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Vision Statement: CCC Adult Education – A Better You, A Better W     RLD 
 
Mission Statement: To provide educational opportunities and support that improve the lives of our students 
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Class Locations 
 
Adult Education classes including ABE/ASE/ELAA are held at three locations in the County. 

 
• CCC Fourth Street, Room B-33   ABE/ASE/ELAA/orientation 
• CCC Page Adult Ed Classroom  ABE/ASE 
• CCC Williams, Rooms 101 and 103  ABE/ASE/ELAA 

 
Additional evening orientation sessions are held at the Lone Tree campus. Distance learning classes are 
offered throughout the County through the distance learning grant from the State. 
 
Intake 
 
Intake is conducted at each site and includes the following steps: 
 
At first contact, students complete three required forms.  These include the ADE Adult Education Student 
Registration Form, the AZ Adult Education Verification of Eligibility for Services Form (ARS 15-232) and 
the CCC Adult Education Registration Form (fees).  (see appendices)  

 
Student Registration Form – students complete both sides of this form and return to instructors who 
check that all fields have been filled in and that the form has been signed by the student. 
 
Eligibility for Services Form – students complete the upper portion of the form and submit required 
documents to the instructor.  Instructors photocopy the documents, complete the lower portion of the 
form and sign, then attach the document photocopy to the form.  Students who are unable to produce 
documentation are so noted in ARS 15-232 logs and denied service. Completed registration forms 
placed in “denied service” folder serve as ARS 15-232 log. 

 
Registration Form (fees) – Students complete all fields in the upper half of the form including income 
and family size.  Guidelines for determination are included on the back of the form.  Students read the 
warning statement and sign and date the form.  Instructors make the fee determination based on a 
sliding scale, indicate the fee amount in the Y (year) or H (half-year) column and sign and date the 
form.  The half-year designation begins on January 1st of each program year. 
 
Note: beginning July 1st, 2010, there will be no fee for English language classes and distance learning 
students will pay a fee. 
 

All completed forms are entered into student folders. 
 

In Page and Williams, students are directed to a cashier and may begin classes as soon as a fee receipt is 
returned to the instructor.  At Flagstaff sites, orientation requirement is explained and session dates are 
provided.  Students sign up for their preferred dates.  After attending orientation, students pay the pre-
determined fee at a CCC cashier’s desk (Lone Tree or Fourth Street only) and return the receipt for admission 
to class.  Instructor verifies that the amount paid is equal to the fee initially determined and attaches the receipt 
or a photocopy thereof to the fee form.  A “paid” stamp including cashier’s signature and date serves as a 
receipt. 
 
Fees are based the sliding scale below which considers family size and annual income.  These two pieces of 
information are self-reported by students and do not require documentation. 
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    Family  Size    

Fees 1 2 3 4 5 6 7 8 

$20  
up to 

$10,830 
up to 

$14,570 
up to 

$18,310 
up to 

$22,050 
up to 

$25,790 
up to 

$29,530 
up to 

$33,270 
up to 

$37,010 

$30  
 

$14,404 $19,378 $24,352 $29,327 $34,301 $39,275 $44,249 $49,223 

$40  
 

$18,086 $24,332 $30,578 $36,824 $43,069 $49,315 $55,561 $61,807 

$50  
 

$21,660 $29,140 $36,620 $44,100 $51,580 $59,060 $66,540 $74,020 

$60 
$21,661 
or more 

$29,141 
or more 

$36,621 
or more 

$44,101 
or more 

$51,581 
or more 

$59,061 
or more 

$66,541 
or more 

$74,021 
or more 

 
Orientation 
 
Orientations are usually scheduled twice each month except for December and June when no sessions are 
scheduled.  There is no orientation in June because the program year ends on June 30, and it is difficult for a 
student to make an educational gain in that time.  There is no orientation in December because the program is 
only open for a few weeks before the winter break.  Sessions are 9 hours long.  Weekday orientations are held 
at the Fourth Street Campus on Tuesday, Wednesday and Thursday from 9am to noon.  Evening orientations 
are held on three weeknights from 5:30 to 8:30pm.  Currently, Page and Williams conduct orientation on an 
individual basis. 
 
Potential students must register in person for orientation.  They will fill out the state intake form, ARS 15-232 
paperwork and the fee intake form.  Instructors determine appropriate fees based on the students’ income and 
family size as indicated on the sliding scale.  They are then scheduled for a specific orientation date; the sign-
up sheets are available at each center.  They take home the reminder sheet with their orientation date, time and 
location.  They are directed to call if they need to cancel or reschedule, even if they call just before orientation 
begins. 
 
Registered ABE/ASE students proceed to their assigned orientation and complete nine hours of activities, as 
provided by specially trained staff on a semi-monthly basis.  Orientation content includes: 
 

• Introduction to the processes and concepts of adult ed 
• Attendance and separation policies 
• Transition and support services available to students  
• Financial benefits of GED and higher education  
• TABE placement testing 
• Learning styles and career inventories 
• Writing sample 
• Goal exploration 

 
Students who complete the nine hours of orientation are now registered. 
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Goal-Setting 
 

1. Goal exploration – Takes place during orientation (should be completed during TABE test scoring at 
sites with individual orientation).  Page one “Goal Exploration Worksheet” is the checklist to be used 
for this.  Students should be reminded not to fill out the back of the page “Goal Setting Worksheet”.  
Worksheets are placed in student folders.  (see appendices) 

2. Counseled goal-setting – Takes place during students’ first visit to the classroom following orientation, 
after reviewing test results with students (should occur during a student’s return visit at sites with 
individual orientation).  Page two “Goal Setting Worksheet” is to be used for this.  Teachers should help 
students individually to set short-term, achievable goals, both educational and personal.  Worksheets 
remain in student folders. 

3. Assessment and goals records completed – Assessment and goal information including dates is entered 
on these state developed forms and verified with teacher signature and date.  Time allowing, this should 
be done immediately following goal-setting.  This will prevent accumulation of work to be done at the 
end of each month prior to data entry.  Assessment and goals records remain in student folders. 

4. Data entry – On the final class day of each month, all information on the assessment and goals records 
for each student should be entered into the database (NRSpro) at each site.  At sites with high 
enrollment, this could take up to one hour so teachers need to plan their time accordingly.  Data entry 
for Flagstaff and Williams is completed by the program assistant.  Data entry in Page is completed by 
the classroom instructor.  Each person with data entry responsibility will receive complete training on 
the NRSpro database. 

