylvania Department of Education, however,
strongly recommends that teachers in programs tunded through
the Burcau of Adult Basic and Literacy Education have certiti-

cates in elementary, secondary, or spectal education, or reading.

The evidence would seem to suggest that no particular area of

spectalization is more likely thar another to praduce excellence
m teaching adules. Spectal technigues, methaods, curricula, and
knowledge of contents are essential but secondary to a thorough
understanding of the mdividual adult learner's strengths and
needs. What s absolutely clear 1s that teachers ot adults must
feam to know their individual atudents needs, interests, and
capabilities m order to teach them eftectively. In other words,
teachers” strong interpersonal communication skills and adult-
ariented teachimg skilis are required to motivate, retun, and
mstruct adult learners. Toward thus end, the Pennsylvania
Department of Education tunds a large number ot statt develop-
ment activities and strongly encourages staff participation.
Nevertheless, hke the vast magority of states, Dennsylvania
does not have a process of certification tor teachers of adults.ie

'—“.l ohn Zh(mg

Adult education staff
deveiopment

ew people enter the tickd of aduit basic education or
titeracy wath irming i adult educanon. In addi-
tion to the absence of preparation, relatively high
twrnover rates and the increasmgly part-tite na-

ture of the field contribure to the fact that too few
ABE, GED, and ESL teachers are trained i adult education
phitosophy, curriculum, and merthodology, or prepared to meet
the particular learning needs of the adult student.

In addition to the absence of a common base ot traming, staff
development m Pennsylvanta taces numerous other challenges,
as well. Pennsylvania has a broad diversity of both populations
served and sponsonng agencies mvolved in the dehivery of aduh

Pennsylvania ABLE Handbhook for Program Adounistirators

education, In addition, there are well over 200 relatively small
programs, in addition to several arge urban and countywide
rural programs, across the state. These factors combine to make
raming needs as numerous and widespread as they are diverse.
Inresponse tothese challenges, staff development in Pennsylva-
nia takes many forms and it is important that those wha direct
local programs and supervise statt be familiar with each aspect of
the staff-development delivery system.

In addition to Pennsylvania’s Adult Education Resource
Centers (see page G3), and regularly published newsletters (see
p. 69), stite and local workshops, conferences, teleconferences,
and semunars are offered on o regular basis. A new ettort,
designed to move staff development closer to the local program
level, was implemented in 1992, Nine regional staff develop-
ment centers were established, each of whicly is responsible for
providing teacher trainmg and staftf development activities as
well astechnical assistance to ABLE programs within itsspecific
region. See a complete list of these centers on page 42.

Workshops, saminars, conferences

In addition to the work of the regional centers, the Bureau of
Adult Basic and Literacy Education supports 1 number of other
professional development activities. Eacly fall ABLE teachers
and staff attend ane of several Saturday workshops oftered m o
variety of locations across the state, Programs include informa-
uonal sessions devoted 1o new state or federal gdelines, pro-
posal preparation, or suggestions for collaboration and joint
efforts with other agencics. Other sessions explore the tatest
research in adult learning, methodology for organizing and
delvening instruction, exemplary programs, technology, or m-
structional resaurces. Exhibits of new instructional materials
and other resources round out the day.

The Bureau also supports attendance at the annual Adult
Education Mid-Wnter Conference. Caosponsored with the
Pennsylvania Association tor Adultand Contmuing Education
(I'AACE), this conference attracts several hundred adult edu-
cators. Professionals from adult basic and higher education,
continuing education, the military, business and industry, com-
munity colleges, school districts, and community-hased and
volunteer agencies come together for three days of professional
development activities and work to further the cause of adult
cducation n Pennsylvania, More recently conferences in coop-
cration with neighboring states of Ohio, Maryland, and New
Jersey have been oftered as well.

These conferencesand workshops provide an opportunity to
pool, share, and supplement knowledge; to tackle problems,
exchange ideas, and formulate solutions; and to draw upon the
expertise and experience of presenters and colleagues alike.
Perhaps more important, they encourage camaraderic and pro-
vide a connection to others in simitar roles.

Local ingervice

In addition to professional development activities prowided
b PDE and the regronal centers, focal programs are urped to
provide nservice trammg destgned 1o address programmatic
and mstructional needs particular to cach program. In addition

Q
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to funds allocated in local budgets for such purpases, programs
are encouraged to apply for special demonstration project funds
(Section 353) to support curriculum development, teacher
training, and other efforts.

An extensive and varied array of staff development activities
is available in Pennsylvania. Resources and assistance abound,
and answers to your most pressing questions are usually just a
phone call away. Ultimately, the kind of learning experiences
we provide for ABLE studentsdepends in part on the willingness
with which you and vour staff participate in your own learning
and professional development. Be sure to set up a pracedure to
provide your entire staff access to information and resources.
Provide the time and the means for staff to reflect on what they
are doing—along with the “whys and hows.” And finally, foster
an atmosphere where inquiry and learning is as valued for statf
as it is for students.»

—Meredyth A. Leahy

Staff development:
a statewide emphasis

taff development is desigmed to provide relevant
¥ training to meetspecific identified needsof teach-
ers, administrators, volunteers, and other literacy
I cducation personnel. The purpose is to provide

B training opportunities for aduli basic education
agencics' staff members 1n order that they may achicve their
individual career goals while consistently contributing to their
respective agency's ability to accomplish 1ts goals. The aim of
staff development is to increase teacher flexibility by interpret-
ing the needs of today and by anticipating those of tomorrow.

All staff development activities are structured from needs
expressed by staff members and combined with admimistrators”
input about the mission of theirorgan:zation. Staff development
should involve examining assumptions about teaching, leam-
in-, and the subject matter under discussion; investigating the
appropriate research base; and exploring ways to transter in-
sights derived from research o practice. It necessitates prac-
tice with new techniques, strategies, methods, and approaches,
with feedback in a nonthreatening environment. It includes
workshops, independent study, curriculum development work
sessions, study circles, teacher as researchers, cte. It nvolves
impact evaluation, which determines not stmply whether par-
ticipants enjoyed particular activities but what difference these
activities made in their classrooms. The primary goal of staft
development is good practice. It is angoing and experientral. it
includes both content and adult learning principles and pro-
cesses. All effective staff development s based on theory,
research, and successful practice.

Staff development is provided in several ways by the state of
Pennsylvania. The National Literacy Act requires that the
Pennsylvania Department of Edncation spend at feast two-fifths
of the budget on staff development. Activities have taken the
form of Fall Workshops, Summer Institutes, Interstate Confer-

ences, and Regional Staff Development Projects. The Regional
Staff Developmient Projects offer teacher action rescarch, tradi-
tionalacademic courses and tuition reimbursement, and techni-
cal assistance in adopting/adapting exemplary 353 projects. To
meet and accommodate providers’ concerns regarding travel
and class cancellations, regional staffdevelopment coordinators
are exploring and using alternative delivery systems such as
distance learning. The Regional Staff Development Projectsare
pilot projects designed to determine the hest way for PDE to
ensure that staff development activities across the state are
carrted out in an equitable and systematic way.s

—Margaret Shaw

The 9 Regional Staff
Development Centers™

Reglon 1 (Crawford. Clarion, Elk. Erie,
Forrest, Jefferson, Lawrence,
McKean. Mercer, Wamen. Venango):

Director: Richard Gacke

Coordinator: Bootsie Barbour

Northwest Tri-County .U. #5

2922 State St.

Erie. PA 16509

Phione: 814.454-4474

Fax: 814-734-5806

Region 2 (Cameron, Centre,
Clearfield. Clinton. Columbia.
Lycoming. Montour. Northumber-
land. Potter, Snyder. Tioga.
Union):

Drrector: Eunice Askov

Coordinator: Barbara Van Horn

Inst.for the Study of Adult Literacy

Pennsylvania State University

204 Calder Way. Suite 209

University Park, PA 16801-4756

Phone: 814-863-3777

Fax; 814-863-6108

Region 3 (Bradford. Lackawanna.
Luzeme, Suflivan. Susquehanna.
Wayne, Wyoming):

Director: Joyce Kerrick

Coordinator: Jane Douiahy

Lackawanna Junior College

901 Prospect Ave.

Scranton, PA 18505

Phone: 717-961-7834

Fax: 717-961-7858

Reglon 4 (Armstrong. Allegheny.
Beaver. Butler, Fayette. Greene,
Indiana, Wastungton, Westmoreland):

Director: Donald Block

Coordinator: Paul Wetss

Greater Pittsburgh Literacy Council

100 Sheridan Square. 4th Floor

Pitsburgh. PA 15206

Phone: 412.661-READ

Fax: 412-661-3040

Reglon 5 (Bedford. Blair. Cambna,
Fulton, Huntingdon, Juriata.
Mifflin, Somerset):

Director: Carol Molek

Coordinator: Randy Varner

Adult Education & Job Traiming Center
1020 Belle Vernon Ave.

Lewistown, PA 17044

Phone: 717-248-4942

Fax; 717-248-8610

Region 6 (Adams. Cumberland.
Dauphin, Franklin, l.ancaster.
Lebanon, Perry. York}):

Director: Beverly Smith

Coordinator: Brady Stroh

Immigration & Refugee Services of
Catholic Chanties. Diocese of
Harrisburg

800 N. 17th St.

Harrisburg, PA 17103

Phone: 717-232.0568

Fax: 717-2347142

Reglon 7 (Berks. Carbon. Lehigh,
Monroe. Northampton, Schuylki!y:

Dircctor: Judith Rance-Roney

Coordinator: Jane Ditmars

Lehigh University

33 Coppee Drive

Bethlehem, PA 18015

Phone: 215-758-6347 +*

Fax: 215-7585942**

Reglon 8 (Bucks. Chester,
Montgomery. Delaware):
Director: Meredyth Leahy
Coordinator: Kathy Kline
Cabrini College
610 King of Prussia Rd.
Radnor, PA 19087-3699
Phone: 215971.8518**
Fax: 215971-8309**

Region 9 (Philadelphia):
Director: Donna Cooper
Coordinator: Diane Inverso
Mayor's Commission on Literacy
1500 Walnut St.. 18th Fioor
Philadelptia. PA 18102

Phone: 215-8756602

Fax: 2157356586

* Asn effect Aprl 1993
*» Area code will change 1o 610 n January 1994




Who are your studants?

— 1 verystudent is an individual. From all the informs.

tion you gather from cach new perse /ho enters
your program, certainfacts bear greate.  aportance
than athers when applied to the education of that
| individual. Adult scudents” race, age, and sex are
basic, but perhaps morc relevant, why do people enroll?What Jo
vourstudents hope to gain by trying to advance thetr educational
level? Later on, how does the amount of time spent in your
program correlate to scudents” anticipated outcomes? Finally,
just how many adisdes are we reachangin Pennsvivania, and what
are the actual impacts of our efforts?

The student data that your program reports to the Bureau of

Adult Basic and Luteracy Education 1< carefully tabalaed and
amalyzed. It 1s then released for public reterence in an annual
document calied Adult Basic Educauon Pre sgrams m the Common-
uealth of Pennsylvania: Evaluation Report (sce page 28).

Sameof the data in that report provide a broad view of why
adules seek out education. For the 1991.92 program vear (the
most recent available at this wrnitme), students deseribed their
primary Reasons for participation n ABRE/GED Programs as;

Number %

To get a diploma or certificate 23.853 33
To learn the English language 13.329 20
To improve job prospects 10,448 15
To improve basic skills 9.152 12
To qualify for college, business

school or other wraining 3.919 6
To improve competency in areas

other than basic skills 3.475 5
To obtain dnvers license 2.540 4
Participation mandated for AFDC. parole 668 1
To help children with homev. ork 859 1
To obtan citizenship 162 2
Total 68,405 100

The order of importance of each of these reasons varied only
slightly in the past few years.

Takenasawhole, other aspects of the data, such as FACC, 2t
andsex stavsties, say Tietle about each mdividual student e
delineate a compostte profile of just who we are serving.

Forv tance, m Graph 1 below, adult students race Preak-
down iscompared tothat of Pennsylvania's general population,

according to the 1990 Census. You will note that nunNorities
account for a much higher portion of aur clientele than the
population at large,

Graph 1: Race breakdown compared to Pennsylvania general
population
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Most years, we serve slightly more female students than male
(53% temale/47"% male n 1990-91). During 1991-92, however,
the sphit was closer to even than ever (50.4% female/49.6%
male), perhaps because more males were involved in Commer-
cial Drivers License preparation programs.,

The largest pereentace of students, indeed the majority, is
perennually in the 25-44 age group. Graph 2 shows the break-
Jown of students by age group.

Graph 2: Enrollment percentages by age
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At enrollment, we ask students about their current emplay-
ment status. Graph 3 illustrates that breakdown.

Graph 3: Enrollment percentages by employment status
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Most adult students enroll togaman educational credential.
However, many are not ready for 9-12 level GED instrucuion at
the outset. Graph 4 shows the breakdown of actual levels/
services i which students participate.

Graph 4: Service/level of participating students
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Enroliment by level and type of service, 1991-92

What for, how much?

During 1991-92, a total of 68,405 students were served in
Pennsylvania ABLE prograts, tha is attended programs for at
least 12 hours of instruction. The fynure sounds impressive until
we realize how many personsremamin need of adult education.
According to the Pennsylvania Department of Education, the
esumated number of adults in thisstate {(age 16 orover) n need
of haste education and Englishasa second language s a stageer-
ing 2,305,847 (s of the 1990 Census). Grraph 3 1va depressing
Jepiction of the small relative number of people our programs
are currently reaching.

1 isten to your learners, respond to their
needs, and be ﬂexible.”
—Deborah Williams
Program Director, CORA Services, Inc.
Neumann Center, Philadelphia

Graph 5: Total of ABLE studentsftotal adults in reed
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Relow 15 list of various participation reasons and the average
amoeunt of time students spent in cach. As you will note, ESL
«tudents and persons required toparticipate spend the most time
in our programs.

Major reason for participation Avg. # of program hours

To get a diploma or certificate 453
To improve reading skills 54.7
To improve math skiils 448
To learn better English 63.9
To improve job prospects 46.5
To qualify for college, business school 43.8
To qualfy for traning or military 389
Participation mandated for AFDC, parole 58.4
To help children with homework 42.1
To obtain citizenship 40.4
To obtain drivers icense 19.7

Finally, how successtul are our students in meeting their
educational goals? The numbers helow <how precisely how
many persons achieved each of several typreal outcomes during
1991-92. The total is more than the 68,405 students served
hecause many students achieved more than one outcome.

Program impacts Number of students

Passed the GED test 4,145
GED test taken-results not received 2.614
Obtained a high school diploma 4,986
Improved basic skilis 42,241
Was grade 0-8 or ESL and learned

reading, math, wnting skills 10,789
Completed an ESL level 8,418
Learned Engiish language 6.595
Obtained a job 2,887
Obtained a better job or salary increase 1.448
Removed from public assistance 381
Entered another education/training Program 5,602
Obtained citizenship 149
Obtaned divers license 2.136
Met personal objective 29,133
voted for the first time 255
Referred to another agercy ‘or services 10,624

Now that vou've read thestatistics, read the remamderof this
wetion to leam about dealing with the real people who are your
adult studentas

— Tana Reiff
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Understanding the adult
learner: an introduction

your adult stadents? First, asystems model of
leaning helps us understand what is hap-
pening (see diagram). Second, we'll look at
individual tactors which aftect that learning
process. [t is these individual factors which often differentrate

the adult teamer in basic education from other adult leamers.

The learning process

The learning process is charactenzed by three components:
informationacquisition, cognitive processes. andmformation owput.
Information sacquired through the frve senses:seeing, hearing,
smelling, tastig, and feeling. Once mtormation has been ae-

quired through one or more of the five senses, a variety of

cognitive processes work to store, process, and retrieve the
intformation. These pracesses are variously described as memaory,
meellectual skills, cogmitive stvle, and mfamauon processing. Qut-
puttng information learned 1s usually done verbally—through
speaking or writmg—or through movement (kimestheries).
There is debare as to what actually constitutes leammg. For
most sttutions, however, leaming occurs when the leamer is
ahle ta demonstrate the outcomes of mstruction. These out-

CONMes dare groupcd nto [llrcc cdategories, or dum.lln.\: C()g'niln'n’,

affective, and psychomaotor skills. The aftective domam consists of

feelings, values, and beliets. The payehomaotor domam consises
of physical skills. The cogniive domam consists of two levels:

hat is the learning process experienced by

fearning information and application of mformation for solving
problens. Learning imformation requires the learner to memo-
rize and reiterate bits of informaton. Problem solving demands
that the leamer integrate and synchesize the new information
with existing knowledge and apply this to novel situations to
solve problems. The intellectual skills required for eftective
problem solving can be learned. Many adult leamners in hasic
education have not had the opportunity to develop problem-
solving and critical thinking skills.

Individual factors affecting learning

The leamning process described above is general and s

experienced by everyone with normal physical and cognitive
ahilities. This process, however, is influenced by many indi-
vidual tactors. Three general categories of individual factors can
e identifred: motivation for learning, preferences for learning,
and skidls for learnmg.
@ Motivation. Motivation to learn s at the base of participa-
ton in adult education. Motivation s the level ot desire on the
part of an individual to meetaneed. A need 15a sap between a
current and a desired state. For example, individuals may have
a need to leam to read, that is, there is a gap between their
current skili level and a desired skill level in reading. The
strength of their desire to close that gap is therr motivation to
leamn to read.

A person's motivation to meet any need is mitigated by two
myportant factors: 1) recognition of the need and 2) motivation
to meet competing needs. Assuming that adult leamers recog-
nize anced to learn, there may be many reasons why they do not
actively purste leaming. These reasons can usually be summed

THE LEARNING PROCESS: A MODEL

MATERIAL INFORMATION OUT%OFMES
TOBE L INFORMATION PROCESSING, INFORMATION
wearned | | acousmon €1 storace, €% outeur —» I(:ST?;%ZISSN
(stimut) & RETRIEVAL PP '
rewards)

! ™~

7

OTHER INDIVIDUAL FACTORS:
* MOTIVATION

* PREFERENCES
® SKILLS

ENVIRONMENTAL
FACTORS

Copynight 1992, Gary J. Dean
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up by identifyingother needs whichthe individual hasastronger
desire (motivation) to meet. For example, the need to please
others in the family may compete with the need to attend GED
classes.

Motivation to leam is also aftecred by many other factorns.
These include stage of life and carcer development, ife transi-
tions being expenenced by the individual, prior experiences
with learning and school (both positive and negative) and self-
concept and sense of well-being. Stage of hife and career devel-
opment form the background agamst which the need te leam
takes on meaning. The need to learn may mean something
entirely different for a younger adult than tor an older adult. Life
transitions often create teachable moments when the individual
is motivated to learn. For example, when a child reaches sehool
age, parents may he motivated to improve their reading skills n
order to help the child with hamnework.

@ Preferences. Each person acquires preferences tor ditterent
conditions under which thev like to leam. Examples of these
include preferences for workmg alone or with others; heating,
lighting, and physical space conditions; catmg and drinking
habits; and tolerances for noise and interference. These prefer-
enices are expressions of one’s personality, but new preferences
can be acquired as the mdwidual learns the value of certain
behaviors. Adult learners with little or no previous success in
education may not perceive that therr preferences mav be
detrimental to effective leamning.

B Skills. Adults also possessavariety of skills which affect ther
potential success as a leamer. These can be aronped intosubject
knowledge, study habits and skills, and miellectual skills such
problem soiving and critical thinking skills. Adult learmers
basic education programs typically lack sulyect knowledge and
effective study habits and skills. They may also lack problem-
solving skills, All of these skills can be learned once the adult
learner is motivated to do so.

The individual factors identified here are affected by envi-
ronmental factors such as the learming setting, the institutional
and community contexts in which the learning s takmg place,
the personality of the adult educator, and the more general
cultural, cconomic, and social conditions, All of these factors
have an impact on how we think, feel, and ultimately behave as
adult learners.

Summary
As is obvious from the foresoing discussion, adule learning is
complex. We all share the same basic physiological and cogni-

tive learning processes, but cach person is different i terms of
motivation, preferences, and skills. Since the combinations of

these differences are endiess, the adult educator's jol ot helping
each adule to learn 15 o new challenge s
—Gary ] Dean

% Develop rapport with your students and be
open-minded.®®

—Len Hotkowski

Adult Literacy Coordinator

' Forbes Road East Vo-Tech School, Pittsburgh

Multiculturalism and adult
education

difference is a primary factor which mterteres
with interaction among human beings Inter-
groupunderstanding and acceptance of differ-

ences donot oceur just hecause we want them
to. There are three assumptions Iaste to multiculturalism m the
clasreony environment:

M [ contemparary Amenican society, 1t isalmostimpossible for
anindividual to be sacialized without an awareness of cultural
differences and of the social valuations accorded these difer-
CNCeN]

W Toachers, counselors, and admmiustrators, assocializing agents,
Iring to the teaching-learning process their own cultural educa-
tion; and

# Lceaming new attitudes and feelings and unlearnmg tanuliar,
traditionally harmtul attitudes and teelngs about others and
oneself can oceur through the mtellecrual exploration of expe-
rience.

A new phenomenon has emerged m ULS. population trends:
much greater cultural diversity. This phenomenon is changing
the cultural profile of hoth our school-age and adult basic
education populations In muny of our adult education pro-
arams, cultural diversity is becoming the norm.

However, while there is ashuft in population trends, resultmg
i more diverse ¢lassrooms, the teaching methodology tends to
remain the same. It is imperanve that educators analvze their
own views of cultural differences and re-exanune their teaching
and leadership behaviors, Faced with the challenge of respond-
ing to the educational needs of adults who are of difterent
cultures withim the same classroom environment, and recogniz-
mg that one’s awn cultural education can serve as o barrier to
understanding cultural diversity, admmistrators’ and teachers’
perceptions of their roles and functions may become a enitical
1ssue,

Teacher mtluence still remains a basic element in the teach-
mg-learnmg process m all classrooms and especially in the case
of multrcultural populations. By addressing the teacher's mnflu-
ence on the culturally diverse classroom, one can be more
informed about how those diversities require attention to the
variety of learning and communication styles which may be

present within the same classroom, For example, members of

certain cultures may be more reserved than others and theretore
reluctant to express a failure to understand the lesson. Or, the
gregarious nature of members of other cultures should be used to
enhance role-plav. Use of instructional tools that are sensitive
to cultural and style differences nuay help each student discover
hisor her potential. Academic success for the adult learner may
depend on the eachers enlightened and creative use of the
leamers” soctal experiences.

