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ABE Promising Practice

Individualized Learner Intake
Audience (check all that apply):

 FORMCHECKBOX 
  Instructors

 FORMCHECKBOX 
  Managers/Coordinators

 FORMCHECKBOX 
  Program support staff (intake, data, etc.)
Topic (check all that apply):

 FORMCHECKBOX 
  Accountability policies and procedures

 FORMCHECKBOX 
  Assessment

 FORMCHECKBOX 
  Budgeting 

 FORMCHECKBOX 
  Classroom Instruction

 FORMCHECKBOX 
  Curriculum development

 FORMCHECKBOX 
  Data analysis 

 FORMCHECKBOX 
  Intake and orientation

 FORMCHECKBOX 
  Marketing

 FORMCHECKBOX 
  Performance management

 FORMCHECKBOX 
  Retention/Persistence

 FORMCHECKBOX 
  Staff development

 FORMCHECKBOX 
  Strategic planning

 FORMCHECKBOX 
  Teacher observation

 FORMCHECKBOX 
  Teambuilding 

 FORMCHECKBOX 
  Volunteer management

 FORMCHECKBOX 
  Other  (please specify):       
 FORMCHECKBOX 
  N/A

Instructional area (check all that apply):

 FORMCHECKBOX 
  Adult Diploma

 FORMCHECKBOX 
  Basic Skills

 FORMCHECKBOX 
  Brush-up

 FORMCHECKBOX 
  Citizenship

 FORMCHECKBOX 
  EL/Civics

 FORMCHECKBOX 
  ESL

 FORMCHECKBOX 
  Family Literacy

 FORMCHECKBOX 
  GED

 FORMCHECKBOX 
  Workplace

 FORMCHECKBOX 
  Other  (please specify):       
 FORMCHECKBOX 
  N/A

Objectives:
      INFO  Comments  \* MERGEFORMAT 
Time needed:  60 minutes per learner
Level (for instructional best practices only; check all that apply):

 FORMCHECKBOX 
Beginning Literacy

 FORMCHECKBOX 
Beginning

 FORMCHECKBOX 
Intermediate

 FORMCHECKBOX 
Advanced

Optimal class size (for instructional promising practices only):  
Resources/materials needed:

·
Entry form and supplemental entry form (to collect information about PEP goals, education background, and barriers to participation and learning).  

·
CASAS reading appraisal and pretests for ELL learners (upgrading to new CASAS Life and Work testing series).

·
Oral BEST (long form) for ELL learners used for placement purposes only. 

·
TABE Locator test (upgrading to TABE 9 & 10) for ABE & GED learners.

·
Learner handbook, map, and brochure picturing and describing teaching staff for individual sites.  

·
Orientation video for each site in English, Russian, Somali, and Spanish. 

·
GED materials including brochure, information about requesting testing accommodations, testing schedule, and age waiver form.

·
Site-specific applications for childcare and transportation assistance.

·
Community resource and referral information including bus schedules.

·
Single registration phone number for entire consortium.

·
Phone access to language interpreters if necessary.  Basic knowledge of Spanish on part of Intake and Placement Specialist.  

·
Registrar business cards.

Procedure (please be as specific as possible):
Several basic features characterize AOIE’s intake and placement process: 

·
Centralized registration and placement for the 3 school districts served by AOIE, administered by one Intake and Placement Specialist.

·
1 hour intake appointment scheduled for each incoming learner. 

·
Highly personalized process designed to identify and address the needs and goals of each individual learner.  

Variations or modifications:
     
Impact on your program or learners:
Adult Options In Education’s Intake and Placement procedure has many elements.  There are specific tasks (assessment, goal setting, placement, etc.) but also less tangible elements that are just as important to the best practice of intake and placement:

·
Creating a welcoming atmosphere.  Quick responses to phone inquiries about class registration, waiting room literature that reflects the diversity of the people who come to our classes, front desk staff who show great warmth and patience to each person who calls or visits the office, sensitivity to cultural customs about greetings – these intangibles and small gestures are an essential part of the process.   