5. Revisiting goals and setting new ones – This takes place immediately following progress testing.  See 
“Progress Assessment Exception Form” (in appendices) if student is post-tested before completing 60 
hours or 60 calendar days.  For more detail, see state assessment policy on page 6 (yellow highlights).  
Teachers meet individually with students to discuss progress towards goals previously set on “Goal 
Planning Worksheet”.  For each goal achieved, a new goal should be set, including educational and 
personal ones.  This will require a new copy of the “Goal Planning Worksheet”. 

6. Student Satisfaction Survey – After revisiting goals and setting new ones, students should be directed to 
the student satisfaction survey found on the adult webpage under “Resource Links for Current Students” 
on the left sidebar.  They should not use the orientation survey. 

7. Assessment and goals records completed – This is essentially the same as step three but progress test 
scores and goal achievement should be recorded, dated and verified.  New goals set should be indicated 
on the upper portion of the “Assessment and Goals Record”. (see appendix) 

8. Data entry – Again, this is essentially the same as step four.  The goal is to have all info on the 
“Assessment and Goals Record” forms entered into NRSpro with 100% accuracy at the end of each 
month. 

 
Support Services/Referrals 
 
During the process of goal-setting, students may convey support needs that are not or cannot be provided by 
the adult ed program.  In these cases, referrals should be made to appropriate agencies.  A complete listing of 
Coconino County social services is available at: http://www.assistanceleagueflag.org/directory.html 
 

http://www.assistanceleagueflag.org/directory.html
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Distance Learning 
 
CCC Adult Education partners with the Phoenix Indian Center to provide distance learning for students living 
in rural areas or with other obstacles to attending center-bases classes.  CCC expects to serve 25 students 
through its DL budget ($12,500 at $500 per student).  Five seats will be reserved for PIC students with more 
offered as available. 
 
All distance learning candidates must complete initial assessments at a CCC learning center or at the Phoenix 
Indian Center.  Students in the Tuba City area who qualify for the Navajo Nation Self-Reliance program may 
complete assessments at the Tuba City office. 
 
Criteria for student DL eligibility: 
 
   TABE reading level of ABE II or higher  
   Technology skills, especially e-mail and website navigation 
   Appropriate profile as identified by Project IDEAL learner intake survey 
   Introduction to time management skills (using calendars, meeting deadlines) 
   Access to computer with Internet connection 
 
It is suggested that all DL appropriate students be offered a tryout period (~one month).  During this period, 
students will be assigned some pre-tests and an essay topic, will communicate with the DL teacher and return 
to the learning center site to debrief.  Final determination of eligibility will be determined at this visit and 
recommendations made. 
 
CCC’s DL instructor will monitor progress and make regular contact with students.  When the instructor 
determines that a student has made sufficient progress, the student will be directed to return to a learning 
center for follow-up assessment. 
 
Attendance  
 
Student Hours 
 
Student class attendance is recorded daily on attendance sheets (see attached) with student name, signature, 
time in, time out and subject area (ABE/ASE or ELAA).  Attendance records are compiled monthly and 
entered into spreadsheets by instructors at each center. Spreadsheets are sent electronically to data entry 
person who enters attendance hours into class records for each student. 
 
At least once a day, staff should calculate total hours on the attendance sheet.  Time is calculated to the nearest 
quarter hour in minute form.  Example: one hour and 15 min. is written as 1:15 hrs.  The instructor who 
calculates attendance hours on sheets should sign at the bottom of the page. 
 
These spreadsheets are to be sent electronically to the program’s data entry person no later than the end of the 
first week of each month. 
 
The program’s data entry person will enter each student’s hours from site spreadsheets into NRSpro on a 
monthly basis. 
 
 



 

 6 of 23 
 

 
Arizona Adult Education 

Assessment Requirements PY 2009-2010 
 

State Context for Assessment 
Overview 
The assessment requirements in this document provide a detailed explanation of the state and local program 
responsibilities for student assessment specific to the National Reporting System (NRS) and state requirements. These 
requirements apply to the approved assessments and test administration procedures that programs must use to report 
educational gains in compliance with NRS requirements. 
 
Programs must adhere to the assessment requirements identified in order to provide fair and equitable access to 
services for learners, make decisions about the program, identify the need for program improvement, and make 
consistent judgments about learner placement and advancement. 
 
The assessment requirements are based on Arizona Adult Education historical data and the approved assessments’ 
publisher’s guidelines, CTB McGraw/Hill. 
 
NRS requirements and accountability 
The use of reliable and valid learner assessments is basic to any functioning assessment requirement.  An assessment 
is considered valid if it has been determined to accurately measure the skills and abilities that it claims to measure.  An 
assessment is considered reliable if it can consistently measure the skills and abilities of all learners for which the 
assessment was designed. 
 
Arizona’s Adult Education requires the uniform implementation and administration of valid and reliable assessment 
instruments that align to the NRS levels in order to document student achievement. Uniform implementation of 
assessment procedures benefits the learner, the program and the State by ensuring and enabling: 

• Accurate and standardized learner placement into appropriate instructional levels. 

• Genuine comparison of program, teacher, and learner success. 

• Identification of program service areas that are in need of improvement. 

• Creation of a basis for selecting state sponsored Professional Development activities. 

• Creation of a basis for informing instruction that aligns with state standards. 

By requiring the uniform implementation and administration of valid and reliable assessments, the state of Arizona will 
generate data that allows both reporting on program performance accurately and targeting instruction to demonstrated 
specific needs of adult learners. 
 
Purpose and uses of assessment 
Programs should understand that use of the standardized assessments for reporting purposes differs from instructional 
functions when using the results of standardized assessments. Reporting functions of assessment include: 

• Setting uniform program performance standards, 

• Establishing a uniform basis for performance based funding awards,   

• Measuring uniform gains in learner knowledge, and 

• Comparing the success of programs in meeting performance standards. 

 
Instructional functions of assessment include: 

• Determining the effectiveness of instruction, 

• Determining the specific needs of adult learners, and   

• Identifying statewide professional development needs.  

ADE/AES encourages programs and individual instructors to use supplemental assessments to aid in identifying learner 
needs and guiding instruction.  These alternate assessments, however, no matter how useful as a supplement for 



 

 7 of 23 
 

informing instruction, may not substitute for the standardized instruments prescribed for NRS reporting and educational 
gain measurement. 
    
Summary 
So that ADE/AES operations can be aligned with assessment objectives, all adult education programs funded by the 
state of Arizona must use the Test of Adult Basic Education (TABE) for ABE and ASE levels and the TABE CLAS E test 
for ELAA learners. Local programs’ assessment procedures must follow the publisher’s guidelines and the established 
state requirement.  Programs must pre-test all learners within the first 12 hours of instruction and must follow up with a 
post-test during the period allowed under state requirement as described in this document.  Uniform implementation of 
the assessment procedures outlined here is necessary for the successful comparison of program efforts and will be 
monitored by ADE/AES.  Deviance from the requirements and procedures outlined here will be seen as a compliance 
issue.   
 