Multicultural awareness i the classroom assumes that stu-
dents bring cultural differences to the classroom. These difter-
ences are resources rather than deficits. Advocates of culturally

ast people would agree that intolerance of

Aruitoxt provided by Eic:
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sensitive mstruction believe that learnimg experiences tor the
adult learner should be structured ma manner that recogmizes
ae-spectic factors and encourages cultural perspectives, yet
acknowledues individual vartations that are present within all
classrooms. Consequently, mstructional practices that empha-
size content (what materials are usady, process (how matertals are
used), and conteat (the circumstances under which matenals are
used), combmed with high expectationsof students, can ereane
supportive environments that can maxmuize academic suceess
forculturally diverse sondents. Thisimeans that educatorsas well
as the adult leamers themselves am anew understanding of the
cultures and hiestvles represented within a program s
—Enicasne James Adams

intake: setting the tone

stiuch of the hteramre on adult basic educanon
sugeests, the most nchtemng moment e an
adult studene’s academie Tibe occars when he
watks through the door and mto vour program.

What much ot the hterature docat’t suguest is
that this moment can il create acute anxiery for von, the one
vreeting the new student. What if vou aren’t tniendly enoshy!
W hat it voure too friend v 7 hat i von sav somethime wrong?

Relan! The hardest part s over. You've sotten the client to
walk through the door and tor that to happen vou st have
already done many thines night. Somchow—throuch adverts-
ing, a specch at the Rotary Club, o cond word trom anaother
student, or 4 snulige photograph i the newspaper-~vou have
sent aut the stenal that new students are welcome here, Now all
you need tado s provide the welcome vour chent s expecting.

Why don't vou start by arectime the client the way vouwonld
greet a guest i vont home. Otter her a comtortable place tosit,
and perhaps acup of coftee orasatt dink. Then st down with
her and beain o conversation. Ask the kinds of questions you
would ask anv euest: Are veu new m the area? Do vou and vour
taily enjov hiving here? How nany children do vou have?

It vou mamtain a conversanional tone, the client won't teel
as though he's bemg interrogated. Also, please be sure to<hare
information abont vourselt as vou talk together. Good relation-
ships work two wavs, and vour new client needs o teel that he
is developmg a positive relationship with von.

O course, vou already know many of the answers to the
questtons on the intake sheet through vour conversation with
the chient. Demonstrate that vou were histenmy (and that what
she savs v mportant o vond by offering thar mformation as
answerstorelevant questions, Binteach ume voudosa mvice the
chentto expandepon what von know and tetl inore about cach
are.

Now s e to tmd ot whv the chient has entered vour
program. Ask by what led him to come m thus parnicalar day.
Ule i response asastartimg pomt to help the chent dentty his
long-term goals. Then e those o help the chient select atew
hort-term goals - -eoals that he can realize withm the next
monthor two. List those goals boldly on asheet of paper that the

ERIC
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chient can take home with himy, hand the sheet tothe client, and
tell him that you will gladly work with himy 1o achieve those
vaals,

At this pont, talk about the program. T what way will yonr
program help the client achieve the long-term goals? What
should your chent expect to happen as she achieves cach short-
term goal? What otherkinds ot information do vou nced m order
1o plan an appropriate program? Do yon teed 1o know the
ient'sachievement levebin math ' Dovou need 1o knew more
abont his readimg <kills? Do vou need 1e know his preferred
learning stvles? THow dovou plan to get this information? Many
tmes, vou can get this kind of mtormation by adimvimisterimg a
series of tests or by teltime exactdy the kinds of assesment
instrunents your'll be usmg, the pomt ar which they'll be given
mvour program, i howmuch ime cach assessment procedure
will take.

Ityoucandoso, avordhisme the word “test.” Inthe expenienee
af most adutt basie educanon students, testing has been an
unploasant experience and the resubts a cause for shame. Many
adult educators have much ercater success during the intake
mterview if they prepare the client for the needed tests bt refer
tothem as “sereenimg tools,” “assessments,” or “waavs for serting
the mtormation we need to help vou achicve vour godls.”

Follow rthe discussion of vour program'’s assessment proce-
dnres with o briet snevev of the materaal that vonr client will be
using. Show hersome of the textsvou may select. I there istime,
have apractice fessonavarlable that vou can complete with the
chent to show her that she can be suecesstul i your program.

Finallv, share with vourr new chient any provisions you may
atter,such aschild carc ortransportation. Setadate torvournext
meetimgorchiss, put it onanappointment or index card, and, if
verr have one, wve the cient o brachuare or pamiphlet that
desenbesvourprogram. Then watk vourchient tethe doorshake
hands and give vourself apat on the back for having conducred
the mtake interview na very masterful manner.es

—Cieorgma Rettmger

Selecting standardized
tests to enhance
instructional time

ceentlv, manv educators have beaun to balk at
» the dea of using standardized tests to measure
adult performance. Thev fault standardized tests
for being unable to measure all the complextties

ot askillsich asreading. They also fante them for
measuring adults with such ierefevancies as *grade tevel” Ulsue
Ally, they end their criticisims by suggesting that we spend less
time testing sind more tme teachimg.

Indeed, there s truth in these charges. No standardized test
ot any arca measures askill e all s complexny. And no adule
hikes to be patronized by having his or her pertormance come
pared o that of a child.

But to chimmate allstandardized resumngin adult havc educa
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tion on these grounds 1s to throw the baby out with the bath
water. Used judiciously, standardized tests save—not waste—
instructional time because they help us design more efficient
programs for each of our learners.

The key to whether a test has been used “judiciously™ is test
selection, which begins by applying five criteria to cach test you
examine. )

B First, what 1s your purpose for testing? What kind of informa-
tion do you need’

B Do you need information about your students” general level
of functioning ina major skill or contenturea? If so, you can find
astandardized survey test.

B Would it he helpful to break down that skill area into three
or four parts to sce in which subarea(s) you should focus
instruction? If so, you can find a standardized diagnostic test.
B Would you like to have information about how your students
learn so you can adapt programs to suit learning styles ! 1f so, you
can find a standardized test of learning styles.

No test can serve all three purpases In fact, mest tests serve only
one. Thus, thefinst question you should ask yourself is, what informa-
tion 1s essential for your program and which teses will fill that need?
B A .ccondcriterion is validity—does the test actually measure
whut the publishersays it measures? You can determine whether
or not a test is valid by lookime at the theory behind the test. Do
you agree with 1t? For example, some tests measure reading
ability by asking the student toread a st of words. Is thata valid
philosophy? If not, the test 1s invalid.

How does,say,a certain new test compare toother testsot the
same subject? If thereis a hugh correlation (.70 or above) among
suchtests, the new test has at least asimuch validity as these older,
more established ones. If the correlation is low (035 or below),
the authors should explain why a low correlation is desirable.
B Reliahlty is o third cnieenon: does the test give consistent
results? Without conststeney, atest can give yorr wildly wavering
scores: 4.8 i readingone day, 1 3.2 the next. Such tests cannot
he counted on to measure the actual progress of your students.
Any test youselect should havea reliability correlation of at least .85
B The way in which the test was standardized s the fourth
criterion. To develop grade level or other kinds of scores for the
test, the publisher invites groups of people to take the test. The
scores from these trials are then used as benchmarks to convert
raw scores into more meanigful comparisons. The more these
groups of people reflect all levels of society (ie. are normally
distributed), the more tath you can have that the score will
reflect actual performance on a task. Look for a test that s
standardized on a normally distributed population.

@ The fifth criterion is ime. All else being egual, choose a test
that will make the best use of instructional time. In other words,
the shorter the test, the hetter.

Unfortunately, many educators become discouraged when
they tirst begin toexamine the technical manuals. Fewstandard-
ized tests canmeet all five eriterta. But the maore youknow about
atest'sstrengths and weaknesses, the betteryoucan interpret the
results and the better decisions you can niake about which tests
can enhance—not waste—your instructional time.:s

—Cieorgma Rettinger

The four most commonly
used assessment

evaluations in Pennsylvania
for adult students

oon after the adult student enters your program a
starting point for instruction can be determined
by adminustering one or more standardized tests.
Or, later, a standardized test may help assess o
student’s readiness for the GED test or to deter-
minc viable carcer options.

Keep in mind that no instrument can be used as a definitive
statement of an individual's potential in academics; however, a
good test will provide basic guidelines from which goals can be
set, individual academic programs established, strength in spe-
citic carcer categories identified, and progress measured.

If you are shopping for a particular test battery for the first
nme, reimember three things:

1. Make sure the test was normed for the population (usually
age group) you are serving.

2. Order a specimen sct (a set of everything you'll need to
administer one rest). Most companies offer one for $10-30—
well worth the expense to find out whether you ke the
instrument before you spend a ot of money.

3. Administer and evaluate the test. Aftercaretully reading the
instructions, take the test vourself. There's no better way to
appreciaie the reading level, case (or difficulty) of the mstrue-
tons, difficulty and relevance of the materials to your program,
and whether the time himits (if applicable) are reasonable.

Described here are four standardized tests, selected for two
reasons: 1) their frequency of use in adult education programs in
Pennsylvania and 2) the wide range of abulities measured by
cuch.

Tests of Adult Basic Education (TABE)

Prrpose: To assess the level of skills of adults in hasic reading,
Language, and mathematics areas for the purposes of placing the
examinee inancducational programappropriate for instruction;
to evaluate instruction 1 a program or, for an individual, to
measure progress; and for research.

Desenption: Subsections include reading vocabulary, reading
comprehension, mathematics computation, mathematics con-
cepts and problems, language mechanics, language expression,
and spelling. A locator test which indicates which level of the
main battery to administer is available. Raw scores can be
converted into grade equivalency, scale scores, stanines, pereen-
tiles, or GED) equivalents.

Txpe of Test: Achievement, placement, and diagnostic

Cirade Level Range: .9 -12.9+

Time for Administration: 2-3 hours

Tune for Sconmg and Evaluation: 15-25 minutes

Publisher: CTR/McGraw-Hill, 2500 Garden Road, Monterey,
CA 93940
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This version of the TABE consists of four levels: E (grade
levels .9-8.9), M (1.8:-10.9), D (2.5-12.9), and A (3.2-11.9).
There are also two forms (3 and 6) tor cach of these tests.

There are advantages and disadvantages to this test. The
TARE has the distinet advantage of being a fairly accurate
ndicator ot actual grade level. And, thereare manvmorescormg
aptions available (e.c.. raw score to GED score, stanine score,
percentle). However, thescormgof the new testiscomplicated.
A 144-page Norms Books 15 chack-full of more charts than any
one test should need. 1t takes quite a4 long time to learn how to
use all the necessary charts. I also takes 15-25 minutes to grade
one TABE test (dependmg on how many conversions you want
to use).

Finally. 1 locator test s almiost a necessity because cach test
is veryspecific tograde level; duning intake, when the erade level
of an ndividual is uncertain, administermg atest which is o
ditticult would prove frstrating, and one that v e cas
wouldn't measure anvthmg. Thus, much expense and tme 1
mvolved m using the TABE test.

Adult Basic Learning Examination (ABLE)

Prrpose: To measure the basie educational achievement of

adults who have not completed a formal crehth-grade educa-
tion.

Desenpuon: Each level consists of four subtests: vocabulary,
reading, spelling, and arthmetie, which meludes compntation
and problem solving. Vocabnlary v dictated at all levels to
provide a measure that s mdependent of readme ablity,

Tape of Test: Achievement, disenosis

Grade Level Range: Three levels: E (1-4). M (3-8), D (9-12)
Time for Admuustration: Levels Tand 2:untimed, approximately
two hours; Level 3: three hours, 25 minutes

Pukhsher: Tarcourt, Brace, Jovanovich, The Psvehological Cor-
poration, 555 Academic Court, San Antonio, TX TR204.0052

GED Official Practice Test
Purpose: To prepare students tor the style, tormat, and content
of the actuat GED test.
Deseription: Consistsot tour forms LA A BB, CCL DD each with
five subtests (Writmg, Soctal Studies, Science, Literature, Math).
The tests are available m Spanish, English, software, and audio,
Rraille, and large print for the vision-impared.
Time for Advunustration: Each section s timed. Total test takes
approximately 3.5 hours.
Publisher: Steck-Vaughn Company, D.O. Box 26015, Ausun,
TX 78755, (8QQ) 531-5015

The GED Practice Test is an extremely reliable, aceurate
predictor of performance on the GED test. A student who can
pass the Practice Test has a 90% chance of passing the GED
examination.

Wide Range Achievement Te«t (WRAT)

Purpose: Diagnosis, student progress

Tvpe of Test: Achievement

Grade Level Range: Two levels: ages 5-11, 12-75

Time for Administration: Under one hour for admmnistravion,

scoring, and evaluation,

Reading, spelling, snd math skills are quickly assessed. but
the WRAT is not suitable for lower-level readers (0-4 grade
IL'\'L‘I).

\More mformution on tests used m adulteducation s avalable
from AdvancE. Or. check the Mental Measirements Yearhook,
Bures Tnstitute of Mental Measurement, University of Ne-
kraska-Lincoln, 135 Bancroft Hall, Lincoln, NE 68588-0348.
The publication is available m maost librares.

An excellent source of testing matertals was compiled by Dr.

“Robert W. Zellers. Fis booklet, A Resoree Guade of Teus for

Adule Basic Education, 1savailable through AdvancE, or through
Robert Willam Zellers Educatonal Services, 313 Gardner
Street, Johnstown, DA 15905,

Also. Adult Education Linkage Services has published o
handbook entitled Tesang and Assessment in the Commonuealth
of Permsylvania. Detailed deseriptions of various assessment tests
are included. This publication isavailable through AdvancEss

— Stephen ] Wegener

A background for
ABLE instruction

Ithough adult basic education has tradivonally
been defined as the process of helpmg adults
attain functional competency in basic skills to
the crchth-grade level, the emerging 1990s are
calling us to a more dynanie definition of fune-
tonal competency. While most would agree that mmimum
competencies are demanded of everyone today, indinviduals vary
significantly in the levelof hasie skalls, copingskalls, andsurvival
kills needed to function satistactorily n the environment in
which they find themselves. New technologies, the changing
economy, shifting demagraphics, changing socual patcerns, and
increased emphasis on literacy are confronting us with new
populations who need to be served:
M dislocated or underemployed workers, many of whom had
the basic skills needed to survive in previous eecupations but
who now find that they do not possess the skills necessary tobe
retramed for or to seck other forms of employment;
W single-parent homemakers who do not have the skills neces-
sary to support their families;
B increased numbers of minorities, especially in urban arcas;
W increased numbers of persons with previously undiagnosed
learning disabilities;
B increased numbers of individuals who, due to recent literacy
mutiatives, ae secking basic reading skitls.
W the homeless.
W parents who are secking to foster a learning environment in
their homes.

ABLE providers across Pennsyhvania are rising tomeet these
challenges, all of which have had an impact on classroom
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organization, instructional methods, and materials. There s a
growing body of literature in the field of ABLE which, when
combined with practical experience, can he helpful to ABLE
program administrators as they continue therr efforts o admin-
wster effective programs.

Research by Cont confirms what most ABLE instructors
already know: ABLE <tudents respond best to participatory
teaching practices in warm and supportive classroom environ-
ments {Brookfiekd, 1986). A physical arrangement which s
nfor,aal, which suggests opportunities for collaboration, and
which makes provisions tor the physical needs of adult students
canset the climate for effecuve ABLE instruction. A 1991 text,
Creating Envivonments for Effective Adidr Leaming (Jossey-Bass)
1 a compilwon of writings by ten anthors on developing
hosprtable leammg environments for adults. Text includes
space, facilities, and equipment considerations, as well as att-
tude development towards the adult learner. In addidon. many
ABLE programs include significant numbers of voluntedr tators
norder to provide for the one-on-one mstruction vitd to
students at these levels. Te has, theretore, hecome necessary to
provide private arcas where this mode of instruction can accur.

Mare important than the phvsical arrangement s the atn-
uwle of the mstructor, who has the responsibitisy for providing
asupportive and comfortable emotional Cimate tor fearmmg, A
truesenseotcarmgandmutual respect, alongwith the beliefthat
every student enters rhe classroom with already exisung skalls, is
important. The learnme process is enhanced by a phyvsical and
emotional clunate which provides opportunities tor both aroup
interaction and individual learning. Brookfickl (1986), Daloz
{1986), and Wlodkowski (1985) expand upon the role of the
mstructor, offer inspiration and insight, and suggest models for
instructor evaluation.

Lerche (1983), reporting on the results of the 1984 National
Adult Literacy Project’s Promising Practices Searchy, comcludes
that *._the most consistently successtul programs are those that
structure andsystematize their instructional desien. They closely
Imk instructional ohjectives to materials and methods and to
assessment of student progress. Further, these programs indi-
vidualize instructional plans to reflect learner strengths and 1o
address learner deficiencies. To monitor fearner progress and to
provide frequent feedback to learnersan their progress, they also
include an mstructional management and documentation sys-
tem.” Lerche also lists the five variables that must be considered
morder toaccommadatendwadual differences and mamtainan
adult focus:

B lite and emplovment goals;

B cducationatbackground, includingcurrent skills, prior know!-
edge, and linguistic abilitys

B lifc experiences and cultural backeround;

W peronal preferences and interests;

B leaming styles and spectal learning problems.

While itis important tohave aset curmicutum and to estalsbish
mmumuam goals and standards, there should be a lexibulity that
allows for ndividual needs and goals.

A glance at the daily matlon a program adminisirator's desk
1 only one mdication of the amounts and types of materialks

avatlable for ABE. Complicating the materials-selection process
1 the increasing use of computer-assisted instruction. Although
A valuable tool for supplementing and individualizing ABLE
instruction, new technologies confront us with the additional
tasks of hardware and sofrware selection and evaluanon. Never-
theless, guidelmes to materials selection do exist and most would
concur that:

B chegoalsand objectivesestablished by the chasen curriculum
should determine the necessary materials, not vice versa;

W che materials must be designed with the adult suwdent in
mind;

B che materials should include or be correlated to the diagnos-
tic/placement mechanisms used in the program and should
provide means of assessment;

B the materals should afford ample opportunities for practice:
B che materials must be examined todetermine if the readabl-
ity level is appropriate and if the content is relevant to the hice
experiences of the adules for whom they are miended.

Lerche (1985), in her book Effective Literacy Programs, n-
cludes an in-depth treatment on the subject of materials selec-
tonand evaluation {including software). (See also*Curriculum
resources for adult education programs,” page 38.)

The coming vears will continue o be challengimg ones tor
individhials involved im adult bastie education. Complex changes
1 ~octety, limired fiscal resources, and the mtormation explo-
sion will make cooperation among ABLE providers a necessity.
Sharing models and materials that have proven effective, these
groups can work together toward the common goal of providing
instruction that mects the needs of the mdividual and that
enhances the society in which we livess

—Jubcnne D. Crimarki

Dealing with adult learning
disabilities

any adults enrolled in adult hasic education
and literacy programs had difficulty in school
hecause of learning problems. Adult students
require less abeling and more understanding

of their pereeiving, processing, and communi-
catng differences.

Through testingandfor observanion, teachers can determine
if students have learning differences, Testing for leaming prob-
lemsisideal because the specific characteristics of the difficulties
can be determined. However, even where specialized testing is
not available, teachers can observe manifestations of learming
disabilities and. if they have some knowledge of the specific
manifestations of leaming problems, can use their observations
to madify instruction to accommaodate problems,

Students can be divided nto three general groups: those
without teaming problems, those with mild or maderate learn-
ing problems, and those with severe leaming probiems. Students
who do not have problems can receive instruction via tradi-
tional methods, while students who have learning prohlems of
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varying degrees need varying degrees of accommodations and/or
alternative techniques. For example, a student who has an
auditory processing problem may not be ahle to distinguish the
subtle differences in phonetic sounds. A student who hasaright/
left problem may have difficulty learning rules which have
exceptions.

Learning problems can be identified and grouped in many
ways, A useful way to group some of the problems which affect
adults is to identify them as they affecta student’s performance:
M Visual processing (e.g., skipping words and lines)

B Auditory processing (mishearing sounds)

B Right/left discrimination (reversals)

B The racing mind (distractible)

H Concrete thinking (requiring models and examples)
B Ambiguous vocabulary (limits comprehension)

B Organizational problems (time, object, or thoughts)
B Scquercing (following lagical order)

B Motor problems (poor handwriting, clumsy)

The type of processing problem can be matched with instruc-
tional techniques which fit well with the student’s manner of
thinking. A problem with auditory processing might require
that a student learn reading and spelling skills using alternative
(nonphonetic)decodingtechniques. Revetsals require weighted
learmning or mnemonics.

Some learning problems are berter handled through accom-
modation. Forexample,a student with areading problem should
be allowed to take an oral exam to assess his or her knowledge
of science while, of course, a test of reading should include
reading. A student who reverses often should not be required to
answer true and false questions. Determining when an accom-
modation should be given shouid be based on the severity of the
student’s problem.

Learning problems otten cause years of failure and poor self-
esteem. Therefore, teachers must be vigilant in avoiding frustra-
tion amplified by past failures. Breaking tasks into small parts
and adequate repetition of developing skills build success and

A whole-language
collaborative curriculum
for adult literacy tutors

- and students

t  * Volunteer tutors and adult students often come to literacy
i programs expecting to begin with “the basics,” meaning a
' phonics approach, and expecting the student-tutor relation-
¢ ship to be authoritarian. However, research and practice
have shown the positive impact of a whole-language, col-
laborative approach. In an adult hteracy providing agency
strongly commutted to such an approach. participants may
. need to be introduced to a new view ot reading and wniting.
In the ten-hour, four-session orientation developed by
Philadelphia’s Cenrer tor Lireracy, tutors and students are
trained together in whole-language literacy learning strate-
gies and the collaboranve approach.

Tutorsand students are exposed to the view of reading and
writing as meaning-making activities as they learn whole-
language strategies. Tutors discover the role of context by
figuring out the meaning of signs written i the Russian
alphabet, and the role of the reader's own experience by
interpreting ambiguous paragraphs. Students and tutors dis-
cover the value of pre- and post-reading discussion by study-
ing the cover illustration and title of a book of poems. The
participants also learn that any text of interest can be read if
the appropriate method isused. Listening while following the
text, echo reading (student reads phrases or sentenccs after
tutor), duert reading (hoth read aloud), silent reading, and
oral reading all count as reading, with the choice depending
on the difficulty of the text.

