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Introduction and Purpose

From the ABE Program Improvement Policy:
Adult Basic Education (ABE) consortia that are supported with state and federal funds are accountable for a number of important actions including using funds appropriately, complying with federal law and state statutes, required policies and assurances, and delivering effective programming for students.  The MDE-ABE office has established quantitative performance targets for student level completion and other core performance indicators as a part of the National Reporting System (NRS).  Consortia that report annual results which are significantly below the state performance targets are affected by the ABE Program Improvement Policy.  

Under ABE law M.S. 124D.52, MDE has the authority to annually approve consortia using criteria that are specified in state statute.  These criteria include the evaluation of student performance. …

Requirements for identified consortia for program improvement – If a consortium is identified under this policy, the consortium is placed on a provisional approval status for the next program year contingent upon the recommendation by the ABE office with the following expectations and corrective actions:

1. Complete a program improvement plan which includes information and local consortium policies that impact student success.  Program improvement plan content includes current work and ideas for corrective action regarding the consortium’s:

· Testing policy for all sites;

· Attendance policy;

· Goal setting and intake process;

· Goal expectations – setting local performance targets; and

· Curriculum description/framework.

2. Submit the program improvement plan to the ABE office by February 1.

3. Report implementation status regarding corrective actions by the end of the program year.

Submitting the Program Improvement Plan
An electronic copy of your plan must be received by 4:30 p.m., February 2, 2015.  Follow the guidelines and instructions in this document.  The plan should be submitted to:

Brad Hasskamp, Adult Basic Education
Brad.hasskamp@state.mn.us 
Failure to meet the February 2 deadline will put a consortium’s funding at risk.

Program Improvement Plan Format
Provide required attachments and documentation, and briefly describe each narrative content area.  For readability (of the review team) MDE-ABE recommends: 
· Use 12-point type.
· Follow the sequence and format of the narrative.
· Clearly label sections and attachments.  For example, save all narrative questions in one document titled “[NAME] Program Improvement Plan” and include attachments as separate documents.

Questions or For More Information

If you have questions or would like more information about the ABE Program Improvement Plan, please: 
· Review information found at www.mnabe.org, especially
· Accountability Page:  http://www.mnabe.org/program-management/accountability-nrs
· Narrative Page:  http://www.mnabe.org/program-management/grants/narrative; and/or 
· Contact Brad Hasskamp, the ABE Policy and Operations Specialist at (651) 582-8594 or brad.hasskamp@state.mn.us. 

Program Improvement Plan Content

Section One:  Program Overview

Document – Provide the following:

	Label
	Description

	A
	Please provide a brief overview of the consortium, similar to an executive summary.  What basic information should people know about the consortium? (This section should be 1-2 pages.) 

1. What area does the consortium cover?  

2. Describe the current levels of staffing, full-time versus part-time paid and non-paid employees and volunteers for the entire consortium.  

3. Describe the ABE students the consortium typically serves.  

	B
	Program Analysis Worksheet (developed in October)

	C
	Program Improvement Strategies (developed in December)

	D
	A copy of your consortium’s NRS Tables A, 4 and 4B for May 1, 2014-December 31, 2014


Section Two:  Program and Student Accountability

Narrative Questions – Answer the following questions.  Answers should provide sufficient detail for reviewers to understand the program’s intent and strategies for each concept presented:

	Label
	Description

	2.1
	In adherence with the ABE Contact Hour Policy, explain how student contact hours are recorded and verified for intake, orientation, assessment, daily attendance, distance learning and any other allowable time.  Refer to Attachment F in your explanation, the student attendance sheet example.

	2.2.
	What is your program quality/accountability plan for main fiscal agent sites and all sub-grantees?  Accountability plans should include: 

1. How does the fiscal agent ensure that the ABE consortium and all its sub-grantees are in compliance with federal and state ABE law, policy and guidance?

2. How often is the consortium’s performance data monitored (especially information found in the state ABE database reports like the National Reporting System (NRS) Tables A, 4, and 4b and others)? 

3. How is program performance data monitored at the agency-, site-, teacher-, and/or class-levels? 

4. How and when do you share and communicate your NRS outcome and enrollment data with other staff and stakeholders? 

5. How has the consortium implemented the ABE Student Progress Policy?  If this is addressed in your assessment or attendance policy, please refer to the policy and page number.

	2.3
	In what roles do you use volunteers in your program (i.e. instruction, teaching assistance, intake, goal-setting, assessment, data entry, etc.)?