Direct questions on assessment requirements and procedure or requests for technical assistance to: 

Arizona Department of Education, Adult Education Services 
Miriam Kroeger miriam.kroeger@azed.gov or 
Paul Franckowiak paul.franckowiak@azed.gov or 
Ginny Seltenright virginia.seltenright@azed.gov 

1535 W. Jefferson, Bin #26 
Phoenix, AZ.  85007 
Phone: 602.258.2410 
Fax: 602.258.4986 
Website: http://www.ade.az.gov/adult-ed/  
 

 
General Assessment Requirements 

 
Training  
• Program personnel can administer the assessment only after receiving training from ADE/AES personnel or an ADE 

sponsored training from CTB McGraw/Hill personnel and reading the appropriate manual (TABE forms 9/10: Survey, 
Test Directions or TABE CLAS E Test Manual Test Directions). 

o A minimum of at least 1 person must be trained to administer assessments from each program. 

o The additional number of trained administrators is at the program’s discretion. 

o New staff must be trained within 2 months of hire date. 

o Previously trained staff must take a refresher course annually. 

• ADE/AES will maintain a list of authorized test administrators and the programs for which they work. It is also 
expected that programs will maintain their own lists of trained personnel.  

• Program Directors will submit a list of personnel administering assessments to learners to ADE/AES as part of their 
annual report. 

• ADE/AES will provide two group assessment trainings during each program year. ADE/AES staff will provide 
additional assessment trainings as necessary. 

• Training will be provided to staff that either administer or score each of the tests used to measure educational gains.  

• Additional training will be provided for teachers and other local staff involved in gathering, analyzing, compiling and 
reporting data.  

• Training procedures and materials developed by ADE/AES will be used to train staff on  

o NRS requirements, accountability requirements, and the data collection process, 

o definitions of measures, and  

o standardized processes for conducting assessments. 
 

 
 
 

mailto:virginia.seltenright@azed.gov
http://www.ade.az.gov/adult-ed/
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Timelines 
Testing timelines reflect recommendations issued by test publisher CTB McGraw Hill, the Office of Vocational and Adult 
Education (OVAE), and the NRS: 

• Initial assessment must be completed during the first 12 hours after registration; 

• Progress testing must not occur before 60 attendance hours for students initially placed into ESL Beginning Literacy, 
ESL Beginning Low, ESL Beginning High, ESL Intermediate Low, ABE Beginning Literacy, ABE Beginning Basic, 
and ABE Intermediate Low. Classes at these levels must be scheduled for at least 60 hours. 

o Exceptions to progress testing guidelines for these levels should be limited and rare. All exceptions are 
documented on a “Progress Assessment Exception Form” (developed by Arizona Department of 
Education/Adult Education Services (ADE/AES) and available at http://www.ade.az.gov/adult-ed) and 
are signed by the learner and by the Program, Learning Center Director, or Instructional Supervisor, and 
are available for review by ADE/AES. 

• Progress testing may occur before 60 hours for students initially placed into ESL Intermediate High, ESL Advanced, 
ABE Intermediate High, ASE Low and ASE High if they have a goal of entered employment, retained employment, 
obtained a GED or secondary school diploma or entered postsecondary education or training in addition to 
educational gains. No Exception Form is necessary for these students. 

• If a learner stops out and then returns to the program for 90 days, it is necessary to administer a new assessment. 

• Learners with continuous attendance that crosses a fiscal year can be counted in both years. The initial test, along 
with attendance hours through June 30, would be counted in the first fiscal year. The progress test and attendance 
hours after July 1 would be counted in the new fiscal year.  

Monitoring 
• Programs will be monitored for compliance to the Arizona Assessment Requirements. As part of the compliance 

review: 

o Programs are required to complete a Program Data Quality Checklist annually. It will be submitted to ADE/AES 
with the final program report. 

o ADE/AES staff will monitor assessment data monthly as part of their regular desk monitoring schedule. 
Monitoring will include checking for completeness, accuracy and adherence to a monthly schedule for data 
entry. 

o On-site monitoring will take place according to a 3-year cycle coinciding with local program operations 
monitoring. 

 
Accommodations and adaptations in assessment 
Help for people with learning disabilities and difficulties can take two forms: accommodations and adaptations.  

• If a learner has a documented learning disability, it is generally in his or her interest to present the documentation to 
the program before assessment has taken place so that an appropriate accommodation can be made. Learners 
may document a disability through professional evaluative documents from a psychologist, physician or school 
records. Accommodations will be made for learners with documented learning disabilities and must be applied in 
conformance with the publisher’s guidelines. A list of acceptable accommodations can be found in the Guide to 
Administering TABE 9 &10 or at www.ctb.com/accommodations.  The length of time the documentation is allowed to 
be used varies by type of disability.  
 

• If, on the other hand, the learner does not have a documented disability but has discovered that he or she learns 
best through some adaptation of the instructional environment, that should also be made known to the program 
before the initial assessment takes place so that the adaptation can be made and accurate placement information 
can be obtained. Adaptations for learners with learning difficulties may be given upon request and without a learning 
disabilities diagnosis. Suitable adaptations are colored transparent overlays, clear transparent overlays and a 
highlighter, temporary adhesives with spatial directions, earplugs, large print test edition (if available), magnifying 
device, priority seating, hats or caps to minimize the effects of fluorescent lighting, or an unmarked straightedge. 
Arizona Adult Education Services office will provide technical assistance to programs requesting help in determining 
appropriate adaptations. 

 
 
 

http://www.ade.az.gov/adult-ed
http://www.ctb.com/accommodations
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ABE/ASE Level Learners  
Learners to be assessed 
Local eligible providers must use a State and NRS approved assessment to measure the educational gain of all 
learners, including distance learning learners, who receive 12 hours or more of instruction. The assessment to be used 
is from a list approved by the United States Department of Education Secretary for use in the National Reporting System 
(NRS) and was selected by ADE/AES based on a recommendation from a field-based team.  
 
Assessments permitted 
The TABE Survey form for version 9/10 and TABE PC are approved for use as the NRS measures of Educational Gains 
for all ABE and ASE level learners in Arizona, including those enrolled in distance learning. 
* TABE 7/8 is no longer approved for use beginning in FY 2010.  
 
Assessment practices 
The TABE is a standardized assessment. Validity and reliability must be maintained through a standardized delivery 
process; test administration must not deviate from the procedures described by the publisher, CTB McGraw Hill.  

• Learners must be given a TABE Locator test to determine which level of the TABE Survey is appropriate for initial 
testing. The Locator may not be used for placement or progress testing purposes.  