While the whole-language approach emphasizescommu-
nication of ideas, learning words and letter sounds is not

1
|
ignored. Tutors and students leamn threc approaches to

identifving words: context, configuration, and letter scunds.
The value of context 18 confirmed as participants identify
their most common strategy as “guessing,” but students are !
encourayed to combine context, remembering how a word
looks (through flash cards), and identifying letter sounds
(through patterns of rhyming words such as cat, fat, sat).

Writing also is taught as a whole-language process. with
staff, tutors, and students free-writing for ten minutes. Daz-
ticipantsarcassured that paperswillnot be collected. and any
sharing will he voluntary. A branstormed list of topics helps
peaple get started. and four options are offered for spelling
barrters (invented spelling, tirst letter only, leave a blank,
ask). When partcipants read their papers aloud. staff mem-
bers model response to content before technical correctness.

A collaboratwve relationship between tutors and adult
learners is promoted explicitly and implicitly. Tutors hear
statistics and ancedotes which highlight the students’ ability
to compensate for their literacy deficiencies and be produc-
tive community members and skilled workers. Tutors and
students analyze their own adult learning experiences and
discover that the most successful learning usually takes the
form of cquals sharing information.

A relationship of partners is also promoted indirectly.
Student: and tutors are treated as equals when they signinon
the same list, receive the same handouts, and intoduce
themselves the same way (telling what reading or writing task
they haven't gorten around to yet). Together, they brain-
storm, make reading predictions, dictate a leaming log, write
and read their work.

This workshop shows tutorsand students that readingand
writing can be leamned in the same whole-language way that
they learned listening and talking, but with the tutor in the
role of a consultant rather than an authority figure.re-

—~Anita H. Pomerance
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confidence.

Counseling should be provided to help students with social
and life skills, as the characteristics listed above cause both
learning and living problems. We are all aware of how poor
language skills affect’completing a job application, bur many
functional a:=as can also be affected. For example, a person who
does not know when to stop talking or makes decisions with
insufficient information experiences many living problems.

Avoidance is the most disabling aspect of having a learning
difference. If a person has difficulty with a skill such as reading,
then reading will not be a priority activity. When given a choice
of how to obtain the news, the person will tum on a radio or
television rather than pick up a newspaper. When a person has
difficulty reading maps, the person will ask for directions rather
than study maps.

Adult basic education teachers need to learn more about the
characteristics of learning problems and the manifestations in
academic and social functioning. Instructional materials should
incorporate alternative techniques so that students can choose
the method which makes the most sense to them. At the
heginning of this century, we began to recognize individual
differences with the development of intelligence tests. An
understanding of ieaming styles was a natural outgrowth of the
ilentification ~f individual differences. Now we can take the
next step and refine our educational techniques to match the
neurological processing of individuals who differ significantly
from the norm.te

—Richard ]. Cooper

Tests of General
Educational
Development (GED)

| he purpose of the General Educational Develop-
g ment (GED) testing program developed by the
B8 American Council on Education (ACE) is to offer
BB 2 second chance tomillions of adults todemonstrate

: i that they possess many of the skills they would have
acquired had they been able to complete their basic education
at a regular high school.

The GED testing program began in 1942 to test military
personnel who had not completed high school. At present, the
GED tests are administered in 50 states, many Canadian prov-
inces, and U.S. territories, as well as military bases throughout
the world. In Pennsylvania, test fees range from $15 to $45.

The tests have been refined and updated from time to time
to reflect current high school curricula. The most recent revi-
sion, which became effective in Pennsylvania on January 1,
1988, requires a 45-minute writing sample. The writing samples
are scored holistically by the GED Testing Service (GEDTS; see
page 67).

Upon satisfactory completion of the GED tests or comple-

tion of 30 semester hours in an approved postsecondary educa-
tional institution, the Commonwealth Secondary School Di-
ploma is issued. This activity implements Public Law 212 dated
May 15, 1945, and paragraph 5.15 of the State Board Regula-
tions.

Specific questions concerningscoring, retesting, age require-
ments, and other aspects of the programshould be directed tothe
Commonwealth Secondary School Diploma Program, (717)
787-6747. Questions concemning local times, test fees, and
registration requirements should be directed to the GED test
center in your area. The coraplete list of centers, alphabetized by
county, is on page 73.18

—Charles Holbrook

Here are some tips to pass along to students preparing for the GED:
Feel free to duplicate this page and clip out the Tips box.

T T T T T T T T T T T T 1
Tips for test-takers

| |
| |
| W Geta good night’s sleep to reduce stress and anxiety. |
| M Allocatestudy time toward those areas which will help |
| the most. In particular: |
| a. Haléof the science test is in biology, so putapriority |

on biology. |
I| b. Half of the mathematics test is in arithmetic, so i
| emphasize arithmetic. |
i All math answers require more than one step. An |
| obvious one-step answer is usually wrong. |

d. Most drawings are to scale.

: e. Formulas for math are located on the back of the ||

test booklet.
| B Relax. |
| M Arrive at the test site early and avoid the stress that |
| results from running late. |
| 8 Readall directions carefully. |
| |
| |
| |
| |
| |
| |
I |
| |
| |
| |
| |
| |
| |
| |
| |

[}
H

B Budget your time; be aware of time limits.

B Read through all the answer choices before choosing
one.

M Eliminate the answer choices you ¥ now are incorrect.
The more you can eliminate, the better your chance of
choosing the correct answer from the ones that are left.

@ Skip the more difficult questions and come back to
them later.

B When you're not sure of an answer, guess. Answer
every question. A blank is definitely going to be
counted as incorrect. If you guess, at least you have a
chance.

B On reading passages, read the question first, then go
back and read the passage with the question in mind.

B Ifyoufinish early, use the remainingtime tocheck your
answers.

L —Michael F. Connifey and Charles Holbrook_l
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Preparing students for the
GED: curriculum, materials,
methods

peratinga GED program can be one ot the easter
parts of vour job as an adult education program
admunistrator, but in most cases vou should be
trying to make 1t more difficult.

Why say that? GED programs have the in-
nate benetit of a tangible and objective focus. It's easv: Thereare
1 wealth of supporting materials that are casily integrated mto
the program, and you teach directly ro the test. What could bhe
neater? There 1sa GED Official Practice Test to denufy areas of
deficiency. There are workbooks keved to the test, computer

programs and video maternais to bring up scores in specific test
areas, and simulations ot the actual test to practice.

. The GED at a giance

Test Content Areas # of items Time {min.)

PART ONE 55 75
Sentence Structure
Usage

PART TWO — 45 |
Essay

Social Studies 64 85
U.S. History
Geography
Economics
Political Science
Behavioral Science

Writing Skills

Science 66 95
Biology
Earth Science
Physics
Chemistry

Interpreting 45 65
Literature Fopular Literature
and the Arts Classical Literature

Commentary

Mathematics 56 90
Arithmetic Measurement
Number Relationships
Data Analysis
Algebra
Geometry
TOTAL 286 455 min.
(7.58 hours)

However, the prablem may be that too many administators
place all of thetr emphasts on the GED document and not
enoughon the underlving philosophvof the GED rest—rthat the
test 1s a4 measure of the individual’s readiness tor the adule world.

Hereare some ideas on howto run two different types ot GED

programs.
W If vou view the function ot GED instruction as preparing
tents to eam a paper certificate because thev exceeded some
mintmum criterta score, then vou should do the tollowing n
SCtting up a program:

a. Visit one existing GED class and observe the workbooks
inuse and the procedures tollowed. Go back to your site and copy
what you saw. (This step s optional if vou're in a real hurry.)

. Getcaralogs frommajor publishers such as Steck-Vaughn,
Regents/Prentice Hall, and Contemporary and place orders for
the testing and workbook materials that look nice.

c. Hang out vour shinale as a "GED program” and start
promoting your services.

' d. Enjoy your free time. You'll be surprised at how easily the
program will run 1eself.
B On the other hand, 1f vou view the function of the GED
program as providing clients with a kev to tuture training and a
passage to more demanding experiences, then vou should con-
sider these steps:

4. Sitdown and think about what voureally want to do. Are
vou aiming to simply “crank out graduates,” or do you want to
move your students to more demanding levels that eventually
will lead them to a better life? If you choose the latter, do vou
have the necessary working relationships with agencies who can
provide the actual skill traning and to whom vou can “transter™
students when they are ready? Address the 1ssue of your capacity
to provide the ancillary services that are part of doing the job
right. Be sure your program provides staff to talk to clients about
their personal problems, help with child care so thev can come
to class, help with transportation, and serve as role models of
mature behavior, appropriate appearance, and intelligent deci-
sion making.

b. Search high and low tor staft who are competent, unpre-
tentious, organized, compasstonate, have “common sense” and
A great sense of humor, honestly like people—especially those
who might not have made it the first time around, have firsthand
knowledge of what 1s needed to get and hold a job, have a broad
range of life experiences, arc inspirational, know how to manaie
agroup, are authoritartan and humanustic at the same time, and
who want your program to be the best 1t can be. Ninety percent
of the quality of any program rests with the personnel and
leadership of that program. Don't just hire someone beczuse
they have been with you a long time or because the district
contract says they have aright to the class because of seniority.

¢. Talk to other ABE and GED providers to leam how your
program can complement what they are doing, what needs are
unmet, and how you can be compatible, not competitive. Talk
to the people who represent the “next step” in the student’s
progress: the community colleges, vocational schools, armed-
services recruiters, temporary-emplovment services, state Bu-
reauof Employment Secunity offices, ete.. and lock in procedures
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for referral.

d. Get catalogs from Steck-Vaughn, Regents/Prentice Hall,
and Contemporary, etc., talk to their sales representatives, ask
for some preview materials, and then buy the ones that your staff
and students are comfortable with.

e. Study the commercial materials and supplement them
with teacher-made materials that will help students generalize
the content in their GEDclasses to everyday life. Use maps, bank
publications, and consumer-agencies brochures. Get copies of
USA Today or your local newspaper and use them to teach that
science, geography, social studies, and writing are not artificially
segmented even if they are in the GED test. Make the content
of the instruction real to the students.

f. Hang out your shingle as a “GED program” and buy
advertising promoting the idea, “Get your high school diploma
and start on your second chance.”

g- Monitor programs and send clear messages to your staff
that a GED program is more than getting bodies to pass a GED
test, that the needs of the students come first, and that passing
the cest is just the first step in a whole new adventure.

h. Be confident in the knowledge that you're running GED
classes the way that they should be run, but recognize that they
always could be better.r

—Richard C. Gacka

ESL for aduits

B |chough many may think of English asa Second
fl Language (ESL)asanewfield,arichhistorydates
B back to 17th-century Britain. From the early
19th century, reformers, including the naturalist
and American immigrant Maximilian D. Berlitz,
attempted to replace the traditional rationalistic Grammar-
Translation Method with communicative language teaching
methods. At the English Language Institute at the University of
Michigan several years after its founding in 1941, Charles Fries
maintained that students should not learn “about the language,”
but rather “learn the language.”

During World War I, linguists were called upon to develop
methods and materials to enable Americans to speak various
other languages quickly and practically. Their high-profile
successes and the post-war emergence of English as the undis-
puted international language, as well as the increased interest of
language teachers and psychologists in the new methodologies,
furthcred the development of ESL as an academic and profes-
sional field.

Today Teachers of English to Speakers of Other Languages,
Inc. (founded in 1966) lists 171 institutions (seven in Pennsyl-
vania) offering professional preparation programs in TESOL in
the United States.

Current approacies

Itisgenerallyagreed that the Grammar-Translation Method,
by which many of us learned languages in schools, has very little
tooffer the current practitioner, whose goal is to foster the ability

tocommunicate in everyday life. Thisis not to say it hasnothing
to offer, and most ascribe to the eclectic “whatever works”
approach, drawing from all possible sources for methodology,
techniques, and materials.

Other early approaches, i.e. the Direct, Audiolingual, and
Situational Methods, share several basic principles: primacy of
and emphasis on oral-aural skills; exclusive use of the target
language; use of situational dialogues in conversational style;
action, realia, and pictures as teaching tools; and inductive,
controlled (from simple to complex) presentation and leamning
of grammar and culture. ‘

More recent approaches have not only been reactions toand/
or expansions of earlier approaches (including those based on
behavioralpsychology) buthave also been heavily influenced by
cognitive and humanistic psychology and by research on Sec-
ond Language Acquisition (SLA) from the developing fields of
applied linguistics, psycholinguistics, and sociolinguistics. The
early work of Chomsky (1957), recognizing deep, or abstract,
structure beneath mechanical surface grammar, constituted
major revolution.

The Affective-Humanistic Approach, including Suggesto-
pedia and Community Language Learning, stresses the impor-
tance of the individual and hisfeelings, atmosphere, meaningful
communication, and student interaction. The teacher as facili-
tator or counselor may be required to speak the students’ native
language as its use and translation may be essential.

The Comprehension Approach, including The Natural
Approach and Total Physical Response (TPR), puts great
emphasis on listening to meaningful language. Meaning is
illustrated and reinforced by student as well as teacher action.
Speaking follows listening and, as in all of the more recent
approaches, errors are to be expected and tolerated, or even
analyzed and used constructively.

The Communicative Approach views language as only one
part of communication. Focus is on functions of authentic
language in situational and social context. Discourse involving
unverbalized feelings, intentions, and choices takes place in
role- and game-playingclassroomactivities. Fluency rather than
error-free language production is the major goal. Students are
encouraged to develop their own strategies for comprehension.

This overview is necessarily brief and resultingly sketchy.
Many theories, techniques, developments and issues have niot
even been mentioned.

For further and more detailed information about ESL, see:
Techniques and Principles in Language Teaching, D. Larsen-Free-
man (Oxford University Press, 1986); Teaching English as &
Second or Foreign Language, 2nd Ed., M. Celce-Murcia (1991);
and Issues in Second Language Acquisition-Multiple Perspectives, L.
M. Beebe (Newbury House, 1988).

LEP adults

Current general principles of adult education are, of course,
applicable to the Limited English Proficiency (LEP) adult who
is a refugee or immigrant in an English-speaking country. The
learners bring a wealth of experience and expertise to the
classtoom. On the other hand, they have demanding responsi-
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bilitiesto fultill. LED adults, however, ind themselves inaclhld-
like posttion, unable to casly comnuiicate ther needs and
desires, nor can they express therr knowledee, views, and feel-
mes. Their responsibilities are doubly onerous becanse of com-
munication deficiencies. While they may be suticring from
culture shack andfor physical delulity, they are faced with the
formudable tsk of acquiring a new language as an adult. These
factors place special demands on an ESL program and particu-
larlyon the classroom reacher (who will alsareapspectal rewards
for skall, patience, emparhv, and cultural respect).

Within the unmigueness of ESL and of LEP students Ties a
multuphicity of culrures, hackerounds, and indwiduals. Each
program must be gearedtothe particularpopulations comyprising
its student body. Broad-based mulucultural sensitivny s an
essential ingredient tor successtul education.

Considerations for ads ./nistrators

While many details concerning an ESL program mav be left
m the hands of an ESL coordinator or teachime staff, the
administrator should have suthicient understandime and infor-
mation about this unigque tield to make informed chorees and
Jdecisions.

Recruitment of students often stays on the more direct
avenues of personal contact and networkme among target
popalacons, bilingu Jnotices within the commimuty, and refer-
raly from other agencies. Intake procedures must allow tor
translation nto native language by a cranslator or, mare Likely.
b amare advanced student, relative, or triend. On the other
haid, an mtake mterview, conducted by expenienced ESE statt,
serves as the first evaluative tool and may be the only necessary
procedure for placement.

Homaogeneous groupmg according o linguage abiliny 15 not
eastly accomplished given a wide range of educational back-
granmdsand all possible combimationsof varving abihties withim
the four skill areas of listening, speakimg, reading, and writme.
Syllabus, materials, and teacher preparationforientation must
Ive tlexible enough to meet this condition,

Optimal classsizeis 12 withamasimum of 15, This allows tor
whole-group activities as well assubstanual student mteraction.
Tablesand chairs, rather than mdividual desks, mav notonly be
caster to provide but also contribuee toar intormal atmosphere
where the teacher can take various roles ranging trom authority
to observer.

A coherent curmiculumy or syllabus which s hased onan
explicit philosophy and goals (which are in tum based on sound
ESL principles) must he adopred or developed. A standardized
evaluation mstrument should be chosen accordingly, During
the Lite "70s and through the '8Qs, 1 wealth of material has been
puiblished or has become available through AdvancE and other
clearinghouses. Though pracutioners are no longer forced to
develop their own techmiques and materials, they should he
encouraged to contimue to Jo so. Though some exe-llent hasal
series are available, none are sutficient to the task. Supplenental
texts, as wellasa library of supplemental and resource materials,
must be provided.

Many, if not most, of the ESL teachers practicine their art in

Pennsylvania and throughout the world do not hold degrees
this tield but have developed their skills through informal and/
orformal trainmg, classtoom and program experience, mdepen-
dent study, and ereative interaction and planning.
Protessional statt should have and mamtam a broad knowl-
edge of the ESL field and s many hasic and mnovatve
techniques. Volmnteer ntors, with extensive initial iraining and
ongamgsupport, can be extremely satistied and effective m the
role of classroom teacher. Retention of both students and
volunreer teachers may be enhanced by an intergroup refresh-
ment-sactal break i the class period. Events and trips wlich
encourage the sharme of cultures also contribute. One credo of
ESL stavs constant: Have fun! @
——Janice R. Frck

Developing a workpiace
curriculum

s adult basie education enters the workplace,
curriculum development v becommg a critical
factar in the design and mmplementation of a
successiul program. Traditional adult education
curniculathatwork quite well mamaore academic
setting tend to fall short when applied to a business world where
mcreased productivity s the desired educatonal outcome. I
curriculum development is ta meet the needs of workers and
employers, hicrarchical approaches to curriculum development
must he replaced by contextualized <kill development. Work-
place learning must have cenerete ties to workplace skillsor the
msmatch between worker ahilities and worker skills will con-
tnie to escalate in the coming decade.

Betore curmiculum development can begim, o needs analysis
nuist be completed and target groups idenufied for educational
mtervention. Specific jobs are then examined in order to
determine those educational <kills which are necessary for
adequate task performance. For example, a kitchen worker ina
nursing home may need the following educational skills in order
to perforni histher job adequately: 1) the ahility to read menus
written at approximately a 6th-grade level, 2) an understanding
of the color coding system for special diets, and 3) the ahility to
correctly manipulate standard units of weight and measure.
These competencies become the primary goals upon which the
curriculum is built.

One of the greatest challenges mn designing workplace cur-
ricula is juggling the varied perspectives of teachers, workers,
and management. When determining curriculum goals, it is
important that cach of these groups feel some ownership toward
the stated goals. Although a thorough task analysis is the
foundationof the curriculum, mput from management, workers,
and mstructors must round out the picture. The kitchen workers
who need te read menus o do their job may have other
educational priorities, such as abtaming a driver’s license or
ncreasing their mobility within the company, Management
may decide it wants all emiployees to have high school diplomas.
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The greater the fecling of ownership toward the curriculum
goals, the more cooperation can he expected from each of these
groups. An effective currictulum destgmer must mediate among
the varied, and sometimes divergent. educational ohjectives
within the workplace and represent all perspectives within the
curriculuin goals.

Once the mstructional goalshave been identified and agreed
apon by all involved parties, a task analysis is performed on each
of the goals to isolate specific objectives, Whereas tradiional
educational frameworks move from general . specific knowl-
edge, contextual instruction hegins with the concrete and
moves toward the abstract. In the case of the kitchen workers,
this means beginning instruction with the menus and moving
toward a more comprehensive reading program. The mmediacy
of worker need is the eriterion used to determine the instruc-
tional sequence. Cognitive theory should certainly be recog-
nized and tiaken (ntoaccount, but it must also be tempered by the
functional context of the workplace.

A fundamental consideration in creating levels of instrue-
tion should be the need of workers, management, and teachers
to recogmize significant achievement and continued progress
toward the stated goals. If Tevels are defined oo broadly, 1t s
Jifficult for workers to recognize achicvement. It there are too
many levels within the curricalumsy, the pride that workers take
m moving from one level to the next 1s greatly dimirushed.
Assessment instruments must be developed to place students i
the appropriate instructional levels within the curniculum.
Further, student progressand overall program eftectivencss nst
he assessed before the currieulumn can be deemed suecessiul.

A workplace curriculum is never really fimished. As a com-
pany grows, joh skills change, workers change, and there 1 a
constant need toreview, revise, wnd update carnculum content.
If workplace education is the key toa literate population, adult
educators must do everything i their power to design a meth-
odology tor creating workplace curricula capable of meeting the
needs of an ever changing workforce s

—Sandra J. Strunk

Family literacy

hildren need posttive gurdance and a supportive
home environment to develep a “sensitivity to
the sounds and rhythm of words and their mean-
ings, a love of books and an ease of oral commu-
nication” (Becoming a Nation of Readers). These
skills are hasic to both the process of reading and to general
educational achicvement. Rescarchers conclude that success in
reading also depends on wide experience in talkingand learning
about the world, early expertences with written fanguage such s
seemg parents writing, and having parents read to their children.
Beeause shared literacy activities hetween parents and clildren
are now und. rstood 1o be not fuxuries but necesstties for lans
guage skilldevelopment, researchers and pracationers are advo-
catng fanuly literacy edvication.

Famuly literacy programs are spectally desymed programs that

focus on improving the literacy of educationally disadvantaged
parents and their children. These programs are varied in design
and administration and are sponsored by a variety of agencies
andinttiatives. Nickse (1989) organizes family literacy programs
into four types depending on the intensity and type of
intergenerational activities. These types range from highly
structured programs in which both parent and child receive
Jirect instruction (c.g. Even Start) tw loosely structured pro-
grams in which enjoyment of literacy activities 1s the key
component (e.g. storytelling and read-alongs). Nickse's matrix
can provide a framework throagh which program planners can
conceptualize new or expanded family literacy programs for
their communities.

