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UNITED WAY OF SOUTHEASTERN PENNSYLVANIA 


BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 1:  Customer Results and Program Accountability 
Key Concept: Quality is ultimately judged by learner outcomes and customer satisfaction. 
 


Standard / ABLE Indicator Evidence 
1. Learners’ progress is demonstrated by advancing through instructional levels; 
obtaining appropriate educational credentials or certificates; pursuing postsecondary 
education, training and employment; and/or achieving other goals identified by the 
learner (for example, helping children with homework or other family-focused goals). 
(Adapted from ABLE 1.1) 
 
 


Learner goals and progress are documented in student folders.  
 
 
 
 
 


2. Learners remain in the program long enough to meet their educational goals. (ABLE 
1.2) 


Evidence of periodic updates is included in student folders; information 
regarding the program’s ability to track and attain educational goals. 
 


3. The program articulates outcome targets, using ABLE Performance Standards in all 
applicable areas for guidance: 
 


• Enrollment (defined as completing 12 hours of instruction) 
• Retention 
• Educational gains 
• GED achievement 
• Placement and retention in unsubsidized employment 
• Placement in unsubsidized education or training 
• Achievement of other appropriate goals articulated by the learner or program 


(Adapted from ABLE 1.3) 
 
NOTE: UWSEPA will not require that programs set or meet ABLE performance 
standards; programs may set their own targets.  
 


Report on outcome targets identified by the program.  
 
 
 
 
 
 
 
 
 
 
 


4. The program maintains an information management system with the capacity to 
report participant outcomes and monitor program performance. (ABLE 1.4) 


Program provides information regarding the information management 
system in place, and sample reports produced through this system. 


5. The program measures customer satisfaction by periodically gathering feedback from 
participants and using the information to continuously improve services. (ABLE 1.5) 


Sample customer satisfaction surveys and/or information regarding other 
methods to solicit feedback, such as focus groups. 
 


 







Page 2 of 5 
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BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 2:  Instructional System 
Key Concept: The instructional system integrates ongoing assessment, individualized instructional planning, the use of appropriate curriculum frameworks, 
research-based instructional practices, and multiple-delivery systems. 
 


Standard / ABLE Indicator Evidence 
1. Trained practitioners use standardized and informal assessments appropriately to 
produce valid and reliable results. (ABLE 2.1) 
 
 


Program maintains its capacity to utilize appropriate standardized and 
informal assessments (i.e., new staff attend the Assessment Module 
training; continuing staff participate in professional development 
activities in this area, etc.). 


2. Learner assessment is ongoing and addresses the informational needs of various 
stakeholders through appropriate use of formal and informal measures. (ABLE 2.2) 
 
 


Enrolled ABE, GED, and ESL students are pre- and post-tested utilizing 
an approved standardized test (i.e., TABE 9&10, Best, BestPlus, 
CASAS).  
 
Program provides information regarding any additional informal 
assessments utilized. 
 
NOTE: For non-ABE, GED, and ESL students, the program must also 
have a system to measure learner progress.  
 
NOTE: In limited cases, additional standardized tests or assessment 
methods may be approved by United Way. Providers should utilize the 
ABLE performance standards for guidance (i.e., 95% of enrolled 
students are pre-tested and 50% of enrolled students are post-tested).  


3.  Assessment results are used to place learners within the instructional program and 
to continuously update the instructional process. (ABLE 2.3)  


Policies for timing of assessments, sharing results with students, and 
utilizing results to place learners and update the instructional process. 


4. Program staff and learners jointly develop, regularly evaluate, and update 
instructional plan that incorporates the individual’s learning styles and preferences, and 
short- and long-term educational and employment goals. (ABLE 2.4)  


Sample individual learning plan (ILP) and/or classroom plan; policies for 
review and updating of plans. 
 


5. Instruction of sufficient intensity and duration is offered to enable learners to achieve 
substantial learning gains. (ABLE 2.5) 
 
 


Description of the program’s rationale and methods to determine class 
schedules and hours of operation (e.g., surveys, analysis of attendance 
patterns, models from other providers, etc.)  
 
Program provides evidence that students are retained long enough to 
produce learning gains.  
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BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 2:  Instructional System (continued) 
 


Standard / ABLE Indicator Evidence 
6. Curriculum provides for learning and skill building in real-life contexts that allows 
learners to become effective family members, workers, and citizens. (ABLE 2.6) 


Sample curriculum. 
 


7. Curriculum development is based on best theory and practice, a comprehensive 
review of available materials and technologies, well-articulated instructional goals, 
reasonable scope and sequence, and coordination with instructional staff. (ABLE 2.7) 


Information regarding how curriculum is developed. 
 


8. Programs use research-based instructional practices, technology, and multiple-
delivery systems to address learner needs and preferences, and to accommodate the 
instructional needs of a diverse student population. (ABLE 2.8) 


Program provides information about how research-based instructional 
practices, technology, and/or multiple-delivery systems are utilized to 
meet the instructional needs of the population served.   
 


