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Adult Education
Wyoming
Chapter 2: WIOA and Adult Education

l. Building Blocks of WIOA

Building a foundation takes a team effort. Adult Education, Labor and VVocational Rehabilitation are in a
partnership to help adults gain the academic skills and training to work in today’s ever changing global
economy. Everyone must become a lifelong learner to keep up with the changes. Basic academic skills,
communication skills, employability skills, digital literacy and the ability to access the training needed are vital
for our participants and us.

Figure 2.0: WIOA Building Blocks
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Building Block One: Shared Responsibility for Performance

Local Adult Education programs are working with their community partners to effectively and efficiently
support the labor and job training demands of their area. We must forge a market-based, industry-led
partnership and integrate economic and workforce development.

As a required partner, Adult Education must provide expertise about the needs of undereducated adults,
including the critical information about issues related to access, participation, learning and goal attainment of
individuals with multiple barriers to educational advancement. We must advocate for the universal presence of
basic foundation skills in the workforce continuum and communicate the foundation skill needs of employer
customers. By creating strong community relations we will ensure an alignment of adult education resources
within the local AE and workforce investment regions within our state.

Building Block Two: Creating a Continuum of Services Based on Needs and Customer Satisfaction

Adult Education is critical in the one-stop delivery system that links education and training to economic and
workforce development efforts. Adult education is a foundation service without which other pieces of the
continuum will collapse. Adult educators will offer critical support to all phases of the continuum in the
following ways.
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Core Services include the outreach, intake, and initial assessment of adults in need of basic
skill services. One portion of the intake services includes identifying barriers to participation

. - . . . . . 9
and providing information and referral to supportive services, such as childcare and S
transportation. Some adult education programs specialize in partnering with employers to NS
provide basic skills instruction to incumbent workers. Others can provide “bridge” services to /

newly employed individuals by offering supportive counseling and short term basic skills
brush up to enable the individual to retain employment.

Intensive Services provided by adult educators bring expertise in assessment to p

the participant that is relevant. All adult education programs are required to Asses rént
conduct ongoing assessment of basic literacy skills of adult learners. This includes X

the determination of an individual’s basic literacy skill levels in math, reading and

writing and/or English acquisition and further diagnostic testing which is used in

instructional programming. Adult education programs are focused on providing instruction geared to an
individual’s learning goals and includes development of learning skills, communication skills and other work-
based skills such as punctuality, personal maintenance, and professional conduct, in the context of basic skills
instruction. By providing relevant instruction to adults with employment goals, the adult education program
assists in career planning and prepares individuals for work.

Career Services include career explorations, career testing, career counseling, introduction to the career
pathways system, career planning, local and regional labor exchange information regarding
employment, employability and social capital skills trainings, workforce preparation activities and
other relevant information as needed by the participant so that informed employment choices can
be made.

Training Services under WIOA are defined as ‘any training services that ‘AEFLA funds are used to pay for,
such as tuition for an IET/IELCE. Because funding in Wyoming is severely limited, AE programs are not
allowed to utilize funding for training services.

Family Literacy instruction emphasizes serving and meeting the needs of SNAP recipients and others
preparing to enter employment. Family literacy not only works with the adult to obtain the basic skills necessary
to acquire and retain employment but also focuses on early childhood instruction aimed at breaking the cycle of
low-literacy and economic dependence.

Building Block Three: Informed Choice

The AE system is built upon a model of strong, informed customer choice. Everyday employers and
individuals make an array of choices about how best to invest in education, career paths, training, finding good
jobs, and other issues involved in workforce development. The challenge is to obtain excellent information to
support the student’s ability to make good decisions.

Adult Education is built on the philosophical foundation of creating “learner centered” services based on the
participants needs and career goals. Adult educators strive to provide low-literate participants with information
they need to make good decisions related to the attainment of family sustaining career paths. Customer
satisfaction and learner outcomes are critical to helping learners move to the next level of education or into
employment.

Building Block Four: Focusing on Accountability and Program Improvement
Performance is a basic foundation to the workforce development system. Programs and

Ry
e providers are measured upon results they achieve and the return on investment of the
f public dollar. The performance measurement system is one that ensures accountability yet

is compatible with a seamless delivery system.
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The state performance measures are negotiated with the Office of Vocational and Adult Education. These
performance measures are then given to each program as a minimum standard for the program to meet. Using
high-quality data collection is vital in establishing and maintaining the performance of each local program and
the success of its learners. Coupled with a system of continuous program improvement adult education is a
model which reinvents itself as change is required both locally and as federal regulations demand.

Building Block Five: Lifelong Learning through Continuous Acguisition of Skill Enhancements and
Knowledge

Connecting the world of business and education through the adoption of more rigorous academic standards and

an unfolding strategy between basic foundation skills and occupational skills is the task at hand. The partners of
adult education, workforce services, and vocational education have mutually supportive goals for economic and
societal success. The underlying goals are:
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To promote a uniform

understanding of the To mefessag ’ To streamline & To improve the
value of basic skills &  Participation of private 1 integrate basic organize state and types and ranges
literacy in securing the = SSCtO" P atertins ] skills education local adult of services
economic & social well |d.ent|fy|ng entical basic into the workforce education available to adult
being and quality of life skills & shaping the development eriicen learners.

way basic skill services continuum
are delivered.

of our citizens.

Il.  WIOA Core Programs

WIOA brings together, in strategic coordination, the core programs of federal investment in skill development:
» Employment and training services for adults, dislocated workers, and youth and
Wagner-Peyser employment services administered by the Department of Labor “ ’
(DOL) through formula grants to states; and
» Adult Education and literacy programs and
» Vocational Rehabilitation state grant programs that assist individuals with disabilities in obtaining
employment administered by the Department of Education.

The purpose of the adult education and literacy under WIOA is to enable eligible
providers that receive grants under the program to create local partnerships to
provide adult education and literacy activities, including Adult Basic Education
(ABE), Adult Secondary Education and English Language Acquisition (ELA),
which also includes Corrections Education, in order to:
: > assist adults to become literate and obtain the knowledge and skills necessary for
employment and economic self-sufficiency;
> assist adults who are parents or family members to obtain the education and skills that are necessary to
becoming full partners in the educational development of their children and lead to sustainable
improvements in the economic opportunities for their family;
» assist adults in attaining a secondary school diploma education or its equivalent and in the transition to
postsecondary education and training, including through career pathways; and
» assist immigrants and other individuals who are English language learners in:
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improving their reading, writing, speaking, and comprehension skills in English; and
mathematics skills; and

acquiring an understanding of the American system of Government, individual freedom, and the
responsibilities of citizenship; and/or

provide educational programs for criminal offenders in correctional institutions and for other
institutionalized individuals who are likely to leave the correctional facility within five years of
participation in the program, including academic programs for

(@]

O O o0 O O 0 O

adult education and literacy activities;

special education;

secondary school credit;

integrated education and training;

career pathways;

concurrent enrollment;

peer tutoring; and

transition to re-entry initiatives and other post-release services with the goal of reducing
recidivism

I11.  The Career Pathways System

WIOA mandates that all AE programs across the United States work towards developing a career pathways
system that provides on/off ramps to facilitate re-enrollments, re-engagements in an Adult Education system to
accommodate the unique needs and challenges of the population we serve. The Wyoming Workforce
Development Council in conjunction with multiple other state agencies are tasked with developing this system
for Wyomingites. A fully functioning Career Pathways system is not yet complete for Wyoming. However,
each AE provider in the State has implemented protocols which will easily meld into this new system once it is
completed. Additional information about career pathways can be found in Chapter 3.

IV. Career & Training Services

WIOA 8134 mandates that career and training services be available to qualified individuals.
This legislation also details and explicitly describes what can be included as a career service
and what can be included as a training service. Wyoming’s Policy on Career & Training
Services mirrors federal legislation and provides further guidance to Wyoming’s Adult
Education providers.

Career services, as identified in sec. 134(c)(2) of WIOA, consist of three types:

(a) Basic career services must be made available and, at a minimum, must

include the following services, as consistent with allowable program activities
and Federal cost principles:
(1) Determinations of whether the individual is eligible to receive
assistance from the adult, dislocated worker, or youth programs;
(2) Outreach, intake (including worker profiling), and orientation to
information and other services available through the one-stop delivery

system. For the TANF program, States must provide individuals with the opportunity to initiate an application for
TANF assistance and non-assistance benefits and services, which could be implemented through the provision of
paper application forms or links to the application Web site;

(3) Initial assessment of skill levels including literacy, numeracy, and English language proficiency, as well as
aptitudes, abilities (including skills gaps), and supportive services needs;

(4) Labor exchange services, including -
(i) Job search and placement assistance, and, when needed by an individual, career counseling, including -

a)

Provision of information on in-demand industry sectors and occupations (as defined in sec. 3(23) of
WIOA); and
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(5)
(6)

(7)
(8)

(9)

(10)

b) Provision of information on nontraditional employment; and
(ii) Appropriate recruitment and other business services on behalf of employers, including information and
referrals to specialized business services other than those traditionally offered through the one-stop delivery
system;
Provision of referrals to and coordination of activities with other programs and services, including programs and
services within the one-stop delivery system and, when appropriate, other workforce development programs;
Provision of workforce and labor market employment statistics information, including the provision of accurate
information relating to local, regional, and national labor market areas, including -
(i) Job vacancy listings in labor market areas;
(it) Information on job skills necessary to obtain the vacant jobs listed; and
(iii) Information relating to local occupations in demand and the earnings, skill requirements, and opportunities
for advancement for those jobs;
Provision of performance information and program cost information on eligible providers of education, training,
and workforce services by program and type of providers;
Provision of information, in usable and understandable formats and languages, about how the local area is
performing on local performance accountability measures, as well as any additional performance information
relating to the area's one-stop delivery system;
Provision of information, in usable and understandable formats and languages, relating to the availability
of supportive services or assistance, and appropriate referrals to those services and assistance, including: Child
care; child support; medical or child health assistance available through the State's Medicaid program and
Children's Health Insurance Program; benefits under SNAP; assistance through the earned income tax credit; and
assistance under a State program for TANF, and other supportive services and transportation provided through
that program;
Provision of information and meaningful assistance to individuals seeking assistance in filing a claim for
unemployment compensation.
(i) “Meaningful assistance” means:

a) Providing assistance on-site using staff who are well-trained in unemployment compensation claims filing

and the rights and responsibilities of claimants; or
b) Providing assistance by phone or via other technology, as long as the assistance is provided by trained
and available staff and within a reasonable time.

(ii) The costs associated in providing this assistance may be paid for by the State's unemployment insurance
program, or the WIOA adult or dislocated worker programs, or some combination thereof.

(11) Assistance in establishing eligibility for programs of financial aid assistance for training and education programs

not provided under WIOA.

(b)_Individualized career services must be made available if determined to be appropriate in order for an individual to

obtain or retain employment. These services include the following services, as consistent with program requirements and
Federal cost principles:

()

(2)

(3)
(4)
()
(6)

(7
(8)
(9)

Comprehensive and specialized assessments of the skill levels and service needs of adults and dislocated workers,
which may include:

(i) Diagnostic testing and use of other assessment tools; and

(i) In-depth interviewing and evaluation to identify employment barriers and appropriate employment goals
Development of an individual employment plan, to identify the employment goals, appropriate achievement
objectives, and appropriate combination of services for the participant to achieve his or her employment goals,
including the list of, and information about, the eligible training providers

Group counseling;

Individual counseling;

Career planning;

Short-term pre-vocational services including development of learning skills, communication skills, interviewing
skills, punctuality, personal maintenance skills, and professional conduct services to prepare individuals for
unsubsidized employment or training;

Internships and work experiences that are linked to careers (as described in 8 680.170 of this chapter);
Workforce preparation activities;

Financial literacy services as described in sec. 129(b)(2)(D) of WIOA and § 681.500 of this chapter;

(10) Out-of-area job search assistance and relocation assistance; and
(11) English language acquisition and integrated education and training programs.
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(c) Follow-up services must be provided, as appropriate, including: Counseling regarding the workplace,
for participants in adult or dislocated worker workforce investment activities who are placed in unsubsidized employment,
for up to 12 months after the first day of employment.

Federal Reporting on Career Services

At the end of each year, the State is required to complete Table SPR: Statewide
Performance Report which mandates the State identify and report on the following:
1) The number of participants who received Career Services and
2) The funds expended for each student for Career Services

In order to properly report on Career Services, the State implemented policy #0309020- (Career Services
Course/ Training Services) to standardize the way hours are accrued for the Adult Education Career Services
courses in Wyoming. New instructors are advised to read and understand this policy.

Wyoming’s providers utilize a front-end course entitled Career Services which incorporates each of the items
shown in the figure below. Each AE program in Wyoming has its own unique design for its Career Service
course, but all programs are required to include each of the following in its course.

Figure 2.1: Components of Wyoming’s Career Services Course
@
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Upon completion of a Career Services course students are to be given a certificate of completion AND they will
need to complete a course evaluation. A copy of the certificate and course evaluation must be placed in the local
students’ file. Program directors should utilize the data collected from the course evaluation for program

improvement purposes.

*Copy in student
folder

Certificate

eCopy in student
folder

eData used for
program
improvement

Course
Evaluation

V.  The Adult Education Grant in Wyoming

The Adult Education and Family Literacy Act (AEFLA), Title Il of the Workforce
Innovation and Opportunity Act (WIOA), requires State eligible agencies to award
multiyear grants or contracts on a competitive basis to eligible providers within the State or
outlying area. These grants or contracts enable eligible providers to develop, implement,
and improve adult education and literacy activities within the State. Eligible providers must
use AEFLA funds to establish or operate programs that provide adult education and literacy
activities, including programs that provide these activities concurrently. Additionally, each State eligible agency
must conduct a competition that ensures that all eligible providers have direct and equitable access to apply and
compete for AEFLA funds and that the same grant or contract announcement and application process are used
for all eligible providers.

Competing an AEFLA grant is very complicated and is guided by multiple levels of federal legislation and
through OCTAE guidelines. Grant applications begin through a competitive process with options to renew at
different points in subsequent years. Wyoming’s last competitive grant competition was held in FY 20/21 for a
five year cycle. Provider’s selected through the competition are eligible, although not required, to submit non-
competitive grant applications prior to the commencement of each fiscal year in the grant cycle.

The Grant Application

In general, the competitive grant application consists of three parts: General Information & Instructions, The
application, Narrative & Budgets and Resources & Policies. Without a doubt, the most critical part to any
AEFLA grant application is the narrative which provides details on how the proposed AEFLA grant will be
managed by a local provider. Federal and state legislation as well as OCTAE mandates provides guidance on
what must be included in the narrative.

Required local activities which must be included in all AEFLA grants are represented in the chart below.

4 WIOA WIOA WIOA
Figure 2.2: Required §231(a) §225 §243
Activities in AEFLA < %) L
. — c Q
Competitive Grants o 9o =
< S =
L
S
o
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Adult Education Allowable Activities

In accordance with WIOA Title 11 (Sec. 231), all providers receiving Adult Education grant funds through the
Wyoming Community College Commission are required to provide some of the following services: adult
education and literacy activities which may include, English language acquisition, integrated English literacy
and civics education, workplace education, workforce preparation activities or integrated education and
training.

< Adult Education- academic

.| instruction below postsecondary | HARINING Literacy skills-academic
. level for the purpose of HSE instruction in reading, writing,

attainment, tranisi'tic.m to and speaking in English, digital
’ postsecondary/training and literacy & problem solving
\ employment

English Language Acquisition-
literacy activities for English
language learners

§ IELCE-English language
; activities, Civics, and workfore
‘5 training for non-native

* speakers

Workforce Preparation-
employability skills, digital
literacy, critical thinking an
self-management skills

W Family Literacy-literacy
g activities for parents/families
: and their children

Workplace Literacy-instruction t, IET-literacy skills + workforce
Figure 2.3: R I at an employer's workplace or % preperation + workforce
Allowable AE 4 w an off-site location designed to v training that is contextualized
Activities : ~ ' improved workforce F e around an occupation/cluster
\ productivity \ AND is run concurrently.

All grant applications, both competitive and non-competitive are required to align to the goals and objectives
outlined in the Unified State Plan (See Section VIII. below) and to any statewide initiatives outlined in the
original competitive grant application.

Thirteen Considerations

In addition, all applications in each year of a grant cycle are required to address the 13 WIOA considerations for
AEFLA grants. Each of these considerations are briefly explained below.

Consideration #1: The degree to which a instructional practices which embed the
ﬁ provider responds to regional needs as Essential Components of Reading.

identified in the State plan AND how the . . _ o )

provider will serve individuals in need of I_“J Con5|_derat|on #6: Instructlo_n in all_sklll

literacy, including ESL and low literacy level areas is based upon bet practices derived

individuals. from most rigorous research, including

scientifically valid research and effective
& Consideration #2: The ability of the provider educational practices.
to serve individuals with disabilities.

Consideration #7: Providers effective use of
@ technology & delivery services/distance

m Consideration #3: Program past effectiveness.
learning to increase performance.

g Consideration #4: Program alignment to

Statewide initiatives and the State Plan. A Consideration #8: Utilizes learning in

context.

Consideration #5: Program is of sufficient
intensity & quality; utilizes practices based ([TP

: ) ; Consideration #9: High quality staff.
upon rigorous research; utilizes effective
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Consideration #10: Providers ability to offer Consideration #12: Maintains a high quality
é% services in conjunction with core partners/other data system (LACES).
local service providers for the development of
a career pathways system.

Consideration #13: Program ability to provide
@ high quality ESL and Civics instruction
=% Consideration #11: Flexible scheduling &
EEE coordination with local service providers/core
partners.

Budgets and the Application

. With each grant application, providers are required to submit budgets that detail the use of
;V:Q .. funds should the grant be funded. This initial grant budget must include the full costs associated
J’m “ & with the application and will have to be amended once grant awards are announced. (Full
% details and explanations of budgetary concerns can be found in Chapter 12.) All Adult

® T Education funding is allocated on a reimbursement basis following the monthly submission of a
reimbursement request by authorized staff as designated by the grantee. Awarded funds are for one year only
and must be expended and accounted for by June 30" of each fiscal year. Funds are reimbursed through a
drawdown process, which is also explained in Chapter 12.

The availability of funds is determined by Federal and State appropriations to Wyoming’s Adult Education
program. The distribution of funds utilizes a performance based funding model.

Scoring the Competitive Grant Application

Once grant applications are received in the State office, applications are initially
reviewed by the State to determine whether the applicant has submitted satisfactory
evidence proving that they have successfully provided AEFLA services in the past.
This is called ‘Demonstrated Effectiveness’. Applications that do not reflect successful
past performance are not read by the hired teams of grant readers.

The State is required to employ two committees to review each grant application. The first

team is called an Alignment Team. This team is tasked with reviewing and scoring each

application on how well responses are aligned to the Unified State plan and Statewide

Initiatives. In accordance with federal legislation, team members for the Alignment Team are

selected/recruited from the Wyoming Workforce Development Council which is the State

Workforce Investment Board (WIB). This team utilizes a scoring rubrics as:

1) High Pass: application exceeds expectations & demonstrates alignment to the State plan and to
Statewide initiatives.