Successful family literacy programs generally use a functional
context approach to instruction which embeds basic skills
instruction in a relevant context. Parents in the tamily literacy
program, for example, are taught basic skills within the func-
tional context of family and parenting needs such as promoting
education in the home, fostering the development of essential
leracy skills, and working eftectively with teachersand schools.
In this way, individuals not only improve basic skills important
to performing specitic literacy tasks but also master the content
knowledge necessary for etfective parenting. Adults tind this
mstructional approach motivating, because they are improving
therr literacy skills using refevant materals and can see an
imnmediate application of the skills to their lives.,

The Bureau of Aduic Basic and Literacy Education has
supported vartous family literacy programs through the Adult
Education Act, Section 353 for Special Experimental Demon-
stration and Staff Development Projects. The {ollowingdescrip-
nons highlight two recent 353-funded family literacy programs.
M The Lutheran Settlement House Women's Pragram devel-
oped acurriculum, We Are All Family, as part ot a 353 projecton
family literacy. This multicultural curriculum, comprised of
matertals written by adult learners, is divided into twa sections.
Section | includes writings on diverse families, adult leamers’
and their children's school experiences, and the differences
between real and TV parents. Parents improve their hasic skills
while reading about and discussing issues related to parenting
and education. Section 2 includes writings about teaching
children in the home and literacy activities that parents can do
with their chuldren. This section provides practical, easy-to-do
actwitios toexpand their children’s literacy and numeracy skills.
W State College Area School District (SCASD) Community
Education developed a family literacy project that includes a
model - zory hour program with a Read With Me instructional
guide, read-aloud traming, and library use information. This
project provides parents with opportunities to madel parent-
chald Literacy activities and necess to communty resources such
as the pubhic library, SCASD staff implemented tlus program
with families residing at o shelier for the homeless, parents in
AREJGED classes, parents of Chapter I program students, and
teen parentts from the SCASD Teen Parent Program.

State-funded (Act 143) and federally funded programs (e.g.,
Adult Edueatiom Act, Even Start Fanuly Literacy Program,
Library Literacy Program), as well as vanous private founda-

Se)
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tions, support family literacy projects. Information on the hund-
ing and development of tamily lireracy programs can be ob-
taned throud's the Instituee for the Study ot Adult Literacy at
PennState, Commonwe,dih Libraries, and the Natonal Center
tor Family Literacy. Conmpleted model projects are available on
loan through the stare hiteracy resource centers.is

——Borhara Van Hom and Chrsime Maller

Varieties of
computer-assisted
instruction in adult basic
and literacy education

here are many reasens (or meorporatng compuier-
assisted mstruction it adule hasie and literaey
cducation: enhanced student recruirment and re-
tenteon: aceelerated, reley e ad mdreduahized

learming; and improved levels of selt-esteeny among
participanis.

Software s avalable that can assess feamers” abiliies and
needs mareas such as basie number concepes or grammar, teach
and remtoree speciic kalls trony tvpmgto check-wniting, and let
them express themselves e desktop-published newsletters.
sottware which prompis students through the wnting proces
from bramstormmyg throngh tinal cdinmg. . sottware that ees
students blast the correctsolution with amouse chick. . software
which “lks"and aceepts vorce mput from teachersand leamers
—and software which encourages group decision-making and
prol‘lcm-.\\\l\'lnt_'. SOMCTHNECS OVEX SVSTCIS spanning the tele-
phone lines.

The Best sottware md systems are destened by master teach-
ers and retlect o distllition of what v most ettective and
rewarding about therr stvles. And the hardware! CD-ROM,
videodisk, and modems are all becomme casier touse and afford,
Alladding visual and anditory dimensions to whatever matenal
i b presented.

On the other hand, there 't vet aremendous amount of
sattware Lidored specttically tor wdult basic educavon snidents,
and some of what s available s overpriced, marginatly usetul,
and ey, The theoretical gronmdwork behimd many of the
provrams seems 1 litle suspect, . lntde sunplistic. Tes vical that
adule lireracy educatorsmamim anactively eritical perspective
toanalvang sottware, and grve that mpat to soteware designers.

In thus society, computers are mvolved my almost every job
setting, and many personabsettmges. A tator or teacher can help
provide leamers with aceess to these powertul tools, which can
mcrease both their warkplace skills and therr selt-esteem.

The stercotvpical CAD drll-and-practice software, where the
learner recerves pre-and post-testing, mstruction, and practice
uste the subject matter, nsing some form ot Cloze or muluple-
choee testmg to evaluate learmimg. The best of these allow tor
a relatvely wide varation in learner responses. Some have
entertamimy and meanmetul wraphics and anmaton which

Aruitoxt provided by Eic:
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help reinforce or illustrate concepis, and use games as exercises.
Manvofthese programs exist, of varvimgquality and scope. Some
arewell-designed and mexpensive, tocusme on one specitic skill
and explormg it deeply. They may be ediable, so teachers can
add therr own exereises.

Some coordmated sets of CAL programs, called Integrated
Learnmg Svstems (1ILSS), are made to bring leamers throngh the
cquivalent of several vears of school, oran enure GED program.
1S tprcally have elaborate rackingmechansms torevaluating
students and correlating therr scores tostandardized tests sucl as
the TABE. Some of these programs have exciing mulimedia
components, such astull-motion videoorextensive audio, These
features ¢ be especrally valuable tor entrv-level leamers, and
the programs are destened 1o let them progress independently.

Sunulations, anether tvpe of CAL encourage leamers 1o
explore and test assumptions i vartous “real e situations, such
asstarting i business or makig a political chotee. Some of these
programs are designed for multiple players and am o improve
Jdecraon-making, group process activites, and problem-salving.

A nonstereonpical form of CAL emphasizes the use of
computer tools to angment the classroom curmiculum. For m-
stance, it learners are allowed and taught to use word-processing
programs to write their GED essavs, they are accomplishing at
least three thingssimultancously. Theyvare able tofocusmore on
therr uniquely human abaity o think about what they want to
write and how they want to write 1t and less on how ic will look
on o page or how mnch Libonous time they will have spent
recopving it by hand to make it perdect. Instead ot seemg writing
asasacred. untouchable proposition, they leamn 1o see text as
tlexible and editable, related 1o speceh, when they print out
coptes and hand them around. And they leam two marketable
skills, typmig and word-processing.

Leamers can comptle budgets on spreadsheets, leamimg the
meanmg ot charts and graphs m the process. They can keep lists
of recipes or addresses on databases, use graphies programs to
express themselves ;

4 tie a0 view iaiecr tormal laat

I Busenstem

vistally, and puticall

together by engaging
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4N 1 v t 1 compuler-ansisted msbiuclionin
i a desktop publish- acull e ang ieracy edocation o
ing project such as a

newsletter. This is as
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relevant as it gets, and
the leammg directly

transfers to the work-
plice and to being active criizens in 1 demaocratic society.

Adult literey practitioners can provide avaluable service by
beconung tamliar with the avail. b le software, stereotypical or
not, and utihizing the best ones they find.

Severalagencies m Pennsvlvania, suchas the Institute for the
Sty of Adule Literacy at Penn State (814-863-3777), the
Technology Project of the National Center on Adult Literacy
(215-898-1929), and the Ofice of Computmg Services at
Drexel University (215-895-1282) provide various fevels of
aipport for adult basic educarors interested m utihizmg comput-
ors m their programs.s

---Ben Burenstem
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Curriculum resources for
adult education programs

onc are the days when adult educators had no
choice but to teach the Sears catalog because
most of the materials published for adult learmers
were modifications of children’s texes. Today, we
are faced with a plethora of attractive materials
designed specifically for adult leamers. If today’s teachers are
using the Sears catalog, it's an intentional lesson in applying
skills to real life.

However, the natural response for many, under present time
and monetary constraints, is to stick to what they know. Yet
resources often determine leaming approaches. It is hard to
provoke group discussion when all your ABE materials feature a
programmed learning format, or to promote theconfidence that
comes from individual exploration when all your ESL work-
books stress class drill or role playing.

Malcolin S. Knowles wdentified the most usetul technigues
for encouraging learning in various behavioral categories:

Change in:

Anrpropriate techniques:

o

Knowledge
{digestion of information)

Lecture, interview, reading,
debate, audio-visual

2. Understanding
(application of skills)

Discussion, demonstration,
case study

3. Skiils
(performance of new ways)

Practice exercises, drill,
demonstration, coaching

4. Attitude
(accepting new feelings)

Role playing, discussion.
cases. games, counseling

5. Interests
(exposure to new activities)

Trips, reading. exhibits,
audio-visuals

Do your current materials and resources encourage teachers
and tutors to use the full range of appropriate techniques in
asatsting adulr learners to enlarge their knowledge, skills, and
perspectives? Are they the best available ac an affordable price?
If the learning environment is to provide options in materials
and methods that suit adults’ varied leaming strengths, educa-
tors must experiment with a wide variety of resources. In
addition to standard texts and workbooks, there are:

1. Programmed materials: In a formar geared to self-instruc-
tion, adults can learn at their own pace and structors can
manage large groups of adults with Jiverse abilities and interests,
These materials provide immediate feedback, reinforcement,
and the opportunity to follow particular interests. Disadvan-
tages include the need for supplementary material to overcome
deficiencies msome areas, atendency tobore students if program
sequences are paced too slowly, a lack of interaction between
teacher and student, and a forestalling of the creative processes
ot thinking and reading.

2. Computer-assisted instruction (CAI): This high-tech ex-
pansion of the programmed format increases the number of
adults that can be served simultancously while providing indi-
vidualized level, pace, and feedback. Its advantage over printed
programmed materials lies i its diagnostic, monitoring, and
selection system, which canserve asa blueprint for the instructor
or provide the leamer with options for bypassing selected step-
by-step sequences. This eliminates the tedium of confronting
irrelevant or repetitive material. (For morc on CAl, see previous
page.)

3. Instructional aids: [roper use of an overhead, shde, or
motion picture projector; camera; calculator; typewriter; televi-
sion; and tape recorder can enhance leaming activities. Such
resources must he appropriate tocontent and technique. Teach-
erswho investigate, analyze, and try cut new types of equipment
and software should be involved in any purchasing decision.
[nstructional aids require nat only teacher/tutor preparation
prior touse but learmer preparation and follow-up as well. Adult
students need to know what to look for in presentations and to
understand how their various learming activities are related.

4. Informational materials: “lHomemade” materials can be
helptul in enhancing or filling in gaps in commercal materals.
They involve students in their own learning and provide unique
resaurees whose familiarity, relevance, and emotional content
may he particularly useful tools for new readers and writers.
Photographs, intervicws, and taped stories aid in role playing
and may stimulate discussions that lead to changes in the adult’s
attitudes, insights, or mterests.

Selecting materials

Anunderstanding of adult learners, their characteristies, and
theirneedsis the best guide toselecting appropriate matertal. No
single method of instruction is suitable to all leamers. Rather,
provide a variety of up-to-date basic, supplementary, and refer-
ence material. The “Checklist for evaluating instructional ma-
terals,” developed by the Virginia Commonwealth University
Materials Resource Center and reproduced on the next page, is
bath comprehensive and easy to use.

You will find a current, annotated listmg of resources for
ABE/GED/ESL/Literacy/Workplace learners in The ABLE
Guide. Also check Freebies for ABLE, a catalog of materials
avatlable at no charge. Other hibliographies featuring adult
learner resources are listed in The ABLE Sampler: A Professional
Development Guide for Adult Literacy Practitioners. All three
books are available on loan from AdvancE. -

—=Sherry Rovee

% Don’t lose touch with the daily activ.des of
students, staff, instructors.®

—Stephen Wegener

Adult Education Specialist

ARIN IU 28 Adult Leaming Center, Indiana
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Checkilist for evaluating instructional materiais

(S=Strong W A=Adequate B W=Weak B N/A = Nonapplicable)

GOALS AND OBJECTIVES

1. Purpose and rationale fully explained
Goals and objectives clearly identified
Content directed to stated goals and objectives
Procedures include ways to determine student’s readiness
Assessment of student achievement included

ok wN

VALIDITY
6. Authors appear to be qualified
7. Materials have been field-tested
8. Evaluation of materials used

CONTENT OF MATERIALS
9. Concepts well developed and sequentially deveioped
10. No confusing and/or conflicting concepts
11. Skills sequenced, introduced. and reviewed
12. Major points clearly identified
13. Audio-visual elements integrated
14. Reading level is appropriate for student in this program
15. Materials can be worked with independently or minimum help
16. Content will stimulate and challenge students

OBJECTIVITY

17. Information is factual

18. No racial. sexual. or religious biases

19. Portrayal of racial, religious, and ethnic groups builds
understanding, appreciation, and acceptance

COMPONENTS AND ORGANIZATION

20. Materials not too large, bulky, or complex
21. Materials are relatively easy to use

22. Special in-s2rvice training is required

23. Materials are well designed and packaged
24. Materials are reasonably priced

TEACHER MATERIALS

25. Adequate teacher guides or manuals provided

26. Provision for teacher-student interaction

27. Suggestions and Iinstructions for meeting needs of students
of varying levels are included

28. Suggestions for related learning activities are included

SUMMARY AND RECOMMENDATIONS

29. Materials would make a meaningful addit.on to the
classroom

30. Materials do what they are intended to do

31. Irecommend the purchase of these materials

Developed by the Virginia Commonwaealith University Materials Resource Center

)
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Counseling for academic
needs—now and in the future

requently, academie counseling s viewed as super-
fluous 11 the adult education arena. 1 academic
counseling appropriate tor the studont who Tacks

baste survival skalls, the student who only wants o

GED certificate, or any adult student who has no
mterest or aptitude tor a college or unversity ! Educators reason
that since many adult students have a host of mpediments o
future acadenmic achievement, such as tanly responsibilities,
financial obligations, language barriers, and even learning dis-
ahilities, such counseling should be reserved for the exceptional
student. Instead, academic counselimgshould be viewed asaright
afforded any adult who ¢haoses to contmue hisor her education.

Part of the difficulty in determining the extent to which
academic counseling is appropriate for a given student is the Lick
of a clear definition for the term acadenuc. In most public high
.‘\Cl\( )Ol.\‘. thc \\’()rd h.ls cometo \lc\l_un.ll CACouUrnee *f..\llld\' dusl-_fncd
for students who plan to pursue i tour-year degree at a college or
university. Yet, this was not always the case. The word academy,
from which academic 1s derved, orgmally referred to a garden or
grove near Athens where Plao and s tollowers held ther
philosophical conferences. The only prerequusite foradimssion to
Plato’s ncademy was a willingness o examine the many tacets of
life through rational mquiry. These arcas were not artificially
stratified accordmg to economie or cultural values of the day, but
were eelectic in nature. The individual exammed those facets of
life which held the most meanmg for him rather than those which
would bring the preatest PIestice OF CCOnoniic success. ‘

Pragmiatism has long been acomerstone of adult education.
Qur curricula are campetency-based; our students are goal-
oriented. The GED has become a paradigm of suceess, the
standard used to ditferentiate the educated trom the education-
ally disadvantaged. Yet, moour race to alleviare astudent’s
cconomice barriers, have we tatded to give him or her a tie
picture of the wealth inherent i the acquisition of knowledee
for its own sake? Academic counseling, moats broadest sense,
helpsastudent explore those arcas ot knowledge which hold the
greatest meantng for him or her. Atter all, of what use are lite
skills when life holds little or no meaning for the mdividual ? As
educators, we have an obligation notonly to help students learn
aurvival skalls, but also to factlnate astudent’s ifelong process of
rattonal inguiry. I our own view of education smyopic, canwe
expect any more than that from our students?

Providing options

Unbke ehildien in the public schoals, every adult education
student has o rght o determine bis/her own indwvidial course
of study. Te s the task of the academie counselor 1o present
options for study both mside and outside the adult educanon
classroom. Curtosity is the foundation of knowledge, and the
academite connselor mist be able to mednte between astudent’s
mnate curiosity and the exsting educational structure. This s
not an casy tisk. On i day-to-day basts, this might mean helping

o0

one student prepare for an SAT aclievement test m physics
while locating an ABE text on Greek cooking for another.
Certamly, we can't be all things to all people, bt we can
factlitae leaming outside the mamstreant of the traditonal
adult education curriculum. Further, we can view milestones
arch as the GED as one step mn the educational process rather
than the end of the adult learning experience. This would allow
the adult education student the option of contimung his or her
dudies attersuceessfully passingthe GED examination. Options
for doing so and gurdance in tollowing the necessary procedures
should be available i the adult education program.

Innate curiosity does not limit iselt to the five subject areas
on the GED. Educators must ask students what they want 1o
learn rather than dictate subject arcas that are convenient to
teach. This doesn’t mean that adult educators should throw
pragmatism out the window and begm holding philosophical
Jiscussions in olive groves, but we must begin to temper our
pragmatism with scademic counseling m its broadest applica-
tion. Regardless of whether a student plans to continue hasfher
audies at a college or unwversiy, everyone has aright to learn as
much as possible about the world in which we live, If we are to
cdrcaterather than teach, academic counselimg must becomean
integral part of the adule education program s

—Sandva J. Strunk

Counseling for students’
personal needs

ounseling for personal needs is o ertical conpo-
nent of a4 successtul adult education progran.
While educating the adult student, a program
should jocus on the individual as a whole person.
ABLE students often are dealing with complex
wsuesin thetr lives that direetly affect theirabitive tolearn, retan
mtormation, and function in an educational settng. The
counselors and teacher's sensitivity can reduce attririon due to
stress from these factors,

One such issue is self-esteem. Often adult learners carry with
them thestigmaof bemng percerved asstuptd and unable to learn.
Self-unage is dircctly conneeted 1o classroom performance. It
dudents think they will fail, often they do. Unintrusive, conti-
dential counselingean help them connect towho they really are
i they can look objectively athow they view themselves. They
can work on Blocks 1o personal growth and explore ways of
coping. They can recognize therr ownstrengths and be aftirmed
as capable people who can reach their goals.

Isstes relating o the home environment have g strong
mpact on the adult learner's abality in the classroom. Knowl-
edge of the student’s support network, or lack of family support,
weructal. Thisis especially true if domestic violence is mvolved.
It astudent andfor her children are experiencing physicaabuse,
sudying or even thinkmg about school can become stressful.
Abuse issues can be dealtwith and cmmsclmgnptmm discussed
on an mdvidial basis. Referrals to sheleer, legal, and medieal
resostrees can be made through the counselororaist of resources
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that teachers should have available.

In addition, increased educational skills and enhanced self-
esteem can change the power dynamies of relatonships. Issues
of family relationships, changes 1in fanuly dynamies related 1o
increased selt-csteem and educational attinment, and issies
related to the impact of program attendance on household
management timdé are potential topics for classroom disciission,
writing and probleni-solving exercises, and peer support.

Helping them find resources

Baste needs of students must be met betore they cantocuson
the educational aspect of their personal development. Finding
solutions o pracuical, everyday problems can sometimes be
overwhelminge, Personal counseling sesstons can be ameans of
making referrals and letting students know what resources are
available ty them. Seaft can inform students about atfordable
housing; child care; jobs and training; tood and toel reterrals;
cimergency shelier; legal, medical, and mental-health resources:;
drugand alcobol trearment programs; and transportation avaul-
abilite. A typed list of available resources is helpful. Knowing
that these services exist, where to go, whom to talk to, and how
to talk to them can be an mvaluable resource for adult students.
Oral communication and assertiveness traming can be incorpo-
rated nto the classroom through role pliysand development or
short plavs or sitational scenarios.

Eftective follow-up 1~ a necessary conmseling component,
Sapport throughout the problem-solving process to the resolu-
tom of an tsue provides an important learmmg tool tor the aduit
student. Weekly support groups facilitate peer problem solving.
Iasties of common concem can hesddressed through i he curricutum.

Pervonal counseling need not be conducted moa formal
manner. Having avaalabice sttt members-- not jost counse-
lors—whoare perceptive, knowledgeable,indcarmg, cansupple-
ment 4 tormal counseling program. Just having someotie who
hstens sviypatheticatly, when no one did betore, can make all
the difterence. In many cases, thisis the onlky way studenis feel
comfortable talkmg about what's on thew nunds.

Counseling for personal needs = an important part of the
holistic approach to adult base education. Fach stndent san
mdividual with a aiique combmation of problems tooaddress
and strenaths o deal with them. OQur job s educators s 1o
maximize the porental of cach student and o use all the
resources we have to doso, Conmseline sttt and teachme statt
canwork togetherto epowerstudents, enable them o achieve
reahistic, artainable goals, and enhang e program retention.ss

- Carol Croerezel

Career preparation for
adult students

hen adult stadents prepare tor careers ar to
“re-career.” as Roger Asford terts o career
change, the tist consideration ctodentty
carcer mterest and aptiade. What kind of

work would a student ke o dao, and does he

orshehave the aptitude to do that jobor be trinned to do it This
does not mean a person will do the same type of job his or her
entire hite. On the contrary, many people have four or five
Jdifferent carcers ina lifetnne. However, those who change tvpe
of Job must be aware that they may not be paying into a
substantial retirement system or may lose fringe benefits such as
vacationandsick days, Changing jobs within the same company
may not present such problems.

Thereare many sources of free Career intormation, meluding
Ocenpational Owtlook Handhook, Pennsylvania Job Service, high
school and college counselors and placement officers, libraries,
fabor unions, businesses and firms, trade associations, profes-
sonal sources, personal contacts, JTPAL adnb education pro-
arams, and teachers.

After discovering what he orshe would Tike to do, the person
must find out what the job reguirements are. Is it possible tostep
mto that job right now or is further trainmg necessary? The
Oxceupational Ortlook Handhook and Occupational Outlook Quar-
terly are good sources of this type of mformation, They can be
toundat yaurlocal library, state jobservice, locathigh sehooland
college libraries, or placement offices, or through personal
contacts, such as business and industry personnel officers.

I{ tmining or educanon is a prerequisite, how can it be
obtained? The local library, school guidance office. and adult
education program can provide information. Social service
agenctes, public wsistance offices, and vocational-technieal
«chools can provide intormation on the avadability of financal
asststance for trunmy trom the Job Training Partnership Act,
Job Corps, Targeted Job Tax Credit, on-the-jols trainimg, and
otherstateand federal programs. Locatlngh schoolsand colleges
can provide finanealud mtormanon for adults seeking a col-
lege education.

Durect students with specitie needs o the Doectory of Coun-
selimg Sertiees prepared by the American Assaciation tor Coun-
selingand Development, 3999 Stevenson Avenue, Alexandri,
VA 22340, This s available at most local Lbraries, job service
oftices, and other agencies working with specific needs groups.

Thenextsteprstoapply torjobsand gethired. When itcomes
toreseare lung the jobmarket, there aremany avenuestoexplore
besides the classtfied ads. Every county has a Privae: Industry
Counctl that will asest income-chaible students i gaining
cmploviment. The state job service office can provide frec
mtormation on many local, state, and federal o, (They can
also provide counseling and testing tor specific occupations.)
Newspapers, libraries, school and college placement services,
and employment agencies can provide mtormation on ol
search prograns and intormal job-search methods.