 
 
 
Section 3:  Leadership and Continuous Improvement 
Key Concept: Program leaders create strategies, systems, and methods for achieving excellence and demonstrating accountability to all customers and 
stakeholders. 
 


Standard / ABLE Indicator Evidence 
1. The program engages in service planning which takes into consideration: 


• Continuous quality improvement 
• Coordination with the agency’s overall strategic plan 
• Coordination with local adult education coalitions, the local Workforce 


Investment Board, and/or other community partners/resources  
• Input from staff, volunteers, and learners 
• A system for monitoring the plan  


(Adapted from ABLE 3.1, 3.2, 5.1) 


Planning document and/or description and documentation of the 
planning process.  
 
 
 
 
 
 
 
 


2. Program leaders supervise and conduct regular performance appraisals with all staff, 
including volunteers. (ABLE 3.3) 
 
 
 
 


Sample staff appraisal forms. 
 
Sample volunteer appraisal forms or description of process for 
monitoring volunteer performance (i.e., classroom observation, self-
assessments, student evaluations, etc.) 


3. All staff and volunteers have job descriptions. Sample staff and volunteer job descriptions.  
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UNITED WAY OF SOUTHEASTERN PENNSYLVANIA 


BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 4:  Professional Development 
Key Concept: Professional development activities contribute to well-trained administrators and practitioners, including volunteers, to ensure quality teaching 
that maximizes learner outcomes. 
 


Standard / ABLE Indicator Evidence 
1. All VOLUNTEERS will: 


• Attend an agency-specific initial orientation session before being matched with a 
student.  


• Attend at least 8 hours of basic tutor training before being matched with a 
student. 


• If a GED tutor, complete at least an additional 8 hours of GED-specific training 
within 3 months of being matched with a student.  


• If an ESL tutor, complete at least 8 hours of ESL tutor training (instead of basic 
tutor training) before being matched with a student.* 


 


Policy regarding volunteer training requirements; sample training 
agendas and certificates of completion. 
 
 
 


2.  All paid TEACHERS/PRACTITIONERS complete 9 hours of core teacher training 
within 3 months of hire.*  
 


Policy regarding staff training requirements; sample training agendas 
and certificates of completion. 
 


3.  All program ADMINISTRATORS complete 9 hours of new administrator training 
within 3 months of hire.*  
 


Policy regarding administrator training requirements; sample training 
agendas and certificates of completion. 
 
 


4.  Program demonstrates active use of PA Adult Teacher and Administrator 
Competencies. (Adapted from ABLE 4.1) 


Documents explaining use of Competencies in hiring, training, 
evaluation, etc.; certificates of completion for training on these topics. 
 


5.  Administrators and staff continuously improve their practice through regular 
participation in professional development activities. Specifically: 


• All paid staff complete 6 hours of continuing professional development training 
(approved by their supervisor) each year. 


• The program makes available continuing professional development training 
opportunities for staff and volunteers (can be provided either on-site or off-site). 


 (Adapted from ABLE 4.2 and 4.4)  
 


 
Policy regarding staff requirements for continuing professional 
development; sample agendas, training calendars, and/or certificates of 
completion.  
 
Plan for on-going in-house or off-site training opportunities. 


 
*NOTE: In limited cases, United Way may approve the substitution of previous experience in adult education for some training requirements. 
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BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
 
Section 5:  Community Interaction and Outreach 
Key Concept: Through community collaboration and support, learners receive seamless services that enable them to reach their educational goals in an 
efficient and effective manner.  
 


Standard / ABLE Indicator Evidence 
1. Recruitment targets populations most in need of educational services and is 
consistent with organizational mission, student and volunteer capacity and area 
demographics. (ABLE 5.2) 


Description and documentation of program’s methods to recruit 
students. 


2. The program offers flexible schedules and coordinates support services to enable 
individuals, including individuals with disabilities or special needs, to achieve learning 
goals; or, the program has mechanisms to provide appropriate referrals if the program is 
not able to meet a learner’s needs. (Adapted from ABLE 5.3) 


Schedule of classes; description and documentation of program’s 
methods to identify and provide supports to overcome barriers. 
 
 


3. The program supports the recruitment and use of volunteers. (ABLE 5.6)  Description and documentation of program’s methods to recruit and 
manage volunteers.  
 


 








Follow-up Questions – Form Revised -01/28/09 
 
Agency Name:     
 
Agency Staff:         Date:     
 
 
Section 1:  Customer Results and Program Accountability 


1. How do you determine when your learners are ready to progress to the next instructional 
level?   What criteria do you have set?  How and where is the criteria documented? 


 
 
 
2. How do you demonstrate learners’ progress?  What evidence do you have to demonstrate 


this? 
i.e.  Advancing through instructional levels 
  Obtaining appropriate educational credentials or certificates 
  Pursuing postsecondary education 
  Training and employment 
  Achieving other personal goals identified by the learner 
  Student Work (Pre/Post-Test format) 
  Other: 
 


 
3. How does your program track and help learners to attain their educational goals?  How is 


this evident through your student folders and your information management tracking 
systems? 