2) Pass: application exceeds expectations & demonstrates alignment to the State plan and to Statewide
initiatives

3) Needs Improvement: application passes, but is subject to Special Conditions where the applicant is
placed on a one year probation and is subject to increased monitoring

4) Failure: application does not pass and the grant may be re-competed for the area or the SEA may award
additional funds to another provider to offer services in the area

The second team of readers for a competitive grant application is called the Compliance Team who reviews and
scores applicant responses to the 13 considerations, budget documents, as well as overall format and
presentation of materials within the application. This team utilizes a scoring rubrics as defined in a competitive
application. Overall scoring of applications follows these guidelines (as outlined in State policy for Scoring AE
Grants):
1) 60% & higher: applicant was successful
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2) 40-59%: Application may be successful, but is considered probationary and is subject to Special
Conditions

3) 0-30%: Application is not successful and the grant may be re-competed or the SEA may award
additional funds to another provider to offer services in the area

Figure 2.4: The Competitive AEFLA Grant Scoring Process

/ | Grant Application is NOT Read ‘
Demonstrated
Effectiveness ( |
Alignment Team of Compliance Team of
| Readers Readers

Successful ‘

Grant is funded with no stipulations

Not successful

Grant may be funded with probationary
status OR
Re-competed

Reapplications

The competition selects those providers who are ELIGIBLE to Year Five ﬁggg:f’\?;‘g?q
reapply for the next four years. Wyoming’s AE Grant is a five year

grant cycle requiring that selected providers resubmit an

application in each year of the grant cycle. It does not indicate that ’ ‘

selected providers are automatically eligible for funding for each
year in the grant cycle without submitting a reapplication. Selected
providers may at the end of any year within the cycle decide to opt
out of the grant, in which case funding would cease. Or a provider

may submit a reapplication for consideration in funding the project. \YearThree /
In each subsequent year of a grant cycle, approved applicants can

reapply for AEFLA grant funds. A typical reapplication process

can include: how funds will be used, the 13 considerations, changes/modifications to be made from the original
grant competition, program monitoring/evaluations & goals, staffing & PD, and budgetary concerns.

Year Four Year Two

Reapplications are due in the spring of each year in the grant cycle. The State notifies approved providers that
the applications are available on the WCCC website. These reapplications typically have seven sections to the
reapplication process: general information, a cover page, general & program assurances, a GEPA attestation, a
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narrative, budgetary documents, and misc. attachments on such things as: goals, anticipated service levels &
hours of instruction, PD plans, IET planning tool, confidentiality/non-disclosure agreements, or any other State
requested documentation.

Local providers who decide to reapply are required to show, in each year of the grant
cycle, how proposed programming will align to the WY State Plan, statewide initiatives
as outlined in the original RFP, and to develop integrated programming which includes
referrals to/from core partners and other local service providers. Providers are also
required to cross train core partners so that each core partner is fully aware of what services are being provided.
This is to ensure that there are no duplication of services being provided between the core partners. Participation
in the One-stop system is not optional. Local programs which utilize federal funds for AE are required to fully
participate in the One-stop system in Wyoming. (with limited exceptions for DOC) A career pathways system
of education must also be used by AE providers in Wyoming. And providers are required to follow the
guidelines outlined on the general and program assurances. These are all on-going processes that must be
demonstrated by local AE providers throughout the lifecycle of the AE grant.

Selected providers need to understand that the process of reapplying each year in the grant cycles does not
necessarily mean that a provider will be approved for funding in any grant year.

Because reapplications are non-competitive they are not subject to the scoring protocols outlined above. Instead,
the SEA reviews applications for approval and awards are made based upon responses provided in the narrative.

The Risk Assessment

Per 2 CFR 200.331(b), the State Educational Agency (SEA) responsible for overseeing
federal adult education grants must conduct a risk assessment at the beginning of each
program year, using established criteria, to evaluate each grantee’s risk for the purpose of
determining a monitoring plan. These applications address OCTAE Uniform guidance and
may include an evaluation of risk on such factors as:

1) Prior experience with the same or similar type of award

2) Results of previous audits

3) Whether the grantee has new personnel or new or substantially changed systems

4) The extent and results of Federal awarding agency monitoring

5) Special (specific) conditions placed upon a grantee (i.e. determined through a competition process)

6) Results of SEA monitoring of local providers to ensure that the grantee is using funds for authorized
purposes, in compliance with Federal statutes, regulations, & the terms and conditions of the grant; and
that performance goals are achieved.

7) Verify that grantee is audited as required by Subpart F-Audit Requirements

8) Determine whether grantee monitoring visits have indicated that existing conditions necessitate
adjustment.

9) Implementing enforcement actions against noncompliant grantees as described in §200.338.

The Process

Once Annual Financial Reports have been submitted, the SEA will create a ‘Risk Assessment’ for grant
applicants. This risk assessment evaluates the risk in awarding funds to a grantee based on the organization’s
previous year experiences in: Finance, Staff change, Attendance & professional development, and Performance.
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Figure 2.5: The Risk Assessment Process Professional Development

Financial Factors

Program Performance

Staff change

The Risk Assessment utilized by Wyoming can be found here, but a copy is shown on the following pages.
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ol Wyoming Community College Commission
Risk Assessment Form

Program Name:

Risk Assessment Completed for Program Year:

Prepared by: Date of Preparation:

Section One: New Awards (Year One of Grant Cycle)

Finance Yes No
(True) | (False)

1 Program has received AEFLA funding in the previous fiscal year.

2 The AEFLA and/or IELCE grant award(s) total less than $250,000.

3 WCCC has not been notified by other entities (state/federal grant managers,

partner agencies, auditors, staff employed by the program, etc) of potential
risks with this provider.

4 Budget and planning reflect 17% or more in match funds.

5 Other than WIOA Title 1, does the Agency have experience in managing other
federal, state, local, or private funds?

Program

1 The program has not had a new director within the last year.

2 The program has not added new services (for example, corrections, IET, ESL)

3 Program has not seen a 25% or higher turnover in staff within the last year.

4 The program has been existence for more than 3 years.

5 The program has outlined a clear three-tiered professional development plan for
staff.

Performance

1 Program proposal or continuation application did not need to be altered after the
competition and/or a State imposed Strategic Action Plan was not required of
the applicants to address significant components from the RFP that were not
clearly addressed in the competition.

2 Program submitted four years of data showing EFL gains for the competition.

3 LACES program performance for the past two years reflects an average of at
least 50% in participant educational functioning level gains across the two year
period.

4 Program application described successes in placing students into employment
and/or into post secondary education/training programs.

5 At least 90% of instructors have completed trainings on how to conduct TABE
and/or BEST assessments, as evidenced by documents submitted during the
competition.

Total

‘TRUE’ 13-15: Low risk
TOTAL 11-12:Medium Risk
SCORING | 0-10: High Risk
RANKING
Comments:
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o Wyoming Community College Commission

U

{IING Risk Assessment Form

Program Name:

Risk Assessment Completed for Program Year:

Prepared by: Date of Preparation:
| Section Two: Non-competitive Grant Years
Finance Yes No
(True) | (False)

1 Organization has received the Adult Education Federal and/or State grant funds for 3 years of more.

2 At least 90% of drawdowns in the year were submitted by their due date.

3 Budget revisions were submitted in a timely manner.

4 Program tracks cost per student on Federal and State funds.

5 Program has a history of returning more than $5,000 of unexpended funds at the end of the year
over the past three years.

6 Program accounts for expenditures in the correct cost categories and in alignment with an approved
budget.

7 Program is funded at the top or in the middle quartile.

8 Program’s Adult Education department has had a monitoring in the last 5 years.

9 During the last monitoring visit, the program was free of findings.

10 There was a 25% decrease in funding levels from the previous year, due to program performance.

Staff Change, Attendance, Professional Development

1 The program has maintained at least 70% of key program personnel within the past year.

2 Program has identified staff needs for professional development and has addressed these needs at
the local, state, and national level.

3 At least 80% of program staff attended the Summer/Fall State supported professional development
trainings.

4 Director and/or other key personnel have participated in State supported LACES trainings.

5 Program tracks professional development.

Performance

1 Program has met the overall performance for educational functioning levels over the past three
years.

2 Program has met the State post testing target of 60% in the past year.

3 Monthly performance reports (desk audits) have been submitted by the due date.

4 Quarterly reports and progress towards goal reports were submitted by their respective due dates.

5 LACES data is input in a timely fashion.

6 Data is reviewed at least monthly to ensure the validity of data.

7 Program conducts national data sweeps for enrollments in post secondary education/training.

8 Program collects follow up data as required for students who do not provide a social security
number and for those special populations indicated in State policy AND this information is
recorded into the student’s LACES record.

9 Program enrolls students into Career Services course according to State guidelines.

10 Program is an active participant in the local One-Stop AND with Next Generation Sector
Partnerships.

Totals
23-25: Low risk
20-22-:Medium Risk
0-19: High Risk
Comments

14|Page




VI. Leadership

WIOA Sec. 223 mandates that AEFLA funds be used for four required activities as shown
in the figure below.

Figure 2.6: WIOA Required Leadership Activities

Alignment of adult education and
literacy activities with other core
programs and one-stop partners
to implement strategies identified
in the Unified State Plan

eIncluding development of career pathways to provide access to employment and
training services for adult education participants

Establish or operate high quality eincorporating essential components of reading instruction
professional development einstruction related to specific needs of adult learners

programs to improve adult einstruction provided by volunteers or other personnel

education instruction including: edissemination of information about models and promising practices

eDevelopment and dissemination of instructional and programmatic practices
Provision of technical assistance based on best available research in reading, writing, speaking, mathematics,

to local providers receiving funds English language acquisition, distance education, and staff training

including: *Role of local providers as one-stop partners

eAssistance in use of technology including staff training and improving efficiencies

eMonitoring and evaluation of the quality of and improvement in adult education

Program Quality eDissemination of information about models and proven or promising practices
within the State

Because ‘leadership’ plays such an important role in developing, maintaining, and improving local program
quality, local providers are required to discuss on their ‘End of Year Report” how local leadership activities
carried out by the grantee have led to program improvement.

VII. Unified State Plan

In accordance to §676.130 and WIOA Sec. 102(c) a State Plan must be submitted to the federal
government. Wyoming utilizes a Unified State plan which requires:

(a) The Unified State Plan must be submitted in accordance with § 676.130 and WIOA sec.
102(c), as explained in joint planning guidelines issued by the Secretaries of Labor and
Education.

(b)  The Governor of each State must submit, at a minimum, in accordance with § 676.130, a
Unified State Plan to the Secretary of Labor to be eligible to receive funding for the workforce
development system's six core programs:

1) The adult, dislocated worker, and youth programs authorized under subtitle B of Title |
of WIOA and administered by the U.S. Department of Labor (DOL);
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(2)  The Adult Education and Family Literacy Act (AEFLA) program authorized under title II
of WIOA and administered by the U.S. Department of Education (ED);

(3) The Employment Service program authorized under the Wagner-Peyser Act of 1933, as amended
by WIOA title 111 and administered by DOL; and

(4)  The Vocational Rehabilitation program authorized under title | of the Rehabilitation Act of 1973,
as amended by title IV of WIOA and administered by ED.

(© The Unified State Plan must outline the State's 4-year strategy for the core programs described
in paragraph (b) of this section and meet the requirements of sec. 102(b) of WIOA, as explained in the
joint planning guidelines issued by the Secretaries of Labor and Education.

(d) The Unified State Plan must include strategic and operational planning elements to facilitate the
development of an aligned, coordinated, and comprehensive workforce development system. The
Unified State Plan must include:

1) Strategic planning elements that describe the State's strategic vision and goals for preparing an
educated and skilled workforce under sec. 102(b)(1) of WIOA. The strategic planning elements
must be informed by and include an analysis of the State's economic conditions
and employer and workforce needs, including education and skill needs.

2 Strategies for aligning the core programs and Combined State Plan partner programs as
described in § 676.140(d), as well as other resources available to the State, to achieve the
strategic vision and goals in accordance with sec. 102(b)(1)(E) of WIOA.

3) Operational planning elements in accordance with sec. 102(b)(2) of WIOA that support the
strategies for aligning the core programs and other resources available to the State to achieve
the State's vision and goals and a description of how the State Workforce Development
Board (WDB) will implement its functions, in accordance with sec. 101(d) of WIOA.
Operational planning elements must include:

Q) A description of how the State strategy will be implemented by each core program's
lead State agency;

(i) State operating systems, including data systems, and policies that will support the
implementation of the State's strategy identified in paragraph (d)(1) of this section;

(iti)  Program-specific requirements for the core programs required by WIOA sec.
102(b)(2)(D);

(iv)  Assurances required by sec. 102(b)(2)(E) of WIOA, including an assurance that the
lead State agencies responsible for the administration of the core programs reviewed and
commented on the appropriate operational planning of the Unified State Plan and
approved the elements as serving the needs of the population served by such programs,
and other assurances deemed necessary by the Secretaries of Labor and Education under
sec. 102(b)(2)(E)(x) of WIOA,

(v)  Adescription of joint planning and coordination across core programs, required one-stop
partner programs, and other programs and activities in the Unified State Plan; and

(vi)  Any additional operational planning requirements imposed by the Secretary of Labor or
the Secretary of Education under sec. 102(b)(2)(C)(viii) of WIOA.

(e)  All of the requirements in this part that apply to States also apply to outlying areas.

‘-%,,W;% In Wyoming this plan is submitted to the Wyoming Workforce Development Council, the
WORIJ(*I;OROE State WIB, first and then to the Governor for approval. The State Plan is available under the
Wyoming Workforce Development website or through this link . Directors are encouraged to
DEVELOPMENT i .
cOUNC ), read the plan to develop a comprehensive understanding of the roles the WIOA core partners
are expected to plan in Wyoming. There are multiple references to Adult Education
throughout the FY 2020-24 plan, but the majority of Adult Education information can be found on pages 31-37;
43-45; 54-55; 66-68, 125-148.
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VIII. Statewide Initiatives for Adult Education Programs in Wyoming

IX.

In addition to the Unified State Plan, local Adult Education programs in Wyoming are
required to align programming to other statewide initiatives of importance.

A.  The ENDOW Initiative coordinates and expands ongoing efforts throughout
Wyoming, and produces measurable results, in providing a comprehensive
approach to diversifying the state’s economy. To read more about this initiative
please visit their website.
B. The Educational Attainment Initiative aims to increase the percentage of the
working population that possess a valuable post-secondary credential to 67% by 2025. Adult Education
programs play a very important role in helping the State meet this outcome. To learn more about this
initiative, please click here.
The Wyoming Workforce Development Council entered into a partnership to launch Next Generation
Sector Partnership projects around the State in an effort to grow critical economic sectors, and to form
an alignment amount many education, workforce training, economic development and government
partners. Information regarding Next Gen can be found on the Council’s website.
Perkins V: represents an important opportunity to expand opportunities for every student to explore,
choose, and follow career and technical education programs of study and career pathways to earn
credentials of value. (Federal program). Applicants should suggest/propose strategies on how Adult
Education students can concurrently enroll in CTE programs of study. Adult Education
programming/activities should clearly demonstrate these strategies for concurrent enroliment.
Information regarding Perkins V in Wyoming is available on the Wyoming Department of Education’s
website.
Department of Workforce Grant programs
1) Business Training Grant connects employers with professional development opportunities to
increase employee skill attainment.
2) Pre-hire grants focus on creating a trained workforce for a specific Wyoming industry
3) Pre-obligation grants set aside funds for large relocation or expansion projects for Wyoming
businesses
4) Apprenticeship grants provides funding to develop industry-specific workforce business/industries
where there is a shortage of skilled workers

Integrated Education & Training Models

Integrating academics and workforce preparation helps students acquire a combination of basic academic skills,
industry-specific technical skills, critical thinking skills, digital literacy skills, and soft or essential skills.
Integrated Education and Training (IET) is a key part of Career Pathways strategies.

WIOA

defines IET as

“....a service approach that provides adult
education and literacy activities
concurrently and contextually with
workforce preparation activities &
workforce training for a specific occupation
or occupational cluster for the purpose of
educational and career advancement.”
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https://www.endowyo.biz/about
https://communitycolleges.wy.edu/initiatives/attainment/
https://wyowdc.wyo.gov/next-gen/
https://edu.wyoming.gov/in-the-classroom/career-tech-ed/perkins/

IET’s can be a challenge to establish, but they are a required component under WIOA legislation. There are
three components to an IET and all three must have a single set of learning objectives and must run

concurrently with Adult Education instruction being contextualized.

AE & literacy activities

Adult Education

Literacy

Workplace AE & literacy
activities

Family literacy
ELA

IELCE

Workforce preparation
activities

IET

Workforce prep.
activities

Activities/programs to help
a student acquire a
combination of basic
academic skills, critical
thinking, digital literacy AND

Self-management skills,
including using
resources/information,
working with others,
understanding systems,
skills necessary to transition
into
employment/postsecondary
and other employability
skills

Workforce training for an
occupation/occupational
cluster

Occupational skills training
oJT

Incumbent worker training

Programs that combine
workplace training with related
instruction (cooperative
education proarams)

Training programs operated
by the private sector

Skill upgrading/retraining
Entrepreneurial training

Customized training

As shown in the OCTAE produced framework below, partnerships between adult education programs and
postsecondary education institutions, occupational training providers, workforce agencies, supportive service
agencies, and employers can be instrumental to adult education programs’ delivery of IET services. Workforce
and other agencies serving low-skilled, underemployed, or unemployed adults can be sources of clients for IET
services, and workforce agencies can provide financial support for technical training. Postsecondary education
and occupational training providers can supply staff with the necessary technical skills and credentials for
designing and delivering the career and technical education (CTE) training component of an IET program.
Human service agencies can provide supportive services such as childcare and transportation to help learners
participate in IET programs, and the American Job Centers (AJCs) can assist IET learners in securing
employment. Employers can play varied roles in IET services, such as assisting in the development of technical
training, providing financial support for training, and hiring adult education learners who complete an IET

program.
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Framework for Implementing IET in Adult Education

Coordination/Partnerships among ABE, CTE, Postsecondary, AJC, Employers, Supportive Services, Others

jConduct Planning: Tdentily

Recruit Learners (néw or Track Participation
- Hi-deman:
mm.:wp:al::o i JemEw—n) T o cftend
S e bt | conduct Orientation & Intake  [],| = Hours accessed g
- Skill levels required for |Provide Career & College Awareness = Progress in program
(goal selting, career plan) Learner Quicomes
- Potential partners for Conduct Pro-Assessment = Learner skill development
CTE, job-readiness training, | Provide Linkages to - mﬂm&:‘ o
e SunLesvices: Supportive Services, el
job placement | Provide IET-Related Leamer Services [** Financial Aid = vy =
= Mathods for identifying - Integrated education & training sy
existing and potential ABE - Employability skills ;
learners whose skills and = Job readiness
interests align with hi- = Job search
demand jobs with career Transition Learners
E‘:mh'orm ™ l [ m”.ml 3"9', o
planning, and delivering Conduct Post-Assessment
IET Refer to Secondary Credential =
- Sources of financial — Testing -
support for technical training Prepare for Credentialing Exam
;:::::gor Seln COReTIOn: First job--career path—sprogressive jobs in pathway

The Role of Partnerships for an IET

Partnerships are critical to the success of an IET. The aim of IET partnerships is to identify the circumstances
when the partnership can be mutually beneficial such as an AE provider in a community college providing
training candidates to the college during times when college enroliment in CTE programs is low.

Employers can be brought into an IET in several ways. First, IET credentialed programs of study could be
specifically designed to address the needs of local employers, particularly those identified through Next Gen
Sector Partnerships. Employers could also be instrumental in providing on the job training, (pre)
apprenticeships, internships, etc. They could also be brought into the mix through IET program design by
promising to hire individuals who complete an IET.

The services offered through DWS could also help in the design of a successful IET. First, funding for the
training component could, in some instances, come from DWS for qualified individuals. Second, the workforce
preparation component of an IET could be offered entirely by a local workforce. Finally, workforce could
facilitate job placements for students who complete an IET program of study.

Community Service providers could help learners with such things as childcare, transportation, and other factors
that create a barrier to successful completion of an academic program of study.
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IET Example #1

English language
learning, rights and
responsibilities of
citizenship and civic
participation

Digital literacy,
American work

culture, Work skills for hotel
employability skills, housekeepers
communication

skills

S
Qv

Hotel Housekeeping/
Hospitality IMN

This integrated education and
training course helps new arrivals
build English language skills, learn
about the rights and
responsibilities of life in the
United States, and prepare for
citizenship exam aswell as
acquiring skillsto thrive in full-
time employment with health
benefits at a national hotel chain.