A Job Scarch Werkshop destianed for vour stindents can help
them direct their own jobsearel by learnimg cineal iob-search
kalls: wakig phone contacts, filling one apphications, writmg
fettersand resumes, practicing merview skills, avd planning the
overall job-scarch strategy. Even stress management and
assertveness trnning haveaplace msucha program. Organizimy
the warkshop o group settmg remaoves the sense of solation
thatoften preventsisuccessful self-direc ted job search. Youcan
get free assistance from the Pennsylvan Job Service, JTPA
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programs, the local Chamber of Commerce, the Private Industry
Council, the Public Assistance Office, schooland college place-
ment offices, and libraries.:8

—John A Heisey
Outstanding student awards

Educaton’s Burcau of Adult Basic and Literacy
Education honors ten outstanding adult student.
Finalists are selected from more than 68,400 adult
learners participating in the Department’s literacy
tutoring, ABE, ESL. and GED classes. The awards ceremony
honoring the winners has hecome an annual teature at the

leaislative luncheon, held in Febiuary at the Adult Education
Mid-winter Conference.

In October. program directors are nrged to nominate 4
program participant who has overcome academic ditiiculties
and onerous life stuations to enter and achieve sueeess i therr
programy. These selections are considered in December bva i 2.
member Succes Storv panel drawn from ABLE tutors, teachers,
counselors, admimistrators, and state advisors. Ten outstanding
students are honored at the conference. Pennsvlvania’s winners
have represented ABE/GED tndents ot state, regional, and
mational conterences and have served as members of the
Commonwealth’s Adult Education Task Force.

Success Stomes. a booklet hononing these winners, 1 pul*"
lished each vear. Tt tells of ives made paintul by physical and
tearning disabihities, damaced by bodily and verbal abuse,
wounded by prejudice and abandonment, twisted by drugs and
alcobol. Tt shows therr strugele tor success as a battle of will
acanst crreunistances. [t celebrates the trumph of the human
spirit over adversity. Followiny the model set by Pennsylvania,
the American Assoctation for Adultand Continumge Education
(AAACE) coordinates a nattonal search todentity and honor
outstanding adult learners. To nanunate one of vour students for
the national award, contact AAACE, 2101 Wilson Blvd., Surte
925, Arlington, \V'A 22201, phone 703-522-2234 .8

el
—Shmﬂ‘_\' R nee

How to organize and main-
tain an alumni association

Jumniasoctations have many benefus. They can

encourage alumni's further educational develop-

ment, enhance therr feehings of selt-wortly, and

promaote vour program and s staure e the

community. But developmg and mamtinmg an
Alumni Associaton takes much etfort. Why hother?

In Mifthin County, where an adult education Alumne As-o-
ctation has been active since 1983, the answers seem olvious.
The benetis far outwereh the difficalties assoctated wath the
cffort. Thie Alumni Asodation has brought many posttive

o2/

ach the Pennsylvamia Department of

6 Be direct and honest when dealing with
staff and students.%®
—Jerry Valeri
Director, FedevalfState Programs
AASD Consortia, Altoona

changes to its members, the Adult Center, and the communuty,
and those assocrated with it are cager to share this success with
other groups.

An Alumni Association can make the staft’s work casier.
Alumnt can recrutt for you, tutor for you, and sponsor events.
Mostimportantly, aiumni can get the word out in your commu-
nity about the need for and development of adult education.

Getting started may be the most difficult task. Keep in nund
that you need only a few key participants to make the groupa
cuccess. These key people can generate the involvement of
others by providing an example. More and more alumni groups
areexpanding to include current students. The role of the eroup
then hecomes supportive and an aid to transition.

Membershipdrives can be cammied out effectively by malland
follow-up phone cails to all graduates of your program. Follow-
up communicaticn is eritical. Newspaper, radio, and TV ads, as
well as word of mouth, are effective. Your staff can encourage
Aumnt to use networking technigues to mereiase membership.

Sull, mantenance of an Alumni group strongly relies on
nteresting meetings and activities for the group. In Mittlin
County, the Alamni Association'sactivities fall mto threcareas:
B Agency support: Alumni Association members support the
Adult Educatron Center’s programs and activities. Alumni
recruit many new students and discuss the programs with their
network of contacts. Alumni participate in graduation ceremo-
nies. Alumni conduct tundraising activities and donate pro-
ceeds to Adult Center needs. Alumny also work as tators and
operate a speakers’ bureau on the Center's behalt.

# Community service: Many alumni projects are of a commu-
nity-service nature. This gives many members their first experi-
ence in contributing to community events. k can also enhanee
the stature of GED graduates in the area and serve to promote
adult education programs.

B Personal development: Alumni personally benefit from
activities such as workshops, speakers, and mutual support.
Scemng therr development enhances current students self-es-
teem and vision of therr own future achievements. Alumnt
participate incounsehing groups and writing, and job-search and
cratt workshops.

When organizing an alumnt group, constder the tact tha
alumnis needs and interests are mastage of flux. Otten, the
Awoctation’s role tna member's hife s to provide a transiion to
new areasof nvolvement, soactive membershipis not necessarily
longterm. There seems tocome time for most alummiwhen they
move on toother things, Group contanity can be maintaned by
transterring leadershup from one key group to another. For more
nformation, contact the Adult Education and Job Trammg
Center, 1020 Belle Vernon Avenue, Lewistown, PA 17044 28

—( avol Molck
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Literacy resource centers:
AdvancE and more

11992, the Burcau of Adult Basic and Literacy Education
obtained funding under the Adult Education Act, as
amended by the National Literacy Actof 1991 roexpand
the information services of AdvancE (located in the
Department of Education, Harmsburg) and to establish a
second information center in the western part of the state. In
addition o providing direet resource and sttt development
services toadult educators n Pennsvlvani, the centers will serve
asreciprocal links berween the Natonat Instinute for Lueracy and
service providers. Coordimation of literacy services witlun Penn-
sylvania, among the states, and with tederal agencies s accom-
plished through dissemination of nformation to and fr 1 na-
tonal, state, and regional resource centers using newsletters, state
staff contacts, and other communication methods.
The Resource Centers have three primary goals:
M Provide computerized database scarches of the Educational
Resources Information Center (ERIC). ERIC: 15 an informa-
ton system sponsored by the Natonal Institute of Education.
Through a network of 16 clearmehouses, inchiding the Clear-
inghouse on Adult, Career and Vocmonal Education, educa-
tonal information is idennfied, indexed, and disemmated.
Many Pennsylvania Section 333 documents are included i the
ERIC datalase. ERIC information includes:
Bociment atations: Materals cired nclude research reponts, urricu-
Ly gudes’ progmam deseriptions, and state-ot-the-art papers.
Joremal cttattons: Over 700 educational periodicals are indexad.
Adult educatorscan access ERIC resources through the Literaey
Resource Centers, Center statf will conduct on-line computer
searchestoidentify documents and matl printouts tousers. Users
then may request microfiche copiesof tall-text ERIC documents
or photocopies Sof journal articles.

E Manage resource wollections so that these resources are
responsive to local program needs. The resouree centers mam-
tam an extensive special collection of materwals for weacher
preparation or classroom use. The collections are peniodieally
reviewed by experts m the field 1o enware that resources are
contemporary. Materials can be requested by subyectorutle and
are loaned for four weeks,

Qo — e
ERIC .
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M Serve as clearinghouses and disseminators of products and
information about Section 353 demonstration projects. Intor-
mation about Section 353 demonstration projects is dissemi-
nated to educators in the stare, to the National Institute for
Literacy, and to other national clearinghouses. Project descrip-
tions are disseminated annually in the Adule Education 353
Special Projects Project Abstract Bookler. Centerstaffalso makean
effort tocirculate s many projects as possthle by matching them
with published materialor by mcluding them insubjectsearches
where they otherwise might have been overlooked.

A new function of the expanded information services places
cinphasis on assisting nine regronal staff development centers to
improve and promote the diffusion and adaptation of state-of-
the-art teaching methods, technologies, and program evalua-
nons. (Sce page 42 for 2 complete list of these centers. ) Center
pecialists work with advisory committees and knowledgeable
experts to dentify exemplary practices.sa

—Chery! Harmon and Evelyn Wemer

Graduate programs in adult
education

dult education, once expertenced, can lay ¢laim
to the heart. Most of us came 1o the field as
novices, tapped as teachers or trained as tutors to
work with adults. Some of us workmg in business
orsocial agencies came toan understanding after
vears of practice that what we were “domg™ was actually adult
education. But whast separates the transient from the professional
weommitment. Coninitted practivoners recognize adult educa-
tion as a calling and seck to miprove their skills and develop an
understanding of the theory and research base of the profession,

Attending conferences, seminars, and workshops and net-
workmg with colleagues appear to e most adult educator’s
preferred methods of learning. Some practitioners learn their
trade by self-directed readmg and experimentation, while others
feel the need to expand therr understanding by undertaking
fornual cournework leading 1o 1 masters or Jdoctoral degree in
adult education.

ABLE staff who wish to pursue traditional collese course
work orindependent study courses in adult education may have

3)
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part of their tuition reimbursed through the Regional Staft
Development Centers. If youarc interested in pursumg graduate
work, the following institutions offer programs readily available
to residents of Pennsylvania.

Cheyney University of Pennsylvania
Master of Science in Adult Continuing Education
207 Browne Hall, Cheyney, PA 19319
Contact: Dr. Velma McLin Mitchell, Coordinator, ACE. (215)
399-2387/2406

The program leading to the Master of Science degree in ACE
is designed for goal-oriented, continuous learning by adults in
independent, group, or institutional settings. It targets indwvidu-
alswhoare already working with adultsand may need additional
knowledge to increase skills and students interested in careers in
adult education. The program of study is individualized, allow-
ing each participant to utilize his/her work experience, educa-
tional background, and future career goals. High on the fist of
carcers/interests are community educationfdevelopment, man-
agement, training, religious education, staff development, lit-
eracy, adult basic education (ABE and GED), professional
continuing education, gerontalogy, and humarn services.

The purpose of the ACE program is to develop competencies
in those who work with adults in three basic areas: administra-
tion, counseling, and teaching. These competencies are devel-

oped through course requirements, field trips, reading and
research, projects, a4 practicum, seminars, in-class/group discus-
sion, and a thesis requirement. Courses nay be selected from a
specified professional core, the ACE Concentration, and cog-
nate caurses or arcas of minor emphasis and electives.
Program requivements: The 33/36 hours required for the M.S.
m Adult Continuing + Jucatior are distributed as follows: 3
professional core courses (9 hours), 6-7 ACE Concentration
(18-21 hours), I clective (3 hours), and | programoption: thests/
project/course (3 hours). '

Entrance requirement: A bachclor'sdegree froman aceredited
college or university.

Indiana University of Pennsylvania
Mauster of Arts and Community Education
206 Stoutter Hall, Indiana, PA 15709
Contact: Dr. Trenton R. Ferro, Coordinator, Adult and Com-
munity Education, (412) 357-2470

The Master of Arts progriun in Adult and Communuy
Education provides a balance of academic trainmng, practical
field expertence, and mdividualized study. Students are able to
enlance their abilities as professionals and develop the knowl-
adee and skills needed to help aduales learn in business and
industry, health care, soctal services, conumunity agencies, and
other educational and programmatic serungs. In addinion, stu-

National ABLE resource
centers

o The National Literacy Act mandated the operation of a
number of clearinghouses for dissemination of adult basic
and literacy information nationwide. Although we in Penn-
sylvania have enjoyed the services the AdvancE for many
years, there are several national clearinghouses operated
through the United States Department of Education (USDE)
for the professional development of adult educators.

M Division of Adult Education and Literacy (DAEL;
Clearinghouse. An in-house operation of DAEL and USDE
providing information on Adult Education Act (AEA)
programs and innovative projects funded under the AEA. A
Bibliography of Resotrce Materials is available by writing to:
DAEL Clearinghouse, 40C Maryland Avenue, SW, Wash-
ington, DC 20202-7240. (202) 205-9996.

B Educational Resources Information Center (ERIC).
Funded by USDE, these 16 clearinghouses include the Adult,
Career and Vocational Education Clearinghouse, 1900
Kenny Road, Columbus, OH 43210-109C. ERIC collects.
analyzes, and distributes information from many sources,
compiling them in an electronic database of over 750,000
journal articles, rescarch and project reports, and « cner
documents. ERIC resources are most casily accessible to us

through AdvancE.

M National Clearinghouse on Literacy Education (NCLE).
Thisclearinghousc provides information and technical assis-
tance on services to limited English proficient (LEP) adults
and out-of-school youth related to adult ESL literacy and
native-language literacy. Besides offering a substantial list of
free publications on various topics, NCLE publishes a news-
letter, NCLE notes, which is free on request from NCLE,
1118 22nd Street, NW, Washington, DC 20037. (202) 429-
9292, ext. 200. Fax: (202) 659-5641.
B National Institute for Literacy (NIL). Admiinistered
under an interagéncy agreement among the Se cretaries of
Education, Health and Human Services, and Labor. At this
writing, they are creating a national database and a toll-free
numbser of literacy providers and volunteers to access infor-
mation on literacy issues. NIL, 800 Connecticut Ave., NW,
Washington, DC 20006-2021. (202) 632-1500.
M National Center on Adult Literacy (NCAL). Estab-
lished at the University of Pennsylvania under funding from
the Departments of Education, Health and Human Services,
and Labor, this center focuses exclusively onresearch inadult
literacy. Its newsletter, NCAL Connections, is available on
request at no charge from NCAL, University of Pennsylva-
nia, 3910 Chestnut St., Philadelphia, PA 19104-3111.(215)
§98-2100. Fax: (215) 898-9804. Additicnal information on
NCAL appears on page 68.
—Compiled from
What's the Buzz?, AL.L. Points Bulletin,
and Freebies for ABLE)
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dents have opportunities to develop networks and monttor
relationships with practicing protessionals in adultand commu-
nury education.

Program requirements: A mmimmnum of 36 hours is required for
the M.AL in Adule and Connunity Education. The normal
program includes 7 core courses (21 hours), internship (Ghours),
2 electives (6 hours and a thests or non-thesis option).
Entrance requirements: In addinion 1o holding a bachelor's
degree from an aceredited college or university, apphicants must
tulfill TUD's Graduate School and ACE program requirements.

The Pennsyivania State University

Master of Education in Adult Education

Doctor of Education in Adult Education

403 S Allen Street, Suire 206, Ulniversity Park, A 1680
Contact: 1r. Jovita M. Ross-Gesdon, (814) 863-378]

The Penn State masters program s desiened for people whe
wish towork as practinioners m anv adult educationsettme, most
oftenas mstructors, program planners, oradministrators. Courses
areoftered at the Universiy Park and Behrend campuses and the
Monroeville Graduate and Continuing Education Center.

The doctoral prograny accommaodates hoth part- and full-
time students engaged or mterested m careers, meludimg adule
basic and Iiteracy educarion, correcrions education, comnunity
Jevelopment, and statt development. This progran i~ designed
to prepare adult education leaders: The progran s mdividually
tatlored to provide flexililuy and challenane learnmg expernt-
ences. It comprises a full-ume faculty based firmly in the
disciphine of adult education. The DUE vottered at Ulniversiy
Park and Harrsburg,

Musters program requirements: M.EJ 33 credits, 18 0 adult
cducation; a majar paper.

Doctoral program requirements: D.EJ. 60 credits beyond the
masters; 24 credits in adult education; 15 credus ina minor or
ceneral studies; 6-12 in electives; 15 credits for dissertation.
Masters and Doctoral entrance requirements: An application
nuist be sent to the University, accompanied by all transeripts,
scoresof the Graduate Record Exam (GRE) anda “career letter™
explunmg howstudiesinadult cducation retate tothe apphcant’s
short- and long-range goals. Applicationsmay be requested from
the Graduate School at Universiy Park. A few fellowships and
assistantships are available to qualified full-time studenes 1 you
are interested in funding, submnt vour apphication by February
for fall admission. Harrishurg campus applications are due by
March 15th for fall admission.

Tample University
Mauster of Education
Doctorate in Education
Dept.of Curnienlum, Instruction and Tedhnology i Education
335 Rutter Hall, Phaladelphia, PA 19122
Contact: Dr. Michael W. Cialbrauh, Coordinator of Giradhate
Studtes m Adult Education, (215) 787-6189

Both graduate programs in adalt education at Temple are
designed primarly for practitioners whaose principal concern s
the ednication of adults. Assuchy, teachers, adnunistrators, coun-

selors, tranmg directors, and researchers form the nucleus of
individinls availing thetiselves of these programs. The underly-
ing theme of these graduate students s 1o better prepare them-
selves taserve the unique needs of adults ina variety of settings.
The program of studies for the doctorate v completely
individualized. The candidate and three professors develop the
program based on carcer aspirations for the candidare, the
posttion(s) expectatiens, and input trom the major advisor.
Baoth degree programs offer courses .t Temple in Philadelpliza
and at the Temple Harnsburg campus.
Master’s program requirements: M.EL requires 30 credis
established previousty by the student and advisory protesor
Based on the students interests, career goals, and universiy
anidelines plus o thess. M3, requires 33 eredits including 3 tor
amaster's project. Students who do not mamtan a 3.5 average
must take 4 comprehensive exanemitien.
Doctor of Education requirements: Minmum of 78 hours of
credit (including master's level work and up to 9 transter
credits); dissertation (including approval of proposal, comple-
ton, defense o dissertation).
Master of Education entrance requirements: Acceptablescores
on Miller's Analogies Tew
Doctorate in Adult Education entrance requirements: Ac-
ceprable scores on Miller's Analoares Test or Graduate Record
Examination. Complenon of residency requirements. Three
positive lettersof recommendation. Financial assistance isavaul-
ablen limuted torms through graduate assistantships and reach-
g associateships tor masiers and doctoral programs,

Widener University
Master of Education in Adult Education
Center for Education
One Universaty Place, Chester, PA 19013
Contact: Dr. Patricta AL Lawler, (215)499-4252

Adult cducation can be found in 4 varety of settings:
corporations, colleges and universities, commumity organiza-
nions, adule haste education, healthy care mstitutions. The mas-
ters program at Widener University offers a flexible program of
study tomeet the needs of practitioners and future practitioners
i this diverse and growmg ticld. The core curriculum provides
a toundatton i theory and research. An academic advisor s
assigned to cach student to assist in the selection of electives.
With these clectives students may customize therr program tofit
their occupational experiecnces and goals. An - independent
study project completes the program, providing practical apph-
cation of the student’s knowledge. The program is part-time
with evening and Late-afternoon classes, The Widener campus
s conventent to Ris. 95 and 476, with easy access and parkimg.
Program requirements: M.Ed., 3C credits, 15 core courses, 12
clective courses and an independent study project.
Entrance requirements: A bachelor's degree from a regronally
accredited nstitution of hugher education s a prerequusite for
admission togradiate study. Prospective students should submit
anapplication along with otficial transerpts from all previous
graduate and undergraduate programs and two letters of recom-
mendation frony colleagues, supervisors, or collepe professors.
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The Graduate Admissions Committee meets monthly during
the academic year, and cach student is considered when the
application is complete.

The following two out-of-state programs are included be-
cause Pennsylvania adult educators have participated in them
and found them attractive alternatives. For details, contact the
institutions directly.

Teachers College, Columbia University

The Adult Education Guided Independent Study Doctoral
Program (AEGIS)

Adult and Continuing Education

Department of Higher and Adult Education

Box 50, 525 W 120th St., New York, NY 10027

Contact: Dr. Victoria Marsick, (212) 678-3760.

Nova Unriversity
Doctor of Education in Adult Education
Programs for Higher Education
Center for the Advancement of Education
3301 College Avenue, Ft. Lauderdale, FL 33314
Contact: Dr.Ross E. Moreton, Director, (800) 541-6682, exten-
sion 7380, or (305) 475-7380:
-=Sherry Rovee

PAACE: Pennsylvania
Association for Adult
Continuing Education
he mission of the Pennsylvania Association tor
Adult Contmuing Education (PAACE) is to «enve

the needs of adult learners through basic and higher
education. The organization’s members are teach-

ers, professors, tutors, administrators, counselors,
students, librarians, and volunteers. They work in @ variety of
settings in the basic and higher education arenas. The common
bond is working with and for the adult learner.

PAACE is governed by a Board of Directors comprised of
clected officers and representatives of the castern, centrald, and
western portions of the Commonwealth; advisory members; and
representatives of the Pennsylvania Department of Education.
Any individual who has been a PAACE member forat least one
vear s qualified to hold any office in the association. PAACE »

affiliated with the American Associa-
tion for Adult and Continuing Educa-

‘ tion (AAACE).
\ The goals of PAACE are o
ol
with cach other and the pablic we serve, and 4) share intorma-

1) unite the pro-

fesston, 2) advo-
cate adult and
continuing edu-
cation, 3 share
information

tion about adult and contmuing cducation with the member-

ship, general public, and legislature, including the Midwinter
Conference, the PAACE Neusletter, The PAACE Journal of
Lifelmg Leaming. The Membership Directory, and awards to
outstanding students and educators.

Special-interest sections

DA ACE'sspecial-interestsectionsenable members withcom-
mon interests to join together to strengthen and promote those
interests. Because thesesectionsarean important part of PAACE,
the Midwinter Conference program includes sessions reflecting
the activities and concerns of the groups. The specific special-
interest sections in which you may want to participate are listed
on the membership application. For administrative purposes
they are divided into the following four sections: Adult Basic
Education/GED), including carrections, special needs, business
and industry and arimed services/veterans; Higher Education,
including non-credit and continuing education; Literacy/TLC
(see below); and English as a Second Language (ESL).

Membership categories
PAACE offers the following membership categones:
W ndividual—$20/vear
B Organizational—$4C vear
B Scudent—S810vear
B Associate—5$3/year
W Lifc Membership—3$150.
For additional information or a membership application,
write to PAACE, P.O. Rox 3796, Harrishurg, PA 171052
—Joan Y. Leopald

TLC: Tutors of Literacy in
the Commonweaith

stablished as a special interest section of PAACE,
Tutorsof Literacy in the Commonwealth (TLC) s
Pennsylvania’s organization of adult literacy pro-
viders. Member literacy organizations share the

mission of providing one-on-one or small-group
basic literacy instruction through trained volunteer tutors to
adutt residents of Pennsylvania who lack hasic reading and
writing skills. Although the organization’s name includes the
word tutors, its support network extends to program administra-
torsand adult new readersas wellas volunteer tutors, whoare the
heart of the organization.