 
 
 
4. How does your program show its effectiveness?  


 -Enrollment (12 hours of instruction) (Same as Served)  
 
 
 -Retention:   
  
 
 -Educational gains:   
  
 
 -GED achievement:   
  
 
 -Placement and retention in unsubsidized employment:   
  
 
 -Placement in unsubsidized education or training:   
  
 
 -Achievement of other appropriate goals articulated by the learner or program:   
  
 
 
 -Other:   
  
 







 
 
 
 
Section 2:  Instructional System 
Assessment 


1. How are your teachers / practitioners trained to use standardized and informal 
assessments to produce valid and reliable results? (PDC trainings, in-house trainings – what 
evidence exists) 
 


 
 
2. How do you determine your learner’s placement for instruction? – Response may be 


different depending on agency’s size and the number of classes. (TABE/CASAS scores, 
speaking abilities, writing samples, agency-developed assessment) 


 
 
 
 


Planning for Instruction 
3. Explain how you use the assessment results to update your instructional process.  Give 


one example. 
i.e.  Regularly evaluate 


   Update instructional plans to fit individual learning styles & preferences 
   Incorporate short-term educational and employment goals 
   Incorporate long-term educational and employment goals 


   Other:   
 
 


   Example: 
 
 
 
4. Who do you involve in this whole process? 
 
 


 
 
 
Curriculum Frameworks 


5. How does your curriculum provide for learning and skill building in real life contexts? 
 
 
 
6. In what ways does your curriculum instruct learners to become effective family members, 


workers, and citizens? 
 
 
 
7. Explain how your curriculum is / was developed and used? 


-What materials are you using?  Is this documented?   
 
 
 -Does your program have a written scope and sequence for your curriculum?   
 
 







 -How do you keep your staff accountable to the scope and sequence? 
Instructional Practices and Delivery 


8. Give one example of the way your program provides information to staff about research 
based instructional practices? 
 
 
-About technology? 


  
 


-About multiple-delivery systems for different instructional needs? 
 
 
 
 
 
 
 
 
 
 
 
 
Section 3:  Leadership and Continuous Improvement 
Excellence & Accountability 


1. How do your planning efforts reflect coordination with the agency’s overall strategic plan? 
 
 
2. In what ways does your agency coordinate planning efforts with local adult education 


coalitions?  How is evidence of this currently documented? 
 
i.e.  Local workforce investment board 


 Community partners / resources 
   Other:   
 
 
3. How does input from staff, volunteers, and learners impact your planning?  How 


frequently does this happen? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 
Section 4:  Professional Development 
Tutors – 


1. What pre-service training do you offer you new tutors?  Is it documented and can it be 
submitted? 


 
 
 
2. What additional trainings do you offer to your established tutors?  When does this 


happen?  Are these requirements and the trainings documented? 
 
 


Teachers/Practitioners – 
3. What pre-service training do you offer your new teachers?  Is it documented and can it be 


submitted? 
 
 
 


4. What components are included in your new teacher training?  Is it documented and can it 
be submitted? 


 
 
 
5. What additional trainings do you offer to your established teachers?  When does this 


happen?  Are these requirements and the training documented? 
 
 
 
Administrators – 


6. What pre-service training do you offer your new administrators? 
 
 
 


7. What components are included in your new administrator training?  Is it documented and 
can it be submitted? 


 
 
 
8. What additional trainings do you offer to your established administrators?  When does 


this happen?  Are these requirements and the training documented? 
 
 
 
Program Professional Development – 


9. Explain specifically how your program teachers and administrators use the Pennsylvania 
Teacher & Administrator Core Competencies.  Cite examples.  (self-assessment, adult 
teacher matrix, action plan, appraisal process with supervisor, copies collected?) 


 
 
 
 
 
 


Participation in Professional Development – 







10. How do you currently keep track of whether this professional development is being done? 
(agency keeps track of e-campus transcripts, submit copies of agendas, submit copies of 
certificates of completion, present highlights at a staff meeting) 


 
 
 
 
Section 5:  Community Interaction and Outreach 
Recruitment – 


1. Which of the following methods do you use to recruit adult learners? 
i.e.  Brochures to social service agencies 


   Public service announcements 
   Articles in local print media 
   Presentations at local agencies 
   Word of mouth 
   Other:   
 


 
2. How is your recruitment process consistent with United Way’s mission? 
 
 
 
3. In what ways does your program meet the needs of your learners, including learners with 


special needs? 
i.e.  Offer flexible schedules 


   Coordinate support services.  What kinds? 
   Offer referrals for learners whose needs cannot be met at the program 
   Instructional needs specific for learners with disabilities or special needs 
   One-on-one or small group tutoring on site 
   Other:   
 
 


 
4. How does your program recruit volunteers? 
 
 
 
 
5. What support do you offer your volunteers?  (volunteer training, volunteer appraisal) 
 
 
 
 
 
 








POLICY, PROCEDURE, & DOCUMENTATION MANUAL (Rev. 9/07)