Note: Occasionally the Locator Test indicates inappropriate levels for learners. Assessment personnel and 
instructors should be aware that scores are most reliable for diagnostic and instructional purposes when they fall 
near the middle of the distribution of scores (40-75% correct). Those whose scores are near the high end of the test 
may know more than the test allowed them to demonstrate. Similarly, those whose scores are near the low end may 
indicate that the test indicated was too challenging. 

• Programs must administer all initial and progress assessments to all learners, including distance learning learners, 
in person at a proctored program site. Assessments not conducted through face-to-face interaction with a trained 
test administrator in a secure setting are not allowed for NRS reporting. 

• If a learner returns to the program after 90 days of inactivity, it is necessary to administer a new initial assessment. 

• Learners with continuous attendance that crosses fiscal year can be counted in both years. The initial test, along 
with attendance hours through June 30, would be counted in the first fiscal year. The progress test and attendance 
hours would be counted in the next fiscal year. If the progress test showed an advancement or Educational Gain, it 
would be counted in the new fiscal year. 

• TABE tests may be given either individually or in a group and should not interrupt instruction.  

• Assessment must be completed as soon as possible after registration in order to determine learner placement in the 
NRS system; no more than the first 12 hours should elapse before an initial assessment is given. 

• Assessment results, combined with other evaluative information, must be used to direct individual learner studies. 

• Learner placement will follow the NRS guidelines for the TABE. For NRS reporting purposes, learner’s initial 
placement level will be determined by the lowest scale score.  

• Scale scores must be used to measure and report: 

o Educational Gains: An NRS placement level increase based on a progress test in the lowest scale score 
initial placement subject.  Level increase is determined when the learner’s progress test scale score places 
him or her into a level above the initial placement. For learners whose lowest initial score places them into 
ASE II, successfully passing the GED test is the only way to report an educational gain. 

o Educational Advancements:  Any NRS level increase achieved by a student in a content area.  Level 
advancement is determined when the learner’s progress test scale score places him or her into a level 
above the initial placement. 

• Learners must be assessed as soon as possible after registration in each of the content areas in which they will 
receive instruction in order to determine placement. Learners may be given one or a combination of the Reading, 
Language Arts and Math tests. ABE and ASE learners must be given a TABE Locator Test to determine the 
appropriate TABE Survey Test level. 

• Learner demographic, assessment, goal preference, goal attainment, and attendance information must be entered 
monthly, as appropriate, to reflect current learner activity.  
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Score ranges and placement for the TABE  
Below are the score ranges tied to educational functioning levels for reporting purposes:  
 

Level Reading Language Math 

ABE Beginning Literacy (BL) 160-367 235-389 180-313 

ABE Beginning Basic Education (ABE 1) 368-460 390-490 314-441 

ABE Low Intermediate (ABE 2) 461-517 491-523 442-505 

ABE High Intermediate (ABE 3) 518-566 524-559 506-565 

Low Adult Secondary Education (ASE 1) 567-595 560-585 566-594 

High Adult Secondary Education (ASE 2) 596-812 586-826 595-775 

 
*ADE/AES has identified recommended scale scores for initial tests given at each of the TABE Test levels, see 
addendum A. 
 
Any test given after the initial test is called a progress test. A learner may have multiple progress tests. Arizona 
advancements and NRS educational gains are determined by comparing the learner’s initial assessment with the 
appropriate alternate form of the same level test. Per publisher’s guidelines, TABE 9 and 10 are appropriate alternate 
tests. For example, if a learner was originally tested with the TABE 9M, his first progress test must be the TABE 10M. 
However, any test administered 181 or more days after a previous test may be the same (e.g. initial test with TABE 9D 
and progress test with TABE 9D). 
 
ADE/AES has identified recommended scale scores for tests given at each of the TABE 9/10 levels; see addendum A. 
 
ELAA Learners  
Learners to be assessed 
Local eligible providers must measure the educational gain of all learners who receive 12 hours or more of instruction in 
the Arizona Adult Education System (AAES). This measurement must be made with a test approved by the United 
States Department of Education Secretary for use in the NRS. 
 
Assessment permitted 
The TABE CLAS E test is approved for use as the National Reporting System (NRS) measure of Educational Gains for 
ELAA learners in Arizona. 
 
Assessment practices 
The TABE CLAS E is a standardized assessment. Validity and reliability must be maintained through a standardized 
delivery process; test administration must not deviate from the procedures described by the publisher, CTB McGraw Hill. 

• Learners must be given a TABE CLAS E Locator test to determine which level of the CLAS E is appropriate for initial 
testing. The Locator may not be used for placement or progress testing purposes.  

Note: Occasionally the Locator Test indicates inappropriate levels for learners. Assessment personnel and 
instructors should be aware that scores are most reliable for diagnostic and instructional purposes when they fall 
near the middle of the distribution of scores (40-75% correct). Those whose scale scores are near the high end of 
the test may know more than the test allowed them to demonstrate. Similarly, those whose scale scores are near 
the low end may indicate that the test indicated was too challenging. 

• Programs must administer all initial and progress assessments to all learners in person at a proctored program site. 
Assessments not conducted through face-to-face interaction with a trained test administrator in a secure setting are 
not allowed for NRS reporting.  

• If a learner returns to the program after 90 days of inactivity, it is necessary to administer a new initial assessment. 
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• Learners with continuous attendance that crosses fiscal year can be counted in both years. The initial test, along 
with attendance hours through June 30, would be counted in the first fiscal year. The progress test and attendance 
hours would be counted in the next fiscal year. If the progress test showed an advancement or Educational Gain, it 
would be counted in the new fiscal year. 

• TABE CLAS E tests may be given either individually or in a group, as indicated by test administration instruction. 
Oral assessment must always be given individually. Assessment should not interrupt the flow of instruction. 

• Assessment must be completed as soon as possible after registration in order to determine learner placement in 
NRS; no more than the first 12 hours should elapse before an initial assessment is given. 

• Assessment results, combined with other evaluative information, must be used to direct individual learner studies. 

• Learner placement will follow the NRS guidelines for the TABE CLAS E. For NRS reporting purposes, the learner’s 
initial placement level will be determined by their lowest composite scale score of either the Reading/Writing or 
Listening/Speaking tests.  

• Scale scores must be used to measure and report: 

o Educational Gains:  An NRS placement level increase based on a progress test in the lowest scale score 
initial placement subject.  Level increase is determined when the learner’s progress test scale score places 
him or her into a level above the initial placement.   

o Educational Advancements:  Any NRS level increase achieved by a student in a content area.  Level 
advancement is determined when the learner’s progress test scale score places him or her into a level 
above the initial placement.  