Links to specific course
information: International
Institute of Minnesota’s

Hotel Housekeeping/

Hospitality Program
http://www.iimn.org/employers/

hire-housekeeper/

IET Example #2

Reading, writing, and
math focused on use
in construction field

Specific

el occupational
Communication 2 S
g g skills usingin the
skills, digital fiel
{lparacy eld resources,
processes, and
procedures

Language and Math
Skills for Roofers and
Waterproofers

This integrated education and
training course builds English
language skills for students in
the Roofers and Waterproofers
Apprenticeship. Benefits to the
employer include apprentice
recruitment and retention.
Benefits to the students include
stronger English and math skills
and increased job satisfaction.
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IET Planning Tool

, o - In 2021, the State provided local AE programs with an IET Planning Tool. The purpose
/ . of the IET planning tool is to begin initial plans for the development of an IET. This
L 2 document is meant to be a ‘living’ document that will change as planning becomes more

firm. A copy of this planning tool can be found in Appendix #1.

IET Toolkit & Other Resources

Because of the challenges local Adult Education programs have in implementing effective IET programs of
study, OCTAE sponsored an IET Design Camp in Spring and again in Fall 2021. This nine week training
program provided multiple resources and experiences that local programs found effective.

IET Planning Tool

IET Self Assessment & IET IET Needs Assessment
Assessment Tool

IET Toolkit

v

IET Design Camp
Tools

May be found in Appendix #2
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OCTAE Guidance

Guidance on "'Integrated™’

In 34 CFR 463.37 the Department of Education further clarifies what it means for an IET program to meet the
requirement that the three components are "integrated.” The regulation states that the %
three components must be provided concurrently and contextually such that:

a) Within the overall scope of a particular integrated education and training
program, the adult education and literacy activities, workforce prep
activities, and workforce training activities are:

1. Instructionally balanced proportionally across the three components, particularly with
respect to improving reading, writing, mathematics, and English proficiency of eligible
individuals

2. Occur simultaneously, and

3. Use occupationally relevant instructional materials

b)  The integrated education and training program has a singe set of learning objectives that identifies

specific adult education content, workforce prep activities, and workforce training competencies,
and the program activities are organized to function cooperatively.

Guidance on ""Educational and Career Advancement"'

In 34 CFR 463.38 the Department of Education further clarifies what it means for an IET program to meet the
7 requirement that the program be "for the purpose of educational and career
advancement.”

A provider meets the requirements for educational and career advancement if:

a) The adult education component of the program is aligned with the State's content
standards for adult education as described in the State's Unified or Combined
State Plan; and

b) The integrated education and training program is part of a career pathway.

Strategies for Implementing an IET

Strategies for successfully implementing an IET include:

1) Provide career awareness activities to check that learners are aware of their skills, abilities, and interests
AND how the match the in-demand jobs that interest them

2) Expose learners to the physical, cognitive, and psychosocial demands of the
job that interest them so that they understand the daily routines of these jobs
AND will know what to expect if they are hired

3) Consider the extent to which learners’ skill strengths align with the skills required for the industry
sectors or jobs that interest them. Learners should be aware of the skill demands of jobs along their
pathway and whether they will need to develop stronger skills to advance in jobs along their pathway.

4) Provide information about the outcomes from the IET services, such as certificate, and the types of near-
term jobs that this credential will enable learners to obtain

5) A final consideration is providing learners with a clear vision of a long-term pathway so that they
understand the types of jobs along the pathway, the educational requirements for those jobs, and the
local wage rates
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Additional Resources on Integrated Education and Training

LINCS IET Guide: https://lincs.ed.gov/sites/default/files/IET checklist08FINAL _0.pdf

2. OCTAE Program Memorandum 19-2: https://www?2.ed.gov/about/offices/list/ovae/pi/AdultEd/octae-
program-memo-19-2.pdf

3. COABE: Building IET’s that Work: https://adultedresource.coabe.org/subject-area/integrated-education-
and-training/

4. CLASP: https://www.clasp.org/sites/default/files/public/resources-and-publications/publication-
1/WIOA-IET-Model-Programs.pdf

5. Local, State & National Perspectives about IET:

https://www.abtassociates.com/files/insights/reports/2020/coabe-journal-article-04 alamprese 2020.pdf

=
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https://lincs.ed.gov/sites/default/files/IET_checklist508FINAL_0.pdf
https://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/octae-program-memo-19-2.pdf
https://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/octae-program-memo-19-2.pdf
https://adultedresource.coabe.org/subject-area/integrated-education-and-training/
https://adultedresource.coabe.org/subject-area/integrated-education-and-training/
https://www.clasp.org/sites/default/files/public/resources-and-publications/publication-1/WIOA-IET-Model-Programs.pdf
https://www.clasp.org/sites/default/files/public/resources-and-publications/publication-1/WIOA-IET-Model-Programs.pdf
https://www.abtassociates.com/files/insights/reports/2020/coabe-journal-article-04_alamprese_2020.pdf

X. IELCE

Integrated English Literacy & Civics (IELCE) fall under WIOA §243 and has the primary purpose of preparing
adults who are English language learners for, and place such adults in, unsubsidized employment in in-demand
industries and occupations that lead to economic self-sufficiency; and integrate with the local workforce
development system and its functions to carry out the activities of the program. See Appendix #3 for additional
Information on IELCE.

Program Requirements:
Each program that receives funding under Section 243 must be
designed to:

e  Prepare adults who are ELL’s for, and place such adults in,
unsubsidized employment in in-demand industries & occupations
that lead to economic self-sufficiency.

e Integrate with the local workforce development system and its
functions to carry out the activities of the program
IELCE program components provided in combination with IET
must include:

e Literacy + English Language Acquisition + Civics Education

e  Adult Education & Literacy activities + Workforce Preparation

activities + Workforce Training (for a specific sector)

FACT: \

Employer engagement is an
essential component for the ‘T’ in
IET. What employer will
interview/hire your students after
they complete the training? How
does the training that your students
complete make them standout from
others who did not complete this

training?

\_

Additional Requirements:

e IET must contain adult education, workforce preparation, AND
occupational training. [463.36]

e |ET components above must be integrated—each component
must be of sufficient intensity & quality and base on most
rigorous research, OCCUR SIMULTANEIOUSLY, and use
occupationally relevant materials. There must be a single set of
learning objectives that identifies EACH component and how
they are designed to function cooperatively. [436.37]

e |ET must use State’s content standards for adult education AND

be part of a career pathway. [463.38]

( FACT: \

IET models should be supported
by data and information from the
Unified State Plan. IET models
should also be supported with
data from the local labor market,
and in Wyoming from
information provided by a local
Next Generation Sector

Cartnership. )

GESOU rces:

e |ELCE Self-Assessment Tool: Provides an opportunity for ( \
programs to participate in a reflective activity in assessing their FACT:
program’s risk in key areas. The IET component of a 243

e |ELCE Guide: This guide is intended to be used as a self- funded IELCE does not
assessment in your development or review of an IELCE program. necessarily have to lead to a

e The Virginia IET Blueprint: A representative example of an nationally recognized
IELCE program certificate.

e OCTAE Program Memorandum 15-7: Federal Guidance for K )
IELCE
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https://community.lincs.ed.gov/sites/default/files/IELCE%20Self-Assessment%20Tool.pdf
https://lincs.ed.gov/sites/default/files/IELCE_checklistFINAL508_0.pdf
https://ietblueprint.com/ielce/
https://ietblueprint.com/wp-content/uploads/2019/09/OCTAE-Memo-15-7-IELCE.pdf

XI.  Work Based Learning

Work-based learning (WBL) is a federally-supported program in career and technical education (CTE) that
connects workplaces to the classroom to prepare students for real-world careers.

While every state has its own variations of work-based learning and what it entails, the goal of every program is
the same — to prepare the next generation of the American workforce. It includes internships, mentoring, and
(pre)apprenticeship. It’s a way to test-drive a career! Work-based learning is a student’s opportunity to learn
things they couldn’t learn in a classroom environment.

WABL programs help students improve academically. It helps them learn how the things they learn in the
classroom are connected to the real world. It’s also a great way to explore a career. WBL can also help improve
motivation, attendance, and graduation rates. WBL also benefits employers as it helps them reduce their
recruitment and training costs while better preparing individuals to understand workplace expectations.

Adult Education programs in Wyoming can use the WBL concept in creating IET’s and IELCE by working
with employers, core partners, community service providers, and other stakeholders to provide the Adult
Education student with the greatest opportunities.

See Appendix #4 for publications on Work-based Learning.

Figure 2.8: Work-based Learning
WBL Framework

ALIGNMENT OF
CLASSROOM AND
WORKPLACE LEARNING

SUPPORT FROM
CLASSROOM OR
WORKPLACE MENTORS

L O

i

APPLICATION OF ACADEMIC
TECHNICAL, AND EMPLOYABILITY
SKILLS IN A WORK SETTING

XIl. One Stop Centers

When WIOA was signed into law on July 22, 2014, it was the first legislative reform of the public workforce
system in over 15 years. WIOA presents an extraordinary opportunity to improve job and career options for our
nation’s workers and jobseekers through an integrated, job-driven public workforce system that links diverse
talent to business. It supports the development of strong, vibrant regional economies where businesses thrive
and people want to live and work.

The WIOA system provides central points of service through its system of One-Stop

centers. The concept of a One-Stop center is to provide a single location for individuals

seeking employment and training services, thus making the process of locating and .
accessing employment services more efficient and seamless. WIOA requires certain Americanienmantar
programs to be "partners™ in the One-Stop center, either by physical colocation or other

accessible arrangements. Notably, WIOA requires the colocation of Employment Service

offices with One-Stop centers.
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Wyoming has multiple American Job Centers, also known as One-Stop Centers and Workforce Centers, which
are designed to provide a full range of assistance to job seekers and businesses under one roof. Established
under the Workforce Investment Act of 1998 and continued by the Workforce Innovation and Opportunity Act
of 2014, these One-Stop Centers offer a comprehensive array of services designed to match talent with

opportunities.

Available Services

At a minimum, Wyoming’s Core Partners and Agencies will make the below services available, as applicable,
consistent with and coordinated via the One-Stop Center network system. Additional services may be provided
on a case by case basis and with the approval of the Governor or his designee and the WWDC.

BUSINESS SERVICES:

Serve as a single point of contact for
businesses, responding to all requests
in a timely manner

Provide information and assistance related
to Unemployment Insurance taxes and
claims

Assist with disability and communication
accommodations, including job coaches

Conduct outreach regarding local
workforce system’s services and
products

Conduct on-site Rapid Response activities
regarding closures and downsizings

Develop On-the-Job Training (OJT) contracts,
or incumbent worker contracts

Provide access to labor market
information

Provide customized recruitment and job
applicant screening, assessment and
referral services

Provide employer and industry cluster-driven
Occupational Skills Training through
Individual Training Accounts with eligible
training providers

Assist with the interpretation of labor
market information

Organize and conduct job fairs

Develop training opportunities to meet
specific employer and/or industry cluster
needs

Use of One-Stop Center facilities for
recruiting and interviewing job
applicants

Consult on human resource issues

Coordinate with employers to develop and
implement layoff aversion strategies

Post job vacancies in the state labor
exchange system and take and fill job
orders

Provide information regarding disability
awareness issues

Provide incumbent worker upgrade training
through various modalities

Provide information regarding
workforce development initiatives
and programs

Provide information regarding assistive
technology and communication
accommodations

Develop, convene, or implement industry
sector partnerships

JOB SEEKER SERVICES:

Basic Career Services

Individualized Career Services

Training

Outreach, intake and orientation to the
information, services, programs, tools
and resources available through the
State’s workforce system

Comprehensive and specialized
assessments of skills levels and service
needs

Occupational skills training through Individual
Training Accounts (ITAs) and Integrated
Education and Training (IET) and Integrated
English Literacy & Civics Education (IELCE)
models

Initial assessments of skill level(s),
aptitudes, abilities and supportive
service needs

Development of an individual
employability development plan to
identify employment goals, appropriate
achievement objectives, and appropriate
achievement objectives, and appropriate
combination of services for the customer
to achieve the employment goals

Adult education and literacy activities,
including English language acquisition (ELA),
may be provided in combination with the
training services described above

In and out of area job search and
placement assistance (including
provision of information on in-demand

Referral to training services

oJT
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industry sectors and occupations and
nontraditional employment)

Access to employment opportunities
and labor market information

Group counseling

Incumbent Worker Training

Performance information and program
costs for eligible providers of training,
education, and workforce services

Literacy activities related to work
readiness

Programs that combine workplace training with
related instruction which may include
cooperative education

Information on performance of the
State workforce system

Individual counseling and career
planning

Training programs operated by the private
sector

Information on the availability of
supportive services and referral to
such, as appropriate

Case management for customers seeking
training services; individuals in and out
of area job search, referral and
placement assistance

Skill upgrading and retraining

Information and meaningful assistance
on Unemployment Insurance claim
filing

Work experience, transitional jobs, pre-
apprenticeship, registered
apprenticeships, and internships

Entrepreneurial training

Determination of potential eligibility
for workforce Partner Agencies and
Partners services, programs, and
referrals

Workforce preparation services (e.g.,
development of learning skills,
punctuality, communication skills,
interviewing skills, personal
maintenance, literacy skills, financial
literacy skills, and professional conduct)
to prepare individuals for unsubsidized
employment or training

Customized training conducted with a
commitment by an employer or group of
employers to employ an individual upon
successful completion of the training

Information and assistance in applying
for financial aid for training and
education programs not provided under
WIOA

Post-employment follow-up services and
support (This is not an individualized
career services, but listed here for
completeness)

Other training services as determined by the
workforce Partner Agencies and Partners’
governing rules

YOUTH SERVICES:

Tutoring, study skills training, instruction, and evidence-based

dropout prevention and recovery strategies that lead to
completion of the requirements for a secondary school
diploma or its recognized equivalent (including a recognized
certificate of attendance or similar document for individuals
with disabilities) or for a recognized postsecondary credential

Alternative secondary school services, or dropout recovery
services, as appropriate to include Adult Education services.

Paid and unpaid work experience that have as a component
academic and occupational education, which may include:
Summer employment opportunities and other employment
opportunities available throughout the school year, pre-
apprenticeship programs, internships and job shadowing, and
on-the-job training opportunities

Occupational skill training, which shall include priority
consideration for training programs that lead to recognized
postsecondary credentials that are aligned with in-demand industry
sectors or occupations in the local area involved

Education offered concurrently with and in the same context
as workforce preparation activities and training for a specific
occupation or occupational cluster. (IET & IELCE)

Leadership development opportunities, which may include
community service and peer-centered activities encouraging
responsibility and other positive social and civic behaviors, as
appropriate

Supportive services

Adult mentoring for the period of participation and a subsequent
period, for a total of not less than 12 months

Follow-up services for not less than 12 months after the
completion of participation, as appropriate

Comprehensive guidance and counseling, which may include drug
and alcohol abuse counseling and referral, as appropriate

Financial literacy education

Entrepreneurial skills training

Services that provide labor market and employment
information about in-demand industry sectors or occupations
available in the local area, such as career awareness, career
counseling, and career exploration services

Activities that help youth prepare for and transition to
postsecondary education and training
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Roles & Responsibilities of WIOA Core Partners and Agencies

All WIOA core partners (Title I, 11, 1l, and 1V) in Wyoming are bound by a State-level Memorandum of
Understanding that outlines the roles and responsibilities of each agency. Excerpts from this MOU are outlined

below.

All partners shall comply with:

Section 188 of the WIOA Nondiscrimination and Equal Opportunity Regulations
(29 C.F.R. § 38; Final Rule, published December 2, 2016);

Title VI of the Civil Rights Act of 1964 (Public Law 88-352);

Section 504 for the Rehabilitation Act of 1973, as amended;

The Americans with Disabilities Act of 1990 (Public Law 101-336);

The Jobs for Veterans Act (Public Law 107-288) pertaining to priority of service
in programs funded by the U.S. Department of Labor;

Training and Employment Guidance Letter (TEGL) 37-14, Update on Complying
with Nondiscrimination Requirements: Discrimination Based on Gender Identity, Gender Expression and
Sex Stereotyping are prohibited Forms of Sex Discrimination in the Workforce Development System and
other guidance related to implementing WIOA Section 188;

The Family Educational Rights & Privacy Act (FERPA) (20 U.S.C. § 1232(g); 34 CFR 99)

General Education Provision Act (GEPA) (Section 427)

Confidentiality requirements governing the protection and use of personal information held by the
Vocational Rehabilitation agency (34 C.F.R. § 361.38);

The confidentiality requirements governing the use of confidential information held by the State
Unemployment Insurance agency (20 C.F.R. § 603);

All requirements imposed by the regulations issued pursuant to these Acts.

The above provisions require, in part, that no persons in the United States shall, on the grounds of race, color,
national origin, sex, sexual orientation, gender identity and/or expression, age, disability, political beliefs or
religion, be excluded from participation in, or denied, any aid, care, services or other benefits provided by federal
and/or state funding, or otherwise be subjected to discrimination.

Additionally, all Partner Agencies and Partners shall:

Collaborate and reasonably assist each other in the development of necessary
service delivery protocols for the services outlined in the Partner Agencies and
Partners Services section above;

Agree that the provisions contained herein are made subject to all applicable
federal and state laws, implementing regulations, and guidelines imposed on either
or all Partner Agencies and Partners relating to privacy rights of customers,
maintenance of records, and other confidential information relating to customers;
and

Agree that all equipment and furniture purchased by any Partner Agencies and Partners for purposes
described herein shall remain the property of the purchaser after the termination of the MOU/Addendum.

Referrals (as outlined in the State Level MOU)

The primary principle of the referral system is to provide integrated and seamless delivery of services to workers,
job seekers, and employers. The purpose of a referral system is to identify and help individuals overcome barriers
to employment that may impede successful completion of a program. In order to facilitate such a system, Partner
Agencies and Partners agree to:
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° Familiarize themselves with the basic eligibility and participation requirements, as well as with the
available services and benefits offered, for each of the Partner Agencies and Partners programs represented
in the Wyoming One-Stop Center network;

° Develop materials summarizing their program requirements and make them available for Partner
Agencies, Partners and customers;

° Develop and utilize common intake, eligibility determination, assessment, and registration forms;

° Provide substantive referrals — in accordance with appropriate referral policies — to customers who are
eligible for supplemental and complementary services and benefits under Partner Agencies and Partners
programs;

° Regularly evaluate ways to improve the referral process, including the use of customer satisfaction
surveys;

° Commit to robust and ongoing communication required for an effective referral process; and

° Commit to actively follow-up on the results of referrals and assure that Partner Agencies’ and Partners’

resources are being leveraged at an optimal level.

XI11. OCTAE Program Memorandums

OCTAE The Office of Career & Technical Adult Education (OCTAE) is the federal

Office of Career,Technical, and Adult Education —— @gJeNCY  responsible for overseeing programs that are related to adult education
and literacy, career and technical education, and community colleges. OCTAE provides assistance and guidance
to Adult Education programs through the form of Program Memorandums, which are sent directly to State
Adult Education Directors, but are also available on their website . State policy is guided by these
memorandums and form the foundation of how local programs in Wyoming operate. Local AE directors may
review these at any time.
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Appendix #1: IET Planning Tool

St
WYOMING

Part I: General Information

2021/22 INTEGRATED EDUCATION AND TRAINING PLANNING TOOL

Name of Adult Education , Occupation/Occupational , - .
Provider County/City Cluster Credential(s) Training Provider
Number of Cohorts:
Projected Number of Students Per Cohort: Program Notes:

Dates of Course/ Weekly Schedule:
Funding Source(s):
Teacher(s):

Employer Partner(s):

Salary Range for Target Job (with citation):

Plan for Recruitment and Selection:

Part II: Planning
Shared Learning Objectives, with the College and Career Readiness or English Language Proficiency Standards noted:
1.