Name of Agency Date & Time In Attendance


Esther Kang, 


Section 1: Customer Results and Program Accountability
STANDARD SUMMARIZED: NOTES:


1.1 - Learners' goals & progress documented and demonstrated In Handbook, pg. ?
through student folders - directions of what to include in handbk?
Check for: learner intake info, educ, personal, or employment


goals, testing results, certificates of achievement, dated learner


work that demonstrates progress, learner attendance, lock & key


1.2 - Learners stay in programs long enough to meet educational In Handbook, pg. ?
goals
Check for: periodic updates in student folder tracking attainment


of educational goals


1.3 - Program identifies own outcome targets and reports on In Handbook, pg. ?
attainment percentages
Check for: enrollment, retention, educational gains, GED


achievement, placement & retention in unsubsidized employment,


placement in unsubsidized educ or training, other goals







1.4 - Program maintains an information management system In Handbook, pg. ?
with capacity to report participant outcomes and monitor
program performance
Check for: sample reports from info management system


Section 1:  Customer Results and Program Accountability continued
STANDARD SUMMARIZED: NOTES:


1.5 - Program measures customer satisfaction by gathering In Handbook, pg ?
feedback and using the info to improve services
Check for:  sample blank (if not submitted before) and completed 


feedback forms, focus groups, telephone calls, frequency of


feedback, what to do with results


Section 2:  Instructional System
STANDARD SUMMARIZED: NOTES:


2.1 - Practioners are trained to use standardized and informal In Handbook, pg. ?
assessments to produce valid and reliable results
Check for:  staff attendance at TABE, BEST, CASAS training,


expectations to attend assessment trainings are stated


2.2 - Learner assessment is on-going and addresses the needs In Handbook, pg. ?
of stakeholders through formal and informal measures
Check for: verify use of approved standardized testing materials,







and preferences, short & long-term educ. & employmt goals


produce learning gains (surveys, attendance analysis, other models)


information about additional assessments used, % of pre-tested,


% of post-tested, frequency of testing


2.3 - Assessment results are used to place learners and update In Handbook, pg. ?
instructional process
Check for: assessment policy including timing of assessment,


sharing results with learners, utilizing results to place learners,


and updating the instructional process


Section 2:  Instructional System continued
STANDARD SUMMARIZED: NOTES:


2.4 - Program staff and learners jointly develop and update In Handbook, pg. ?
an instructional plan (Indiv Learning Plan or Classroom Plan)
Check for: joint development of plan, regularly evaluated & frequency


of review, update instructional plan, incorporate learning styles


2.5 - Instruction is sufficient length of time and intensity so In Handbook, pg. ?
learners can achieve learning gains
Check for: description of program rationale, methods to determine


class schedules and hours of operation, student retention to







effective family members, workers, citizens


Check for: how curriculum is developed


systems used to meet instructional needs


quality improvement, coordination w/ strategic plan, coordination


2.6 - Curriculum provides for learning and skill building in real In Handbook, pg. ?
life context to become effective fam. members, workers, citizens
Check for: sample curriculum that demonstrates real life context,


2.7 - Curriculum development is based on best theory & practice, In Handbook, pg. ?
comprehensive review of materials & technologies, well-articulated
instructional goals, reasonable scope & sequence, & coordination
with instructional staff


2.8 - Programs use research-based instructional practices, In Handbook, pg. ?
technology, & multiple delivery systems to address learners, &
accommodate instructional needs
Check for:  info on instructional practices, technology, and delivery


Section 3:  Leadership and Continuous Improvement
STANDARD SUMMARIZED: NOTES:


3.1 - Program engages in service planning around continuous In Handbook, pg. ?







Check for: planning process description or doc include above


appraisal forms, class observation, self-assessmts, studt evals)


frequency of evals, salary range


training before match


w/ partners & coalitions, input from staff, volunteers, & learners,
and a system to monitor the plan


3.2 - Program leaders supervise and conduct regular performance In Handbook, pg. ?
appraisals with all staff and volunteers (are COMPS included?)
Check for: appraisal forms for staff, instructors, and volunteers


(description of staff and volunteer monitoring process, sample


3.3 - All staff and volunteers have job descriptions In Handbook, pg. ?
Check for: job descriptions for all positions include basics on


job title, who is supervisor, qualifications, expectations regarding


trainings required to attend with specific names or # of hrs,


Section 4:  Professional Development
STANDARD SUMMARIZED: NOTES:


4.1 - Volunteer training requirements In Handbook, pg. ?
Check for: attendance at orientation before being matched with a


student, 8 hrs basic tutor training before match, add'tl 8 hrs GED


training w/i 3 months of match with student, 8 hrs ESL tutor







agendas, certificates of completion  (in job descriptions?)


* limited cases substitution of experience - 1 year admin, 1 year adult admin


training, evaluation (is it part of appraisals?)


4.5 - Administrators & Staff improve practice through attending In Handbook, pg. ?


