Appendix A.  CHP Site Visit Discussion Topics

SITE VISIT DISCUSSION TOPICS

We present in this appendix the basic discussion topics we expect to cover with appropriate respondents.  This draft will be used as a template and tailored for use with particular categories of respondents.  Based on the information we receive from one or two respondents, we may later modify (or delete) a topic for future local site visit discussions.  Few participants, if any, will be expected to cover all of these topics.

I.  PROGRAM INPUTS

A.  AE Program Organizational Structure 

Sponsoring organization (e.g., LEA, CBO, corrections)

Organizational culture (e.g., management encouragement of participation and risk-taking)

Program philosophy, mission, and goals

Definitions of program success

Intra-organizational roles and relationships (organizational charts; job descriptions)

Resources

Funding sources and amounts (state, local, federal, and private)

Degree of funding security

Buildings and infrastructure

Materials and books

Computing resources

Other resources

Documentation

Policies and procedures for program operation

Staff manuals

Student handbooks

Other materials

B.  Key Stakeholders

Staff characteristics

Teachers (e.g., demographics, qualifications, certification, training, experience)

Volunteers

Data staff

Intake and assessment staff

Other support staff

Staff pay

Activities for which staff are paid

Benefits provided

Staff support practices

Professional development

Performance monitoring and evaluation (e.g., peer observations, student evaluations)

Training

Student characteristics

Demographics and background

Challenges (e.g., learning problems)

Commitment to learning

Key needs

Collaborative relationships with other agencies or partnerships (e.g., OSCC)

How collaboration established (e.g., voluntary; mandated)

Strengths of collaboration

Challenges to collaboration

Role played by adult education program at OSCC (e.g., classes provided on site; referrals from OSCC to AE)

Role played by OSCC in adult education program (e.g., referrals)

Assessment of level of integration with AE programs

Importance of familiarity with AE target program to integration of services

Cross-training with AE program staff

Community relationships

Staff and student perceptions of factors contributing to high performance

II.  PROGRAM PROCESSES

A.  Classroom Processes

Maximum class size

Scheduling of classes

Open enrollment vs. fixed starting dates

If a seat becomes vacant, are students from waiting list permitted to attend?

Mix of student skill levels 

Instructional practices

Standards and objectives

Planning

Policies (e.g., attendance policies)

Teaching strategies (e.g., lecture; videos; language labs; computer-assisted)

Interpersonal practices 

Curriculum

Monitoring student progress (e.g., testing, portfolio analysis, learning logs)

Post-testing strategies and decisionmaking

Relationship with future educational plans

B.  Other Program Processes

Planning activities

Record-keeping

Intake processes

Recruitment

Referrals

Policies for selecting students

Enrollment practices (e.g., open, limited)

Orientation process

Goal Setting Processes

Wait lists

Policies for placement

Program (e.g., ABE, ESOL) differences

Student fees and expenses

Amounts required

Support for students who cannot afford fees

Student assessment and diagnostics processes

Testing

Placement

Counseling 

Screening for learning problems (e.g., learning disabilities)

Student support services

Study labs

Computers

Tutoring

Mentors

Childcare

Transportation

Counseling

Use of technology (e.g., computer labs) and degree of integration into curriculum

Program data collection processes

Information collected

Quality control procedures

Reporting (e.g., types, required vs. Optional, recipients and uses)

Data uses

Use of information on economic outcomes in planning process

C.  OSCC Processes

Intake processes

Recruitment

Referrals

Assessment and diagnostics processes

Testing

Placement

Counseling (e.g., goals)

Screening for learning problems (e.g., learning disabilities)

Support services provided 

Childcare

Transportation

Counseling

Others

Streamlining for clients needing basic education

Employer involvement in basic education activities

III.  PROGRAM OUTPUTS

Number of students served

Number of classes offered

Student attendance hours

Staff development activities

IV.  PROGRAM OUTCOMES

Number of students with learning gains

Number of students graduating or obtaining GED

Number of students meeting goals

Number of students with economic gains (as measured by the job training common measures)

V.  Environmental Contexts

Program location (e.g., rural, suburban, inner city)

Local economic conditions

Community attitudes and values towards education

Availability of alternate educational opportunities
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11785 Beltsville Drive

Calverton, MD 20705

[date]

[director name and address]

Dear Director:

The U.S. Department of Education (ED) is conducting research to identify the characteristics of successful adult education programs.  As a part of this research, ED has contracted with ORC Macro to conduct site visits with six adult education programs in [state], as well as programs in two other states.  On the basis of our analysis of administrative data, your adult education program was found to be one of the most successful in your state, and we would like to include it as one of site visits.  At a mutually agreed upon time, we would like to come to your facility in [month] for about a day and a half.