• Learners must be assessed as soon as possible after registration in Reading/Writing and Listening/Speaking in 
order to determine placement. ELAA learners must be given a CLAS E Locator Test to determine the appropriate 
CLAS E Test level for initial testing. 

• Learner demographic, assessment, goal preference, goal attainment, and attendance information must be entered 
monthly, as appropriate, to reflect current learner activity.  

 
Score ranges and placement for the TABE CLAS E Test 
Below are the composite score ranges for Speaking/Listening and Reading/Writing correlated to the NRS educational 
functioning levels to be used for reporting purposes:  
 

Listening & Speaking   Reading & Writing 
Sum of scale scores for 

Speaking + Listening / 2 = Composite Score 

 Sum of scale scores for 
Reading + Writing* / 2 = Composite 

Score 
 

Composite Score NRS Level Composite Score 

407 or below ESOL Beg Lit 394 or below 

408-449 ESOL I 395-441 

450-485 ESOL II 442-482 

486-525 ESOL III 483-514 

526-558 ESOL IV 515-556 

559-599 ESOL V** 557- 599 

 *Use the Writing Test Book and the Expository Writing Folio scores to determine a Writing raw score; then 
use the Writing Scoring Table to convert the raw score to a scale score. 

**A composite score of 600 or higher on a level 4 test indicates that the learner has completed ESOL V and 
can begin assessment with TABE 9/10. 
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Any test given after the initial test is considered a progress test. A learner may have multiple progress tests. Arizona 
advancements and NRS educational gains are determined by comparing the learner’s initial assessment with the 
appropriate alternate form of the same level test. Per publisher’s guidelines, TABE CLAS E forms A and B are 
appropriate alternate tests.  For example, if a learner was originally tested with CLAS E form A test level 2, the first 
progress test must be form B test level 2. However, any test administered 181 or more days after a previous test may be 
the same (e.g. initial test with form A test level 2 and progress test A test level 2). 
 
ADE/AES has identified recommended scale scores for tests at each of the TABE CLAS E levels; see addendum B. 

 
Resources for Information, Technical Assistance, and Test Purchase 

 
Arizona Technical Assistance Requests and Assessment Requirement Questions: 

 
Arizona Department of Education  
Adult Education Services 

Miriam Kroeger miriam.kroeger@azed.gov or 
Paul Franckowiak paul.franckowiak@azed.gov or 
Ginny Seltenright virginia.seltenright@azed.gov 

1535 W. Jefferson, Bin #26 
Phoenix, AZ.  85007 
Phone: 602.258.2410 
Fax: 602.258.4986 
Website: http://www.ade.az.gov/adult-ed/  
 

 
Assessment Purchase Procedures and Contacts 
 
For the purchase of testing materials, local service providers should contact the test publishers associated with each 
required NRS eligible assessment directly.  Providers are encouraged to carefully consider how their testing needs and 
testing volume will determine their choice of products and product packages.   
 

TABE and TABE CLAS E 
National and On-line Local 

CTB/McGraw-Hill 
Customer Services Dept. 

PO Box 881002 
Indianapolis, IN 84208-1002 

Toll Free: (800) 538-9547 
FAX: (800) 282-0266 

Online: www.CTB.com/TABE 

Kelly Powell, Evaluation Consultant 
CTB McGraw-Hill 

(800) 538-9547 x6348 
Kelly_powell@ctb.com 

 

 

 
 

mailto:virginia.seltenright@azed.gov
http://www.ade.az.gov/adult-ed/
mailto:Kelly_powell@ctb.com
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TABE 9/10 
NRS Scores 

and 
Guide for Placement Results 

 
LOCATOR 

 
• The Locator test must be administered to new students to determine the initial levels of the TABE(s) to be given. 

 
• Testing times for the Locator are: 
 Reading (12 items) 12 minutes 

 Math Computation (8 items)   5 minutes      
 Applied Math (8 items)   8 minutes   
 Language (12 items) 12 minutes   
    
Note: If a large number of students are still working on a Locator section after the allotted time, you may give them extra 
time to complete as many items as they can (an additional 2-3 minutes) 
 

• Results of the Locator indicate the levels of the TABE (s) to be administered:   
 

# 
co

rr
ec

t 

Reading Math Language Survey Level 
*6 or fewer *4 – 6 *6 or fewer E  

[Fewer than 6 (4 in math) would indicate level L may be administered] 

7 – 8 7 – 8 7 – 8 M 

9 – 10 9 – 11 9 – 10 D 

11 – 12 12 – 16 11 – 12 A 

 
Note: It is not uncommon for students to locate into different levels of the TABE for reading, language and math. 
 
 
 
SURVEY 
 

• The level of “difficulty” of the material in each of the TABE tests is: 
L (Literacy) 0.0 – 1.9 

  E (Easy)       2.0 – 3.9 
  M (Medium)   4.0 – 5.9 
  D (Difficult)    6.0 – 8.9 
  A (Advanced)  9.0 – 12.9 
 

• Testing times for Survey tests are:  
  Reading                          25 minutes   
  Math Computation         15 minutes 
  Applied mathematics    25 minutes 
  Language   25 minutes 
 
Note: The test is completed when time has expired or when all examinees have completed the test before the allotted time. 
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SURVEY SCORING and PLACEMENT 
 

• NRS placement is determined by the scale score in the lowest functioning area.   

• Class placement within a program is governed by program criteria and structure.   

  SCALE SCORES GRADE LEVEL PLACEMENT LEVELS 

READING under 367 0 - 1.9 Beginning ABE Literacy 

368-460 2 - 3.9 ABE I (Beginning Basic Education) 

461-517 4 - 5.9 ABE II (Low Intermediate Basic) 

518-566 6 - 8.9 ABE III (High Intermediate Basic) 

567-595 9 -10.9 ASE I (Low Adult Secondary) 

596+ 11 - 12.9 ASE II (High Adult Secondary 

MATH 313 and below 0 - 1.9 Beginning ABE Literacy 

314-441 2 - 3.9 ABE I (Beginning Basic Education) 

442-505 4 - 5.9 ABE II (Low Intermediate Basic) 

506-565 6 - 8.9 ABE III (High Intermediate Basic) 

566-594 9 - 10.9 ASE I (Low Adult Secondary) 

595+ 11 - 12.9 ASE II (High Adult Secondary 

LANGUAGE 389 and below 0 - 1.9 Beginning ABE Literacy 

390-490 2 - 3.9 ABE I (Beginning Basic Education) 

491-523 4 - 5.9 ABE II (Low Intermediate Basic) 

524-559 6 - 8.9 ABE III (High Intermediate Basic) 

560-585 9 -10.9 ASE I (Low Adult Secondary) 

586+ 11 - 12.9 ASE II (High Adult Secondary 

 
    
RECOMMENDED SCORE RANGES FOR INITIAL TABE TESTING 
Recommended initial score ranges for each test have been identified.  A learner scoring “out of range” in an initial test 
should be re-assessed using a different level of the test within two weeks. There are NO out of range scores for 
progress/post-tests.     
 