Section 4:  Professional Development continued
STANDARD SUMMARIZED: NOTES:


4.2 - Paid teachers complete 9 hours of core teacher training In Handbook, pg. ?
within 3 months of hire
Check for: policy regarding staff training requiremts, sample training


4.3 - All Program Administrators complete 9 hours of new In Handbook, pg. ?
administrator training within 3 months of hire
Check for: policy regarding staff training requiremts, sample training


agendas, certificates of completion (in job descriptions?)


4.4 - Program demonstrates active use of PA Adult Teacher In Handbook, pg. ?
and Administrator Competencies
Check for: documents explaining use of competencies in hiring,







(policy, sample agendas, training calendars, certs of completion)


to recruit students


of methods to overcome barriers


5.3 - Program supports the recruitment and use of volunteers In Handbook, pg. ?


professional development
Check for: policy staff complete 6 hrs of supervisor approved prof developmt,


program makes available trainings on- or off-site


Section 5:  Community Interaction and Outreach
STANDARD SUMMARIZED: NOTES:


5.1 - Recruitment targets populations most in need, consistent In Handbook, pg. ?
with organizational mission, student and volunteer capacity,
and area demographics
Check for: description & documentation of program's methods


5.2 - Program offers flexible schedules and coordinates support In Handbook, pg. ?
services to achieve learning goals and has mechanisms to
provide referrals
Check for: class schedule (varied times), description/documentatn







description


NOTES:


Check for: description of program's methods recruiting


and managing volunteers, specific expectations in job
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UNITED WAY OF SOUTHEASTERN PENNSYLVANIA – WRITTEN PLAN FOR AGENCY NAME 


BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 1:  Customer Results and Program Accountability 
Key Concept: Quality is ultimately judged by learner outcomes and customer satisfaction. 
 


Standard / ABLE Indicator Evidence 
1. Learners’ progress is demonstrated by advancing through instructional levels; 
obtaining appropriate educational credentials or certificates; pursuing postsecondary 
education, training and employment; and/or achieving other goals identified by the 
learner (for example, helping children with homework or other family-focused goals). 
(Adapted from ABLE 1.1) 
 


Learner goals and progress are documented in student folders.  
AGENCY NAME currently identities learners’ goals at registration/intake.  
Student folders include sample TABE tests to demonstrate learner 
progress and improvement through GED Practice Test scores. 
 
AGENCY NAME will document long-term and short-term learner goals 
in student folders at registration. 
 
Person in Charge:  
Date of Compliance:  


2. Learners remain in the program long enough to meet their educational goals. (ABLE 
1.2) 


Evidence of periodic updates is included in student folders; information 
regarding the program’s ability to track and attain educational goals. 
AGENCY NAME currently has difficulty retaining students because 
students are in involved in programs that make them very transient.  
Students are tested quarterly, but some move on before they finish their 
program. 
 
AGENCY NAME will work on setting more tangible and realistic 
educational goals for learners at intake.  The Instructor will review these 
goals quarterly with students to track attainment and set new goals. 
 
Person in Charge:  
Date of Compliance:  


3. The program articulates outcome targets, using ABLE Performance Standards in all 
applicable areas for guidance: 
 


• Enrollment (defined as completing 12 hours of instruction) 
• Retention 
• Educational gains 
• GED achievement 
• Placement and retention in unsubsidized employment 
• Placement in unsubsidized education or training 
• Achievement of other appropriate goals articulated by the learner or program 


(Adapted from ABLE 1.3) 
 
NOTE: UWSEPA will not require that programs set or meet ABLE performance 
standards; programs may set their own targets.  


Report on outcome targets identified by the program.  
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4. The program maintains an information management system with the capacity to 
report participant outcomes and monitor program performance. (ABLE 1.4) 


Program provides information regarding the information management 
system in place, and sample reports produced through this system. 
Though AGENCY NAME currently uses an information management 
system, it is not comprehensive enough. 
 
AGENCY NAME will make improvements to its information management 
system by… 
 
Person in Charge:  
Date of Compliance:  


5. The program measures customer satisfaction by periodically gathering feedback from 
participants and using the information to continuously improve services. (ABLE 1.5) 


Sample customer satisfaction surveys and/or information regarding other 
methods to solicit feedback, such as focus groups. 
AGENCY NAME currently uses customer satisfaction surveys (sample 
documentation provided) at the end of the program year.  Results are 
used to discuss and make needed improvements to the program. 
 
AGENCY NAME will solicit feedback from learners more frequently, 
perhaps quarterly, to help improve student retention rates. 
 
Person in Charge: 
Date of Compliance:   
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BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
Section 2:  Instructional System 
Key Concept: The instructional system integrates ongoing assessment, individualized instructional planning, the use of appropriate curriculum frameworks, 
research-based instructional practices, and multiple-delivery systems. 
 


Standard / ABLE Indicator Evidence 
1. Trained practitioners use standardized and informal assessments appropriately to 
produce valid and reliable results. (ABLE 2.1) 
 
 


Program maintains its capacity to utilize appropriate standardized and 
informal assessments (i.e., new staff attend the Assessment Module 
training; continuing staff participate in professional development 
activities in this area, etc.). 
AGENCY NAME currently has practitioners trained to administer the 
TABE through e-campus/MCOL courses. (Please attach certificates of 
completion or documentation). 
 