The purpose of the visit is to identify program characteristics that contribute to program success, such as the variety of education and non-education services provided to students; organization of intake, assessments, and referrals; and cooperation and collaboration with other education and workforce agencies.  During our visit, the team would like to interview program staff, teachers and students, and observe program operations.  We will schedule the site visit in consultation with you and your organization, in order to select a date that will accommodate your program’s schedule.

A member of the our team will be contacting you within a few days to describe the project in greater detail, answer any questions you may have, and schedule a time for the site visit.  If you have any questions before then, you can call me at [contact person’s phone number], or you can reach me by email at [contact person’s email]. 

We hope that you will agree to participate so that new information can be obtained on successful practices in Adult Education programs. Because of your previous record, we hope to able to identify the unique practices of your program that lead to these positive results. As a participant, we will share our findings of your site, the other sites in the study, and the research based on our analysis of state administrative data. All interview results will be held in confidence.  In all of our reporting, none of the states will be identified, and with the site visit component, neither you nor your program will be identified by name. 

This project has been approved by the Office of Management and Budget (OMB Control number ____________).  Estimated burden is 1.4 hours per response. If you have any questions about this burden or use of the data, you can contact the U.S. Department of Education, Office of the Chief Information Officer; 400 Maryland Ave., SW, Washington, DC 20202-4700.
I look forward to talking with you and learning about your adult education program. 

Sincerely,

[site visit team leader]

ON U.S. DEPARTMENT OF EDUCATION STATIONERY

[date]

[director name and address]

Dear Director:

I am writing on behalf of the Policy and Program Studies Service, which has contracted with ORC Macro to conduct a study on the Characteristics of High Performing Local Adult Education Programs. This study is part of a larger effort authorized by Congress as part of the National Assessment of Adult Education (NAAE) as authorized by the Workforce Investment Act (WIA) Title II (otherwise known as the Adult Education and Family Literacy Act or AEFLA) in 1998.

ORC Macro has been working for two years on this project using student-based information from administrative records to uncover the demographic, institutional, and instructional factors that are correlated with student persistence, goal attainment, learning gains, and economic gains. The U.S. Department of Education felt that we could supplement this information with a series of site visits to proven high-performers.  All interview results will be held in confidence.  None of the states will be identified, and with the site visit component, neither you nor your program will be identified by name.

This project has been approved by the Office of Management and Budget (OMB Control number ____________).  If you have any questions about this burden or use of the data, you can contact the U.S. Department of Education, Office of the Chief Information Officer; 400 Maryland Ave., SW, Washington, DC 20202-4700. 
We hope that you will agree to participate in this important work and see the benefit of this research.   

Sincerely, 

Elaine Gilby, Management and Program Analyst

Policy and Program Studies Service

Office of the Deputy Secretary

U.S. Department of Education

11785 Beltsville Drive

Calverton, MD 20705

STATEMENT OF CONFIDENTIALITY

The U.S. Department of Education (ED) is conducting this research to identify the characteristics of successful adult education programs.  The purpose of today’s visit is to identify program characteristics that contribute to program success, such as the variety of education and non-education services provided to students; organization of intake, assessments, and referrals; and cooperation and collaboration with other education and workforce agencies.  The information is being collected to provide information that is currently not available to policy makers at the Federal and State levels to assist in developing State accountability systems encouraged by the Workforce Investment Act of 1998 and performance assessments of adult education grantees.
The information you provide will be used to develop policies for performance assessments of adult education grantee.  Your participation is voluntary.  Your comments will be held in confidence, and neither you nor your program will be identified by name in any reports. 

This project has been approved by the Office of Management and Budget (OMB Control number ____________).  We estimate that this interview will take [N] minutes.  If you have any questions about this burden or use of the data, you can contact the U.S. Department of Education, Office of the Chief Information Officer; 400 Maryland Ave., SW, Washington, DC 20202-4700.
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