2.

3.

Co-Planning and Communication Activities:

Adult Ed and Literacy Instruction Workplace Preparation Activities Training Services
Activities: Activities: Activities:
Materials: Materials: Materials:
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Part Ill: Integration of Activities

Timeline: July to June (Note: Each column should equal 100%; all three components must be included in each month)

Activity %: July | August | Sept Oct Nov Dec Jan Feb Apr May June
Adult Education & Literacy
Workforce Preparation
Training
Support Services Provided (indicate agency providing services):
Employment Placement Activities (indicate agency providing services):
Students: (Note: Add rows as needed)
Agency Paying for Workforce Training
Component
Student (Example: Adult education, WIOA title 1, title 1V, Cost of IET
employer, etc.)
Workforce Workforce
AE b
Prep Training

Student #1

Student #2

Student #3

Student #4

Student #5

Subtotal of costs provided by adult education
program:

Subtotal of costs provided for workforce prep.
(Could include Title | or Title Il funds, or other
sources)

Subtotal of workforce training costs

Total Cost of IET/student
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IV. Educational and Career Advancement
How does the IET align to the State Plan and Regional Economic Needs as defined by a local Next Generation Sector Partnership?

Additional Comments:
Revision: AUGUST 19, 2021
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GUIDANCE FOR THE 2021/22 IET PLANNING TOOL
IET Defined:
IET is adult education and literacy, workforce preparation, and workforce training “each of sufficient intensity and quality, and based on
the most rigorous research available, especially with respect to improving reading, writing, mathematics, and English proficiency of
eligible individuals” that “occur simultaneously,” “use occupationally relevant instructional materials,” and are “organized to function
cooperatively” with “a single set of learning outcomes” (34 CFR §463.37). IET represents a wide spectrum of services to build
foundational, employability, and occupational skills.

Many adult education providers have discovered the power of IET and, through a variety of partnerships, have implemented this
strategy in model programs such as: Bridge Programs; Workplace Learning Programs; Pre-Apprenticeship Programs; Integrated
English Literacy & Civics Education Programs; Corrections Education Programs; Postsecondary Education Programs; and Out-of-
School Youth Programs.

Part I: General Information
» Name of Adult Education Provider: The name of the adult education provider which will offer the IET.

County/City: The county or city where the IET will be held.

Occupation/occupational cluster: The occupation or occupational cluster that the students will enter upon the completion of the IET.
Credential(s): The credentials that the students will earn.

Training Provider: Agenc(ies) delivering occupational training.

Number of Cohorts: The number of times that the IET will be offered in one program year.

Projected Number of Students Per Cohort: Total anticipated number of participants per cohort.

Dates of Course/ Weekly Schedule: The full date range of course including exact dates and times; if there is more than one cohort, list the course
schedule for each one.

Funding Source(s): The agenc(ies) paying for the IET.

Teacher(s): The names of the adult education instructor and the trainer who will be delivering the content.

Employer Partner(s): The specific employers who are involved in the curriculum or who have agreed to participate in job readiness and placement
activities.

» Salary Range for Target Job: The local salary range for the occupation/occupational cluster.

» Plan for Recruitment and Selection: The plan to recruit and criteria to select the students for the IET.

» Program Notes: Additional information (optional).

Part Il: Planning

VV VYV VYV

YV V VY

» Shared Learning Objectives: The concepts, competencies, and vocabulary that the students will learn across the whole scope of the adult education
activities and occupational training activities. Use the CCRS or ELP standards for objectives with academic and literacy activities.

» Co-Planning and Communication Activities: The plan for the coordination of instructors before and during the IET program.

» Activities and Materials: The specific adult education content, workforce preparation activities, and workforce training competencies and the resources to
be used.

33|Page


https://lincs.ed.gov/publications/pdf/CCRStandardsAdultEd.pdf
https://lincs.ed.gov/publications/pdf/elp-standards-adult-ed.pdf

Adult Education & Literacy Activities (Sec 463.30)

eAdult Education

elLiteracy

eWorkplace adult education/literacy
eFamily literacy

*ELA

*|ELCE

eWorkforce Preparation Activities

Part Ill: Integration of the Activities

Workforce Preparation Activities (Sec 463.34)

e Activities, programs, or services that are designed to
help an individual acquire a combination of basic
academic skills, critical thinking, digital literacy, and
self-management skills

eEmployability skills that address competencies in
using resources and information, working with others,
understanding systems, and obtaining skills necessary
to successfully transition to and complete
postsecondary education, training, and employment

eother employability skills that increase an individual’s
preparation for the workforce

Workforce Training (Sec 134 (c) (3)(D)

eQOccupational skills training, including training for
nontraditional employment

® On-the-job training

eIncumbent worker training

*Programs that combine workplace training with
related instruction, which may include cooperative
education programs

eTraining programs operated by the private sector

oSkill upgrading and retraining

eEntrepreneurial training

eTransitional jobs

eJob readiness training

e Adult education and literacy activities, including
activities of English language acquisition and
integrated education and training programs, provided
concurrently or in combination with services
described in 1 — 7 above

e Customized training conducted with a commitment by
an employer or group of employers to employ an
individual upon successful completion of the training

activities, and workforce training:

The term “integrated” (§463.37) means services must be provided concurrently and contextually such that:
Within the overall scope of the integrated education and training program, the adult education and literacy activities, workforce preparation

a. are each of sufficient intensity and quality, and based on the most rigorous research available, particularly with respect to improving
reading, writing, mathematics, and English proficiency of eligible individuals;

b. occur simultaneously; and

C. use occupationally relevant instructional materials.

The integrated education and training program has a single set of learning objectives that identifies:

a. specific adult education content;
b. workforce preparation activities; and
C. workforce training competencies, and the program activities are organized to function cooperatively 7

» Timeline: The percentage of each of the three components throughout the duration of the IET program. For the duration of the IET, each column must
have a percentage greater than zero and each column must equal 100%.

» Support Services Provided: The partners and the services to be provided to the IET participants.

» Employment Placement Activities: The resources and activities that support employment of participants.
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Funding the IET:

Over the past decade, special grants and philanthropic funds have supported the development of IET models, but to bring
this innovation to scale, formula funds now need to be directed toward this strategy. Such investments do not constitute
one program “raiding” another program's funds. Rather, IET enables joint program models through which each partner
brings resources and shares a responsibility for outcomes.

WIOA title 1I-AEFLA funds, both general program funds and dedicated section 243 funds for Integrated English Literacy and Civics Education, can
pay for IET when the adult education program provides the workforce training. Note: title 1I-AEFLA funds are required to support education below

the postsecondary education functioning level, and much workforce training is properly categorized at this pre-college level, even as a recognized
postsecondary credential is the educational outcome.

WIOA title | adult and dislocated worker funds can also pay for IET, not only workforce preparation and workforce training but also the adult
education and literacy services when offered in an IET model (20 CFR §680.350). For this to happen, the adult education IET programs that provide
a “program of training services” (20 CFR §680.420) need to be included on the Eligible Training Provider list (ETPL) (20 CFR 8§680.410) and the
final rule clearly describes how to include title Il programs on the ETPL. For Postsecondary Education Programs, partners should leverage the Pell
Grant Ability to Benefit option to cover the higher education costs

» Indicate agenc(ies) paying for the workforce training component: The source of funding for the actual workforce occupational training.

» Costs of the IET: The cost per student for each portion of the IET. This may include tuition, textbooks, etc.

Section IV: Educational and Career Advancement

The phrase “for purposes of educational and career advancement” (§463.38) means:
1. The adult education component of the program is aligned with the State’s content standards for adult education as described in the State’s
Unified or Combined State Plan; and
2. The integrated education and training program is part of a career pathway.

WIOA Sec. 3(7) defines Career Pathways to mean a combination of rigorous and high-quality education, training, and other services that:

aligns with skill needs of industries in the state or regional economy

prepares an individual to succeed in secondary or postsecondary education options

includes counseling to support the individual’s education and career goals

includes education offered concurrently and contextually with workforce preparation and training in specific occupation or

occupational cluster

e. organizes education, training and other services to support the particular needs of an individual to accelerate their educational and
career advancement

f. enables an individual to attain a secondary school diploma or its recognized equivalent

g. helps an individual enter or advance within a specific occupation or occupational cluster

apow

» |ET Alignment: Use regional economic data and/or information provided by a local Next Generation Sector partnership to identify regional
workforce needs and how this IET reflects alignment to the goals outlined in the Unified State Plan.
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Appendix #2: IET Design Camp Tools

Integrated Education and Training
Design Toolkit

S IMPAQ

INTERNATIONAL

IMPAQ International, along with partners Maher & Maher and Safal Partners, completed this projectwith federal
funds, under contract number GS10F0240U/ED-ESE-15-A-0009, from the U.S. Department of Education, Office
of Career, Technical and Adult Education. The opinions expressed herein do not necessarily represent the
positions or policies of the U.S. Department of Education, and no official endorsement by the U.S. Department
of Education should be inferred.

IMPAQ is an affiliate of the American Institutes for Research.
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Introduction

Our nation’s economy and global competitiveness depend on an educated, skilled workforce thatcan quickly
adapt to changes in technology and business processes. Adult educators understand that adult learners
need opportunities to obtain workplace and career management skills throughwork-based learning
experiences that prepare them for the complex future they face.

The federal Workforce Innovation and Opportunity Act (WIOA) has changed the landscape of adult education by
focusing the field on workforce development outcomes and programming that supportthe integration of
education and training and career pathways. Integrated Education and Training (IET) is an educational practice
grounded in adult learning theory. IET programs help adults who lackbasic skills, relevant occupational skills,
and essential workplace skills to attain the competencies and credentials needed for in-demand careers.

While there have been increases in the number of IET programs available, states continue to work toexpand
the number of programs and the number of adult learners who participate. The Office of Career, Technical, and
Adult Education (OCTAE) has developed this IET Toolkit to assist state and local adult education staff to plan,
design, implement, and evaluate effective IET programs that are responsive to state and local labor market
demands and fulfill the requirements of WIOA.

This introduction includes:

How to Use the IET Toolkit

Fundamentals of IET Programs

IET Programs in Practice

Guiding Principles of Quality IET Program Design
IET Self Assessment
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How to Use the IET Toolkit

The IET Toolkit guides you through a team-based approach to developing customized IET solutionsthat
address the needs of adult learners and local businesses. The approach is broken out into four iterative
phases: Research and Assess, Design and Plan, Develop and Implement, and Evaluate and Improve. You may
choose to review the phases sequentially or navigate to the phase most pertinentto your work.

IET Self Assessment

Although the toolkit can be used as a standalone resource, it is designed to work hand in hand with the IET Self
Assessment. Results of the assessment will direct you to information and resources specific to your needs and
allow you to focus on the content and activities in each of the phases thatmost directly meet your needs. Each
phase includes tools that offer fillable templates and forms to document your work, and accompanying desk aids
explore additional content on specific topics.

Overview of the Four Phases in the IET Toolkit

Phase 1: Research and Assess

The Research and Assess section outlines a strategic process to assess regional workforce development and
adult learner needs and available resources. It helps you to recognize key insights from what you learn and
identify a compelling IET program opportunity that meets those needs. ThelET Assess Tool and topic-specific
note-taking tools support your work.

Phase 2: Design and Plan

The Design and Plan section walks through an organized design process to help you identify program goals,
create an IET program, and design a learner experience that addresses the needs ofbusinesses and adult
learners. The IET Planning Tool helps you document your design work.

Phase 3: Develop and Implement

The Develop and Implement section helps you develop integrated curricula, build contextualizedinstructional and
training materials, and launch your IET program.

Phase 4: Evaluate and Improve

The Evaluate and Improve section guides continuous improvement of the IET program to adapt tochanging
workforce and learner needs. This section also includes information to help prepare for more formal
evaluations.

Fundamentals of IET Programs

WIOA and the final regulations established by the U.S. Department of Education in 2016 outline thedefinition
and requirements of IET programs. Section 203 of WIOA defines an IET program as:
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...a service approach that provides adult education and literacy activities concurrently and
contextually with workforce preparation activities and workforce training for a specific
occupation or occupational cluster for the purpose of educational and careeradvancement.

To meet the requirements, IET programs must integrate the delivery of the three required activities:adult
education and literacy activities, workforce preparation activities, and workforce training activities for a specific
occupation or occupational cluster. An IET must be part of a career pathway that leads to educational and
career advancement and is aligned with the state’s Adult Education Content Standards.

While IET programs must comply with the WIOA law and regulations, states can add policies that further shape
IET design and implementation. The information, processes, and tools presented in this toolkit are designed to
work in conjunction with your state’s policy and technical assistance efforts. If you encounter a conflict between
the information in the IET Toolkit and your state’s policy,you should defer to state policy.

Purpose

This section presents additional information about the WIOA requirements for IET programs.
Key Information

e Description of the three required activities: adult education and literacy, workforce
preparation, and workforce training

e Integration of the three components
e Inclusion of education and career advancement

The Three Required Components of IET Programs

WIOA requires IET programs to integrate adult education and literacy activities, workforce preparation activities,
and workforce training activities with appropriate intensity and quality while supporting participant learning and
career planning. The IET program uses a single set of learning objectives to facilitate the contextualization of
basic skills and workforce preparation into training skills. The three components of integrated education and
training must be provided concurrently aswell as contextually (integrated). To be considered an IET program,
the components cannot be provided sequentially.

Below is an overview of each of the three required activities, which are described in the WIOAregulations at 39
CFR Part 463 Subpart D.

What are Adult Education and Literacy Activities?

WIOA defines “adult education and literacy activities” as programs, activities, and services that include: (a) adult
education, (b) literacy, (c) workplace adult education and literacy activities, (d) family literacy activities, (e)
English language acquisition activities, (f) integrated English literacy and civics education, (g) workforce
preparation activities, or (h) integrated education and training.(8463.30)
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These eight allowable activities are at the core of the services adult education programs deliver andare
foundational to designing and developing the instruction, structure, and supports of the IET program.

What are Workforce Preparation Activities?

The workforce preparation IET program component outlines the skills needed to be successful onthe job or
in other postsecondary education and training opportunities. As part of an IET program,workforce preparation
activities help an individual acquire a combination of essential skills for today’s workforce like those listed in
the definition of workforce preparation activities in WIOA.

Workforce preparation activities include activities, programs, or services designed to help an
individual acquire a combination of basic academic skills, critical thinking skills, digital literacy
skills, and self-management skills, including competencies in: (a) utilizing resources; (b) using
information; (c) working with others; (d) understanding systems; (e)skills necessary for successful
transition into and completion of postsecondary education or training, or employment; and (f)
other employability skills that increase an individual's preparation for the workforce. (8463.34)
(Authority: 29 U.S.C. 3272(17); P.L. 111- 340)

One source for a list of relevant workforce preparation skills is OCTAE's Employability Skills Framework. It is
important to note that the Employability Skills Framework was developed prior to the enactment of WIOA, and
you need to consider the current needs of employers. Some states havedeveloped their own list of employability
skills. For example, see the lllinois Essential Employability Skills Framework and Indiana's Employability Skills
Standards.

What is Workforce Training?

The workforce training component of IET programs incorporates the specific occupational skills learners need to
be employed for a specific job or cluster of jobs. Workforce training may include:

e In-classroom or online occupational skills trainingOn-

the-job training
e Incumbent worker training

Programs that combine workplace training with related instruction, like apprenticeship Training
e programs operated by the private sector

Skill upgrading and retraining
® Entrepreneurial training
Transitional jobs
Job readiness training provided in combination with services above
Customized training conducted by an employer or group of employers with a commitment to employ an
individual upon successful completion of the training (e.g., apprenticeship, pre-apprenticeship
programs)
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IET Component Integration

WIOA requires that the services of IET be provided concurrently and contextually, meaning that theadult
education and literacy activities, workforce preparation activities, and workforce training activities are:

e Each of sufficient intensity and quality
Based on the most rigorous research available, particularly with respect to improvingreading,
- writing, mathematics, and English proficiency of eligible individuals Simultaneously occurring
within the overall scope of the IET program

e Using occupationally relevant instructional materials

This integration is organized through a single set of learning objectives that align the IET program’sspecific
adult education content standards, workforce preparation skills, and workforce training competencies. This is
discussed further in the Develop and Implement phase of the Toolkit.

Educational and Career Advancement

The purpose of IET programs is to support learners’ educational and career advancement. An IETprogram
achieves that purpose if:

(a) The adult education component of the program is aligned with the state’s content standardsfor adult
education as described in the State’s WIOA state plan (34 CFR § 463.38); and

The integrated education and training program is part of a career pathway. WIOA defines a career pathway
() a5 “a combination of rigorous and high-quality education, training, and other services that—(A) aligns with the
skill needs of industries in the economy of the State or regional economy involved; (B) prepares an individual
to be successful in any of a full range of secondary or postsecondary education options; (C) includes
counseling to support an individual in achieving the individual’s education and career goals; (D) includes, as
appropriate, education offered concurrently with and in the same context as workforce preparation activities
and training for a specific occupation or occupational cluster; (E) organizes education, training, and other
services to meet the particular needs of an individual in a manner that accelerates the educational and
career advancement of the individual to the extent practicable; (F) enables an individual to attain a
secondary school diploma or its recognized equivalent, and at least 1 recognized postsecondary credential;
and
(G) helps an individual enter or advance within a specific occupation or occupationalcluster.” (29 U.S.C. §
3102 Definitions).

Intentionally building elements of a career pathway’s non-academic supports into your IET programwill support
learners’ successful participation in education and training that is relevant to the local labor market demand,
resulting in their earning occupational credentials valued by employers.

For more information, refer to OCTAE’s Integrated Education and Training (IET) Guide.

IET Programs in Practice

Practitioners have been building IET models through competitive and philanthropic funding prior tothe emphasis
on IET through WIOA. Although IET may have its roots in Washington’s I-BEST
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model—in which occupational instructors and adult education instructors team-teach—a spectrumof other IET
programming exists across the country.

Innovative practitioners are building successful IET programs using new and adaptable workforce development
program models to meet IET requirements. Those models include but are not limitedto:

Bridge programs that provide a broad foundation that enables adults who lack adequatebasic skills to
enter and succeed in postsecondary education and training;

Workplace learning programs that provide an opportunity for adult learners to get some on-the-job

® experience or training through an organized, structured program;

Pre-apprenticeship programs that prepare adult learners to enter and succeed in a

Registered Apprenticeship or other high-quality apprenticeship program;

Integrated English literacy and civics education programs that help adult learners build English
language skills, learn about rights and responsibilities of a person living and workingin the United States,
e prepare for the U.S. citizenship exam, and acquire skills to thrive in full-time employment;
Corrections education programs that provide men and women under correctional supervision with
educational opportunities to help them obtain employment upon release;and

Out-of-school youth programs that serve youth ages 16—24 who have barriers to employment such
as justice involvement, basic skills deficits, and little to no work history.

Guiding Principles of Quality IET Program Design

Several principles guide efforts to increase the number and quality of IET programs in the country.The content
presented in this toolkit reflects these principles and fosters a clear link between adulteducation and workforce
development that is supported by WIOA. The result is a comprehensive, accessible, and high-quality system
that aligns workforce development, education, and economic development programs with regional economic
development strategies to meet the needs of employers and learners.

These principles include:

e Using the mindset and approaches of design thinking. Developing quality IET programs
requires creativity, adaptability, and innovation to respond to evolving needs of business and
learners, along with a strong grounding in IET policy and regulation. Design thinking is an
approach to problem solving and program design that puts customer needs at the center and
produces creative and effective solutions.We have built elements of design thinking into this
toolkit to help you build IET programs that meet learner, business, and community needs.