TLC's purposes are 1o screngthen alternative approaches to
tc;lching basic lltcrzlcy <kills to adults: to coordinate services for
mutual assistance; to enlist the services of individuals acuve or
interested in adult basic education; to initiate support and
evaluate appropriate legislation; to promote the developmentof
Jdesirable additional basic educition services; to disseminate
information; and to provide continuity of purpose and effort in
literacy movement in the Commonwealth,

TLC's member organizations provide mutual program and
administrative support. Monies appropriated by Act 143, the

FRIC®
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State Adult Lueracy Grang, enabled TLC o upgrade and
strengthen that suppart. Regronal Trainmg Consultants survey
programs annually about specific local needs, then consult,
train, or broker services to meet those needs. As aresult, local
tutor traning autonomy has been extended to miore programs
and presenters have been made avalable for m-servicing on
requested topics. Also Regional Training Coordinators counsel
tledglingor reorganizing programs. New Reader Representatives
have networked with student support groups on i regonal basts
and have represented Pennsvlvania ar the Nanonal Adule
Literacy Congress in Washington, DC. TLC pubishes a quar-
terly newsletter, The Litevacy Comectom. In addinion, TLC has
sponsored the biennial Northeast Reaional Adule Literacy
Conference since 1987,

TLCs goals are to contmue to meer the needs of local
programs as they emerge and change; to brimg the adule new
reader to tull participation at all program and management
levels; and to be aclear voree for providers of volunteer hiteracy
services. TLC invites volunteer-based ABE/GENYESL/Lueracy
providers to participate in s organizations and its matual suppor s

-——Shermy C. Spencer

The American Association
for Adult and Continuing
Education (AAACE)

he mission of The American Assoctition for Adult
and Continwing Education (AAACE) 1s to “pro-
mote adult learnme by D providing leadershup in
unifving individual adult education practitioners; 2)
fostering the development and sharing of mtorma-
ton, theory, researclh, and best practices; 3) promoung profes-
stonal denuty and growdhiand 4) advocating policy mitiatives.™

AAACE pubiishes Adude Leammg. a practical magaiine tor
protesstonal adult educators; Adult Education Quarterly, aour-
nal of research and theory; Online, the AAACE bimonthly
newsletter on current events, legislanon, and funding m adult
education; and resource publications on current issues. The
assactation sponsors an annual national conterence as well as
regional thematic and affiliate conferences, represents adult
education interests at all fevels of government, and sponsars
travel opportuntties and discount services to members.

Special program interests

AAACEsspecial interest groups include, but are not limited
to, the tollowing: 1) Adult Competency Education and Com-
misston on Adult Education; 2) Correctional Institutions, Edu-

cational Media & Technology, Library Services, Home and
Family Living; 3) Business & Industry, Continuing Professional
Education, Vocational & Carcer Education; 4) Aging, Justice,
Adult Learners with Disabulities, Women's Issues; 5) State
Directors of Adult Education and Community Educ.ition; 6)
Adult Psychology, Commision of Professors of Adult Educa-
tion, Students in Adult Education.

Membership categories

AAACE ofiers the following membership categories:
B Benefactor—$199- 1000+
B Drofesiona—S$105/vear
W Sustaining or Student—3$75/vear
B Dart-time teacher
B Retiree-——3%25/vear

B [nstitutional—dues depend on staff size

S35vear

For turther information. contact the American Association
tor Adult and Continuing Education, 2101 Wilson Blvd.. Suite
=925, Arlington, VA 22201, (703)522-2234.2a

—Daniele 1. Flannery

The GED Testing Service of
the American Council on
Education (GEDTS)

he GED Testing Service in Washington, DC, devel-
ops and distributes the GED Tests (Tests of General
Educational Development). Onginally developed by
the American Council on Education in 1942 for
returning World War I servicemen, the tests give
adultswhodid not graduate from high schoola chance toget ahigh
school diploma, making them qualtied for college enrolment,
traning programs, and job advancement. For some the reward is
the satisfaction of attaning a litelong goal. The tests, which lLast
seven hoursand 39 minutes, are given i tive arcas—writing skills,
sacial studies, science, lieerature and the arts, and mathematics.
Candidates must compose an essay a
part of the Writing Skalls Test. In Penn-
sylvania, this portion is scored by the
GED Testing Service's Essav Scoring
Service in Washington, IC.

The GED Teats focus 1t on facts
and definitions, but rather on the knowl-

edge and problem-solving skills gained from daily experiences
and the information one learnsina ltetime. Peaple may prepare
for the tests by reading self-study books, watching programs on
public television stations and cable channels, or participating in
the classes offered in most communities.

The GED program is jointly adninistered through the Penn-
svlvania Department of Education. Nearly 27,000 Pennsylva-
nians took the GED Tests in 1991, with more than 18,000
achievingscoresthat carned thema Commonwealth Secondary
School Diploma.

The GED Testing Senvice publishes a bimonthly newsletter,
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GED Items, which is read by more than 20,000 adult educators
nationwide. A toll-free hotline, 1-800-62-MY-GED, provides
information about the program to English- and Spanish-speaking
callers. For more information, contact the GED Testing Service,
One DulPont Circle NW, Suite 20, Washington, DC 20036-1193,
(202) 939-949Q 28

—Jean H. Lowe

National Center on Adult
Literacy (NCAL)

heNational Centeron Adult Literacy (NCAL) atthe
University of Pennsylvanin, established inNovember
1990, focuses on three basic goals: to enhance the
knowledge base on adult literacy, to improve the

quality of rescarch and development in the field, and
to ensure a strong, two-waty relationship between research and
practice. Three main program areas constitute NCAL's approach
to achieving its first goal: participation and service delivery,
learming and instniction, and impact and policy.

Part of NCAL's research strategy toward the second goal 1s to
form partnerships with orgnizations, agencies, and indnviduals
who do research in adult hteracy and related areas and who
collaborate in joint research and development projects with the
Center. Among NCAL's partners are major federally tunded
rescarch and development laborataries, universiry-hased re-
searchers, independent rescarch and policy organizations, ser-
vice delivery organizations, and community organizations tor
research and development.

The third major goal of NCAL is to ensure a working, two-
way hnk between practitioners and researchers.

A variety of new technologies represent potentral assistance
for the dehvery and management of literacy instruction. The
Center is exploring the use of technology for adult education n
those areas where major advantages might be realized. Through
the' newly created Literacy Technology Laboratory (LTL),
NCAL is exploring a range of uses for technology in the total
scope of adult literacy acuvities, including new instructionl
methads, online assessment, management information systems,
and dissemination.

For more mtormation contact NCAL, University of Penn-
svlvania, 3910 Chesmut Sty Philadelphia, DA 19104-3111
(215) BOB-210Q. Fax: (215) 8989804 2
—Sandra K. Stewrt

International Reading
Association (IRA)

he gaals of the International Reading Assoctation
for 11893,000 membersare “to improve the quality of
readimg mstruction through the study of the reading
process and teaclhimg technigues; to serve as aclear-

inghouse for the dissenunation of reading research

through conferences, journals, and other publications; to in-
crease literacy levels worldwide; and to actively encourage the
lifetime reading habit.”

The Literacy Committee focuses on projects related to basic
education for adults. A special-interest group (S1G) on adult
literacy, which has grown to several hundred members, pub-
lishes a regular newsletrer tor its membership and plins a
program presentation at the annual conference. Regional con-
ferences are also held periodically.

TheJournal of Reading is an excellent professional resource tor
adult educators since it usually includes one or more artcles
related to adult basic education cach month. All IRA members
receive Reading Today. a himonthly newsletter with news and
feature articles of general interest. IRA also has over 150
publications in print on reading and related topics, including
some related to adult literacy.

IRA operates a Washingron, DC, office for purposes of inor-
mationand advocacy related to literacy. Membership information
may be obtamed by calling 1-800-628-8508, ext. 49 .2

—Eunice N. Askov

Keystone State
Reading Association (KSRA)

he Keystone State Reading Association 1s a state-
wide organization in the Commonwealth of Penn-
sylvania comprised of individuals who are interested
in reading instruction, literacy development, and
theencouragementof lifelong readinghabits. KSRA
is the state affiliate of the International Reading Association, a
worldwide organization with over 93,000 members.

KSRA has over 4,500 members in seven regions throughout the
Commonwealth. KSRA membersareunited in their dedicationand
commitment to reading in Pennsylvania. Members include clss-
room teachers, college professors, reading specialists, parents, adult
educators, college students, and school administrators.

Individuals may choose from three types of membership
plans. Local council membership is available if there i a reading
council in the particular geographical area. Special Interest
Council (SIC) membership unites membersacross thestate who
share an interest inaspecific arca within the field of reading. At-
large membership s available to individuals who do not have
Jocal councils available or who do not choose to participate in
special interest councils.

Benefits of belonging to KSRA are many: receiving four
issues of the organization’s newsletter, Kevstone Reader; partici-
pation in professional organizations; becoming and/or remain-
mg aware of literacy issues; participation m the annual state
reading conference at reduced registration fees; artendance at
state and/or local council meetings; and hearing expert speakers,
tonanne a few,

For membership information, contact Henry W. Palmeter,
Lampeter-Strasburg School Dlistrict, PO Box 4218, Lampeter,
PA 17537
—Cial Y. Gaveski
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The administrator’s
essential beokshelf

{ he administrator of an adult basic and lueracy
pd cducation program should constder developing a
} bookshelfotkey “trade” literature. The bibliography
which tollows includes state-developed resources,

various journalsand newsletters, and standard te vts.

General references

These referencesare readily available either tromthe AdvancE
Literacy Resources Center and Clearinghouse (cired below as
AdvancE) or from normal distribution channels of the Burcau
of Adule Basic and Literacy Education (cited as ABLE Burcau).
AdvancE usually maintamsmultiple copiesof documentsmaited
by the Bureau.

Adult Busic Education Programs in the Commonwealth of
Pennsylvania: Evaluation Report. T'ennsylvania Department

of Educatton. Annual. (ABLE Burcau)

Adult Education Act, P.L. 91-230, and the National Literacy
Act of 1991 (P.L. 102-73). Federal Adult Education Act and
Amendment. (Advance)

Adult Education State Plan. Quadrennial. Revised by Section
1V, “Indicators of Program Quality,” 1992: the set of quality
ndicatars to be used by ABLE providers in Dennsylvania as of

July 1993, (ABLE Burcau and AdvancE)

Adult Education 353 Special Projects: Project Abstracts.
Annual. (AdvancE)

Adult Literacy Act of 1986 (Act 143). Pennsylvama source of
state funding for literacy programs. (AdvancE)

Guidelines for 322 Regular Programsand 353 Speciul Projects.
Gudelines are updated/changed annually and are “blanket”
muailed to all providers. Each issue should be compared to the
previous issue to venfy changes in application procedures and
grant administration of projects. (ABLE Burcau and AdvancE)

Peoriodicals

BCEL Newsletter. Newsletieronworkplace/workforce hiteracy
1ssues. Free but donations to BCEL aceepted. Business Connedl
tor Effective Literacy, 1221 A\'cnucnfthc Amcricas, 35th Floor,

New York, New York 10020, (212) 512-2415 or 2412.

FOCUS: A statf development bulletin describing exemplary
353 projects. Free. FOCUS Publications, 1938 Crooked Oak
Drive, Lancaster, PA 17601, (717) 569-1663.

GED Items. Newsleteer of latest developments in the Tests of
General Educational Development and adult hteracy topics.
Free. GED Testing Scervice, American Council on Education,
One Dupont Crrele, Sunte 20, Washington, DC 20036-1193.
(202) 939-9490.

PAACE News and PAACE Journal of Lifelong Learning. Free
with membership in the Pennsylvania Assocration for Adult
Continuing Education. PAACE, Box 3796, Harrisburg, PA
17105-3796.

Report on Literacy Programs. Expensive (12 months: $228),
bur could be circutated among several providers for very current
national news, organization, and grant information. Business
Publishers, Inc.. 951 Pershing Drive, Silver Spring, M1 20910-
9973, 1-800-BP1-0122.

TESOL Quarterly. TESOL members” professional journal on
current topics in teaching English as 2 Sccond Language.
Teachers of English to Speakers of Other Languages, 1600
Cameron Street, Suite 300, Alexandria, VA 22314

What’s the Buz? Pennsylvania’s Adult Basic Education
Dissemination Newsletter. Free. David W. Fluke, Ed., Adult
Education Linkage Services, Box 214, Troy, PA 16947.

Texts

The list of texts 1s based substantally on the ABLE Sampler:
A Professional Development Guide for Adult Literacy Practi-
tioners, produced by Dr. Sherry Royee, 1991, Sceure acopy of
that book for more detail on the listings here s well as informa-
tion on additional books. Texts described below are available on
koan through AdvancE. Of course, The Pennsylvania Adult
Basic and Literacy Education Handbook for Program Admin-
istrators is essential to your collection as well.

Adult ESL Literacy: State of the Art. Aguirre International,
1992. Available from the ERIC Document Reproduction Ser-
vice, 7420 Fullerton Road, Suite 110, Springficld, VA 22153 1-
800-443-ERIC.

Thisis aliterature review which provides an overview of key
issues as they are retlected in the literature. Inquire also about

Q
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other 1992 ESL studies by Aguirre International.

Essential Volunteer Management. S.McCurleyandR . Lynch. \'M
Systenis and Heritage Arts Publishing, Downers Grove, 1L, 1989
A companion book to 101 Ideas for Volunteer Programs,
this workbook is a compilarion of numerous suggestions about
volunteer management. Includes job descriptions, recruitment,

environment, terminating a volunteer's relationshup, and staff

support. Ample white space for notes.

Handbook of Adult and Continuing Education. S.B. Mcrriam
& DM Cunningham, Jossey-Bass, San Fruncisco, CA, 1990,

Collection of 48 chapters by 69 authors on: Adult Education as
Field of Professional Practice, Adult Learmners and the Educational
Process, Major Providers of Educational Programs for Adults, and
Adult Education Program Arcas and Special Clienteles.

Leadership for Literacy. Forrest P. Chusiman. Jossey-Bass, San
Francisco, CA, 1990

A straightforward appraisal of the status of adult literacy.
challenging practitioners to caretully examine current practice.
Makes a strong case for improvement in ABE planning, evalu-
ation, and support at all levels.

Literacy at Work: The Workbook for Program Developers
Jorie W. Philippi. Sinon and Schuster Workplace Resources,
New York, NY, 1991, 1-800-395-7042.

The Workbook provides detailed information on how to
develop and use the “funciionad context™ approach to imple-
ment workplace literacy programs. It offers a logical, step-by-
step process far developing cach aspect of w workplace hteracy
program with a unique interactive format. Each chapter con-
tains exereises to help users practice the techniques presented.
Marketing Workbook for Nonprofit Organizations. Gary ).
Stern. Ambherst H. Wilder, Inc., St. Daul, MN 199C.

Easy-reading, three-color workbook of sequential steps to
promotmg your organization through a marketing plan. Plan
includes positioning your organization, conducting a marketing

audit, conveying an image. Many tips and resources included.

Model Indicators of Program Quality for Adult Education
Programs. Office of Vocational and Adule Education, ULS.
Department of Education, July 1992, Order single, free copy
from the Division of Adult Education and Literacy Clearmg-
house, 400 Maryland Avenue, SW, Washington, IXC 20202-
7240, Order A-42.

This publication provides a set of cight indicators of program
quality which has been used by Pennsylvani (see General
References above and article on page 28) to develop its indica-

tors of quality as required under the National Literacy Act of

1992. Indicators include standards and performance objectives.

Serving Culturally Diverse Populations. ]. Ros-Gordon, LG,
Martin,and DB, Briscoce, Eds. Jossey-Bass, San Francisco, CA, 1990.
Facts and theories on the participation in adult education by
various cultural groups, as well as chapters on aduit heeracy,
higher education, cultural issues 1in the warkplace, self-reliance
inttatives, parent education, community education, and popu-

lar education e
—Cheryl Harmon and Sherry Ronvee

ABLE~{t's & date!

*+ Pennsylvania’s adult education newsletter, What's the
B 2, listed 93 different events (conferences, workshops,
du 2 dates for proposals, etc. ) last year, This means each of
us must pick and choose carefully those events which take
us away from our programs and attempt to select those
events which will contribute the most to our professional
development. Manyof us find the Fall Workshops and the
Midwinter Confercnee meet our needs best, while others
find real inspiration in listening to a nationally renowned
adult educator present new ideas on the national level.

The high point of the fall season is the series of ABLE
Fall Workshops offered regionally. Usually scheduled for
late Ocrober and/for early November, the Fall Workshops
offer concurrent presentations by ten to 15 ABLE practi-
tioners with morning sessions being repeated in the
afternoon, enabling you to attend two different presenta-
tions. Expenses for workshop attendance may be covered
by your local program budget and usually coffee and
donuts and lunch are served courtesy of the publishers
who exhibit at the workshops. Workshops are held atfour
to seven sites throughout the state.

The AAACE National Conference is usually held
during the first week of November. In 1993 it is in Dallas,
Texas, November 17-20.

The Penn-Ohio Adult Education Conference isheld
in the last half of November. Location alternates between
states; the 1993 will be in western Pennsylvania. A similar
Penn-New Jersey Adult Education Conference is held
sometime in January, and dates for a new Mason-Dixon
Adult Education Conference (Pennsylvania and Mary-
land) will be announced.

Early February sees the statewide Adult Education Mid-
winter Conference, sponsored jointly by the Pennsylvania
Association for Adult Continuing Education (PAACE) and
the Bureau of Adult Basic and Literacy Education. The 1994
Conference is slated to be held in Hershey.

The COABE National Conference is usually in early
Agpril, and Laubach Literacy Action (LLA) altemates its
biannual national conference with a Northeastern Re-
gional conference such as that held in Pittsburgh in 1993.

Other important dates include National and Interna-
tional Literacy Days, National Library Week, Newspa-
pers in Education Week, etc., along with meetings of
statewide Adult Basic and Literacy Education groupssuch
as Tutors of Literacy in the Commonwealth (TLC), the
Keystone State Reading Association (KSRA), the Cor-
rections Education Association, etc.

Whendoall of these meet? Read The Buzz. We try togive
readers at Jeast a two-month lead on important ABLE events
andalways featurean “It'sa Date!” column. Tobe includedon
the mailing list write to Box 214, Troy, PA 169472

—David W. Fluke

D
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Publishers of
adukt education
curriculum resources

he following chart list . publishers who ofter adule
education instructional materials. BASIC = levels
0-3; ESL = Enciish as a Second Language; ABE =
levels4-8: CBAE = competencey-tased materials in
consuiner cconainies, cmployability, government
and l\\\ comorinity resources, and health and safety; GED
includes pre-GED and GELY 8412 matenals; CAT = computer-
asststed mistrucuon m vartous subrect areas. This hst s updated
trom that which appeared in The Pennsvhiana Adudt Basic and
Lrevacy Educanon Staff Handbook . 1992 Edion, based on a new
<urvey of the publishers i early 1993, Contact the publishers or
AdvancE tor catalogs.

COMPANY

Addison-Weslev Pub. Co.

/ﬂ//'/

Reading, MA 01867 T i

8GO-447-2226 or (617) 944-3700 oo

) I H

i tatt-development and
opromectonal videos for
Albanv, NY 12203 Cadudt educati . not
(518) 465-4741 student mae Lrnl\

Amisco School Pub. SR IRV BN
315 Hudsin St. ' oo

New York, NY 10013 . .
(212) 675-7000 ' :

Aquarius Instructional o

{see Phillip Rov) A

Barron's LR
250 Wireless Blvd. o
Hauppauge, NY 11788 ’ ;
800-645-3476 or (516) 434-3311 i
l

Albany Educational TV
27 Western Ave.

-

Career Publishing. Inc. NS
P.O. Box 5486
Orange, CA 92667
800-854-4014

Conduit/University of lowa P
Oakdale Campus P |
Towa City, TA 52242-5000 b
B00-365-9774 or (319) 3354100

Contemporary Books

180 North Michigan Ave. . i

Chicago, 1L 60601 oo i

800-621-1918 or (312) 782-3987 i
.

also offers accompanylng vldeo programs
*  CAIl only for GED preparation
" “all subject areas”

\

Continental Press
520 E. Bainbridge St. !
Elizabethtown, PA 17022-2299 '
800-233-075% or (717) 367-1836 :

Davidson & Assoc., Inc.

19840 Pioneer Ave.

Torrance, CA 90503
8B00-545-7677 or {310) 793-0601

Dominie Press, Inc.

5945 Pacific Center Blvd., Suite 505
San Diego, CA 92121 |
K00-232.4570 :

EDL A
P.O. Box 210726 :
Columbia, SC 29221 :
800.227-1606 i

Educational Activities, Inc.

P.0. Box 392 ;
Freeport, NY 11520 '
800-645-3739

Educational Design, Inc. N
47 West 13th Street
New York, NY 10011
(212) 255-7900

Educational Press

111 Kane St.
Baltimore, MD 21234
800-638-6470

Educators Publishing Service, Inc. by
75 Moulton Street i
Cambridge, MA 02138-1104
800-225-5750

Fearon/Janus/Quercus AN
500 Harbor Blvd. P

Belmont, CA 94002 («whedided tomene ¢
mwich Globe, below, Summer '93) !
800-877-4283 Lo

Glazebrook and Associates ! \ \
P.O. Box 812 :

Frankfort, KY 40602-0812 [
£00-633-6625 ’

Globe Book Company \ v
Simon & Schuster
240 Frisch Court
Paramus, N} 07652
(201) 592-2000

Harcourt, Brace, Jovanovich [N \ N
The Psychological Corporation [
555 Academic Court

San Antonio, TX 78204-0952
800-634-0424

Houghton Mifflin Co. N \ \
One Beacon St. i
Boston, MA 02108
(617) 725-5000

Institute for the Study of Adult Lit. w vy v
The Pennsylvania State University
204 Calder Way, Suite 209
University Park, PA 16801-4756
(814) 8B63-3777

Q
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Instructional/Commununications
Technology, Inc. (I/CT)

10 Stepar Place

Huntington Station, NY 11746

800-CALL-ICT

Jamestown Putlishers, Inc.
P.O. Box 9168
Providence, R1 02940
800-USA-READ

KET, The Kentucky Network
560 Cooper Drive

Lexington, KY 40502-2200
800-354-9067

Krell Software Corp.

