Office of Adult Education and Literacy
Virginia Department of Education

Site Visit Checklist

1. ABE Grant Records
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  The program maintains a copy of its five-year 
plan (1999-2004)
	Document Review
	Copy of the grantee’s five-year plan (1999-2004)
	
	

	B.  The program retains its grant records for five 
years 
	Document Review
	Copies of applications, programmatic amendments (if applicable), award letters, grant notifications, budget transfer requests, reimbursement requests, program-related invoices & receipts (since 2004-2005) 
	
	

	C.  The program has liability coverage for:
· all program locations

· employees at all program locations

· participants at all program locations
	Document Review
	Copy of the current liability policy or county/organizational insurance plan
	
	

	D.  The program maintains signed assurances 
related to the:
· Civil Rights Act

· Protection of Human Subjects

· Privacy Act of 1974

· Freedom of Information

· Rehabilitation Act (Section 504)
	Document Review
	Current, signed Standard Form 424B
	
	

	E.  For Regional Programs:  The fiscal agent 
maintains a current, signed Memorandum of 
Agreement (MOA) outlining the roles and 
responsibilities of each regional participant
	Document Review
	Current, signed MOA establishing the roles and responsibilities of each regional program participant
	
	

	F.  For OAEL-funded Regional Program 
Managers:  The program manager convenes 
regular meetings of a regional advisory board 
to discuss planning, organizing, developing, 
implementing, and evaluating adult education 
services in the region
	Document Review, Interview, Observation
	Regional advisory board meeting agendas; regional advisory board meeting minutes; regional advisory board meeting policy and/or schedule (since 2004-2005)
	
	

	G.  For OAEL-funded Regional Program 
Managers:  The program manager develops a 
regional continuous program improvement 
plan each year
	Document Review
	Copies of the regional program’s continuous program improvement plan (since 2004-2005)
	
	

	H.  For OAEL-funded Regional Program 
Managers:  The fiscal agent maintains a 
current, signed MOA between the regional 
program and the local workforce investment 
board (LWIB)
	Document Review
	Current, signed MOA establishing the roles and responsibilities between the regional adult education program and the LWIB
	
	


	Comments/General Observations



	Recommendations



2. Delivery of Services
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  The program uses facilities appropriate for 
adult basic and/or ESOL instruction and 
assessment, meeting the needs of learners and 
staff
	Observation and Interview
	Is the size of the room appropriate and is there a sufficient number of desks or tables and chairs?
Are functional restrooms nearby?  
Is there enough lighting?  
Are there chalkboards, dry erase boards, easels?
Is there enough ventilation and is the room temperature moderate?
	
	

	B.  Prospective clients are 
provided courteous 
and professional customer service
	Observation and Interview
	How was the site visit team greeted upon its arrival?  
How are visitors greeted during the course of the site visit?
	
	

	C.  The program has a variety of instructional 
resources and equipment are readily available 
and are used to support the delivery of 
instruction
	Observation and Interview
	Maps; computers with tutorial software; workbooks; charts; videos, DVDs, CDs w/playback devices; LCD projectors w/screens; Overhead projectors; DVD players; televisions; VHS players; copying machine w/toner and paper
	
	

	D.  The program has an organized system for 
scheduling instructors and/or tutors and 
securing substitutes quickly
	Document Review and Interview
	Class schedule indicating instructor, classroom, times, and dates; regularly maintained instructor and/or tutor schedule; substitutes contact list
	
	

	E.  Instruction is of sufficient intensity and 

duration for participants to achieve substantial 

learning gains 
	Document Review and Interview
	Brochure indicating classroom hours, times, and dates; list of class assignments showing hours or class duration; tutoring plans indicating tutoring objectives and timeline (if instruction is primarily tutorial)
	
	

	F.
The program offers instruction with flexible 
schedules to meet learner needs in convenient 
locations
	Observation and Interview
	Are there daytime classes, evening classes, and/or weekend classes?  How many different class locations are provided?  Is distance learning offered?
	
	

	G.  The program uses instructional 
practices 
such as phonemic awareness, systematic 
phonics, fluency, and reading comprehension 
to teach reading
	Document Review, Interview, Observation
	Lesson plans indicating the use of specific instructional practices; curriculum guides identifying these instructional practices; training materials that highlight the use of these practices
	
	

	H.  The program has a written test security policy 
that addresses the proper access to, storage, 
and handling of assessment materials and 
evidence that assessment materials are being 
maintained in accordance with this policy
	Document Review and Observation
	Program test security policy
Are assessment materials stored according to the test security policy?
	