TABE 9 and 10  -  recommended INITIAL Scores Ranges  by TABE Level Tests E-M-D-A 
 READING LANGUAGE TOTAL MATH  Tests Items Grade Levels  

E ≤ 477 ≤ 510 ≤ 457  2 - 3.9 

M 437 - 537 469 - 547 424 - 525  4 - 5.9 

D 489 - 585 506 - 568 490 - 577  6 - 8.9 

A ≥ 544 ≥ 545 ≥ 551  9 - 12.9 

 
When a student is “progress-tested” and scores “out of range” for the level of the test, this indicates the student has 
“mastered” the material at that test level. Future progress testing should be with a different level test.  
 
Example:  A student takes the Form 9E  Reading test as an initial test and scores 425 giving him an NRS placement of 
ABE I. After instruction, the student is progress-tested with Form 10E and scores 568. His new NRS placement is ASE I. 
(This is almost too high for an E level test, but it shows the student’s ability to handle and work with material written at 
the second through third grade level.) The student has made an NRS Educational Gain. 
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TABE CLAS-E 

NRS Composite Scores 
and 

Guide for INITIAL Placement Results 
 

 Composite Score =  
The sum of scale scores 

for  
Listening & Speaking 

divided by 2 

Composite Score =  
The sum of scale scores 

for  
Reading & Writing 

divided by 2 

   

Initial Test Composite Score Composite Score CLAS-E Label NRS Label AZ Label 

1 230 – 407 225 – 394 1 Beginning 
Literacy 

ELAA 
Beg Lit 

1, 2 408 – 449 395 – 441 2 
Low 

Beginning 
ELAA 

1 

2, 3 450 – 485 442 – 482 3 
High 

Beginning 
ELAA 

2 

3 486 – 525 483 – 514 4 
Low 

Intermediate 
ELAA 

3 

4 526 – 558 515 – 556 5 High 
Intermediate 

ELAA 
4 

4 559 - 599 557 - 599 6 Advanced ELAA 5 
 
Notes: 

• The Speaking Scale Score is the sum of the Weighted Scale Scores for Grammar, Meaning and Appropriateness. 
• The Writing Raw Score is determined from the total of the Writing Test Book and the Expository Writing Folio. The 

Writing Raw Score is then used to determine the Writing Scale Score from the Scoring Tables Book. 
• CLAS-E Test 4 Composite Scores of 600 or more indicate that the learner has completed NRS Advanced and is 

prepared to move into TABE 9/10 for further assessment. 
 
 
 
One benefit of the CLAS-E Test is that it aligns well to our ELAA Standards. Rough alignment of CLAS-E to Arizona 
Standards is:
 

CLAS-E 
Test… Content Area… Aligns to 

AZ ELAA Standards. 
1 
 

Listng/Spkng Beg Lit & 1 Rdng/Wrtng 

2 Listng/Spkng 1 & 2 Rdng/Wrtng 

3 Listng/Spkng 2 & 3 Rdng/Wrtng 

4 Listng/Spkng 3 & 4 Rdng/Wrtng 
CLAS-E does not address 5 
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Data Entry (NRSpro) 
 
The name of the state database for required data entry is NRSpro. It is overseen at the state level 
by Miriam Kroeger: (602) 364-2703, miriam.kroeger@azed.gov.  The website 
is www.nrspro.com and requires authorized users to enter a username and password. 
 
Centers in Flagstaff and Page have at least one person with database access and the program 
manager and data entry specialist have access and oversight responsibilities.  The manager and 
the specialist establish class schedules in the database at the beginning of each program 
year/semester. 

 
At intake, learner demographic data is collected on the state designed intake form and eligibility 
for service is established.  This process is conducted by trained instructional staff at each site.  
ARS 15-232 documents are photocopied and attached to form.  Site staff compares document 
info with intake form for accuracy, then reviews intake form with incoming student for 
completion of all fields.  Both forms are entered into new student folders for orientation classes.  
Student class attendance is recorded daily on attendance sheets with student name, signature, 
time in, time out and subject area (ABE/ASE or ELAA).  Instructors calculate total hours for 
each student and verify with signature on each page.  Attendance records are compiled monthly 
and entered into spreadsheets at each center.  Spreadsheets are sent electronically to data entry 
staff who enter attendance hours into class records for each student. 
 
Initial goals and assessments are recorded on state generated forms during first week of 
attendance and added to student folders.  All follow-up assessments and goal revisions are 
recorded on same form at time of follow-up (usually after 35 to 40 hours of attendance).  Learner 
demographic, class placement, attendance and assessment data are entered monthly.  On a semi-
annual basis, 10% of student folders are pulled and compared to database records to assess 
accuracy. 
 
Additionally, program director conducts annual student folder and attendance audits at each site.  
A form for this audit has been developed (see appendices). 
 
Program manager reviews database reports monthly, including NRS federal reporting tables. 
 
Security of information 
 
Professional Development 
 
All new instructors are required to complete a comprehensive orientation to the program (see 
attached New Instructor Checklist).  Competencies/Learning Outcomes as a result of the 
orientation include the following abilities: 

• State program’s vision and mission statements 
• Articulate the characteristics of adult learners 
• Use electronic technology for communications and instruction 
• Demonstrate proper procedures for intake, registration and referral to orientation 
• Compute student attendance hours and enter into standard spreadsheets 
• Properly administer student assessments within prescribed timelines 
• Draw upon a variety of resources to develop lessons that are aligned to Arizona’s Adult 

mailto:miriam.kroeger@azed.gov
http://www.nrspro.com/
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Education Standards 
• Provide instruction in individualized and large and small group settings 
• Pursue and maintain weekly record of job-embedded professional development activities 

 
During the orientation period, new instructors are required to complete the following free online 
courses (five hours each): 
 
A Roadmap to Implementing Adult Basic Education Programs 
http://www.floridatechnet.org/inservice/abe/ 
 
Understanding the ABE Student 
http://www.floridatechnet.org/inservice/abe/abestudent  
 
During a new instructor’s ninth week of employment, a self-assessment form is to be completed.  
This form will be the basis of the instructor’s evaluation of his/her orientation period. Following 
a comprehensive new instructor orientation, all instructors are required to spend 10% of their 
paid time in job-embedded professional development activities.  Each instructor is to keep a 
weekly record of such activities on a standard form provided by the program (see attachment).  
Some possible topics include:  
 