Collaborating with partners. Quality IET programs require the expertise and resources of
multiple partners within the workforce and education system. This toolkit builds partnership
and collaboration into every step of the IET developmentand implementation process.
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Adopting an approach of continuous improvement. Business and learner needs are
continually shifting, resulting in a need for new evidence-based practices. This toolkit helps
you use available program data to test new approaches, capture lessonslearned, and build on

successful elements of your IET program to support continuousimprovement and adapt to
changing needs.

Meeting community needs. IET programs are developed and implemented in response to
clear business and learner needs. The toolkit begins with research andassessment to help
you understand these needs.
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|IET Self Assessment

The IET Self-Assessment allows you to reflect on your IET program development, implementation,and
sustainability efforts, and identify areas of the IET Toolkit that can help strengthen your efforts. You can
complete this assessment alone or with key partners.

Choosing the Focus of your IET Program. Check off the actions below that reflect how you usually
approach this work. Phase 1 of the Toolkit walks you through each of these actions.

O

We have a process in place that helps ensure that the IET programs we develop meet regional needs,
are feasible for us to implement, aligns with our program goals, and leads tothe outcomes we and our
learners need.

We gather information about state IET policies and local career pathway activities to ensurethat we
develop an IET program opportunity that complies with state requirements and aligns with career
pathway activities as required under WIOA.

We make sure that we understand which industries and businesses are hiring, provide employment
that pays good wages, and are challenged to recruit the skilled workers neededto meet industry
demand.

We take steps to understand our potential pool of adult learners and their needs.

We identify resources that can support our IET program and the learners who participate,including
potential funding sources, training providers, and a network of community organizations to provide
supportive services.

We take steps to understand the needs of businesses in our community/region who mighthire
graduates of our IET program.

We consider the range of potential training provider partners available to us, including thosethat provide
virtual learning opportunities, and seek out a training partner who is willing to collaborate with us to
identify shared goals for the IET program that address both occupational skills and adult education
components of the IET, and to develop a single set oflearning objectives and integrated curricula for the
program.

Designing your IET Program. Check the actions below that reflect steps you routinely take with confidence
as you design your IET program (s). Phase 2 of the toolkit walks you through each ofthese actions.

O
O

We involve key partners in the work of designing our IET program.

We work with our partners to develop a broad set of goals for our IET program that addresslearner,
business, community, and programmatic needs.

We plan for effective instructional delivery that supports concurrent delivery of occupationaland adult
education content.

We consider the learner experience and the support learners will receive during every phase of our
program and beyond.

We include a transition plan for students as they complete our program and transition to
employment or further education.
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O We look for opportunities to integrate technology to increase the digital literacy of learnersand
enhance the delivery of our IET program.

O We consider the accessibility needs of learners.

O We build program monitoring and continuous improvement into the design of our IETprogram.

Developing and Delivering your IET Program. Check the actions below that reflect steps youroutinely take
with confidence as you develop and deliver your IET program(s). Phase 3 of the toolkit walks you through
each of these actions.

O We collaborate with adult education and technical instructors and staff to create a single setof learning
objectives prior to building our standards-based curricula.

O We develop contextualized instructional materials and plan our assessment strategies.
O We incorporate college and career planning.

O We identify and implement learnings from evidence-based research and/or promising practices with
respect to improving reading, writing, mathematics, and English proficiency.

O We have a clear plan for data collection and use to help improve our program
once implemented. We provide professional development opportunities for our staffengaged in
designing and delivering the IET Program.

Continuously Improving your IET Program. Check the actions below that reflect steps you take tosupport
continuous improvement and sustainability of your IET program(s). Phases 3 and 4 of the Toolkit walk you
through each of these actions.

O We collaborate with key partners (workforce/supportive services agencies, training providers, adult
education instructors) who are supporting a program to assess and improvethe model.

O we engage in program evaluation and a process for continuous improvement.

O we include formalized opportunities (dedicated meetings, surveys, focus groups, etc.)for our
stakeholders to provide feedback on our program.

Research and Assess Your IET Opportunity

Now that you have read an overview of the IET Toolkit and have taken your IET Self Assessment, you will have
identified the sections of the toolkit that will be most helpful to you. The next sectionbegins the Research and
Assess phase, which helps you with exploring the business and learner needs in your community that can be met
by an IET program.

a7



Phase 1: Research and Assess

Research and Assess .14
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Research and Assess

An IET program is one of many potential training models available to local communities to increase the work
and literacy skills of adults while meeting business needs for skilled workers. The decisionto develop and
implement an IET program is a strategic one that factors in a wide range of information and insights about
community needs and resources. In this phase, we will guide you through a process that will result in the
strategic selection of an IET program opportunity that meetscommunity needs. If possible, you may want to
assemble a team to help you with this work. Your efforts will benefit from the many perspectives a team

provides. For ideas on how to build a team tosupport this work, see section 2.1.

Purpose

This section contains tools you can use to assess local needsand
resources, determine key insights from what you learn, and identify
compelling IET opportunities that meet these needs.

Key Tasks for this Phase

e Conduct a needs assessment by researching and
talking to key stakeholders.

e Analyze what you learn and identify insights.

e Brainstorm IET solutions that address identified
needs.

e Identify an IET program opportunity.

IET Assess Tool

The IET Assess Tool will assist you in planning your needs
assessment work and collecting your findings in an organized
way. Download the IET Assess Tool below and have it available
when working through the Research and Assess phase of the
toolkit.

IET Assess Tool

Research Q
& Assess

Develop &

Implement

Evaluate

& Improve T\ﬁ-) ‘
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1.1 Conduct a Needs Assessment

Your first task is to conduct an assessment to identify local needs and resources and better understand
best practices and funding opportunities. The IET Assess Tool will help you plan yourefforts and capture what
you learn so that you can analyze it later.

Key Steps for this Task

e Develop a How Might We question.

e |dentify stakeholders.

e Develop a needs assessment plan.

e Conduct research to assess needs and identify resources.

Start with a "How Might We" Question

To guide your needs assessment, create a question that frames the opportunities you are exploring.Use a
“How Might We?” structure for your question. How Might We questions help focus the opportunity you are

trying to uncover or the need you are trying to address and provide clarity around what you want to
accomplish.

The unique wording of How Might We... is purposeful. Each word helps open your mind to the possibilities that
solutions exist and prepares you for effective brainstorming on how to solve those problems. You will want to
select one high-level How Might We question to guide your assessmentplanning. Do not worry about
perfection at this point; you will refine this question over time.

Examples of How Might We questions include:

How might we use IET to meet learner and business needs in our region?
How might we leverage the assets in our community to strengthen our IET programs?
How might we help adult learners connect to careers through IET?

How might we use IET to fill a gap in our community’s workforce development
programming?

At this stage, avoid questions such as: “How might we develop an IET for entry into certified nursingassistant
careers?” or “How might we develop an IET for English-language learners in a specific community?” Many
valuable IET opportunities can be missed by getting overly specific before conducting your needs assessment
and mapping community resources. Leave room for new ideas and opportunities to surface based on what
you learn.

Enter your question in the Initial How Might We Question section of the IET Assess Tool.

|dentify Stakeholders

Once you have agreed upon your How Might We question, make an initial list of who you need tolearn more
from and what information they can offer based on their expertise.

Your primary focus should be the stakeholders whose needs you are most directly trying to meet—most likely
learners and local businesses, but they may also be community partners or training providers. Brainstorm other
organizations or people from whom you want to learn, and talk to a diverse sample of these stakeholders.
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Be wise with your time, but do not hesitate to explore unfamiliar areas. Multiple perspectives on yourproblem or
opportunity, and how to address it, can be beneficial. This toolkit describes guidelines for discussing and
researching several types of stakeholders and topics, including:

e Learners
Businesses/employers

e State/regional career pathway programs
State IET policy

e Funding opportunities
Community resources, including training providers and supportive service providers

Create a list of key stakeholders and their contact information in the ldentify Stakeholders sectionof the
IET Assess Tool.

Plan and Conduct Your Needs Assessment

Now that you have framed your IET program opportunity in the form of a How Might We question and created an
initial list of potential stakeholders, you are ready to conduct your needs assessmentto research and collect
information in five key areas:

o Key Area #1: State and Local IET Policy and Career Pathways OptionsKey
Area #2: Regional Workforce Development Needs

o Key Area #3: Community Resources to Support your Program Key Area
#4: Emerging and Promising Practices in IET ProgramsKey Area #5:

e Learner and Business Needs

You will conduct your needs assessment through two primary activities: interviews with stakeholders and
document review. As you determine who you will interview and which documentsyou will review, build out your
work plan in the Needs Assessment Work Plan Template in the IET Assess Tool. To help stay on track, include
all your administrative and research tasks. You can use the Stakeholders Interview Planning Template in the
IET Assess Tool to organize the interview activities in greater detail. The template includes space for
interviewee contact information, what you want to learn, and who will talk to them and when.

For each of the key areas, the toolkit describes the key research questions you will want to answer and gives
suggestions for how to find the answers. It also includes a customizable note-taking toolthat you can use to
prepare for and capture notes from any interviews or document reviews. Feel free to adapt the questions
included in the note-taking tool to your needs before starting your research.

When you have finished your interviews and document reviews for each key area, review your notes and
capture your key research findings in the Needs Assessment Research section of the IETAssess Tool.

Key Area #1: State and Local IET Policy and Career Pathways Options

Gather information about state IET policies and local career pathway activities to ensure that you develop an
IET program opportunity that complies with state requirements and aligns with careerpathway activities as
required under WIOA. Information on researching policies and career pathways is provided below.
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Refer to the Note-Taking Tool for Key Area #1 - State and Local IET Policy and Career PathwaysOptions
for guiding interview questions and a space to take notes. When you have finished yourresearch activities,
capture your findings in the Needs Assessment Research section of the IETAssess Tool for this
research topic.

Needs Assessment Note-Taking Tool

State and Local IET Policy

In addition to having established state adult education content standards, your state may have policies in place
that govern IET activities. These policies may provide funding, create partnerships,place additional
requirements, or otherwise shape and influence your IET program development process.

The results of your research will help you align your IET program to state and local funding and requirements.
Be aware of these policies early so they can shape the direction of your research andassessment activities. As
part of your research, you may:

o Review policies or guidance included in a request for proposal if responding to a specificfunding
opportunity or planning for future funding opportunities.
Review state adult education policy manuals or operating guides found on the website of thestate
® agency that administers your state’s adult education program.

Identify your state’s adult education content standards
o Review state and regional WIOA plans accessed from the U.S. Department of Educationwebsite.
Review local plans posted on the website of your local workforce development board, whichyou can find
- on www.careeronestop.org.
Interview a representative of your state adult education office to confirm your
e understanding of these policies and funding projections and priorities.

Key Questions to Answer:

1. Does my state have any requirements for IET programs? If so, what are they, and in whatdocuments
are these requirements found?

What requirements does my state have for the duration and intensity of IET; required education or
credential attainment outcomes; or other elements such as industry of focus?Where can | find my
state’s adult education content standards?

3. Does my state or local area provide funding for IET, through federal funds, specificappropriations from
4. State budgets, or private sector funds?

How can these funds be accessed?

State and Regional Career Pathways Options

You will learn more about how to align your IET with a career pathway in the Design and Plan phaseof the
Toolkit. What is important now is to ensure that you understand the existing career pathway
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efforts in your community and state so you can look for ways to align with and leverage these programs
to benefit your learners.

The results of your research will provide insight into the career pathway resources to which you canconnect as
you build your IET program. As part of your research, you may:

o Review state and regional WIOA plans related to career pathways.

Interview state and local education and workforce development staff, such as the local Workforce
- Development Board staff, the Dean of Workforce Development, or the Dean ofCareer and Technical
Education (CTE) at your local community college.
Review examples of a strong local career pathway system that supports learners through enhanced
IET design, such as this example from OCTAE, Figure 1 in OCTAE’s Policy Brief onBuilding Career
Pathways Systems for Education, Training, and Employment from October2016.

Key Questions to Answer:

1. What career pathway efforts and/or CTE programs are under way in our community?Which industry
2. sectors and occupations are the focus of those efforts or programs?
3. Which organizations, educational institutions, and businesses are most closely involved inthis work?
(Are we connected to these entities?)
How can an IET program become part of an existing career pathway/CTE program to serveadult
4. learners?
Are there specific timelines or processes to follow to connect to these career pathway effortsor CTE
programs?

What are Career Pathways?

WIOA Sec. 3(7) defines career pathways as a combination of rigorous and high-quality education,training, and other
services that:

e  Align with skill needs of industries in the state or regional economy

e  Prepare an individual to succeed in secondary or postsecondary education options

e Include counseling to support the individual’s education and career goals

e Include education offered concurrently and contextually with workforce preparation and training in a
specific occupation or occupational cluster

e Organize education, training, and other services to support the particular needs of an individual toaccelerate
their educational and career advancement

e Enable an individual to attain a secondary school diploma or its recognized equivalent

e Helpan individual enter or advance within a specific occupation or occupational cluster

Key Area #2: Regional Workforce Development Needs
IET programs train learners for skills needed by employers. When looking for potential IET opportunities, it is

essential to understand which industries and businesses are hiring, provide employment that pays good wages,
and are challenged to recruit the skilled workers needed to meet
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industry demand. You do not need to do this research yourself—reach out to partners with labormarket
analysis experience, who can provide their insights.

Itis also important to understand your potential pool of adult learners and their needs. You mayhave much of
this information yourself, and you can supplement your in-house data with the expertise of others in your
community who also serve adult learners.

Efforts to better identify workforce development needs may bring to light occupations and learnercommunities
you had not previously considered. As part of your research, you may:

e Interview local workforce development board or community college staff with workforcedevelopment
expertise who can provide insights on business needs, how those needs arebeing met, and where
there might be gaps that could be filled by an IET program.

Research your own case management data to better understand your learner population andhow their

e education and workforce development needs are currently being met in the region.

Interview partners who also serve adult learners to help identify areas of unmet learnerneeds that
might be addressed through an IET program.

Key Questions to Answer:

1. What are the important and growing industry sectors and businesses in our regionaleconomy
and who are the significant employers in these sectors?
What are the occupations within these sectors that provide employment at good wages? Which

2. pusinesses are having trouble hiring and retaining workers with the right skills andwhat specific
3. challenges are they facing?
Are these businesses accessible to potential learner populations (on a bus route, etc.)? What skills
a and credentials do these businesses value?
5' What requirements do these businesses have for employees (e.g., background checks, legal
6. permanent residency, high school diploma or equivalent, industry certification requirements, etc.)?

What programs/organizations currently provide education and training for adult learners asthey prepare
for and enter employment in in-demand occupations?
What gaps exist in regional services for adult learners?
Are there unmet needs for training, career services, etc., or are adult learners turned awaydue to
7. demand?

Refer to the Note-Taking Tool: Key Area #2 - Regional Workforce Development Needs for guidinginterview
guestions and a space to take notes. When you have finished your research activities, capture your
findings in the Needs Assessment Research section of the IET Assess Tool for this research topic.

Needs Assessment Note-Taking Tool

Key Area #3: Community Resources to Support Your Program

Identify resources that can support your IET program and the learners who participate, including potential
funding sources, training providers, and a network of community organizations to provide

19
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supportive services. Information on researching each type of community resources is providedbelow.

Refer to the Note-Taking Tool for Key Area #3 - Community Resources to Support Your Program fora guiding
interview questions and a space to take notes. When you have finished your research activities, capture your
findings in the Needs Assessment Research section of the IET Assess Toolfor this research topic.

Needs Assessment Note-Taking Tool

Funding

Initial and ongoing financial support is vital to long-term sustainability and scalability of quality IET programs. You
will want to identify and research sources of federal, state, and local funding to develop and sustain an IET
program. IETs can be funded in a variety of ways, and states may have unique set of resources available
depending on state and local policies and priorities. Funding strategies that leverage non-Adult Education and
Family Literacy Act (AEFLA) sources often requireworking in collaboration with partners to serve a common
client.

As part of your research, you may identify and research sources of federal, state, and local fundingto develop
and sustain an IET program and identify emerging patterns of funding:

e AEFLA program funds authorized under Title Il of the WIOA (check with your state office for
guidance/direction)
Section 243 Integrated English Literacy and Civics Education fundsWIOA Title |
® adult, dislocated worker, and/or youth funds
State authorized adult education fundsPell
® Grants through Ability to Benefit
Temporary Assistance for Needy Families and Supplemental Nutrition Assistance Programemployment and
® training funds
State and local funding sources
State and local foundations that support programs that complement current public sectorprogram eligibility
requirements and goals
Supportive services provided by organizations, employers, foundations, agencies, andinstitutions of higher
_ learning

Interview key stakeholders and other individuals involved with state and local programs and
organizations to obtain funding-related insights.
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Potential Sources of Funding

& Supportive Services G R OB E

Area Adult Education Providers The agency designated in your state that maintains thestate’s
Workforce Development Service eligible training providers’ list.

Providers

Area Training Providers

Human Services and Supportive Agencies that provide child care, food bank, transitionalsupport,
Services Providers transportation services, etc.
State and Local Foundations Foundations that support programming that complements

current governmental eligibilityrequirements and goals.

Employers and Labor Organizations Employers and organizations interested in or currently
operating pre- or Registered Apprenticeships, on-the- job
training or work-based learning programming, andlabor
management partnerships.

Institutions of Higher Education Institutions that operate career pathway programs,
including CTE programs and customized training for
business and industry.

Key Questions to Answer:

What funding sources are available to support IET in this community and state? What
restrictions or requirements are in place to use each of these funding sources?Who is the
point of contact for this funding in this community or state?

How much funding is available? What costs/services can the funding cover? What
timelines and deadlines do | need to be aware of?

arMDdDE

Training Providers

Although you may already have an established partnership with a training provider, we encourage you to give
some thought to the range of potential training provider partners available to you, including those that provide
virtual learning opportunities. Your IET training partner should be willing to collaborate with you to identify
shared goals for the IET program that address both occupational skills and adult education components of the
IET, and to develop an integrated curricula with a single set of learning objectives. Such an approach results
in IET programs that arebetter able to connect participants to work opportunities upon successful program
completion.

Here are the characteristics of training providers who are best positioned to work with you on thedesign and
delivery of a quality IET:

e They have experience delivering training programs that are connected to industry
standards, industry recognized credentials, or CTE standards.

56



e They develop their curriculum in close collaboration with local employers; consider existingindustry
standards; and update their curriculum regularly to adapt to changing business needs.
They are willing to take the time to effectively align the occupational training with adulteducation
standards and workforce preparation activities.

Most community colleges have CTE programs funded through the Strengthening Career and Technical
Education for the 21st Century Act (Perkins V). All Perkins programs are required to haveadvisory boards that
provide input into the development of the training curriculum and the alignment of the industry standards.

As part of your research, you may:

o Interview workforce development board staff for insight into high-quality training providersin your region.
Interview training providers to understand the role businesses play in curriculum design anddelivery,
including whether they use industry-recognized curricula aligned to specific credentials.

Key Questions to Answer:

Who are the high-quality training providers in my region?Who are

potential, high-quality virtual training providers?

Which providers are accessible to my learners (public transit accessible, etc.)?

Which training providers are supportive of the integration goals of IET? Are they willing andable to invest the
time to integrate technical and academic components into the IET program?

When was the last time they updated their curriculum?

How much hands-on learning is provided as part of their curriculum?

What role do regional employers play in curriculum development and delivery?What are the

employment outcomes of recent program participants?

When applicable, is the curriculum aligned to industry-recognized standards or credentials?

1

2.
3.
4

©CENo O

Learner Supports

Strong IET programs knit together a range of community resources to meet learner needs beyondthe
classroom to ensure learner success. These resources include case management, supportive services
such as transportation and child care, career counseling, job placement and retention support, and more. If
you have identified and connected with local career pathway systems, you may also be aware of and have
access to community organizations or others that could provide supportive services for learners in your IET
program.