·
Gathering data on the entry form and supplemental registration form.  Learner fills out basic personal information (name, address, phone, etc) while registrar completes other data with the learner (employment and income status, etc) required for reporting purposes to insure accuracy.  One of the advantages of centralized registration is that it facilitates solid and consistent collection of data.

·
Interviewing learner to determine education background, scheduling needs, and obstacles to class participation.   

·
Determining learner goals.  Goal setting at registration facilitates effective placement, sets the groundwork for the Personal Education Plan in the classroom, and establishes NRS goals.     

·
Assessing the learner’s skills for placement purposes using the testing tools mentioned under “Resources and Materials.”  ABE and GED learners are given the TABE locator tests in reading, math, and language.   ELL learners are given the long form of the oral BEST for placement purposes as well as a CASAS reading assessment. Whenever possible the learner will be given a pretest in the CASAS reading series; however, in the case of time constraints or lack of information to make a judgment about the appropriate pretest, CASAS Form 20 will be given. Based on assessment results, the registrar recommends a tracking area and next steps in testing to the teacher. 

·
Placing learners in classes based on goals, assessments, and scheduling needs. Centralized registration allows us to utilize “the power of the consortium” to find appropriate matches within the varied resources and programs in our three school districts.  The registrar makes periodic classroom visits at each site in part to strengthen her ability to make the best possible placements for individuals.    

·
Orienting learners to their school setting through review of the site handbook and a photo directory of teaching staff, viewing of an orientation video tailored to each site, reviewing placement information written on the front of the handbook, and providing a map to their school.  Each learner is given an AOIE folder with his or her handbook/class placement information, additional materials that have been provided, and the registrar’s business card in case questions arise after leaving the office.   Personal knowledge of the classrooms and sites help the registrar provide helpful information about what the learner can expect.   

·
Addressing obstacles to participation in classes. The most common difficulties are lack of transportation and childcare.  Where possible, registrar arranges childcare and transportation through resources available within the consortium.   When difficult schedules are the obstacle, registrar works with teachers to accommodate learners’ specific needs.

·
Referring learners to resources in the community and school districts.  If a learner identifies needs and obstacles that cannot be addressed by consortium resources, referrals are made, for example to the Family Resource Center (a multi-service center serving residents of Hopkins and Minnetonka), to early childhood programs in the school districts, to legal resources for immigrants, or to the many resources available in the public libraries.  If the learner will be taking public transportation, the registrar assists learner in mapping out a route and schedule.   

·
Listening carefully to the concerns learners bring to the classroom table.  Many learners come with fears about failing, a back log of negative experiences in school, shame about not finishing school or having low level academic and language skills, extremely complicated personal circumstances, or a myriad of other issues that can become obstacles to learning.  One of the great advantages of individual intake appointments for both ELL and ABE/GED learners is the opportunity to address these concerns and offer encouragement, support, and information that may help that person take the next step of showing up in class.   

·
Inviting the learner to call the registrar with any additional concerns, questions, or scheduling changes and to speak with the teacher if they are experiencing any difficulties.  Learners are encouraged to be good self- advocates in their education at AOIE.    Learners are given the registrar’s business card and the teacher’s classroom phone number.

·
Equipping the classroom teacher with any information and observations that may contribute to a successful classroom experience.   The classroom teacher may have very limited time available to find out the particulars of a new learner’s situation.  Information about previous education, learner concerns, disabilities that may impact learning, and potential obstacles to class participation, as well as comments and observations from the registrar, are provided on the  supplemental entry form attached to the more formal entry form that goes to the teacher.  Particularly complex situations may be addressed directly by a phone call to the teacher.     

·
Promoting our programs at AOIE by inviting new learners to take AOIE business cards (available in English, Somali, and Spanish) to give to friends, family, and co workers who may be interested in classes.  This has been an effective tool in reaching people in the communities AOIE serves.

Attachments:
     
Name of person submitting promising practice:  
Ann Gilbert, Intake and Placement Specialist

ABE site:  Adult Options In Education 

Contact information:  
Eisenhower Community Center, Rm 228

1001 Hwy 7, Hopkins, MN 55305

Phone: 952-988-5436

Email: ann_gilbert@hopkins.k12.mn.us
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