• technology applications, esp. Office 2007/Excel 
• student goal-setting 
• TABE Online training standards aligned lesson planning 
• database training 
• reading the RFGA  
• TABE training 
• fee implementation 
• NRS training at www.nrsweb.org 
• exploring www.collegeforadults.org 
• Universal Design for Learning at http://www.cast.org/teachingeverystudent/ideas/tes/ 

Two additional online resources for professional development are: 
 
The Adult Basic Education Teacher’s Toolkit 
 http://www-tcall.tamu.edu/toolkit/cover.html 
 
Practitioner Toolkit: Working with Adult English Language Learners 
http://www.famlit.org/atf/cf/%7B3d0c0ce7-6fda-40ba-88f3-
aa78546501e7%7D/PRACTITIONER%20TOOLKIT.PDF 
 
In addition to job-embedded development, instructors are encouraged to attend conferences and 
workshops including the College’s Employee Development Days.  Depending on the availability 
of funds, all or part of conference fees, travel, meals and lodging may be paid for by the 
program. 
 
 
 
 

http://www.floridatechnet.org/inservice/abe/
http://www.floridatechnet.org/inservice/abe/abestudent
http://www.nrsweb.org/
http://www.collegeforadults.org/
http://www.cast.org/teachingeverystudent/ideas/tes/
http://www-tcall.tamu.edu/toolkit/cover.html
http://www.famlit.org/atf/cf/%7B3d0c0ce7-6fda-40ba-88f3-aa78546501e7%7D/PRACTITIONER%20TOOLKIT.PDF
http://www.famlit.org/atf/cf/%7B3d0c0ce7-6fda-40ba-88f3-aa78546501e7%7D/PRACTITIONER%20TOOLKIT.PDF
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Outreach, Marketing and Recruiting 
 
The adult ed program works with the college’s PR and marketing department to produce fliers, 
PSAs, news stories and signs for city buses promoting  the program county-wide. Classes are 
regularly advertised in AZ Daily Sun, Williams News and Lake Powell Chronicle. 
 
Graphics and content of adult education webpage: www.coconino.edu/adulted are updated 
annually to make more attractive to potential students. 
 
Existing referral agreements with partners are currently being formalized. The majority of these 
partners including public schools, jails, juvenile probation, Literacy Volunteers of Coconino 
County (LVCC), Educational Opportunity Centers (EOC) and the County YouthBuild program 
(CYB) are represented on the adult ed advisory board. To date, we have an IGA with EOC, and 
MOUs with CYB and LVCC. 
 
Student recruitment pot-lucks are held each semester (word of mouth is the #1 recruitment 
source) at sites with empty seats. Students bring friends/acquaintances in need of ABE/ASE 
services at sites with empty seats.  Incentives are offered for existing students when friends 
register with program.  This method has proven to be especially effective at sites with large 
Native American populations. 
 
Follow-up Survey Procedures 
 
The following are general guidelines from nrsonline.org until program-specific procedures are 
detailed. 
 
Generate a list by site from NRSpro of names, with telephone numbers and contact information, 
of students who have left the program, and organize the list based on the four core follow-up 
measures. Use students’ stated main or secondary goals to identify the groups. You should also 
have the exit quarter for students with employment goals. You may use separate lists for each of 
the four follow-up measures or a single list with all students. 

 

Quarterly Periods for Collecting Entered and Retained Employment 

Exit Quarter 
Collect Entered 

Employment by the End 
of: 

Collect Retained 
Employment by the End 

of: 
First Quarter 

(July 1–September 30) Second Quarter Fourth Quarter 

Second Quarter 
(October 1–December 31) Third Quarter First Quarter,  

Next Program Year 
Third Quarter 

(January 1–March 31) Fourth Quarter Second Quarter,  
Next Program Year 

Fourth Quarter 
(April 1–June 30) 

First Quarter,  
Next Program Year 

Third Quarter,  
Next Program Year 

http://www.coconino.edu/adulted
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As you conduct the survey, it is very important to the integrity of the data collected to know how 
many people in the sample were not reached, how many refused to participate, and what the 
reasons for refusal were. For this reason, maintain a calling log during the survey. Entries in the 
log should contain the date and time of each call, the name of the caller, and information about 
the call, including: the name of the respondent, whether the person was reached, messages left, 
whether the interview occurred, and explanations for why it did not. The logs should be checked 
daily to identify respondents who need to be recalled. The log should also be checked against the 
list of learners in the sample to make sure all members of the sample are being called and 
contacted. Callers should promptly make a log entry for every telephone call they make, whether 
or not the adult learner was reached. 

Getting a good response rate is probably the most difficult part of conducting a survey, and adult 
education students are often hard to reach because many tend to be transient. The following 
procedures help improve response rates: 

• Informing students when they enroll and again before they leave about the survey  
• Giving the option for students to include in their contact information the name and phone 

number of a secondary contact, who will know how to reach the student if he or she 
cannot be reached directly  

• Verifying periodically students’ contact information with them, especially if you can 
have advance notice of when they are leaving the program  

• Calling back students that you cannot reach at different times during the day (e.g., not 
just on weekday evenings)  

• Leaving a detailed message, if you cannot reach the student, that explains why you are 
calling and asks for a good time to call back  

• Stressing the importance of the survey to the adult education program, if the student is 
reluctant to participate  

• Keeping the survey short (e.g., 5-10 minutes), so the student does not feel burdened  
• Keeping track of the days and times that students have been contacted  

Problems Reaching Learners on the Telephone 

In most data collection activities, there are predictable kinds of problems that may be 
encountered. Interviewers may be unable to reach the correct person, and the learner may not 
want to speak to the caller, or he or she may have a protective family. Additionally, learners may 
not want to answer some or all survey items; they may be hostile, confused, or just harried. 
Furthermore, callers may be required to answer questions that they are not equipped to answer. 

Interviewers should have a resource person available who can assist with difficult interviews or 
respondents and complicated questions. This person should have thorough familiarity with the 
NRS and the procedures used to conduct telephone interviews. He or she should monitor 
interviewer telephone logs, provide general oversight during the interviewing process, and could 
also be responsible for the training. 

Accommodation for other languages. Because the sample may include ESL students and other 
non-native English speakers, interviewers are likely to encounter a language barrier in the course 
of data collection. Every effort must be taken to collect information from all non-English 
speakers included in the sample. Accomplishing this may require the program to translate the 
survey and use interviewers who are fluent in the languages that may be encountered during the 
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interviews. The NRS has Spanish and Vietnamese versions of the model survey that are available 
on request.  

When the student cannot be reached immediately. A gatekeeper is a person or situation that 
stands between you and the person with whom you need to talk. Common gatekeepers are family 
members and answering machines. 