Flowerfieid Bldg. #7, Suite 1D

St. James, NY 11780-1502
800-245-7355 or (516) 584-7900

Lakeshore Learning Materials
2695 E. Dominguez St.

P.O. Box 6261

Carson, CA 90749
800-421-5354

Learning Disabilities Resources
P.O. Box 716

Bryn Mawr, PA 19010

(21%) 525-8336 or 800-869-8336

Learning Resources Inc.

420 N.W. Fifth Street, 1-B
Evansville, IN 47702-0209
800-500-2020 or (812) 426-6377

Literacy Volunteers of America, Inc.

5795 Widewaters Parkway
Syracuse, NY 13214
(315) 445-8000

Longman Publishing Group

10 Bank St.

White Plains, NY 10606-1951
800-447-2226 or (914) 993-5000

McGraw-Hill, Inc.

ESL Department

1750 S. Brentwood, Suit. "8
St. Louis, MO 63144
800-624-7294

MECC

6160 Summit Drive North
Minneapolis, MN 55430-4003
800-685-MECC, x640

or (612) 569-1500

Media Materials, Inc.
(see Educational Press)

Milliken Publishing Co.
1100 Research Bl 4.
St. Louis, MO 63132
800-325-4136

/:‘c'/ WS
hJ \ Y4
RSB

\ \ \ \
W VY W
\ \ \ \

\ \
VN
|
|+ A B BN
\ \
!
\
i
|
\

-

*  CAl only for GED preparation
¢ uall subject areas”

also offers accompanying video pregrams

New Readers Press

Bux 888

Syracuse, NY 13210-0888
800-448-8878 or (315) 422.9121

Phoenix Learning Resources
2345 Chaffee Rd.

St. Louis, MO 63146
800-221-1274

Regents/Prentice Hall

Simon & Schuster Education Group
113 Sylvan Ave., Route 9W
Englewood Cliffs, NJ 07632

(201) 592-2000

Phillip Roy

P.0. Box 130

Indian Rocks Beach, FL 34635
800-338-2644 or (R13) 593.2700

ScottForesman

Lifelong Learning Division
1900 East Lake Ave.
Glenview, IL 60025
(708) 729-3000

South-Western Publishing Co.
5101 Madison Road

Cincinnati, OH 45227-9985
800-543-0487 or (513) 271-8811

Steck-Vaughn Company

P.O. Box 26015

Austin, TX 78755

800-531-5015 or (512) 343-8227

Sunburst Communications
(see Wings for Learning/Sunburst)

Sundance Publishers
Newtown Rd., P.O. Box 1326
Littleton, MA 01460
800-343-8204

J. Weston Walsh, Publisher
5101 Madison Road

321 Vallev St., P.0O. Box 658
Portland, ME 04104-0658
800-341-6094

Wings for Learning/Sunburst
P.O. Box 660002
Scotts Valley, CA 95067
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GED Testing Centers in Pennsylvania

For more infbrm;uiun., call PDE ac (717) 787-6747.

No. County Location Address City Director Phone No.
0255 Adams Uncoln iU 12 Blllerbeck Rd., Box 70 New Oxford, PA 17350 Phllip Monteith (717) 6244616
0470 Allegheny McKeesport Sr. H.S. 1960 Eden Park Bivd. McKeesport, PA 15132 Dennls Kuremsky (412) 664-3658
0630 Allegheny Cunnelley Tech. & Adult Ctr. 1501 Bedford Ave. Plttsburgh, PA 15219 Alfred Fascettl (412) 338-3740
0640 Allegheny North Hlils H.S. 53 Rochester Rd. Plttsburgh, PA 15229 Ernest Froess (412) 367-1488
0430 Armstrong Armstrong School DIst. 410 Maln St., Adm. Bldg. Ford City, PA 16226 John Moore (412) 763-7151
0500 Beaver Comm. Coll. of Beaver Co. College Dr. Monaca, PA 15061 Fran Hilfinger (412) 775-8561,x125
0225 Bedford Everett Area Sr. H.S. North Rlver Lane Everett, PA 15537 Frank Shaffer (814) 652-911.4,x230
0660 Berks Read!ng Area Comm. Coll. 10 S. Second St. Reading, PA 19603 Pleter V. Miller (215) 3724721,x280
0020 Btalr Altoona Senlor H.S. 6th Ave. & 15th St. Altoona, PA 16602 Ronald McGowan (814) 246-8278
0750 Bradford Towanda Area H.S. High School Dr. Towanda, PA 18848 Seth B. Johnson (717) 2652101
0860 Bradford Wyalusing Valiey Jr./Sr. H.S. RD 2 Wyalusing, PA 18853 Seth B. Johnston (717} 746-1498
0580 Bucks Bucks Co. Comm. Coll. Swamp Rd. Newtown, PA 18940 Madeilne Hufnagle (215) 968-8466
0585 Bucks Upper Bucks Cou. AVTS 3115 Ridge Rd. Perkasle, PA 18944 Joan Malonowsk! (215) 795-2911
0780 Bucks Wwm. Tennent H.S. Street & Newtown Rds. Warminster, PA 18974 Willlam TomlIinson (215) 4416230
0060 Butler Butler Area Sr. H.S. 165 New Castle Rd. Butler, PA 15001 Robert Kennedy (412) 287-8721,x256
0350 Cambria Meadowvale Annex 220 Messenger St. Johnstown, PA 15902 Samue! Speranza (814) 533-5520
0210 <Cameron Cameron County H.S. Woodland Ave. Emporlum, PA 15834 Sharon V. Mailzla (814) 486-3774
0340 Carbon Carbon Co. Area Vo-Tech 13th St. Jim Thorpe, PA 18229 Jeanne D. Stemler (717) 325-3682
0030 Centre Bellefonte Area Sr. H.S. E. Blshop St. Bellefonte, PA 16323 Alan Crafts (814) 3554833
0125 Chester Chester Co. Job Dev. Ctr. 150 James Hance Court Exton, PA 19341 Barry Sipes (215) 524-5014
0722 Clarlon Ciarlon Co. AVTS RD 2, Box 1976 Chippenvlile, PA 16254 Barbara Witkowsk! (814) 2264391
0110 Clearfleld Clearfleld Sr. H.S. RD 1, P.0. Box 910 Clearfleid, PA 15830 lohn Himes (814) 7652401
0420 Ciinton Lock Haven H.S. W. Church St. Lock Haven, PA 17745 Michael S. Rendos (717) 748-5592
0480 Crawford Crawford Co. AVTS 860 Thurston Rd. Meadville, PA 16335 Timothy Rankin (814) 7246024
0070 Curakerland Carllsle Area Sch. Dlst. 723 W. Penn St. Carlisle, PA 17013 J. Wesley james (717) 240-6807
0720 Cumberland Shippensburg Area H.S. RD 4 Shippensburg, PA 17257 Lioyd Heller {(717) 5301118
0280 Dauphin Hbg. Area Comm. Coll. 3300 Cameron St. Rd. Harrsburg, PA 17110 Willle Woods {717y 780-2480
0285 Dauphin Penn State Harrlsburg 1010 N. 7th St. Harrisburg, PA 17102 Evelyn McClay (717) 772-3590
0290 Dauphin Dept. of Educatlon 333 Market St. Harrisburg, PA 17126-0333 Charles Holbrook (717) 7876747
0090 Delaware Chester Up'and Sch DIst. 501 W. 9th St. Chester, PA 19013 Shirley Polk (215) 447-3667
0490 Delaware Delaware Co. Comm. Coll. Rte. 252 & Medla Line Rd. Medla, PA 19063 Linda Long (215) 3595322
0680 Elk Rldgway Area Cent. School 300 Center St. Ridgway, PA 15851 Franzls Grandinett! (814) 7766934
0220 Erle School Dist. of Erle 1511 Peach $t. Erle, PA 16501 Rosetta Manus (814) 8716252
0775 Fayette Adult Learning Center 23 Connellsviile St. Unlontown, PA 15401 Robert Headlee (412) 938-3241
0810  Franklin Wayneshoro Area Sr. H.S. E. Second St. Waynesboro, PA 17268 Willlam Witherow (717) 762-1191
0460  Fulton McConnellsburg H.S. E. Cherry St. McConnellsburg, PA 17233 J. Faye Elvey (717) 485-3195
0320 Hunilngdon Huntingdon Area Sr. H.S. 24th & Cassady Ave. Huntingdon, PA 16652 Joseph Jaroslok (814) 6434140
0330 Indlana {ndlana Area Jr. H.S. 245 N. Fifth St. Indlana, PA 15701 Timothy Petro (412) 463-8568
0670 Jefferson Jefferson Co./Dubols AVTS 100 Jeff Tech Dr. Reynoldsvllie, PA 15851 John Zamperini (814) 653-8265
0448 Junlata Fermanagh-Mifflintn Elem. S. Seventh St. Mifflintown, PA 17059 Marsha Soult (717) 436-2111
0700 Lackawanna Scranton Technical H.S. 723 Adams Ave. Scranton. PA 18510 Robert McHugh (717) 348-3487
0175 Lancaster Ellzabethtown Area H.S. 600 E. High St. Elizabethtown,PA 17022  Linda Ahern (717) 367-1521
0360 Lancaster McCaskey H.S. Reservolr & Franklin St. Lancaster, PA 17604 George Pew (717) 397-6408
0550 Lawrence Lawrence Co. AVTS 750 Wood St. New Castle, PA 16101 Angelo Pezzulo (412) 458-6700
0390 Lebanon Lebanon H.S. 1000 S. 8th St. Lebanon, PA 17042 Jerome E. Chepulls (717) 273-9391,x68
0010 Lehigh Wiillam Allen H.S. 17th & Turrier Sts. Allentown, PA 18104 Richuard Parks (215) 820-2205
0080 Lehigh Catasauqua H.S. 850 Plne St. Catasauqua, PA 18032 Christine Mondscheln (215) 264-0506
0690 Lehigh Lehlgh Co. AVTS 2300 Main St. Schnecksviile,PA 18078 Joseph C. Rothdeutsch (215) 799-1322
0300 Luzerne Hazleton Jr. H.S. 700 N. Wyoming St. Hazleton, PA 18201 Carl Dargay (717) 459-3116
0830 Luzerne James M. Coughlln H.S. 80 N. Washington St. V/likes-Barre, PA 18701 Mickael Koury (717) 826-7276
0850 Lycoming Willllamsport Area Sch. Dist. 201 W. Third St. Willamsport, PA 17701 Roger Campbeil (717) 327-5506
0050 McKean Bradford Area S.D. 72 Congress St. Bradford, PA 16701 Cher} O'Mara (814) 368-6076
0650 McKean Seneca Highlands IU 9 119 Mechanic St. Smethport, PA 16743 Kenneth C. Gross (412) 642-2544
0230 Mercer Farrell Area H.S. Roemer Bivd. Farrell, PA 16121 Louls Mastrlan (412) 346-6585,x36
0496 Mercer Mercer Co. AVTS P.0. Box 152, Rte. 68 Mercer, PA 16137 Raiph frwin (412) 6€62-3000
0405 Miffiin Jurfata-MIfflin Co. AVTS TIU Adult Ed.,Pitt St. Lewistown, PA 17044 Carol Molek (717) 2484942
0740 Monroe Monroe Co. Vo-Tech P.0. Box 66 Bartonsville, PA 18321 John Wilgeroth (717) 629-2001
0370 Montgomery  North Penn K.S. 1340 Valley Forge Rd. Lansdale, PA 19446 Donald K. Huber (215) 368-0400x217
0590 Montgomery  Norristown Area H.S. 1200 Eagle Dr. Norristown, PA 19403 C.W. Unsinbigier, Jr.  (215) 630-5066
0040 Northampton Lliberty H.S. 1415 Linden St. Bethiehem, PA 18018 Joseph Belett (215) 691-7200
0160 Northampton Eastorn Area H.S. 25th & Wm Penn Hwy. Easton, PA 18042 Stephen Viglione (215) 250-2496
0530 Northumberi’d Mt. Carmel Area Jr.-Sr. H.S. W. Fifth St. Mt. Carmel, PA 17851 Richard Belerschmitt (717) 339-1500
0600 Pniladelphia Comm. Coll. of Phlia. 1700 Spring Garden St. Phlladelphia, PA 19130 Sharon Rose-Bond (215) 7518234
0605  Phliadeiphia LaSalle Unlv.-Urban Studles  20th & Olney Ave. Phliadeiphla, PA 15141 Millicent Carvahlo (215) ©51-1187
0610 Philadelphia School Dist. of Phlla. Broad & Green Sts. Philadelphia, PA 19130 John Sweeney (215) 299-3384
0620 Philadeiphia Temple Univ. (MARC) Broad & Berks Sts. Philadelphia. PA 19122 James Degnan (215) 787-8611
0450 Pike Delaware Vailey H.S. Rte. 6 & 209 Miiford, PA 18337 John Tucker (717) 296-6496
0130 Potter Coudersport Area H.S. 698 Dwight St. Coudersport, PA 16915 Larry Frank (814) 2748500
0440  Schuylkill Lifelong Learning Center Schuylklil Mali Rte. 61 Frackville, PA 17931 Dennis Moyer (717) 3856711
0730 Somerset Somarset Co. AVTS RD 5, Vo-Tech Rd. Somerset, PA 15501 Michael Erwin (814) 443-3651
0355 Susquehanna Mountaln View Jr.-Sr. H.S. RD 1 Route 106 Kingslay, "A 18826 Ronald Milier (717) 434-2501
0435 Tioga Mansfleid University Placement Office Mansfteld, YA 16933 Frank Kollar (717) 6624133
0460  Union Cer. ral Susquehanna IU 16  P.0. Box 213 Lewlsburg, PA 17837 Mike Wilson (717) 523-1155
0240 Venango Central Elementary School 1276 Otter St. Frankiin, PA 16323 Mary Petersor (814) 4376991
0790 Warren Warren Co. AVTS 347 F Flfth Ave. Warren, PA 16365 E. Deane Passmore (814) 726-1260
0800 Washington Trinity H.S. Park Ave. Washington, PA 15301 Ben Lipniskis (412) 225-5380
0310 Wayne Wayne Highlands S.[*. 474 Grove £’ Honesdale, PA 18431 Danlel J. O'Neill (717) 2534661
0380 Westmoreiand E. Westmoreland Voc. 849 Hillview Ava, Latrobe, PA 17042 Willlam McCray (412) 5399788
0510 Westmoreland Monessen Jr. H.S. 6th 5t. & Reed Ave. Monessen, PA 15062 Gall Campbell {412) 684-7103
0560 Westmoreland Valley H.S. Stevenson B.vd. New Kersington, PA 15068 Dennls Prelsser (412) 3374536
0890 Westmoreland Westmcreland Co.Comm.Col. College Statlon-Armbrust Rd. Youngwood, PA 15697 Paul J. Lonlgro {412) 9254105
0760 Wyoming Tunkhannock Area S.Dist. 200 Franklin Ave. Tunkhannock PA 18657 James Stcele {717) 836-3111,x213
0870 York Wm. Penn Sr. H.8. 101 W. Coliege Ave. York, PA 17403 Laura Mook (717) 8453571
0880  York York AVTS 2179 S. Quean St. York, PA 17402 Sua Hoffman {(717) 741-0820,x293
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Directory of writers

he following individuals wrote articles for The
Pennsylvania Adult Basic and Literacy Education Staff
Handbook 1993 Edinon. We sincerely thank these
fine professionals for their generous contribution of
time, expertise, and cffort. To locate authors’ ur-
ticles, consult the table of contents for specific titles or look for
authors’ names in the index.

Ernestyne James Adams, DSW, s an Assoctate Professor of Socul
Waork, School of Social Admimistranion, Temple University, and
teaches courses 1 the Human Behavior Sequence. She is a charter
board member of the Univetsity's Mulaicultural Research and Tram-
ing Institute and chairs its Course Offerings Committee. She gave
presentations on muluculturalismat the 1992 ABLE Fall Workshops.

Eunice N. Askov, Ph.D.,isaprofessorof education and directorof the
Institute for the Study of Adult Literacy in the College of Education
at Penn Sate, (814) 863-3777. Begun in 1985, the Insttute has
formed numerous national partnerships in its mission of rescarch and
development, staff development, and leadership in adult hiceracy.

Randall S. Bauer is Chief of the Division of Early Childhoad and
Famuly Education in the Pennevlvani Department of Education. He
15 responsible for Even Start, Child Care and Development Block
Grant, Homeless Children and Youth, and the public school carly
childhood education programs.

Donald M. Bender, M.Ed.. 1s Chuetof the Regional Bureauot Correction
Education, Pennsylvania Deparrmentof Education, (717) 783-9200. He
is a member of the Correction Education Association.

R. Bruce Bickel, DMDN, DD, is Vice President and Manager,
Charitable and Institutional Trust Department, Pictshurgh Narional
Bank, Pirtsburgh, PA 15265, (412) 762-3502.

Donald G. Block. M.A., is Executive Director of Greater Pittsburgh
Literacy Council, 100 Sheridan Square, Pittshurgh, PA 15206, (412)
661-7323. He has been an administrator of adult literacy programs
since 1980 and has presented traiming on valunteer management and
fundrasing. He received the 1992 Ourstanding Adult Educator award
from the Pennsylvania Association for Adult Continuing Education.

Ben Burenstein, M.S.Ed., works in the outreach activities for the
Office of Computing Services, Drexel University, Philadelphis, PA
19104, (215) 895-1282. He supervises a program doing desktop
publishing with residentsof homelessshelters, and is technical support
for the Mayor's Commussion on Literiaey's Power Learning Project, a
distance learning project with over 100 users.

John Christopher, E4.D., 1s Director, Bureau of Adult Basic and
Literacy Education, Pennsylvania Department of Education. 333
Marker Street, Harrisburg, PA, (717) 787-5532.

Richard Cooper, Ph.D., is Director of the Center for Alternaive
Learning, P.O. Box 716, Bryn Mawr, PA 19010, (215) 525-8336.

John M. Corse, Jr., M.Ed., is the coordinator of Lancaster Adult
Education for Lancaster-Lebanon Intermediate Unit 13 and 1« the
Dircctor of the Adult Enrichment Center, 31 Sourh Duke Street,
Lancaster, PA 17602, (717) 293-7636.

Julianne D. Crimarki has a Master of Ares in Adult/Community
Education. She coordinated adultand community programs for ARTN
1.U.#28, Indiana, PA fornine yearsand the Even Start program for two
years. This year she alsa directed the local campus of Cambria-Rowe
Business College.

Glendean J. Davis, M.S., 1 the Section Supervisor for the Job
Training Partnership Act in the Bureau of Votatonal-Technical

Education, Pennsylvania Department of Education, 333 Market Steeet,
Harrisburg, PA 17126, (717) 783-6629. Ms. Davis is responsible for
the administration of the State Education Grant (JTPA) activities.

Gary J. Dean, Ph.D.,is Assistant Professorand Department Chairper-
son, the Department of Counseling, Adult Education, and Student
Affairs, Indiana Univeraity of Pennsylvania. He is co-editor of The
PAACE Joumnal of Lifelong Leamning and is author of a book, Designing
Instruction for Adudt Leamers, to be published by Kreiger in 1993,

Mary Ann Eisenreich 1sdirector of the South Hills Literacy Improve-
ment Center and New Choces Programs at Bethel Dark Schaool
District, 301 Church Road, Bethel Park, PA 15102, (412) 834-8415.

She has directed this program since its begimning in 1988

Twila S. Evans has been Coordinator of Educational Programming at
Northampron County Drison, Easton, (215) 559-33800, tor the past
nine years. She presented "ESL Assessment™ at the Lehigh Summer
Institute-92, and participared i the “Assessment™ and “ELM work-
shaps at two PAACE Mid-Winter Conferences.

Daniele D. Flannery is Assistant Professor of Adule Educanon and
Program Coordinator of Adult Education at Penn State - Harnsburg,
777 W. Harrisburg Pike. Middletown, PA 17057, (717 948-6219.

David W. Fluke, M.Ed., is Proyect Director of Adult Educaton
Linkage Services, a nonprofit. community-hised organization provid-
ing technical assistance toaduit basic and hreracy educanon programs
m Pennsvivanio. Box 214, Tron, DA 16947, (717) 396-3474.

Martha L. Frank v Advisor, Borcan of Adule Basic and Lieracy
Educanion Programs, Pennsvlvama Department ot Educanen, 333
Narket Street, Harmsburg, A T7120:0333 One of two advisors who
have worked with the State Adult Literacy Act (Act 143 of 1986}
program since 1t began, shethe lead writer for the Act 143 Praposals
Ciadelmes. :

Janice R. Frick 1s founder and Director of Dartners for English As A
Second Language, Inc., 138C Carr Way, Warmmister, PA 18974,
(215) 674-3793. She beean her career in ESL in Lishoa, Portugal, n
1970 PESL provideseducational servicesin Philadelphurandin Bucks
County.

Richard C. Gacka, Ed.I., 1> Dircctor of Adule Education Services tor
the Northwest Tri-Countv Intermediate Unit. Edinboro, PA To4 1,
(214) 734-3610. He v a former Ditector of Learnmg Drisalluy
Programs for the LU He s a heensed psychotogist and maintams a
private practice spectalizing n vocational rehabliinon refereals.

Gail Y. Gayeski, ELD. s Assstant Professor of Educaton at King's
Collegre, Wilkes-Barre, DA 18T {T17) 826-390, %361, and the
1992.93 President of the Keystone State Reading Association.

Carol Goertzel is Director of the Resident Support Departmentat the
Philadelphia F wsing Authonty. Formerly Director of the Lutheran
Settlement House Women's Program, 1340 Frankford Avenue, Phila-
delphia, PA 19125, she has presented national workshops tor Even
Stirt, Wisconsin Department of Education, and PDE.

Manuel A. Gonzalez, ELD., s the Dirccior of Adult Literacy tor
Northampton Community College, 3833 GreenPond Rd. Bethlehem,

PA 18017, (215) BG1-5427.

Helen Hall is an 1« an adub educanion advisor m the Burean of Adule
Basic and Literaey Education, Pennsylvania Department of Educanion.