	

	I.  
For Regional Programs:  The regional 
program manager monitors the delivery and 
ensures the quality of services at the local 
level, including the attainment of educational 
functioning level (EFL) targets for each local 
program member
	Document Review, Interview, Observation
	Schedule for visiting local adult education programs; copies of evaluation reports of local adult education programs; advisory board meeting minutes indicating discussion about the quality of service and/or instructional delivery; copies of continuous program improvement plans with follow-up reports
	
	


	Comments/General Observations



	Recommendations



3. Learner Recruitment and Retention

	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.
The program has effective procedures for 
identifying and recruiting adult learners
	Document Review and Interview
	Community demographics data that identify community populations that need to be served; Community survey results identifying instructional needs; Outreach products
	
	

	B.
The program evaluates the effectiveness of its 
recruitment efforts and makes changes as 
needed
	Document Review
	Outreach survey data, e.g., “How did you hear about us?”; Reports linking attendance trends with recruitment approaches; Staff meeting minutes
	
	

	C.
The program supports retention through 
enrollment and attendance procedures that 
reflect the demands of adult learners
	Document Review and Interview
	Does the program offer flexible enrollment options? Does the program offer short-term courses? Does the program offer distance learning?
	
	

	D.
The program contacts learners with irregular 
attendance patterns
	Document Review and Interview
	Attendance records; Student records; Telephone logs
	
	

	E.
For Regional Programs:  The regional 
program manager oversees student 
recruitment and retention on behalf of the 
region and ensures that each program meets 
its student enrollment and retention targets
	Document Review and Interview
	Schedule for visiting local adult education programs; copies of outreach reports for each local adult education program; advisory board meeting minutes indicating discussion about student recruitment and retention; copies of continuous program improvement plans with follow-up reports
	
	


	Comments/General Observations



	Recommendations



4. Budget and Finance
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  The grantee is expending local match (i.e., 
cash, cash equivalent, or in-kind) in 
accordance with the ABE budget or 
applicable budget amendment
	Document Review and Interview
	Copies of checks used for local match expenses; copies of non-state, non-federal grant awards that reflect ABE-related activities; documentation authorizing facility use during the grant period, including appraisal value
	
	

	B.  Purchased equipment, materials and supplies, 
and computer items identified in the ABE 
application or applicable budget amendment 
are used as stated (if applicable)
	Document Review and Observation
	Presence of a computer lab; presence of educational software on computers; presence of  textbooks, supplies, and materials
	
	

	C.  Outreach purchases identified in the ABE 
application or applicable budget amendment 
are used as stated (if applicable)
	Document Review and Observation
	Copies of mailing list(s); copies of radio, TV ad, and/or PSA recording spot times; tear sheets; flyers; outreach specialist list of responsibilities
	
	

	D.  ABE program income is used by the local 
program to defray the costs of its ABE 
activities in the current or following fiscal 
year (if applicable)
	Document Review and Interview
	Accounting or bookkeeping records
	
	

	E.  For Regional Programs:  The regional 
program manager assumes all fiscal 
responsibility, coordinating financial 
planning and management on behalf of the 
entire region
	Document Review and Interview
	Copy of budget-to-actual reports for all participating agencies; accounting or bookkeeping records; copy of advisory board meeting agendas and minutes; What is the process for ensuring that each program receives its reimbursements?
	
	


	Comments/General Observations



	Recommendations



5. Technology
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  All administrative and 
instructional 
computers have Windows 2000 or XP 
operating systems
	Observation
	Sampling of administrative and instructional computer operating systems
	
	

	B.  All administrative and 
instructional 
computers have Internet Explorer 6.0 or 
higher
	Observation
	Sampling of administrative and instructional computers that contain IE 6.0 or higher
	
	

	C.  All administrative and 
instructional 
computers have MS office applications 2000, 
XP, or 2003
	Observation
	Sampling of administrative and instructional computers that contain MS office applications version 2000, XP, or 2003
	
	

	D.  All administrative and 
instructional 
computers have Adobe Acrobat Reader 5.0 or 
higher
	Observation
	Sampling of administrative and instructional computers that contain Adobe Acrobat Reader 5.0 or higher
	
	

	E.  All administrative and 
instructional 
computers have high-speed Internet 
connectivity
	Document Review or Observation
	Copy of ISP agreement or contract indicating Internet connection type and/or speed; description of ISP services for the school division if networked within the division
	
	

	F.  The grantee has access to reliable computer/ 
network technical support that is able to 
address major hardware and OS issues within 
24 hours
	Document Review or Observation
	Description of computer/network technical support agreement; resume of on-site technology support personnel
	
	


	Comments/General Observations



	Recommendations



6. Staff Preparation
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  Current individuals administering 
assessments were certified in the assessment 
within the last two years
	Document Review and Interview
	Certificate or notice of completion; internal notice of recognition, e.g., e-mail announcement or office memo; staff files
	