 Reaching a family member or other person 

  
 

Leave a message.  The message should be as follows: 

     Interviewer’s name. 

     Calling from (name of program). 

     Calling in reference to the adult education program the person attended. 

     Interviewer will call back at another time. 

  
 

Ask a few questions 

     When is the learner expected back? 

     What and when is the best way to reach him/her? 

  
 

Wait for no more than 2 days between callbacks. 

  
 

If multiple messages (more than 3 or 4) have been left, but the learner has not been 
contacted, then the learner should be officially listed as a nonrespondent on the calling 
log sheet and replaced with a learner from the backup sample. 

 Reaching voicemail or an answering machine 

  
 

Leave a message.  The message should be as follows: 

     Interviewer name and where interviewer is calling from (name of program). 

     Calling in reference to the adult education program the person attended. 

     Interviewer will call back at another time. 

  
 

Wait no more than 2 days between callbacks. 

  
 

If multiple messages (more than 3 or 4) have been left, but the learner has not been 
contacted, then the learner should be officially listed as a no-respondent on the calling 
log sheet and replaced with a learner from the backup sample. 

 Reaching a non-working number or a number that just rings 

  
 

Non-working number should be noted on the calling log sheet as not working. 

  
 

If the number just rings, then the day and time the interviewer called should be noted on 
the log sheet and the learner should be called at a different time.  If multiple calls (more 
than 3 or 4) are made at different times of the day and there is still no answer, then the 
learner should be officially listed as a nonrespondent on the calling log sheet and 
replaced with a learner from the backup sample. 

Dealing with refusals. The goal of telephone interviews is to obtain information from all the 
people contacted. However, some interviewees may be initially reluctant to participate in the 
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survey. The interviewer should try to “convert” refusals whenever possible; callers should, 
however, never become belligerent or upset or insist that a person complete the survey.  

The best way to handle a refusal is for the caller to present himself or herself as confident and 
proud of the work that he or she is doing. The interviewer should indicate that this survey is an 
important way of providing information to the State Department of Education and the adult 
education program, and decisions about adult education will be made based on this information. 

There are several points in the interview when callers may encounter refusals or reluctance. The 
following examples provide ways to handle this. 

Initial refusal. When learners are first reached, they may not be prepared to speak with the 
interviewer. They may be very busy. If this is the case: 

• Ask about the timing: I’m sorry we reached you at a bad time. When might be a more 
convenient time to reach you? Possible solutions include offering to call them a week 
later, a month later, etc., as long as this is recorded so that the follow-up call is made.  

• When the learner has been reached but absolutely refuses to participate, a complete 
description should be recorded on the calling log and given to the resource person for 
further attempts.  

Confusion-based refusal. Adult learners who are contacted may be confused or wary about how 
the information collected in the interview will be used. For this reason, they may refuse to take 
part in the interview. 

• If the learner wants to know why the survey is being conducted, the interviewer should 
explain the purpose of the study, emphasizing that the information collected has 
important implications for the national adult education program and for the program she 
or he attended.  

• If the learner wants to know how his or her information will be used, the interviewer 
should assure the learner that the data will be compiled to find out how well adult 
education programs are performing throughout the country and to improve program 
services. Furthermore, all of the answers that the learners give will be kept confidential, 
and no names or other identifying information will be associated with their answers. 
Learners should also be assured that they were chosen randomly from the pool of adult 
learners in the State.  

Time- or burden-based refusal. This type of refusal can occur early in the interview or at a 
later point. Interviewees may be pressed for time and may try to terminate the interview. If this is 
the case: 

• The interviewer should point out that the survey will only take 10–15 minutes, 
acknowledge that the learner’s time is really important, and tell them that their responses 
to the survey questions will be really helpful: I understand that your time is important. 
We really appreciate your input on this issue. It is important to get the perspective of 
adult education students.  

• The interviewer should tell learners about the sampling process: Of the [number] students 
that attended the adult education program, you have been selected as one of only 
[number] to represent the program. Your help is important to us.  
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If the respondent is still reluctant, one other strategy may be helpful: 

• The interviewer should try to arrange an alternate time: Might there be a better or more 
convenient time to contact you?  

If none of these strategies are successful, then the interviewer should NOT try to persuade the 
learner further. The learner should be thanked for his or her patience and told that the caller 
appreciates all the demands on their time. The interviewer should then record a complete 
description on the calling log contact sheet. 

Staff Meetings 
 
Program-wide staff meetings are held monthly on the third Friday of each month except for 
December and June when no meetings are held.  Meetings are held in the afternoons in an ITV 
room on the Lone Tree Campus allowing for participation at a distance for instructors in Page 
and Williams.  Agendas include: 
 

• Overview of previous month 
• New information 
• Best practices/standardization 
• Professional development 

The program’s educational technology coordinator has priority for professional development 
presentations and program improvement initiatives come under best practices/standardization. 
 
 
Advisory Board 
 
ADE requires all programs to have an advisory board.  The CCC A/E Program Advisory Board 
meets quarterly.  It should consist of program staff, student reps, program partners, and outside 
advisors.  
 
As of spring 2010, the board consists of the Program Director and the following members: 
 
Terri Beeson-Davis – Educational Opportunity Centers 
Michele Zerr - former NACA A/E director 
Bill Crawford – NAU Program in Intensive English 
Ann Beck – Literacy Volunteers of Coconino County 
Shannon Vieira – Adult Probation 
James Bret – County Jail 
Ingrid Lee – CCC Academic Affairs 
Heidi Holland – Flagstaff Public Libraries 
 
Board purposes/functions: 
 

• Assess needs – look at program goals and STAR 
1. standardize procedures across program sites 
2. increase student retention and persistence rates program-wide 
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3. improve new staff orientation and professional development plans 
4. integrating technology into instruction 
5. helping students to set and periodically review goals 
6. identifying, working with and referring students with special needs 
 

• Advise 
• Advocate 
• Refer 
• Share information 

 
 
Program Partners 
  
CCC Adult Education pursues, develops and maintains a variety of partnerships for cross-
referrals and supplemental service provision.  Primary partnerships involve formal memoranda 
of understanding or inter-governmental agreements. 
 
Partners with written agreements include: 
 
Educational Opportunity Centers – IGA 
Literacy Volunteers of Coconino County – MOU 
Phoenix Indian Center – MOU 
 
Note: See individual documents for details concerning roles and responsibilities. 
 
Informal partnerships include: 
 
CCC Student Services 
Navajo Nation Program for Self-Reliance 
Work-Related Learning Partners (currently inactive – unfunded) 
Coconino County Adult Probation and County Jail 
Flagstaff Public Libraries 
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