Cheryl M. Harmon 1+ the Educational Resources Specialist at the
AdvancE Literacy Resources Center and Cleaninghouse, PDE. 333
Market Street, 1-800-992-2283. As libranan for AdvancE, she pro-
vides resources to state providers and dissenunates federal projeces to
nattonal Drograms. -

John A. Heisey, M.EL, is Coordinator, Lebanon County Addult
Education, Lancaster-Lebanon LU 13T Cuniberland Street, Leba-
non, DA 17042, (717) 274-0778.
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Charles H. Holbrook is Administrator of Pennsylvania's GED Test
Center and the Commonwealth Diploma Program, Bureau of Adult
Rasic and Literacy Education Programs, Pennsylvania Department of
Education. 333 Market St Harnsburg, DA 17126-0333.

Gordon Jones s Supervisor, Burcau of Adult Basic and Literacy

t y
Educaton Pennsylvania Departmentof Education, 333 M arker Serect,
Harrishbuarg, DA 17126-0333.

Irwin S. Kirsch 15 an Exccanve Prrector wuhun ihe Division of
Cosmove and Instrncnional Saence at Educanonal Tesung Service,
Ronedale Road, Pomceton, N OS34L (6OM 734- 1516, Tnaddinon 1o
serving as Project Dhrector tor NALS, he s mvolved with computer-
based testing and mstruction, hinkimg assessment with instrucion, the
use and interpreaition of open-ended remsan Lirge-scale aisecsments,
andimternational assessments.

Meredvth AL Leahy, E4.Du s Dean of Contmume Educanon and
Director of the Region » Sraft Development Center at Cabrim
Clollege, 610 King of Prussia Road, Radoor, PA 19057, (213 971
S5O0, Author of The Adide Edwcanon Act A Grade to the Lueratiere and
Frnded Progeers, published by the ERIC Cleanmghouse, she served six
vears on the A State Plin Task Forceas adianer edior on previons
edimons of this Handbook, and onthe FOCUS review panel. and
currently chanes the New Publicanons Cammiciee of the AAACE,
Pablications Stinding Sorvice Uit

Joan Y. Leopold i« Direcror of Panene Educanon ar the Haraisburg
State Hlospital, Toudh AL Harmsburg, DAV TTICS- 1300 (717 257
ol Anadule educator for over 28 vears, she s tiaeht classes tor
mentablv retarded adults aswellas directed 333 progec s iormstiuton-
abzed populattons, She s alsethe Execntive Director of PAAC

Jean H. Lowe s director of e General Edecatienal DPevelopment
(GEM Testng Service, One Dupone Carele, Washington, P 20036,
She hos been workmg in adule edacanon tor more than 15 vears.

Annette MceAlister adnumsters the Library Services and Construe
non Adt program for the Stare Librare of Pennselvani, Box 1odt,
Horrsburg, DA TTION (77 7835741 She was previowsly enaploved
with AdvancE, Pennselvania’s adudt edus anon resonrce center.

Carol Molek, MEJL., 5 Adult Educ imear Direcier tor the Tuscarora
Irermediate Unit's Aduh Education and Job Tramane Center, 1028
Belle Vernon Avenue, Lewistown, PA 17043 (710 240849042 <he
dJireers aowade vanety ot adult programe including numerous 353
spectal proveces. Her work with GEDY alumni has recerved starewade
and natonal recognition. Sheas the 199394 presidene of PAACE.

Barbara J. Mooney, EdD., s admmstrator of adule educanor. pro-
grams ottered through Communiey Action Southwest, serving Wash-
meton and Greene counties, She s hite member of PAACE, has
prosented sessions at Mid-\Uimier Conterences over the past nine
vaars, and s reader for Ace 143 and 333 proposals.

Ella M. Morin, M.EJ.. i~ an adult educaton adviser in the Bureau of
Adulr Basicand Lieraey Educanon, PDE, and serves as the Bureas's
statewrde advisor tor workplice basic sklls education,

Anita H. Pomerance, 'h.D., 15 tator trnimg coordimator and basic
hiteracy instructor at The Center tor Literacy, 636 S, 4nth S,
Philadelphia, PA 19143, (213) 474-1235. She was responsble tor
revising borh the agency's Basie Lieracs: Tuter Handbook and the
volunteer tutortrunmg rostressawhole-Linguage, student-empower
e approach o literey mstruction,

Judith Rance-Roney, Joctoral candidate, s Phirector of Enghshaca
scecond Langruage at Lehigh Unnersitvand Project Directorof the T
Valley Literacy Staft Development Projecr, Region 7,33 Coppee
Drive, Bethlehem, DA TROLS. (215) 733-6099. Recently, Judy hae
beemmmvolved i ESL teacher education, meetnational education, and
literaey staft development.

Tana Reiffserved as Project Directorand Eduor of thas Handbook and
s direcied o varicty of Secion 333 progecs through New Educa-
tronal Progects, Ine, PO Box T82 Laneaster, PA 7603, (717 299.

K912, A former ABE teacher, she is also the author of commercally
published materials for adult hasic education and literacy.

Georgina S. Rettinger, Ph.1), i~ an Assaciare Drofeswor of Educanon
At Thiel College, Greenville, PA 16125, (412) 389-2088. She v alo
the Director/Diagnostician of the Greenville Lireracy Council and has
made many presentationson the use of standardized and mtormal tests
m dagosig reading Jdisabihiy.

Sherry Royee, ELDL s President of Rovee & Rovee, 1938 Crocked
Cak Drrve, Lancaster, PA 17601, (717) 5691663, The author of 11
skillstexts madul literacy, C BAE, and ESL. she wasDirector of atwo-
county adult education erogram for 17 vearsand has directed numer-
cus spectl projects.,

Margarct Shaw ELDicanosanadult educanon advisorim the Bureau
of Adule Basic and Literacy Education, Pennsvlvanta Department of
Education.

Sheila M. Sherow, DEJ. aresearch asseciate andinteracy specialist
arthe Instieute for the Studv of Adule Literacy ar Penn Stace. Last year
she presented a PDE Fall Workshop session on distance education.

Sherry C. Spencer, M. s dircctor of the Bradtord-XWyoeming
County Literacy Program, Bradiord County Library, RR 3 Box 320,
Troy, DA 16947, (717) 297-3375 She < currentdy charrperson o
Tutors of Lireracy m the Commonwealth.

Robert Staver isan Educatonal Research Assocate Hwith the Bureau
ot Adul Basic and Literacy Educarion. He isresponsibic fortederaland
state reporting, progrim analysis and evatuation, and adminestranon
ot Burcau d itabases and system apphicanons.

Sandra K. Stewart is Manager of Dissemination at The Nanonal
Centeron Adult Liceracy, Unin ensity of Pennsvivanng, 3918 Chesnut
St Pluladelphia, PA 191043111 (215) 898-21¢¢.

Sandra J. Strunk = an adult education specialist with Lancaster-
Lebanon farermediate Umit 13, She works at the Adult Ennchment
Center  the city of Lancaster, (717 293.7636.

Barbara Van Horn, M.Ed., i~ avastant director of the Instnure for the
Study ot Adult Literaey ar Uenn State University, (814) 80323777,
Simce 1976, she has developed and admimistered adule ireraey pro-
vrams and tiught ABE/GED classes and developmental reading.
Currently she s coordmatnng the Resinz Staff Des elopment Network
and developing curriculum matends tor the MeKeesport Even Start
progrm.

Stephen Wegener has been Adult Educanion Counselor/Specaaline for
the ARIN Adult Learnmg Center sinee 1984, Atmighe, he plavs quar
and writes the songs for a rock band.

Jo Ann Weinberger, M. v Exccutive Director of The Center for
Literacy, Inc., 836 S, 48th Street, Philadelphia, DA 19143, (219) 474-
1235, Formerly, she was Depury Secretary for Policy Management at
PDE and Director of Special Projects and Personnel Director of
Rescarch tor Better Schools. CFL is the oldest and largest communiey-
Iased adult Iieeracy program in Pennsylvania.

Tom Wertz has been the school principal ar the State Correctional
Instirution at Camp Hill (717 737-4531, for 19 years. He has served
on the State Plan Task Force and as President and board member of
PAACE, and was named OQutstanding Adult Educator in 1987

Nancy Woods, doctoral candidate in adult educ ation admimistration,
v an instrctor in the College of Edacatuon ar Penn State Beaver
Campus,directorof Adule Lireracy Action, and Field Lab Coordmator
tor Penn State's Institure for the Study of Adule Liceracy. A Laubach
Literacy Action Master Tritor and adaster Supervising Tramer, she has
presented at numerous adult education conferences, has participated
i nuny boirds and task forces refated o adult education, and has
appaired on televison and radio promotmg adult liceracy.

Jeffrey Woodyard 1> Execanve Director of the To-County Opportu-
nities Industriahizanon Cenrer, 1600 Market Strect, 1 Lirrsburg, 1A
17103, (717) 138.7318e
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Glossary of related
terms, agencies, and
organizations

Act 143 of 1986 Pennsylvania's state adult literacy education
program designed to provide basic educational skills training m
reading, English (including English as a second language), and
mathematics.

Adult Basic Education (ABE) Federally funded proor ans
designed for adults who have not attained functional compe-
tency in basic skills at the eighth-grade level. Also, the general
designation for programs of instruction for adults at the basic
skills/literacy level (also called ABE), English as a Sccond
Language for adult immigrants and retugees (ESL), and General
Educational Development (GED), or preparation for the GED
tests. Limited English Proficient (LED) is directed to adults who
have had ESL but are not yet proficient in the use of Enghish.

Adult Education Act Act of Congress providing tor ARE
programs admmistered through cach state with active local
sponsorship.

Adult Literacy & Technaology Project Group studying the
applications of computers in teaching adult literacy students.
PCC, Ine., 2682 Bishop Drive, Suite 137, San Ramon, CA
94583, (415) 830-4200.

AdvancE One of Pennsylvania’s two adult education resource
clearinghouses. AdvancE, PDE Resource Center, 333 Market
St., 11th Floor, Harrisburg, PA 17126-0333, (800) 992- 2283 or
(717) 783-9541; fax (717) 783-5420.

adult learning center A place where adults voluntarily congre-
gate to learn in a structured learning environment. [t isopen full
time and includes counseling services.

Adult Performance Level (APL) A majorstudy begunin 1971
by the University of Texas at Austin under contract with the
U.S. Office (now Department) of Education toassess functional
competencies of American adults.

American Association for Adult and Continuing Education
(AAACE) National and international association to promote
learning opportunities for adults. Formed in 1982 asa consolida-
tion of the Adult Education Assocration (AEA) and the Na-
tional Association for Public Continuing and Adult Education
(NADPCAE). 2101 Wilson Blvd., Suite #925, Arlington, VA
22201, (703) 522-2234.

andragogy The art and science of teaching adults.
Bureau of Adult Basic and Literacy Education {ABLE)

Section of Pennsylvania Department of Education that funds,
wonitors, and reports on ABE/Literacy/ESLIGED programs
using federal and state funds. Pennsylvania Department of
Education, Burcau of Adult Basic and Literacy Education, 333
Market St., Harrisburg, PA 17126-0333, (717) 787-5532.

Business Council for Effective Literacy (BCEL) 1221 Ave.of
the Americas, 35th Floor, New York, NY 10020, (212) 512-
2415 or 2412. Produces a free newsletter auned at the business
community {donations accepted).

Commission on Adult Basic Education The national organi-
zation forstatf of ABE/GELYESL/Literacy programs, adivistonof

AAACE. Holds annual meeting specific to these arcas and
publishes Adult Literacy and Basic Education journal, indexed in
ERIC. Contact AAACE for membership information.

community education The process by which individuals,
community groups; organizations; and local, private, and gov-
ernmental agencies cooperate to provide educational, recre-
ational, vocational, cultural, social, health, and other related
services to meet community needs through the use of educa-
tional and other facilities.

community-based adult education Basic cducational programs
oftered through or at community agencies and locations other
than public schools.

community-based organization Organization such as commu-
nity action agencies and literacy councils who recerve at least
part of their funding from the municipal community andfor
Jdonations.

competency-based adult education (CBAE) A performance-
bised process leading to mastery of basic and life skills necessary
to tunction proficiently in society.

Contact Literacy Center Box 81826, Lincoln, NE6S5CL, (402)
464-0602. Organization promotingcommunications in the field
of functional literacy. Publishes monthly newsletter, The Whit-
ten Wend and provides a literacy hotline, (800) 228-8813.

Defense Agency Non-Traditional Educational Support
(DANTES) Worldwide organization with which state GED
administrators in four states, including Pennsylvania, are coop-
erating to provide greater access to GED Testing Centers tor
Army National Guard service members.

distance education Delivery of instruction or educational
information through media in order to circumvent the separa-
ton of teacher and learner by distance andfor time.

Educational Resources Information Center (ERIC) National
mformation system which obtains and makes avaitable hard-to-
tind, often unpublished, information in education. Access
through the state literacy resource centers.

English as a Second Language (ESL) Program to teach those
whose primary language is not English.

family literacy A holistic approach to short- and long-term
eradication of illiteracy by secking to address the educational
needs of the “whole family,” as defined by its members.

GED Testing Service The division of the American Council
on Education that develops aind distributes the Tests of General
Educational Development (see below). One Dulont Clircle,
Washington, DC 20036, (202) 939-9490.

Gencral Educational Development, Tests of (GED) A series
of tests (Writing Skills, Social Studies, Science, Interpreting
Literature and the Arts, Mathematics) todemonstrate a compe-
tency level equivalent to that of a high school diploma; prepa-
ratory programs for the tests.

indicators of program quality Definable characteristics of
programs used to measure whether programs are successfully
recruiting, retaining, and improving the literacy sklls of the
indwviduals they serve.

institutionalized ABE Adult basic education programming in

hospitals, prisons, or other institations where students/residents
restde ma dormitory.
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Jobs Opportunities and Basic Skilis Program (JOBS) The
work/education/training program tor reciprents ot Aid to Fant-
lies with Dependent Children (AFDXC) as mandated for each
state under the Fanulv Support Act ot 1988,

Job Training Partnership Act (JTPA) Federal law ot 1982
replacing the Comprehensive Emploviment and Traning At
{CETA) that provides basic education and job-training oppor-
runities tor disadvantaged vouth and adults.

Laubach Literacy International Literacy organization whose
attiliate hiteracy programs employ the Laubach methodology. 1320
Jamesville Ave., Box 131,Syracuse. NY 13210,(315)422-9171.

Limited English Proficient Sce Adult Basic Education.

literacy The ability to use information to function N secIeLy, to
achteve one's goals, and to developone’s knowledee and potential.

Literacy Volunteers of America (LVA) A national organiza-
tonottering tutor tramning and istructional matertals for volun-
reer literacy affiliates. 404 Oak St., Svracuse, NY 13218, (315)
422-9121.

National ABE Staff Development Consortium A unit of
AAACE. For mtormaten contact fean Lowe, GED Testing
Service. One DuPont Cirele, Washington, DC 20036-1103,
(202) 939.9475.

National Affiliation for Literacy Advance {(NALA) An
assoctation which provides tramming i the Lasbach method ot
teachine reading to combat 1lliteracy.

National Center on Adult Literacy (NCAL) A rescarch-and-
developmentproject for enhancing the knowledge baseon adule
literacv. established in 1990 at the University of Pennsvivania,
3910 Chestnut St., Philadelphia, PA 19104-3111, (215) 898-
2100, fax (215) 898-9804.

National Clearinghouse on Literacy Education for Limited
English Proficient Adults A USDE-funded cleanngbouse.
Contact Center tor Applied Linzutstics, 1118 22nd Street, NW,
Washineton, DC 20037, (202) 429-9292, ext. 20C.

National Institute for Literacv (NIL) Base for a nattonal
literacy network as authorized by the National Literaey Act ot
1991, 80 Connecticut Ave., NW, Washington, DC 20006-
2021, (202) 632-1500.

National Literacy Act Passed in 1991, the 199293 amend-
ments to the Federal Adult Education Act.

Opportunities Industriaiization Centers (OICs) Oraaniza-
tions dedicated to the reduction ot unemplovinent and poverty
tor vouth and adults.

outreach Expanston of services to reach populations who would
othenwise be unable to avail themselves of services. These
include the homeless, handicapped. and incarcerated.

Pennsylvania Association for Adult Continuing Education
(PAACE) The state professional organization representing
adult educators and service providers of programs in a vartety of
settings such as public schools, learning centers, community-
based programs, state hospitals, state correctional institutions,
county prisons, community colleges, universities, government

agencies. and businesses and industries. D.Q. Box 3796, Harris-
burg, PA 17105,

Private Industry Council (PIC) Local uroup of community

representativesresponethle for planningand fundineskills rrain-

g with education monies trom the U.S. Department ot Labor.

satellite Qutreach site, assoctated with a full-time ABE opera-
ton. which provides similar services. usually on a himuted basis.

Service Delivery Area (SDA) Region, usuallv a wroup of
counties, serviced by a Private Industrv Council.

Single Point of Contact (SPOC) Mandated by the Familv Act
of 1988, a joint inttiative ot the Departments of Welfare, Labor
and Industry, and Education by which welfare recipients who
have bartierstoemployment receive the education, training, job
placement. and support services they need to become gainfully
employed.

State Plan A federal-state ameement for carving out the Adult
Education Act.

workforce literacy General term reterring to upgrading ot basic
skills or 1ob-specitic skills of the labor torce as a whole.

workplace literacy Joh-specific basic skills traming programs
Jesigned to provide employees with academic and interpersonal
<kills at the work site

How are programs doing? |

o+ The National Evaluation of Adult Education Programs
(NEAEP) is a four-year study of the potential of federally
supported adult education programs to reduce literacy, ESL,
and secondary-education deficits in the adult population.

The study began in 1990 with a brief survey mailed
to about 3,500 organizations nationwide. This was fol-
lowed by a detailed description of 150 adult education
service providers, along with characteristics and learn-
ing gains of selected clients. Next came telephone
follow-up interviews of “attriters” and “persisters” (see
page 25 for definitions). The last aspect of the study
estimates the adult education program target popula-
tion based on the 1990 Census and national studies of
adult literacy conducted by a national evaluation staff.

Three reasons for the study are 1) heightened interest
and increased resources for adult literacy efforts, 2) the
need to supply information to Congress for consideration
1. reauthorizing the Adult Education Act, and 3) because
the last national study is over ten years old.

Supported by the U.S. Department of Education, the $3
million National Evaluation of Adult Education Programs
is being conducted by Development Associates, Inc. in
cooperation with the Comprehensive Adult Student As-
sessment System (CASAS) of the San Diego Community
College Foundation, Macro Systerns, Inc., and the Ameri-
can Association of Adult and Continuing Education
(AAACE). The final report is due for release in spring
1994, but preliminary results are published in periodic
bulletins. To get on the mailing list, or for any other
questions pertaining to the study, call 1-800-348-READ s

—From information supplied by Development Associates, Inc.
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Glossary of abbreviations

| “1437 referring to programs funded under Pennsylva-
nia's Act 143

“322”  asof 1992-93, referring to programs funded under
the federal Adult Education Act, Section 322
(direct programs, services, and activities)

“353”  referring to special adult education projects -
funded under the federal Adult Education Act,

Section 353.

AAACE American Association for Adult and Continuing
Education

ABE Adult Basic Education

ABLE  Adulc Basic and Literacy Education

ACE American Council on Education

APL Adult Performance Level

ASE Adult Secondary Educatuion

! BCEL  Business Council for Effective Litcracy
CAA Community Action Agency (or CAP: Commu-
nity Action Program)
CAl computer-assisted instruction
CBAE  competency-based adult education
CBO community-based organization
DAEL Division of Adult Education and Literacy

DANTES Defense Agency Non-Traditional Educational
Support

ERIC  Educational Resources Information Center

ESL English as a Second Language

FY Fiscal Year

GED General Educational Development (Tests of)

GEDTS GED Testing Service

IEP Individualized Education Plan

INS Immugration and Naturalization Service

JOBS Jobs Opportunirics and Basic Skills Program
JTPA  'ob Training Partmership Act

LEA language experience approach

LEA local education agency

LEP Limited English Proficiency

LLI Laubach Literacy International

LSCA  Library Services and Construction Act
LVA Literacy Volunteers of Ametica

NAEP  National Assessment of Educational Progress

NALA National Affiliation for Literacy Advancement

NALS  National Adult Literacy Survey

NCAL Narional Center on Adult Literacy

NCLE  National Clearinghouse on Litcracy Education

NEAEP National Evaluation of Adult Education Programs

NIL National Institute for Literacy

OIC Opportunities Industnalization Centers

PAACE Pennsylvania Association for Adult Continuing
Education f

PDE Pennsylvanta Department of Education |

PIC Private Industry Council ;

PLUS  DProject Literacy US. [

PSA public service announcement :

RFP Request For Proposal

SCI State Correctional Institution

SDA Service Delivery Area

SEA State Education Agency

SEG State Education Grant

SPOC  Single Point of Contact

TESOL Teachers ot English to Speakers of Other Languages

TLC Tutors of Literacy in the Commonwealth
VISTA Volunteers in Service to America
USDE  United States Department of Education

Staff of the Pennsyivania
Department of Education,
Bureau of Adult Basic
and Literacy Education
(ABLE Bureau)

Spring 1993

Dr. John Christopher, Director

Mr. Gordon jones, Supervisor

Mrs. Martha Frank, Advisor

Ms. Helen Hall, Advisor

Mr. Charles Holbrook, Advisor; GED Test Center;
Administrator/Commonwealth Diploma rogram

Mr. Dale Mace, Advisor

Mrs. Ella Morin, Advisor

Mr. Daniel Partin, Advisor

Dr. Margaret Shaw, Advisor

Mr. Robert Staver, Research Assactate

Mr. Richard Stirling, Budeet Analyst

Mrs. Audry Walter, Adnunustrative Assistant
Mr. John Zhong, Advisor

Support Staff:

Ms. Beth Bates, Scecretarv, ABE Section

Mrs. Marian Chesney, GED Supervisor

Mrs. Anita Emery, GED Assistant

Mrs. Tracy Malick. Bureau Director’s Secretary

Ms. Tracey Sullivan, Scecretary, ABE Secrion

Ms. Carvn Watson, Sceretary, Research Section
N %

Address:

Burcau ot Adult Bastc and Literey Education

Pennsylvania Departmient of Education

133 Marker Street, §2th Floor, Hamshurg, PA 17126-0333

Phone: (717) 787-3532
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Job Training Partnership Acr (JTDA)
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Keystone State Reading Asscciation (8

Kirsch, Invin S, article by 16
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learner, understanding the adult 45
learning disabilities in adule scudents 50
learning process 45
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lifelong learning  1C

Literacy Corps 13
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management, pragram
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