Person in Charge: 
Date in Compliance: 


2. Learner assessment is ongoing and addresses the informational needs of various 
stakeholders through appropriate use of formal and informal measures. (ABLE 2.2) 
 
 


Enrolled ABE, GED, and ESL students are pre- and post-tested utilizing 
an approved standardized test (i.e., TABE 9&10, Best, BestPlus, 
CASAS).  
 
Program provides information regarding any additional informal 
assessments utilized. 
 
NOTE: For non-ABE, GED, and ESL students, the program must also 
have a system to measure learner progress.  
 
NOTE: In limited cases, additional standardized tests or assessment 
methods may be approved by United Way. Providers should utilize the 
ABLE performance standards for guidance (i.e., 95% of enrolled 
students are pre-tested and 50% of enrolled students are post-tested).  
AGENCY NAME currently administers the TABE test after a learner 
completes the application process.  Thereafter, quarterly TABE testing is 
used to compare grade level achievements and provide support in areas 
of weakness. 
 
Person in Charge:  
Date in Compliance:  


3.  Assessment results are used to place learners within the instructional program and 
to continuously update the instructional process. (ABLE 2.3)  


Policies for timing of assessments, sharing results with students, and 
utilizing results to place learners and update the instructional process. 
AGENCY NAME currently has a policy on timing of assessments and 
utilizing results to place learners. 
 
AGENCY NAME will develop a formal policy on sharing results with 
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students. 
 
Person in Charge:   
Date in Compliance: 


4. Program staff and learners jointly develop, regularly evaluate, and update 
instructional plan that incorporates the individual’s learning styles and preferences, and 
short- and long-term educational and employment goals. (ABLE 2.4)  


Sample individual learning plan (ILP) and/or classroom plan; policies for 
review and updating of plans. 
 


5. Instruction of sufficient intensity and duration is offered to enable learners to achieve 
substantial learning gains. (ABLE 2.5) 
 
 


Description of the program’s rationale and methods to determine class 
schedules and hours of operation (e.g., surveys, analysis of attendance 
patterns, models from other providers, etc.)  
 
Program provides evidence that students are retained long enough to 
produce learning gains.  
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Section 2:  Instructional System (continued) 
 


Standard / ABLE Indicator Evidence 
6. Curriculum provides for learning and skill building in real-life contexts that allows 
learners to become effective family members, workers, and citizens. (ABLE 2.6) 


Sample curriculum. 
 


7. Curriculum development is based on best theory and practice, a comprehensive 
review of available materials and technologies, well-articulated instructional goals, 
reasonable scope and sequence, and coordination with instructional staff. (ABLE 2.7) 


Information regarding how curriculum is developed. 
 


8. Programs use research-based instructional practices, technology, and multiple-
delivery systems to address learner needs and preferences, and to accommodate the 
instructional needs of a diverse student population. (ABLE 2.8) 


Program provides information about how research-based instructional 
practices, technology, and/or multiple-delivery systems are utilized to 
meet the instructional needs of the population served.   
 


 
 
 
Section 3:  Leadership and Continuous Improvement 
Key Concept: Program leaders create strategies, systems, and methods for achieving excellence and demonstrating accountability to all customers and 
stakeholders. 
 


Standard / ABLE Indicator Evidence 
1. The program engages in service planning which takes into consideration: 


• Continuous quality improvement 
• Coordination with the agency’s overall strategic plan 
• Coordination with local adult education coalitions, the local Workforce 


Investment Board, and/or other community partners/resources  
• Input from staff, volunteers, and learners 
• A system for monitoring the plan  


(Adapted from ABLE 3.1, 3.2, 5.1) 


Planning document and/or description and documentation of the 
planning process.  
 
 
 
 
 
 
 
 


2. Program leaders supervise and conduct regular performance appraisals with all staff, 
including volunteers. (ABLE 3.3) 
 
 
 
 


Sample staff appraisal forms. 
 
Sample volunteer appraisal forms or description of process for 
monitoring volunteer performance (i.e., classroom observation, self-
assessments, student evaluations, etc.) 


3. All staff and volunteers have job descriptions. Sample staff and volunteer job descriptions.  
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Section 4:  Professional Development 
Key Concept: Professional development activities contribute to well-trained administrators and practitioners, including volunteers, to ensure quality teaching 
that maximizes learner outcomes. 
 


Standard / ABLE Indicator Evidence 
1. All VOLUNTEERS will: 


• Attend an agency-specific initial orientation session before being matched with a 
student.  


• Attend at least 8 hours of basic tutor training before being matched with a 
student. 


• If a GED tutor, complete at least an additional 8 hours of GED-specific training 
within 3 months of being matched with a student.  


• If an ESL tutor, complete at least 8 hours of ESL tutor training (instead of basic 
tutor training) before being matched with a student.* 


 


Policy regarding volunteer training requirements; sample training 
agendas and certificates of completion. 
 