The results of your research will help you to determine the community organizations available to partner with
you to meet IET program needs. As part of your research, you may:

o ldentify the types of services and funding resources available to leverage for key learnerneeds,
such as:

o Personal needs (transportation, child care, etc.)

57


https://cte.ed.gov/legislation/perkins-v

o Educational support (occupational training, technology, and other equipment needs)

Financial support (tuition assistance)
o Career planning (counseling, job placement/transition to postsecondary education, jobretention

support)

Identify a point of contact for each community organization, program, and funding agencyand talk to
them about supporting key learner needs.

Conduct an asset mapping exercise to uncover additional sources of support for yourlearners if you

o

identify gaps in supportive services potentially needed.

Key Questions to Answer:

1. What services are available in my community to support learner success?What are the

2. requirements and procedures for accessing those services?

3.  Who provides these services—and what relationships might | need to build, or what
partnerships might | need to establish, to help my learners access them?

Key Area #4: Emerging and Promising IET Program Practices

Learn about and get inspired by promising IET program practices across the United States before youdecide on
possible approaches for your local IET program.

This research will help you align your IET program opportunity with best practices and build on theexperiences
and successes of others. As part of your research, you may:

Review case studies and profiles of IET programs provided in reports such as the WorldEducation

publication Integrated Education and Training: Implementing Programs in Diverse Contexts and

those highlighted in the Advancing Innovations project.

Interview providers of IET programs about which you would like to learn more.

e |dentify and observe/interview successful workforce development programs similar to IETin your
community. These may be run by CTE providers, WIOA Title | providers, industry associations, or

= others.

Key Questions to Answer:

1.  What are some key features of successful IET programs or other workforce development
programs that | might want to consider for our IET program designs? What made those features

effective in other programs?
2. What are some lessons IET providers or other workforce development providers havelearned
that we can factor into our work?

Refer to the Note-Taking Tool for Key Area #4 - Emerging and Promising Practices for guiding interview
guestions and a space to take interview notes. When you have finished your research activities, capture your

findings in the Needs Assessment Research section of the IET Assess Toolfor this research topic.

Needs Assessment Note-Taking Tool
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Key Area #5: Learner and Business Needs

Learners and the businesses that hire them are key customers of IET programs. To select and designan IET
program that responds to customer needs, you will need to have a strong understanding of learner goals,
challenges, and experiences; and the workforce needs of the business that will hire them.

Use the information you gathered on learners and businesses in Key Area #2: Regional Workforce
Development Needs to help you identify the types of learners you need to talk to and businesses in need of
qualified workers. If your research so far has suggested a focus on a particular community ofadult learners or a
particular industry or occupation of focus, be sure you include representatives of these groups in your research
now.

Refer to the Note-Taking Tool for Key Area #5 - Learner and Business Needs for guiding interviewquestions
and a space to take interview notes. Capture your findings in the Needs Assessment Research
section of the IET Assess Tool for this research topic.

Needs Assessment Note-Taking Tool

Learner Needs

As an adult education professional, you may be thinking, “Of course | understand my learners’ needs!” But
taking time to listen to learners in a focused way can uncover fresh insights into needsa potential IET program
could meet.

As part of your research, you may:

Conduct group or individual interviews with learners to listen deeply to their experiencesand uncover
needs.
Observe learners in classrooms or other settings to understand how they engage withlearning.

Key Questions to Answer:

1. What are the educational and career goals of potential learners?
2. What past education and training experiences do these learners have, and how do those
experiences impact their learning today?

What types of curriculum design and delivery strategies work best?

i' What experiences outside the classroom—both positive and negative—impact learnersuccess?
" What ideas do learners have about how IET programs should be designed?
5.

Business Needs

Understanding the needs of local businesses who may hire learners who complete an IET programcan help
you design a more effective program. As part of your research, you may:
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Interview industry associations, workforce development boards, or other business-serving

organizations to understand business needs.
Interview businesses who currently hire your adult learners. Note that you may want to revisit this step

® after you have selected an IET program so that you can carefully target yourtime with businesses.

Key Questions to Answer:

1. How do local businesses recruit and hire for the occupations we might target with an IETprogram?
What challenges do people in that occupation have that make it difficult for them to succeedon the job?

What makes employees successful in these companies?
How do employees advance in their career in these companies?
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1.2 Identify Key Insights from Your Assessment

You gathered a lot of information during your needs assessment. Now it is time to take a step back and
synthesize what you have learned by breaking down that information into manageable pieces and identifying
common themes and patterns that paint a picture of the needs and opportunities inyour community.

Key Steps for this Task

e Reflect as individuals.
o Reflectas ateam.
e Update your How Might We question.

First Round of Reflection

To begin to synthesize the research conducted during the needs assessment, review the findings and capture
key insights and takeaways in the First Round of Reflection section of the IET AssessTool, which
includes the questions below:

e What patterns exist in the research and stakeholder feedback related to unmet workforceand
learner needs that an IET program might address?

e What did you find interesting in the feedback? Include any “aha moments” or what you feltwas most
surprising.
e What do you want to discuss more with the group?

If you are working with a team, share the information collected in the IET Assess Tool with them and ensure

everyone can reflect on these questions before moving on to the second round. Ask yourteam to share their
reflections with one another.

Second Round of Reflection

When you first created your How Might We question, you took an educated guess on the focus of your
guestion based on what you believed to be the most pressing need at that time. This second round of
reflection will give you a better idea of what stakeholders really need and prepare you tobrainstorm potential
IET program opportunities. If you are working with a team, come together todiscuss the results of your
research and assessment after everyone involved has reviewed the IETAssess Tool information and each

person’s Individual Reflection. Capture your synthesis in the Second Round of Reflection section of the
IET Assess Tool.

To reflect as a team:

e Ask each person to share the key themes they identified, and identify common patternstogether. Invite
others to jump in if they noticed the same things during their reflection.

Work together to organize your insights and build a common understanding of the workforce needs and
® opportunities within your community by considering the questionsbelow:

o What unmet needs does our community have that IET can help address?
o What learner populations might we serve?
o What learner needs might we address through the IET program design?
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o What funding opportunities might we access?
o What industries and occupations might we target? How might we ensure that employerneeds are reflected

in our program design?
o Whatinnovative or promising IET practices did we learn about that might benefit ourcommunity?
o What partners do we need for this work? Which partners understand the value of IETprograms and are
willing to collaborate with us to build quality programs?
Aim to reach a consensus and develop a list of common themes, compelling insights, consistent problems,
and potential opportunities. At this point, you are not identifyingspecific IET program opportunities but
focusing on insights about stakeholder needs.

® Update your How Might We question to align with your consensus (see next section).

Update Your How Might We Question

Updating your How Might We question ensures it aligns with the common themes and insights identified
in the Team Reflection. At this point, you are not developing solutions but focusing onwhat your stakeholder
research tells you. When you do brainstorm solutions, your updated How Might We question will be used

to guide your efforts.
Examples of How Might We questions at this stage may include:

How might we use IET to connect English language learners to health care career pathways? How might we

)
use IET to connect adult learners to opportunities in the IT sector?

Enter your updated question in the Update Your How Might We Question section of the IET AssessTool.

62



1.3 Brainstorm and Select an IET Program Opportunity

You now have all the information you need to brainstorm potential IET programs opportunities andselect a
sustainable opportunity to design and develop.

Key Steps for this Task

e Brainstorm potential IET program opportunities.
e Refine your list and select a sustainable IET program opportunity.
e Transition to the Design and Plan phase.

Brainstorm Potential IET Program Opportunities

Your reflections and synthesis have prepared you to brainstorm IET program opportunities based onyour
updated How Might We question. You will start off with a lot of big ideas around the identified workforce and
learner needs and then refine them.

Your brainstorming session should result in a list of desirable IET program opportunities that address your How

Might We question and meet the needs of stakeholders, learners, and employers.Come to the table with open
minds full of ideas and set aside any constraints that enter your mind,such as funding, staffing, or resources, to
enable the open flow of ideas. You can revisit the constraints later when you refine your list.

Below are guidelines for effective brainstorming.

1. Noideais a bad idea. Brainstorming sessions are judgement-free zones that allow all team
members to feel comfortable, no matter their expertise or level in the organization.

Capture everything. Make sure your team writes everything down. This allows you to capture the
most creative and innovative ideas accurately so that nothing is forgotten.

Quantity over quality. Although it may seem counterproductive, at this stage it is better tohave more
3. ideas to explore. Multiple voices can inspire and enhance innovation.

Challenge traditional assumptions. Allow yourself to think in creative and imaginative waysand let
the ideas go where they may as you explore new and uncharted territories.

Capture your efforts in the Potential IET Program Opportunities section of the IET Assess Tool.
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Refine Your List and Select an IET Program Opportunity

The final stage of selecting an IET program opportunity is to take the program ideas identified during
brainstorming and refine and prioritize them based on what is desirable, feasible, and viable.To do this,
you will answer the questions below for each opportunity:

« Desirability: Do the stakeholders want this? Do we want pesirabje

this? Does the idea meet a need? Does the ideaadd value
Meets our
customers’ needs
)

and fit into people’s lives?

oS
I . . S 2
« Feasibility: Can we do this? Do we have the funding, o
i i i ?
staffing, resources, capacity, etc. to make this hgppen_. s o Within
Can we recruit learners who have the pre- requisite skills business our
for the program? \_ needs capabilities

STRONG IDEA

sustainable? Does the idea result in a solution that aligns with our program goals andleads to the outcomes
we and our learners need?

Come to consensus on the most desirable, feasible, and viable IET program opportunity to take intothe design phase. This
opportunity may be described as:

Viability: Should we do this, and will it be

An IET program that prepares English learners, with medical degrees in their homecountries, for

health care careers in this community.
An IET that connects learners to apprenticeship opportunities in the community’s IT sector.An IET that
® helps justice-involved individuals prepare for careers in the transportation sector.

Enter the high-level details of your selected IET program opportunity in the Selected IET Program
Opportunity section of the IET Assess Tool.

Transition to IET Program Design and Plan Phase
Now that you have identified an IET program opportunity, it is time to transition to the Design and Plan phase of

building an IET program. You will carry with you the information that relates to youropportunity in the IET Assess
Tool.
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Design and Plan

You completed the Research and Assess phase, selected an IET program opportunity, and now it istime to
design and plan your program.

Purpose

This section includes an organized design process and anlET
Planning Tool to help you create an IET program that addresses the
needs of the workforce and adult learners. Research

) & Assess
Key Tasks for this Phase

e Form ateam and identify program goals.

e Design a sustainable IET program structure.

e Plan the learner experience. Design )
e Create a program evaluation plan. & Plan [Eﬂj

Develop &
Implement

Evaluate -
& Improve
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2.1 Form a Team and Define the IET Program and Goals

A robust and sustainable IET program requires collaboration with individuals who are committed to and invested
in successful program outcomes for your target population. Your first task is to engagewith key stakeholders to
define the IET program and its goals. These efforts will be captured in the IET Planning Tool.

Key Steps for this Task

e Form a design team.
e Define the IET program and goals.

IET Planning Tool
You will use the IET Planning Tool to capture information and key decisions as you design and planthe program
structure, learner experience, and program evaluation.

Download the IET Planning Tool below and have it available when working through the Design andPlan phase of
the toolkit.

IET Planning Tool

Form a Design Team

In the Research and Assess phase, you identified an occupation within a career pathway, key employer(s), a
training provider, and a target population for your IET program. These decisions werecaptured in the IET Assess
Tool in the section titled Selected IET Program Opportunity.

Now it is time to roll up your sleeves and do program design and planning work. Depending on thestructure and
resources of your program and community, at a minimum this work may be done primarily by Adult Basic
Education (ABE) staff and staff who deliver occupational skills training.

Ideally, the team should include other partners who can help inform your IET program design,ensure it connects
to a viable career pathway, and supports learners’ needs.

Ideally, whoever is doing the work should be able to make decisions regarding the program structure, necessary
learner supports, and the integrated curriculum. If you are not able to engage with employers directly, ensure
that you have access to at least one stakeholder who can provide anemployer perspective.

Reflect on the resource mapping you completed during the Research and Assess phase, captured in the IET
Assess Tool under Needs Assessment Research, Key Area #5 — Learner and Business Needs.Consider
inviting team members or seeking input from partners who have resources and supports for adult learners.
These may include:

e Postsecondary education and training providers (e.g., community colleges, technicalschools,
apprenticeships, etc.)

e  Workforce Development Board or American Job Center representatives

e Community-based organizations
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o Healthand Human Services providers
Local and state government officials

Personalities matter in teams. Before inviting team members, consider if they will actively participate, respect
the opinions of others, collaborate, think creatively across disciplines, consult with a solutions-oriented mindset,
and make informed decisions. A diverse team with multiple perspectives leads to richer innovation. Move
beyond the usual “go-to” people to consider colleaguesin different roles, hierarchical levels, backgrounds, levels
of expertise, and disciplines.

As you add new people to your team, be sure to inform them of your learnings from the Researchand
Assess phase.

Enter the names of confirmed team members and the skills and experience they bring to the IETprogram
in the Team Information section of the IET Planning Tool.

Team Purpose Statement

A team purpose statement clarifies the need for and expectations of the team to potential members.When
reaching out to potential team members, you will want to provide a description of the IET program opportunity
identified in the IET Assess Tool under Selected IET Program Opportunity.

A good starting point for a purpose statement is to revisit your How Might We question from theResearch and
Assess phase to ask and clarify important questions like:

e Why do we need an IET design team?
What will the team focus on?

e Who does the team serve, and why?

Refer to the resource link, Team Purpose, for more information on creating a purpose statement.Capture
your purpose statement in the Team Information section of the IET Planning Tool.

Define the IET Program and Goals

You chose an IET opportunity during the Research and Assess phase because it met critical learnerand
workforce needs. The team will further design the IET program and identify the high-level program, learner,
and partner goals.

IET Program Summary

To more clearly define the IET program’s structure, goals, and outcomes, review the research captured in the
IET Assess Tool, including the section on Selected IET Program Opportunity. Discussthe research with
your team and further develop the following elements of your IET program:

e Program title and description o Career pathway and potential
Program timeline employers
e Target occupation Target populationFunding
® options
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IET Program Goals

Work with your partners to develop a broad set of goals for your IET program. These goals should address the
learner, business, and community needs identified in the Research and Assess phase and address the
programmatic goals of your key partners. Goals provide a common vision that can be revisited throughout the
design and delivery of the program; strengthen partner engagement; andlay the foundation for future curriculum
development as well as continuous improvement and evaluation processes. Setting program goals that are
measurable during program implementation orat program completion ensures that your program design aligns
with the results you want to achieve for your learners and partners. You will refer to the program goals as you
design your curricula.

Develop goals and outcomes for the IET program across three categories:

o Learner goals for the target population that describe expected successful workforce
development outcomes (e.g., obtain a better job).

Program goals that support learners and meet requirements of funding sources (e.g., provideon-ramps
* for lower-skilled individuals to enter a career pathway that results in living-wage employment; increase

the education functioning level of 90 percent of participants).

Partner goals for outcomes important to partners, especially employers (e.g., develop adiverse

candidate pool).

Capture your goals in the IET Program Summary section of the IET Planning Tool.

For more information and examples, please see Desk Aid 1: IET Program Goals and Outcomes.
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Desk Aid 1: IET Program Goals and Outcomes

Establishing the goals for your IET program will guide program and curriculum design, learner experience, and
partner engagement. Goals should capture what you want to see happen as a resultof your IET program across
three categories: program goals, learner goals, and partner goals. A good starting point for developing goals is
reflecting on the needs identified in the Assess phase that prompted you to build the IET program.

Work with your team to develop a shared vision for your goals. The questions below will guide youruse of the
SMART format during goal creation.

NN

Relevant — How does it meet the identified need(s)?

Time-Based — When will the goal be achieved?

Specific — What is the outcome you expect? How will it be accomplished?
Measurable — How will you know if you have accomplished it?

Attainable — Is the goal realistic given your capacity and constraints?

Below are examples of the different type of goals you may wish to consider for your IET program.Document
your goals in the IET Program Summary section of the IET Planning Tool.

Type of Goal SMART Goal Examples

Upon completion of the IET Program:

Learner goals focus on successful workforcedevelopment
outcomes:

Obtain a High School Equivalency credential
Accelerate basic skills development
Enhance English language skills

Explore a career

Transition to a postsecondary career and
technical education program

Access job opportunities
Obtain a better job

60% of participants obtain a high
school equivalency.

90% of participants increase an
educational functioning level.

60% of English learners transitionout
of English as a Second Language
classes.




Type of Goal SMART Goal Examples

Program goals describe the overall desired outcomesof
the program:

=  Provide pathways that lead to specific careersor
jobs

= Emphasize skills that are important for both
academic and career success

= Facilitate the smooth transition from basic skills
to postsecondary education or higher-level
training or careers

=  Accelerate skills development related to higher
education and work, including workreadiness or
soft skills needed to be productive in the
workplace

= Increase student retention and program
completion

=  Promote collaboration among adult education
programs, employers, and/or community college
faculty and/or other postsecondary education and
training providers

Within six months:

Build an onramp for at least 10 Adult
Basic Education Level 4 and5
learners per quarter to enter intoa
career pathway that results in

employment with average wages at or

above $35,000/annually.

Partner goals focus on engagement or outcomesimportant
to partners:

=  Provide an available skilled workforce
= Job placement
= Increased enrollment in training program

In the second quarter after completion ofthe

IET:

95% of participants in the
IETprogram who had
received Supplemental
Nutrition Assistance
Program (SNAP) benefits
no longer do.

65% of participants in IET
continue on to degree
programsat the community
college.

70% of participants
find employment in a

refatedoccupatiorn.




2.2 Design the Program Structure

Program success depends on having a structure that is supported by available funding, strong partnerships,
and effective program policies, and includes learner supports. The program structureshould allow your IET
program to be nimble enough to adapt to changes in funding, key program staff, and workforce needs. Next,
you will consider the elements of this structure and use the IET Planning Tool to capture your efforts.

Key Steps for this Task

Determine the instructional delivery approach.
Plan for sustainability.

Create a funding matrix.

Create a partner communication plan.
Determine program policies.

Prepare partner agreements.

Consider available learner support.

Determine Instructional Delivery Approach

IET programs require integrated curricula in which adult education and literacy skills and workforcepreparation
are contextualized to the occupational training curriculum. This requires intentional, thoughtful planning for
effective instructional delivery. As you design the structure of your IET program, think about who will deliver the
occupational and adult education instruction and where they will do their teaching.

Consider the following approaches for instructional delivery in designing your IET program:

Occupational trainer and adult education instructor team-teach concurrently, 100 percent ofthe time,
always in the same virtual and/or physical space. Both teachers equally plan and deliver the IET
program’s instruction in the same space at the same time with the same learners.

Occupational trainer and adult education instructor deliver instruction concurrently while inseparate
virtual or physical spaces 100 percent of the time.

Occupational trainer and adult education instructor team-teach some of the time in the same virtual
and/or physical space and some of the time concurrently in separate spaces. One instructor with the
required credentials for teaching both the occupational skills and adult education content delivers the
e instruction 100 percent of the time, either in virtual orphysical spaces.

TIP: Before determining your instructional delivery approach, refer to the state IET policy information you
gathered during the Research and Assess phase and ensure you comply with anystate policies regarding
who can deliver the occupational and adult education instruction (i.e., instructor credential requirements) and
how it is delivered (i.e., percentage of time required for theoccupational trainer and basic skills instructor to co-
teach for the program to be considered, counted, and possibly funded as an IET program).
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It may be helpful to observe another instructor when deciding on an instructional delivery approach.This video
series produced by the Washington State Board for Community and Technical Colleges gives a virtual
opportunity to see what team teaching looks like in the classroom.