	

	B.  New assessors in 2008-2009 successfully 
administered and scored five assessments 
under the supervision of a qualified assessor 
before administering an assessment on their 
own
	Document Review and Interview
	Certificate or notice of completion; internal notice of recognition, e.g., e-mail announcement or office memo; staff files
	
	

	C.  Program staff involved in goal-setting have 
successfully completed VDOE goal-setting 
policy training
	Document Review and Interview
	Staff files; internal document acknowledging or recognizing training completion; certificate or notice of completion
	
	

	D. Instructional and counseling staff are qualified 
to carry out their responsibilities and perform 
their job tasks
	Document Review and Interview
	Resumes; application forms; staff files; job descriptions with stated qualifications
	
	


	Comments/General Observations



	Recommendations



7. Student Records Review – The program is expected to furnish the records of ten students per location identified by the site visit team at the beginning of the visit.  The 



  
   program will be evaluated on the completeness of the student records in accordance with the items below.
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.  Assessment
	
	
	
	

	i.
The program reports learners assessed with 
state-approved assessments
	Document Review
	Student intake forms; copies of Student Tests export
	
	

	ii.
The program gives a locator to each student
prior to being assessed (if applicable)
	Document Review
	Student test documents or electronic log of locator results; student files/class files
	
	

	iii.
The program administers pre-tests within the 
designated time period and in English
	Document Review
	Student test documents or electronic log of test results; student files/class files
	
	

	iv.
The program administers post-tests in 
accordance with recommended guidelines; If 
exercising the waiver option, student 
documentation reflects this
	Document Review
	Student test documents; student intake forms (Required if attendance is maintained on an individual basis); class files
	
	

	v.
The program places students at the 
appropriate educational level based on 
assessment results
	Document Review
	Class program improvement report; student files/class files
	
	

	vi.
Learners who have not attended 
classes or 
received instruction for 90 or more 
consecutive days are pre-tested upon their 
return in accordance with the pre-test policy
	Document Review
	Student intake forms (Required if attendance is maintained on an individual basis); class attendance records (Required if attendance is maintained on a class basis)
	
	

	vii.
Learners with documented disabilities are 
provided appropriate assessment 
accommodations
	Document Review
	Student test documents or electronic log of test results; student files/class files
	
	

	B.
Student Goal Setting
	
	
	
	

	i.
The program conducts goal setting within the 
first six hours of instruction
	Document Review
	Student intake forms; student files/class files
	
	

	ii.
Student goals are attainable and 
documented 
in a student learning plan (SLP)
	Document Review
	Student intake forms; student files/class files; student report card
	
	

	iii.
SLPs are reviewed every 30 hours of 
instruction and any adjustments are reflected 
in the NRS data
	Document Review
	Student intake forms; student files/class files
	
	

	iv.
Learners with documented disabilities are 
provided appropriate goal-setting 
accommodations
	Document Review
	Student intake forms; student files/class files
	
	

	v.
The program conducts follow-up with 
learners within 30 days after program exit to 
identify goal completion
	Document Review
	Student intake forms; student files/class files
	
	

	vi.
Program staff conducts quarterly 
reviews of the completeness and accuracy of 
all NRS and state goals reported into the NRS 
Web-based data system
	Document Review
	Student intake forms; student goals export; student files/class files
	
	


7. Student Records Review (Continued)
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	C.  Student Intake
	
	
	
	

	i.
The program maintains a USPD for each 
registered student 
	Document Review
	Student intake forms; student files/class files
	
	

	ii.
All required demographic information has 
been entered on each USPD form
	Document Review
	Student intake forms; student files/class files
	
	


	Comments/General Observations



	Recommendations



8. Data Demonstration – The program will be evaluated on the proficiency with which they are able to create staff, class, and student records identified by OAEL, and generate 


         exports and reports in accordance with the items below.
	Review Criteria
	Review Method
	Evidence
	Evaluation and Comments
	Reviewer’s Initials

	A.
Create new staff
	Observation
	
	
	

	B.
Create a new class
	Observation
	
	
	

	C.
Create new students

· Enter demographic information

· Enter test information

· Enter goal information
	Observation
	
	
	

	D.
Enter student attendance
	Observation
	
	
	

	E.
Generate an export of data
	Observation
	
	
	

	F.
Generate reports

· NRS Table

· Diagnostic Report

· Program Improvement Report
	Observation
	
	
	

	G.
Evidence that learners with documented 
disabilities are provided appropriate 
assessment accommodations
	Observation
	
	
	


	Comments/General Observations



	Recommendations
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