 
 


2.  All paid TEACHERS/PRACTITIONERS complete 9 hours of core teacher training 
within 3 months of hire.*  
 


Policy regarding staff training requirements; sample training agendas 
and certificates of completion. 
 


3.  All program ADMINISTRATORS complete 9 hours of new administrator training 
within 3 months of hire.*  
 


Policy regarding administrator training requirements; sample training 
agendas and certificates of completion. 
 
 


4.  Program demonstrates active use of PA Adult Teacher and Administrator 
Competencies. (Adapted from ABLE 4.1) 


Documents explaining use of Competencies in hiring, training, 
evaluation, etc.; certificates of completion for training on these topics. 
 


5.  Administrators and staff continuously improve their practice through regular 
participation in professional development activities. Specifically: 


• All paid staff complete 6 hours of continuing professional development training 
(approved by their supervisor) each year. 


• The program makes available continuing professional development training 
opportunities for staff and volunteers (can be provided either on-site or off-site). 


 (Adapted from ABLE 4.2 and 4.4)  
 


 
Policy regarding staff requirements for continuing professional 
development; sample agendas, training calendars, and/or certificates of 
completion.  
 
Plan for on-going in-house or off-site training opportunities. 


 
*NOTE: In limited cases, United Way may approve the substitution of previous experience in adult education for some training requirements. 







Page 7 of 7 
UNITED WAY OF SOUTHEASTERN PENNSYLVANIA – WRITTEN PLAN FOR AGENCY NAME 


BASELINE STANDARDS FOR ADULT EDUCATION PROGRAMS 


*Standards are based on Pennsylvania’s Adult Basic and Literacy Education Indicators of Program Quality.       3/4/2009 


 
 
Section 5:  Community Interaction and Outreach 
Key Concept: Through community collaboration and support, learners receive seamless services that enable them to reach their educational goals in an 
efficient and effective manner.  
 


Standard / ABLE Indicator Evidence 
1. Recruitment targets populations most in need of educational services and is 
consistent with organizational mission, student and volunteer capacity and area 
demographics. (ABLE 5.2) 


Description and documentation of program’s methods to recruit 
students. 


2. The program offers flexible schedules and coordinates support services to enable 
individuals, including individuals with disabilities or special needs, to achieve learning 
goals; or, the program has mechanisms to provide appropriate referrals if the program is 
not able to meet a learner’s needs. (Adapted from ABLE 5.3) 


Schedule of classes; description and documentation of program’s 
methods to identify and provide supports to overcome barriers. 
 
 


3. The program supports the recruitment and use of volunteers. (ABLE 5.6)  Description and documentation of program’s methods to recruit and 
manage volunteers.  
 


 








 
United Way of Southeastern Pennsylvania Adult 
Literacy Baseline Standards 
 
Agency Summary Sheet:  PROGRAM YEAR 
 
AGENCY NAME – # of 24 standards in compliance 
DIRECTOR NAME, President/CEO 
CONTACT NAME, AGENCY NAME contact person 
 


This summary sheet lists, under each section, a summary of where AGENCY NAME is at in the 
compliance process with each of the 24 standards.  You will see what still needs to happen, what 
documentation was provided as evidence and verified by the Program Standards Coordinator, 
and whether the standard is in compliance or not.  
 
Section 1:  Customer Results and Program Accountability 


• Standard 1.1 – Demonstrating learners’ goals and progress 
AGENCY NAME needs to demonstrate how their learner goals and progress are 
documented in student folders and standardize this process across all of their programs. 
 


• Standard 1.2 – Tracking and demonstrating learners’ educational goal attainment 
AGENCY NAME needs to provide further information on tracking goals and 
demonstrating learner’s educational goal attainment through their e-Data system. 
 


• Standard 1.3 – Articulating program outcome targets 
AGENCY NAME provided information on their outcome targets for 2007-2008 through 
their ABLE grant, so this standard is in compliance. 
 


• Standard 1.4 – Maintaining an information management system to report outcomes 
AGENCY NAME provided sample reports from its information management system in 
addition to their e-Data information of student reports, sample tracking forms, and e-Data 
reports, so this standard is in compliance. 


 
• Standard 1.5 – Measuring customer satisfaction 


AGENCY NAME needs to provide a sample of their client satisfaction survey.  They need 
to clarify when the survey is done and what is done with the survey results.  


 
Section 2:  Instructional System 


• Standard 2.1 – Training practitioners to use approved assessments for valid 
results 
AGENCY NAME provided documentation demonstrating training their staff attended to 
administer the approved assessment (CASAS, TABE), so this standard is in compliance. 
 


• Standard 2.2 – Reporting on using approved assessments 
AGENCY NAME provided information on this from the e-Data system to demonstrate use 
of the approved assessments, percentages of pre- and post-testing, so this standard is in 
compliance. 
 


• Standard 2.3 – Timing of assessments, sharing results, utilizing results for 
placement, updating instruction 
AGENCY NAME needs to clarify the description on how the results are used to update 
instruction through their use of formal and informal assessment tools. 
 