Document the selected instructional delivery approach in the IET Program Summary section of thelET
Planning Tool.

Virtual Delivery of Lessons

If you are planning to deliver IET curricula content virtually, you will need a learning platform. Depending on the
resources available to your program, learning platforms can be as simple as a freeGoogle Site or more robust
learning management systems you may have access to, such as Google Classroom, Blackboard, Canvas, etc.
Do your research to see what options are available to you.

Consult the LINCS Community on Integrating Technology to learn more and access resources, suchas this
compilation of resources on transitioning to online learning.

Learning Platform Selection

Select a learning platform that:

e Includes mobile apps to support accessibility for learners without a computer.
e Provides ease of teacher and student use/access and completion tracking.
e Includes a variety of interactive options such as online assessment and peer discussions.

Transitioning to virtual delivery removes geographic and transportation barriers sometimes experienced in
rural communities; but this transition may exacerbate other barriers to learning,including access to and
comfort with technology and time and location for focused learning at home. For more information on
proving equitable access, refer to these resources:

e Equity-minded practices for teaching online (Harris and Wood webinar)Providing
the necessary supports for learners with disabilities. (WebAIM)Southern New
e Hampshire University best practices on remote teaching

IET program learners and learning objectives vary greatly, so each program will require differentstrategies
for the best virtual learning experience. Being resilient, persistent, and innovative is important as you work
to transform your IET program to be accessible remotely.

Plan for Sustainability

The goal of a quality IET program is to adapt to industry and adult learner needs as they arise. Sustainability
expectations for filling short-term demand for an employer differ from those for responding to an available
funding opportunity that requires long-term success. Planning for sustainability from the outset and designing
your program accordingly ensures all partners have thesame expectations.
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Create a work plan that identifies key priorities and tasks, who is responsible, timelines, and strategies required
to accomplish the tasks to help support sustainability. To build a quality programthat is set up for sustainability,
consider tasks that:

e Plan for any unforeseeable changes in key program and partner staff.Secure
funding sources that meet program and learner needs.
e Incorporate tracking of workforce trends and validation of the occupational and workforcepreparation
skills in the IET curriculum into the work plan.
Leverage partnerships related to learner outreach and recruitment, staffing, and
contingency plans.
Communicate progress to stakeholders.
Practice continuous improvement.

® |Investin ongoing professional development of IET program staff.

Determine your team’s approach to working together and how you will use the work plan to guideyour work—
for example, how will you approach planning and tracking task completion against a timeline? Refer to the
Team Information section in the IET Assess Tool to leverage the strengths ofexisting members when
making assignments.

Use the Work Plan Template in the IET Planning Tool to document your work plan and capturedetails.

Create a Funding Matrix

IET program funding may come from a variety of federal, state, and community sources that are either readily
available or require more in-depth planning. Regardless of the source or availability, aFunding Matrix will enable
you to analyze and plan for short- and long-term funding to support participant and program needs. This work
can also support sustainability and inform the partner agreements and curriculum design work that follows.

Use the Funding Matrix section of the IET Planning Tool to:

Forecast the costs for each component of the IET program. Identify gaps

in funding needs to meet any sustainability goals.

e Analyze existing and future potential funding sources identified in the Research and Assessphase,
including amounts, restrictions on use, timing requirements, and likelihood of continued support.

You will revisit your funding needs throughout the lifecycle of the IET program.

Create a Communication Plan

A communication plan for your IET program clarifies what will be communicated, how, when, andby whom.
This ensures there are no communication breakdowns, and all required outcomes and documentation are
captured. The plan should include:

Partner coordination: Communication channels and a meeting schedule to review IET progress
so that all partners can address concerns regarding their responsibilities and progress.
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e Program documentation: What should be documented, in what format, frequency, andstorage
timeframe.

® Information sharing: What is shared, how and when is information shared, and what isprivate to the
partner.

Reporting progress and results: How and when partners should report to each other duringprogram
design, implementation, and review. This should include plans to share programoutcomes and steps
taken to make program improvements.

Capture your decisions in the Communication Plan section in the IET Planning Tool.

Determine Program Policies

In the Research and Assess phase, you identified federal and state policies that impact your IET program. It is
also important to review your own and your partners’ policies and procedures (e.g., enroliment, attendance,
eligibility, reporting) and decide if any need to be revised. Consider how andwho will address these changes and
when they should be addressed, or if new policies need to be created.

Document your policy findings in the Program Policies section of the IET Planning tool and includeany
related actions in your work plan.

Prepare Partner Agreements

Partner agreements should be in place before the IET curriculum design work begins.
Agreements or memoranda of understanding (MOU) should include:

o Abroad strategic vision of the partnership, purpose, benefits, and expected outcomes of thelET
program
Expectations around roles and responsibilities, work plans, and communication plansreflective
® of asingle set of learning objectives across the IET program
Sustainability expectations for parts of the program like:
e O Adequate staffing
o Transition plans for key positions
o Contingency plans for emergencies

Capture any necessary partner agreements or MOUs in the Partner Agreements section of the IET
Planning Tool.

Consider Available Learner Supports

Effective learner supports foster learner success and address life issues that may occur during an
individual’s participation in the IET program. These supports may include assistance with thingssuch as child
care, transportation, and financial burdens that can impact an individual’s ability toparticipate fully or
complete the program.

The type of and order in which a student receives specific supports may vary depending on individual
needs and goals and on program requirements and resources, but the structure of alearner-supportive
IET should include these foundational elements:
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1. Direct learner activities (e.g., assessment, career planning, coordination of supportive services, and
follow-up) that are comprehensive, well integrated, and supported by qualitytools (e.g., assessment
instruments and Learner Success Plans) and resources
Tracking systems that support ongoing monitoring and documentation of services andoutcomes

2. Skilled career navigators or case managers who possess strong interpersonal communication skills

that enable them to develop supportive and productive relationshipswith learners

Administrative policies and practices and system infrastructures that support staff andpartners in

implementing the tasks associated with effective learner support.

Collaboration with partners can increase the capacity of career navigators or case managers to coordinate and
provide services that meet individual learner needs. Effective cross-collaborative strategies include exchanging
information about services, establishing formal customer referral andfollow-up procedures, and leveraging
resources.

Key Questions to Answer:

When integrating learner support into your IET program design, consider the following questions:

What supports are necessary for the targeted population of our IET program?What are the
personnel resources that are needed to offer these supports?

Does a partner provider offer a service at no cost to participants through referral? If not, whatis our
budget for each service? How will costs be covered?

What facilities are needed for each support? Are they in place? If not, what still needs to bedone to get
them in place? Are there costs associated? If so, how will they be covered?

® What materials, tools, and other resources are needed for each support, and how will they be
obtained/developed? Are there costs associated? If so, how will they be covered?

Refer to the assets you identified in the IET Assess Tool related to Key Area #3: Community Resources
to Support your Program. Determine appropriate supports identified in Key Area #2:Regional Workforce
Development Needs and Key Area #5: Learner and Business Needs.

Available supports will be coordinated for learners in an Individual Learner Success Plan that is created
during the intake process (considered in the 2.4 Design the Learner Experience section ofthe Design
and Plan phase).

Capture your plan for identifying learner supports in the Learner Supports section of the IET
Planning Tool.

For more guidance, refer to Desk Aid 2: Integrating Learner Support into IET Programs, and explorethese
resources:

e Issue Brief on Effective Case Management Key Elements and Practices from the Field
o Components of Case Management (p.2)
o Maximizing the Effectiveness of Case Management (p. 2)
o Case Managers and Their Skills (p. 7)
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o Cross-Organization and Cross-Program Partnerships (p. 10)
e Research-Based Kansas Adult Education Proficiency Attainment Model (PAM)

o PAM is the framework for all adult education programs in Kansas. It contains resourcesfor providing
effective and efficient adult education services (p. 8-13) through:

_  Pre-
enrollment
Orientation

— Assessment

Instructional planning
Instruction

High school equivalency
Transition planning

Desk Aid 2: Integrating Learner Support into IET Programs

Leaner support is important when addressing life circumstances that may impact an individual’s participation in
an IET program. Some may need assistance with child care, transportation, and finances. These
circumstances may impact an individual’s ability to participate fully and overcomebarriers to program

completion.

Below are learner support strategies to consider as you design your program.

Academic Support

Academic supports help
learnerssuccessfully complete
the IET program and transition
to a job or postsecondary
education.

Identify and offer academic
support through:

=  Opportunities for learnersto
participate in learning
communities or cohorts and
interact with other others

=  Career courses designed for
English as a Second
Language learners

=  Workshops on study skills,
test strategies, note-taking
strategies, and time
management

=  Academic and workplace
skills tutors

Financial Support

Financial supports address barriers
such as dependent care and
transportation that may impact learner
ability to succeed in your program.

Identify and offer financial support
through:

Partnerships that provide housing or
transportation assistance

Reduced training costs (tuition,
fees, books, supplies) associated
with your IET program

Public or private sources to offset
direct student costs including:

o

Student aid programs (including
Pell grants, Ability toBenefit grants,
and state grant programs)

Workforce Innovation and
Opportunity Act

Temporary Assistance for
Needy Families (TANF)

Personal Support

Personal supports
focus on individual

needs that may impact

participation and
success.

Identify and offer
personal support with:

=  Structured case
management

= Accessto
counseling for
drugs and other
addictions

=  Family support

=  Dropout
prevention
programs that
improve student
success



https://www.kansasregents.org/resources/PDF/Kansas_PAM_11.2019.pdf

= Learning labs where one- o Community Services Block

on-one computer-based Grant
tutoring may be offered o Trade Adjustment Act/Trade
=  Academic and career Readjustment Allowances
related_supports such as peer = Supplemental Nutrition
mentoring and career Assistance Program (SNAP)
coaches or navigators Employment and Training
= Assistive technology for = Employer-paid tuition
individuals with a disability reimbursement programs

=  Scholarships

2.3 Design the Learner Experience

In this section, you will consider the learner experience and the support learners will receive duringevery phase
of your program and beyond. This support will include an Individual Learner Success Plan designed to meet
individual student needs from intake through the transition to employment or postsecondary education

Key Steps for this Task

Design a Learner Success Plan that considers the learner experience.
Develop outreach and recruiting strategies.

Design the enrollment and intake process.

Consider accessibility needs of learners.

Plan the IET program schedule and location.

Design a Learner Success Plan that Considers the Learner Experience

If you want to create a successful IET program that supports your learners, you must think beyond basic
knowledge and skills building and consider the experience and support you want your learnersto have. An
Individual Learner Success Plan is an effective way to capture and support learner needsand goals and will be
considered more fully in the upcoming Design the Enrollment and Intake Process section.

e Pre-enrollment: The learner experience starts during pre-enrollment with effective outreachand
recruitment that sets the learner expectations for the program.

e Enrollment and intake: The learner experience is enhanced during the enrollment and intake
process when an Individual Learner Success Plan is developed that addresses theneeds of goals
of each individual learner.

e Participation: The Individual Learner Success Plan is utilized during program participationthrough
individual counseling and support activities that ensure persistence and success.
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Transition: The Individual Learner Success Plan guides learner preparation and decisionmaking
when it is time to transition to postsecondary education/training or long-term employmentin a
career path with a family-sustaining wage.

Develop Outreach and Recruiting Strategies

The first contact potential learners have with the IET program is through outreach and recruiting efforts. Work
with your partners to develop strategies to brand and design messaging for the IET program based on your
knowledge of the target population. You will also want to determine how toleverage partnerships to support
ongoing learner outreach and recruitment and support sustainability.

Key tasks to consider are:

Develop outreach strategies that reach your target audience and ensure equitable access.Survey
existing marketing materials for ideas.

e Brandyour IET program’s messaging.

Design your marketing materials.

For more information and examples of outreach and recruiting, refer to Desk Aid 3: Conduct Outreach and
Recruit Learners for IET Programs. Capture your plans in the Qutreach and RecruitingStrategies section
of the IET Planning Tool.

Desk Aid 3: Conduct Outreach and Recruit Learners for IET Programs

Consider How to Reach Your Target Population

Effective outreach and recruitment requires a strong knowledge of the IET program’s targetpopulation.

= Refer to the research on the target population you completed in the Assess phase.

= Consult with partners on the characteristics of the IET program’s target audience andhow to
best conduct outreach to recruit them.

= Consider a variety of audiences, including learners currently enrolled in your adulteducation
program or other untapped participants.

Survey Existing Marketing Materials for Ideas

Before creating any outreach materials, identify and review existing marketing materials for messaging ideas.
Reach out to other IET programs, partners, and stakeholders and ask them to sharetheir outreach brochures,
posters, and other materials.

= Leverage existing resources from other state agencies or initiatives.

=  Consider hosting a focus group and ask attendees to review and rate existing marketing materials
to identify those that can be modified or used as a guide for your IET program’smaterials.
Categories for feedback may include effectiveness of the design and content and relevance of the
materials to the target audience.



Brand Your IET Program’s Messaging

Once you have determined the messaging you will use for your program, work with your partners todevelop messaging
to “brand”your program in a way that attracts a wide range of learners.

= Develop outreach materials that convey the value of the IET program for adult learnersrelated to
in-demand careers and the acquisition of industry-recognized and/or postsecondary
credentials.

= Highlight adult education learner outcomes along with success stories to encouragepotential
learners to learn more about IET opportunities in their community.

You may also want to coordinate with your state office to design materials that can also be used by local providers
across the state and customized to highlight local partnership opportunities and provider services.If your state has
branded a phrase or term for IET that is already in widespread use, use it in the messaging. If available, seek assistance
from communications and public relations partner staff.

Design Your Marketing Materials

The design of your messaging should:

= Use accessible language that speaks to multiple audiences.
= Use visuals to convey the IET program’s opportunities, credentials offered, and supportservices.
= Be available as a download from the internet.

An IET program has a greater chance of success if staff are strong advocates that can readily communicate
information about the program in the community. Once your marketing materials aredeveloped, you will want to
identify ways to encourage providers, partners, trusted community collaborators, and IET program staff to conduct
effective outreach in their communities.

Design the Enroliment and Intake Process

The learner enrollment and intake process ensures that the applicant meets enrollment criteria and identifies

types of supports needed to allow for smooth entry into the program and ongoing success.You will need to decide
on:

e Enrollment criteria, including required assessment(s) for entry and passing score(s) Program
registration intake forms that incorporate the Individual Learner Success PlanLearner materials to
o distribute during intake

At the conclusion of the intake process, the learner should have appropriate IET program materialsand an
Individual Learner Success Plan.

Include the Individual Learner Success Plan in your intake process, and include elements that support learner
needs, accessibility needs, and college and career planning, as appropriate. This example intake form from
Nebraska’s Adult Education State Office can be used as a guide as youthink through the design of your
Individual Learner Success Plan.

For more information on the intake process, Individual Learner Success Plans, and suggested learner
materials, refer to Desk Aid 4: IET Program Enrollment and Intake. Enter your plans in theEnrollment and
Intake Process section of the IET Planning Tool.
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Desk Aid 4: IET Program Enrollment and Intake

The learner enrollment and intake process a) ensures the applicant meets enrollment criteria, including
necessary pre-requisites for required courses, and b) identifies the types of support neededto allow for smooth
entry into the program and program success. Be sure to consider the demographics of the population you are
targeting for the IET program when you design your intake process and forms.

Intake Process

IET program staff can use the information gathered during intake to help learners identify and refine personal
goals, better understand the program and career pathways opportunities, and craftan individualized Learner
Success Plan that includes needed supports and steps for college and career success. Expanding information
collected from learners during intake provides instructors with the information they need to inform individual
success.

Enrollment criteria may
include:

Program registration intake
forms may request:

Learner materials provided
during intake may include:

= Required assessments for = Contact information = Student guide and handbook

entry and identification of
passing scores

Program course pre-
requisites

Basic skills assessments

Demographic details
Education and employment
information

Information to inform the
Learner Success Plan

Schedule of classes or
services

Learning materials
Code of conduct

= Digital literacy skills
= Minimum education level
= QOther enrollment criteria

Interview Questions to Inform the Individualized Learner Success Plan

In addition to asking learners to fill out intake forms, you will want to interview each learner to getto know them
better and further refine their individual Learner Success Plan. This plan will includeinitial college and career
goals; barriers to participation that can be mitigated through learner support; accessibility needs; and goals
for participation.

Sample questions are listed below:

=  What are your short- and long-term goals?

=  What do you need or need to do to accomplish these goals?

=  What barriers could prevent you from accomplishing these goals?

= Are you currently receiving any services that help you overcome these barriers?
=  What s your level of commitment to achieving your goals?

=  Whatis your dream job?



= Why are you enrolling in this program?
=  What was your last educational experience?
=  What type of work experience do you have?

This example intake form from Nebraska’s adult education state office considers the questions above and
connects the information collected inform an individual plan similar to the Learner Success Plan described in
this toolkit. Use this example to think through the information you needto collect for your IET program.

Group Orientation

The intake process may include a formal group orientation for learners. Agenda topics may include:

= OQOverview of the IET program

= |ntroductions to staff and trainers

= Information on college and career awareness
= Class schedules

=  Expectations around conduct

=  Where to go for help and questions

Consider Accessibility Needs of Learners

Adult education programs are required to provide accommodations to individuals with disabilities. These
requirements are described on the Americans with Disabilities Act (ADA) website.

Consider the broad accessibility needs and considerations of your target population that need to beaddressed
in the IET curriculum and program related to:

e Testing and test-taking ability
Technology and internet skills

e Study skills, note-taking, and time management
Language barriers

Enter population-level needs into the Accessibility Needs section of the IET Planning Tool. Individual
accessibility needs related to special accommodations and assistive technology for learners with disabilities can
be integrated into the Individual Learner Success Plan to be shared with instructors and staff (considered in the
2.4 Design the Learner Experience section of the Designand Plan phase).

For additional resources on accessibility, please see the links below:

= Programmatic Accessibility for Colorado WIOA Partners is an online course
developed for Colorado adult educators that includes information on ADA requirements,
disability awareness and etiquette, and Section 188 of WIOA and Titlell responsibilities related
to accessibility.
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Plan the IET Program Schedule and Location

Work with your training provider to consider which location and scheduling options address learner needs and
maximize learner participation. Scheduling may be impacted by your choices for instructional delivery; other
program design decisions; and whether instruction and training occur virtually, face-to-face, or some
combination of the two. Ensure your decisions support any long-termsustainability goals you have for the IET
program.

Consider the following:

e Are there scheduling barriers to participation for the target population?
Are there opportunities for flexible scheduling, such as evenings or weekends?Are there
e Virtual training opportunities that can be included in the program?

Will the population have access to any needed technology?
e Can class locations and schedules be aligned to public transportation schedules?

Note: You may need to revisit and/or refine your program schedule and location plans once you have
developed the IET curricula, as there may be additional considerations related to the training.

Capture your scheduling decisions in the Scheduling and Location section of the IET Planning Tool.
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2.4 Create an IET Program Evaluation Plan

The Design and Plan phase is the time to plan steps to measure outcomes and incorporate continuous
improvement into your IET program. You will capture your program evaluation plan inthe IET Planning Tool.

Key Steps for this Task

o Consider program monitoring and continuous improvement.Design
your Program Evaluation Plan.

Consider Program Monitoring and Continuous Improvement

As you implement your IET program, you will want to understand whether you are implementing the program as
it was designed or intended, or if you are making updates to the implementation as you go. This understanding
will inform future program delivery. To keep a program running over multiple cohorts, you need to be able to
review program progress, improve program implementation,and share program improvement efforts and results.
The Program Evaluation Plan you create in thissection will help you:

e« Monitor whether the program is implemented as designed.Assess
whether learners achieve desired outcomes.

e Think about how to share the analysis with different audiences for different purposes.