1. How do you orient and train potential volunteers in your consortium for these roles? (Can refer to Document I.) 

2. What training do you provide on an ongoing basis for volunteers in the consortium? (In adherence to the Volunteer Training Standards Policy at www.mnabe.org/program-management/law-policy-guidance.)


Documents – Provide the following local program policies, which are rules and procedures that apply to consortium programming; describe how the policies are implemented in the program and how these policies are communicated to staff and students (if applicable).  
	Label
	Description

	E
	Student orientation and intake policy (see Local ABE Consortium Student Orientation and Intake Policy - Template and Local ABE Program examples)

	F
	Assessment policy (see Local ABE Consortium Assessment Policy - Template and Local ABE Program examples)

	G
	Student attendance policy (see Local ABE Consortium Student Attendance Policy - Template and Local ABE Program examples)


Additional Documents – Provide the following documents:
	Label
	Description


	H
	Student attendance contract (see Local ABE Program examples)

	I
	A sample student attendance sheet that is completed – remove students’ identifying information

	J
	Student intake or initial registration form(s)

	K
	Personal Education Plan (PEP) or goal-setting form(s) and/or procedure

	L
	Volunteer orientation and training plan (Additional approval required for programs who use volunteers to deliver instruction but are not using the Minnesota Literacy Council’s (MLC) volunteer training.  Other programs should still include their local volunteer orientation and training plan here. See also Narrative Question 2.3); For more information, please review the Volunteer Training Standards Policy found on the Minnesota ABE Law, Policy and Guidance page (www.mnabe.org/program-management/law-policy-guidance).


Section Three:  Professional Development

Narrative Questions – Answer the following questions.  Answers should provide sufficient detail for reviewers to understand the program’s intent and strategies for each concept presented:

	Label
	Description

	3.1
	Describe the process used to identify the PD objectives in the consortium PD plan.

	3.2
	Detail the amount and percent of total funding that the consortium sets aside or uses for professional development.  Consortia can use recent years’ data as examples for a typical year.  Percentages and amounts should be for the entire consortium either collectively or individually by organization/site to include fiscal agent and sub-grantees.

	3.3
	Describe the process and criteria (e.g., licensure, education, credentials, experience, etc.) used in hiring decisions related to paid instructional staff.

1. How do you ensure that school district instructional staff holds current K-12 licenses?

	3.4
	Describe the new staff orientation process and information included.

	3.5
	How does the consortium develop and revise individual staff professional development plans?

	3.6
	Please list professional development opportunities that are promoted and/or supported by the consortium in some way.  Estimate numbers or percentages of staff that participate in each activity in a typical year.  Opportunities noted should include:

1. Local or consortium-developed ABE-focused activities;

2. Broader education-focused local school districts’ professional development;

3. ABE-focused professional development provided by the Minnesota Department of Education and supplemental services, such as ATLAS regional events or Literacy Action Network’s Summer Institute; 

4. Online professional development opportunities; and

5. Other professional development.

Please note:

6. Which professional development activities are mandatory and which are optional for ABE staff?  

7. How does the consortium decide which opportunities to make mandatory? 

8. How does the consortium promote professional development opportunities to staff?

	3.7
	What professional development challenges is the consortium experiencing?

1. How are these challenges being addressed?


Documents – Provide the following documentation:
	Label
	Description

	M
	Professional development plan for the consortium that outlines the consortium’s priorities and goals for professional development


Provide a complete professional development plan (complete with goals for professional development, rationale, activities, and evaluation measures) for a staff member in each of the following roles: 

	Label
	Description

	N
	Administrative staff – e.g., program or site manager

	O
	Support staff – e.g., intake coordinator

	P
	Instructional staff – e.g., teacher


NOTE:  Remove any identifying personal information from the plans
Section Four:  Instructional Program Description

Narrative Questions – Answer the following question.  Answers should provide sufficient detail for reviewers to understand the program’s intent and strategies for each concept presented:

	Label
	Description

	4.1
	Explain who developed the program/course descriptions and how the descriptions are communicated and revised with instructors and other staff.

	4.2
	How do you ensure that the Adult Literacy Hotline (Minnesota Literacy Council) has the most up-to-date information about your consortium, its sites and its programming?

	4.3
	Summarize your consortium’s current transitions programming, including FastTRAC grant projects, postsecondary readiness, employability skills and career awareness. You can also refer directly to pages in Attachment Q.


Document – Provide the following local program information – applicants must use the following:

	Label
	Description

	Q
	Instructional Program Description that shows the objectives, format, standards, assessments and other details for each class or type of instruction offered in the consortium (see Instructional Program Description – Template and the Course Description Template).
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