• Standard 2.4 – sample ILP, reviewing and updating individual learning plans (ILP) 







AGENCY NAME needs to provide a sample classroom plan and/or individual learning 
plan.  They need to clarify their description of how the classroom plans and individual 
learning plans are used. 
 


• Standard 2.5 – Program rationale and methods to determine class schedules and 
hours of operation 
AGENCY NAME provided a description of their program rationale and evidence of their 
achievement with student retention hours, so this standard is in compliance. 
 


• Standard 2.6 – Sample curriculum 
AGENCY NAME needs to provide a sample curriculum, which will be developed with the 
use of the technical assistance funds. 
 


• Standard 2.7 – Description of how curriculum is developed 
AGENCY NAME needs to provide a description of how the curriculum was developed 
and materials chosen.  
 


• Standard 2.8 – Description of research-based instructional practices, technology, 
and multiple delivery systems to meet learners’ needs 
AGENCY NAME provided a narrative description on use instructional practices, 
information on the use of technology, and multiple delivery systems, so this standard is in 
compliance. 


 
Section 3:  Leadership and Continuous Improvement 


• Standard 3.1 – Planning document and/or description of the planning process 
AGENCY NAME provided information on the planning process and included the 
appropriate documentation in support, so this standard is in compliance. 
 


• Standard 3.2 – Sample staff and volunteer appraisal form 
AGENCY NAME provided sample appraisal forms, but still need to provide more 
information on how the PA Teacher and Administrator Competencies are incorporated in 
their appraisal process. 
 


• Standard 3.3 – Sample staff and volunteer job description 
AGENCY NAME provided job descriptions for all staff except for 3 positions with specific 
hours of annual professional development and language regarding fulfilling funder 
training requirements within the established timeframe.  AGENCY NAME needs to 
provide a volunteer job description and update the 3 job descriptions not updated. 


 
Section 4:  Professional Development 


• Standard 4.1 – Policy regarding volunteer training requirements 
AGENCY NAME utilizes volunteers as classroom assistants.  They need to verify all 
volunteers’ roles and clarify tutor training attendance. 
 


• Standard 4.2 – Policy regarding staff (teacher) training requirements 
AGENCY NAME incorporated this training requirement in the appropriate job description, 
but need to formalize a specific policy regarding meeting this standard. 
 


• Standard 4.3 – Policy regarding administrator training requirements 
AGENCY NAME incorporated this training requirement in the appropriate job description, 
but need to formalize a specific policy regarding meeting this standard.  Actual 
administrators are in compliance with this standard because of the substitution of 
experience. 
 







• Standard 4.4 – Documents explaining use of PA Adult Teacher and Administrator 
Competencies 
AGENCY NAME needs to provide a clearer description of how the PA Adult Teacher and 
Administrator Competencies are utilized in conjunction with staff appraisal process 
through self-assessment once the performance review process is finalized. 
 


• Standard 4.5 – Policy regarding staff requirements for continuing professional 
development 
AGENCY NAME provided this policy by stating the hours required annually and providing 
sample agendas and training materials.  They also provided information regarding 
professional development opportunities on- and off-site.  They still need to include 
specifics around fulfilling the funder requirements for the core trainings within their PD 
policy. 


 
Section 5:  Community Interaction and Outreach 


• Standard 5.1 – Description of program’s methods to recruit students 
AGENCY NAME submitted a description about their student recruitment methods, so this 
standard is in compliance. 
 


• Standard 5.2 – Schedule of classes; description of program’s methods to identify 
and provide supports to overcome barriers 
AGENCY NAME provided a description of methods to overcome barriers and a list of 
their classes, location, and times in their ABLE 2008-2009 narrative, so this standard is in 
compliance. 
 


• Standard 5.3 – Description and documentation of program’s methods to recruit 
and manage volunteers 
AGENCY NAME provided a description on methods of recruiting volunteers, but needs to 
formalize methods of managing volunteers further. 


 








MAYOR’S COMMISSION ON LITERACY 
United Way Adult Education Program Site Visit – Form Revised 11/28/08 


 
 
Agency Name:    
 
 
Date & Time of Site Visit:      
 
 
Attendance:    Esther Kang, UWSEPA Program Standards Coordinator 
  
 
Materials Reviewed & Actions Taken At the Site Visit: 


  Observed a class in session 
 


  Observed one-on-one tutoring 
 


  Toured agency facilities 
 


  Met key agency staff 
 


  Reviewed agency written plan / strategy 
 


  Reviewed UWSEPA Baseline Standards  
  


  Asked follow-up assessment questions 
   


  Reviewed initial survey results  
   


  Reviewed PA Adult Teacher Competencies 
 


  Reviewed PA Administrator Competencies 
 


  Collected sample documentation for file sharing  
 


  Reviewed Procedure Manual draft & documentation 
 


  Reviewed pending standards not in compliance 
 


  Other:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 







 
 
 
Actions to be Taken:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other Comments: 
 
 
 
 


 
 
 
 
 
 
 
 
 


 
 
 
 
 
 