The infographic below depicts the cycle of continuous improvement, moving from the program’s design,
planning, and development to implementing the program, then evaluating and continuouslyimproving the
program.

Continuous Improvement Cycle

Design, Plan, and Develop

The design of the program, curriculum, learner experience, and Program
Evaluation Plan and the related program materials you develop are the first Design,
steps in the continuous improvement cycle. Theseplans are your best effort to Plan &
design and develop a quality IET program that addresses the needs of your Develop
state. During these stages, be aware ofthe data you will need and how you will
collect it.

Implement

During implementation of your IET program, collect data outlined in

your Program Evaluation Plan to monitor program implementation and quality. Review thisinformation
at regular intervals to reassess and realign resources to ensure your program recruitment and
implementation targets are met.

Evaluate

Analyze data collected during implementation, including assessments and indicators captured on employment
and program completion, to identify how learners are faring during and after completing your program. This
evaluate phase will allow you to identify who improved, and how anyvariation in improvement could be associated
with differences in implementation by site or within
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priority populations. Conduct a gap analysis to take a deeper look into your implementation data toidentify and
brainstorm opportunities for program improvements.

Improve

Implement the best solutions and opportunities for improvement you brainstormed to improve yourlET program
as you revisit your program plans from the Design and Plan phase, or the curriculum and materials created
during the Develop phase. Begin the continuous improvement cycle again as you collect more data during
implementation to confirm the improvements according to the timeline set in your Program Evaluation Plan.

Design your Program Evaluation Plan

A well-designed Program Evaluation Plan will identify program goals and help you identify specific aspects of the
program you want to evaluate and improve. It will guide data collection, analysis, andreporting to support
continuous improvement. The IET Planning Tool includes a Program EvaluationPlan template to support your
planning.

There are two common types of evaluation for an IET program:

e Outcomes evaluation measures whether expected learner or partner outcomes are met. Process
evaluation measures how well the program is launched and implemented accordingto the program
- design expectations.

The first step in creating a Program Evaluation Plan is to think about what program outcomes andprocesses
you want to evaluate. As a starting point, refer to the high-level program, learner, and partner goals you
developed for your IET program in the IET Program Summary section of the IET Planning Tool.

Once you decide on your evaluation goals, enter them in the Program Evaluation Plan section of thelET
Planning Tool. Include additional details on how data will be collected to measure progress, timeframes, data
collection tools, analysis approach, any reporting requirements and related timelines; and how the results will
guide continuous improvement. As you input this information, you may find the need to revise your evaluation
goals to ensure you have a measurable and practical Program Evaluation Plan to guide continuous
improvement and the sharing of results.

The tables below include examples of how to enter outcome and process evaluation goals into theProgram
Evaluation Plan, which is part of the IET Planning Tool.
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1. Outcomes Evaluation Goals

Evaluation Type and Goal

Outcome evaluation research questionsusually
relate to:

e Progress toward expected learner
outcomes

e Learner outcomes at program completion

= Examples (one row for each goal):

o At least 25% of learners enrolled in adult
education or English Language Learners
(ELL) classes participate in the IET
program or complete the program.

e 70% or more of learners make a
measurable skill gain.

o 80% or more of learners earn an industry-
recognized credential.

e 60% or more of students transition
successfully to employment in the
targeted occupation.

Data

Needed
(Measures)

Data
around
results

elements
learner

Timeframe

o Implement
ation
(timeframe
to be
identified)

e Program
completion

Data
Sources

e Assessments

e Program
completion
records

e Credential
attainment
records

¢ Reports

Analysis
Approach

o Analysis
using
descriptive
statistics
(quantitative
data,
Microsoft
Excel)

Reporting

e Charts/graphs
with
descriptive
text

o Are there any
specific state,
local, or funder
reporting
requirements?

Continuous
Improvement

o How will you
follow up on the
evaluation results
for each goal
during
implementation?
Example: Reach
out to instructors
related to low
scores on
assessments or
poor progress.

Sharing
Results

¢ Is additional data
needed for
instructors or
program
administrators to
adjust the IET
program during
implementation
? How can you
share those data?

Is additional data
necessaryfor
longer-term
program
improvements?
How can you
collect and
share those
data?

Is this
information
important to
your funders?
How

can you share
those data?




Process Evaluation Goals

Evaluation Type and Goal

Data
Needed
(Measures)

Timeframe/
Schedule

Data
Sources

Analysis
Approach

Reporting

Continuous
Improvement

Sharing Results

Process evaluation research questions
usually relate to:

Program design

IET curriculum and instruction
Program implementation

Learner experience and perceptions

Examples (one row for each goal):
The quality of collaboration between
AE, ELL instructors, the occupational
skills trainer, and programs is rated
above average to excellent.

IET instructional staff participate in
and complete professional
development training on IET program
planning.

Outreach efforts result in 40% of the
learners participating in the IET
program being from underrepresented
populations (i.e., minorities, English
language learners, etc.).

90% of learners master content

needed to be successful across the
required components of an IET.

Data elements
around
program
implementation

o Implementation
(timeframe tobe
identified)

e Program
completion

e Surveys

o Observatio
n rating
guides

o Interview
guides

* Progress
reports/
logs

o Attendanc
e/enrollm
ent records

Analysis
using
descriptive
statistics
(quantitative
data,
Microsoft
Excel)

Review and
categorize
written
observations,
comments,
and notes
(qualitative
data,
Microsoft
Word)

o Charts/graphs
with
descriptive
text

o Narrative
summaries

o Are there any
specific state,
local, or funder
reporting
requirements?

o How will you
follow up on the
evaluation results
for each goal
during
implementation?
Example: Reach
out to non-
completers on
why they left the
program.

Is additional data
needed for
instructors or
program
administrators to
adjust the IET
program during
implementation?
How can you share
those data?

Is additional data
necessary for longer-
term program
improvements? How
can you collect and
share those data?

Is this information
important to your
funders? How can
you share those
data?




As you build your Program Evaluation Plan, the following tips may be helpful.

Collecting Data and Timelines

o Clearly identify required reporting elements.

For outcomes reporting, identify available data sources, whether data sharing agreements are needed
- (consider state, local, or partner-level databases, and management systems), andwhen data sets are
released.
Incorporate automated feedback loops into your Program Evaluation Plan when possible to reduce the
time burden on learners and partners. For example, you can use online surveys, forms, and program
performance monitoring logs to collect regular and systematic feedbackfor timely analysis.
Carefully consider timelines for data collection, which can serve as checkpoints to ensure the program
is being implemented as expected. Keep in mind the idea of creating a cycle ofcontinuous
improvement—ocollect data periodically, use it for program improvements, andcheck back in on the
impact of the improvements.
Include individuals with direct experience with what you need feedback on while also limiting the
number of people involved in the evaluation process. If you are working with acommunity college partner
that has an Institutional Research department, leverage their expertise.

Reporting

e Create a schedule for sharing feedback with stakeholders at various levels within yourprogram.

Continuous Improvement

e Asklearners and partners to provide suggestions for how to solve problems they have
encountered.

Additional resources on planning your evaluation and data collection activities are also availablethrough the
Pell Institute Toolkit and W.K. Kellogg Foundation, including guidance on how to:

e Develop evaluation questions.
Create a logic model to link evaluation to program activities and goals.Use a
e |ogic model to deepen your evaluation.

Link your research questions and data collection methods.

Transition to Develop and Implement Phase

In the Design and Plan phase, you designed your IET program structure, training curriculum, and thelearner
experience; and created a plan to evaluate the program during implementation. Now it is time to transition to the
Develop and Implement phase, where you will use a Single Set of Learning Objectives (SSLO) Template to
guide development of the curriculum and learner materials and implement your plans.
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Develop and Implement

The planning and IET program design work completed in the Design and Plan phase will guide thedevelopment
of learning content and program implementation.

Purpose

This section includes an organized process and an IET Planning
Tool to help you develop the IET curricula and othertools that will
help ensure that you achieve your program goals.

Key Tasks for this Phase

Get started by orienting staff and stakeholders and
providing professional development.

Develop the IET curricula.

Develop tools, procedures, and other program
materials.

Implement the IET program and collect data.

Research
& Assess

R4S

Develop & =
N evelop

Implement

2
AY
m
Z
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¢ REdY I

Evaluate r‘g
& Improve K.)
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3.1 Getting Started

Overview

Before you begin developing the IET curricula and implementing the program, itimportant to make sure all IET
staff, training partners, and stakeholders are on the same page regarding the program goals. In addition, you
will want to provide professional development for IET program instructors onhow to develop the integrated
curricula with a single set of learning objectives and to deliver the content effectively.

Key Steps for this Task

e Orient staff and stakeholders.
e Provide professional development.

Orient Staff and Stakeholders

To prepare for developing IET program materials and implementing plans created in the Design andPlan phase,
orient staff and stakeholders to ensure consistent understanding of the IET program goals and the learner
experience, communicate important policy and culture information, and set expectations.

This step does not need to be overly burdensome, but should not be overlooked. It could be as simpleas
preparing a slide deck and hosting a call for the staff and stakeholders to walk through the information.

The orientation may include:

e |ET program overview (context, goals, target audience, target occupation, career pathway,etc.)
e  Curricular planning and instructional delivery approach

e Basic understanding of the occupational training

e Accessibility accommodations

e Individual Learner Success Plan

Provide Instructor Professional Development

Strong, integrated curricula result from collaborative curricular planning among those familiar with the content.
This planning requires a commitment of time and resources from those who are delivering the instruction as well
as the leadership who influence staff resources and time. Curriculathat are not co-planned can appear disjointed
to the learner and may not achieve the goal of integrated contextualized learning.

You will want to ensure that your IET program instructors are prepared to develop new or enhance existing
curricular materials with a single set of learning objectives and to teach with the materialsusing the selected

instructional delivery model.
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Consider whether your IET program instructors would benefit from professional development on thefollowing
topics:

An in-depth review of the IET program and its goals

Best practices for creating integrated curricula with a single set of learning objectives,

- contextualizing instruction, instructional strategies when team teaching, incorporatingdigital
literacy skills, accessibility, and innovative instructional delivery methods Suggestions for and
examples of an integrated course syllabus to guide the integrated curricula delivery
Training/Job shadowing on the IET program’s industry/occupation and incorporatingoccupational
materials

3.2 Develop the IET Curricula

Overview

WIOA requires IET programs to integrate adult education and literacy activities, workforce preparation activities,
and workforce training activities with appropriate intensity and quality while supporting participant learning and
career planning. These activities must be provided concurrentlyand contextually, meaning that the adult
education and literacy activities, workforce preparation activities, and workforce training activities are:

e Each of sufficient intensity and quality
e Based on the most rigorous research available, particularly with respect to improvingreading,
writing, mathematics, and English proficiency of eligible individuals

e Simultaneously occurring within the overall scope of the IET program
e Using occupationally relevant instructional materials

For this task, you will work with your training provider to develop curricula that meets theserequirements.
Capture your efforts in the IET Planning Tool.

Key Steps for this Task

e Create a single set of learning objectives (SSLO).
e Build out units, lessons, activities, and assessments.

Create a Single Set of Learning Objectives

IET programs must use an SSLO to facilitate the contextualization of basic skills and workforce preparation into
training skills. The single set of learning objectives aligns the IET program’s specificadult education content
standards, workforce preparation skills, and workforce training competencies.

The SSLO template in the IET Planning Tool can be helpful as you align the occupational training provider’'s
curricula with adult education content standards and workforce preparation activities. The template is organized
by units, which may last one, two, or three weeks—or longer—and includes standards, skills, assessment
activities, and desired outcomes for the integrated learning. A

57
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well-done SSLO clearly articulates what your learners will know and be able to do after successfulcompletion
of the IET program, ensures that you are aligning the instructional content with the three required
components of an IET program, and helps guide the development of contextualizedlesson plans.

How to Create the SSLO

WIOA does not prescribe the process for creating the SSLO. A common approach is to begin with existing
occupational training curricula’s technical skills learning objectives, and then align basic adult education
literacy skills and workforce preparation activities with those objectives. Work withyour IET design team to
determine the best process for your IET program.

You may already have a single set of learning objectives for your IET program but may call it something else.
For example, you may refer to your SSLO as high-level performance outcomes withthe skills and competencies

required to accomplish them. Or perhaps you refer to your SSLO as terminal objectives with a subset of

objectives—called enabling objectives—that detail the specific workforce training, adult education, and
workforce preparation knowledge and skills needed to accomplish the terminal objectives.

Regardless of the approach and terminology you use, your SSLO must show how the three required
components function cooperatively to enable learners to accomplish the desired program outcomes.

This Toolkit describes two ways to create the SSLO. Use the SSLO Template as you complete thereview and
alignment steps outlined below.

Option 1: Begin with the Occupational Component

In this approach, you begin with existing workforce training curricula and build the adult educationcontent and
workforce preparation activities onto them. Once you have the identified skills and competencies from across
the three areas, you develop the SSLO to align with your program goals.
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IET Program Goals

Set the stage for the SSLO

Skills & Competencies Needed

lnform the Development of the SSLO

Single Set of Learning Objectives

Frames the Integrated Curncula
Integrated Curricula
(Units, Lessons, and Activities)

Step 1: Identify the workforce training skills and competencies.

These may exist if you are working with existing occupational training materials and/or may require
modification as you work through this process. You may also need to start fromscratch if these do not
exist.

a. Review the occupational skills standards that support mastery of the trainingcontent.

Work with your training partner to identify the specific knowledge, skills, andcompetencies
needed to accomplish each of the high-level performance outcomes/objectives in your

b ssLo.
Work with your training partner to identify workforce training skills and competencies
needed to successfully complete the training and obtain industry-recognized credentials.
C.

Step 2: Identify the state adult education standards to align with the occupational trainingskills
and competencies.

a. Analyze the occupational training curriculum and materials to identify the stateadult
education standards that will address skills gaps related to the technical skills training
and activities and support mastery of the occupational training content.

b. Determine the adult education academic literacy skills and competencies thatalign
with the identified state standards and that are needed for course completion and
transition to employment and ongoing educational opportunities.
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c. Focus on the specific literacy skills and activities nheeded to complement the
occupational training component of the IET. Do not try to make skills fit that arenot
applicable.

Step 3: Identify workforce preparation skills and competencies.

a. Analyze the occupational training curricula, review O*Net, and/or consult with local
industry representatives or local Workforce Development Board/AmericanJob Center staff
to identify related workforce preparation skills.

Include any skills related to required credentials and/or licensures.

b.

To facilitate clear communication, use a workforce preparation skills framework, such as
C. the Employability Skills Framework or your state’s framework.

Once identified, compare the occupational training learning objectives toworkforce needs
q and note additional adult learner needs.

Step 4: Develop the individual, high-level performance outcome statements that, when
combined, will comprise the single set of learning objectives.

What should the learner know or be able to do upon completion of the unit to evaluate
competency or to obtain a credential or certification?

a. Work with your training partner to develop a set of measurable performanceoutcomes
needed to achieve the overall program goals.

For example, one desired performance outcome may be that learners will obtainan
industry-recognized credential.

Write the desired performance outcomes so that they clearly articulate the desired
b. behavior or skills, the conditions under which they must occur, and thebenchmark against
which they will be measured.

Review your list of high-level performance objectives to ensure they are meaningful,
measurable, clear to anyone reading them, and aligned with theprogram goals.

Step 5: Confirm alignment of the SSLO with program-level goals and outcomes.

Are all the program-level goals you created in the Design and Plan Phase adequately
represented in the SSLO?

a. Map each performance objective in the SSLO to the program-level
goal(s)/outcome(s) it supports.

b. Identify any program-level goals that are not supported by at least one
performance objective in the SSLO.

c¢. Ifagoalis not supported, determine if it is still appropriate for the IET. If you determine it
is no longer a goal you intend to work toward, remove it from yourlist of goals. If it is still
appropriate, revisit your SSLO to make sure the goal is represented.
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Option 2: Begin with the End in Mind

In this approach, you may not have chosen to use existing occupational skills training materials, or you may be
creating new occupational skills training that integrates adult education and workforce preparation activities. In
this case, the process of creating the SSLO informs the identification of skills and competencies needed to be
successful in the new IET program, and the identified skills and competencies frame the development of the
curricula.

The steps are essentially the same in both options, but they are performed in a different order.

IET Program Goals

Set the stage for the Skills & Competen0|es
for the 3 Required Components

Skills & Competencies Needed

lnform the development of the SSLO

Single Set of Learning Objectives

Frames the integrated curncula

Integrated Curricula
(Units, Lessons, and Activities)

Step 1: Develop the individual, high-level performance outcome statements that, when
combined, will comprise the single set of learning objectives.

Step 2: Identify the workforce training skills and competencies.

Step 3: Identify the state adult education standards to align with the workforce trainingskills
and competencies.

Step 4: Identify workforce preparation skills and competencies.

Step 5: Confirm alignment of the SSLO with program-level goals and outcomes.

Additional Support for Standards Alignment: Teaching Skills That Matter: https://lincs.ed.gov/state-
resources/federal-initiatives/teaching-skills-matter-adult-education

For an example of a completed SSLO Template, see Desk Aid 5: Single Set of Learning ObjectivesExample
below.
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Desk Aid 5: Single Learning Objective Example

The Single Set of Learning Objectives Template in the IET Planning Tool can be used to document your single set of learning objectivesand
align the relevant workforce training, adult education literacy, and workforce preparation skills and competencies needed to achieve them. The
completed template can later be organized by units of instruction into your scope and sequence or curriculum map with activities and assessment
strategies.

A sample completed SSLO template with three integrated learning objectives is below. The full list of learning objectives is in the shaded area at the
top of the table. In the subsequent rows, each objective from the set has aligned skills and competencies from thethree required components along
with the applicable adult education standards. Note that some units may have more than one integrated learning objective.

Manufacturing Integrated Education and Training (IET) Program

Single Set of Learning Objectives:

1) Given a micrometer, a 6” scale, simple manufacturing specification blueprint with missing measurements, and a math worksheet,
learners will apply knowledge of fractions and decimals to take and record precise measurements in decimalsand fractions and use the
measurements to answer fraction and decimal addition and subtraction questions with 80% accuracy.

2) Given a scenario of a manufacturing workplace environment with multiple safety violations, learners will apply knowledgeof safety protocols
to identify safety violations and the appropriate actions to take to maintain a safe working environment with 80% accuracy.

3) Given atechnical drawing of a part with customer specifications, learners will follow the proper order of operations andapply
appropriate safety protocols to produce the part to customer specifications using the appropriate tools with 80% accuracy.




Unit 1 Learning Obijective(s):

1) Given a micrometer, a 6” scale, simple manufacturing specification blueprint with missing measurements, and a math worksheet, learners will
apply knowledge of fractions and decimals to take and record precise measurements in decimals and fractions and use the measurements to

answer fraction and decimal addition and subtraction questions with 80% accuracy.

Workforce Training Skills

and Competencies

Adult Education Content
Standard(s)

Adult Education Literacy
Skills and Competencies

Workforce Preparation Skills
and Competencies

* Read a 6”scale
* Read a micrometer

* Read a simple blueprint

* Extend understanding of
fraction equivalence and
ordering (Mathematics
4.NF.1-4.NF.2)

* Build fractions from unit
fractions by applying and
extending previous
understanding of operationson
whole numbers. (Mathematics
4.NF.3 —4.NF.4;5.NF.1 -
5.NF.6)

* Measure and estimate
lengths in standard units
(Mathematics 2.MD.2 -
2.MD.4)

¢ Convert measurements from
inches to centimeters

* Convert whole numbers to
fractions

* Add and subtract fractions

Apply mathematical
operations, concepts, and
reasoning

Demonstrate quality
consciousness

Demonstrate self-
management strategies

Work within a team




Unit 2 Learning Objective(s):

2) Given a scenario of a manufacturing workplace environment with multiple safety violations, learners will apply knowledge ofsafety protocols

to identify safety violations and the appropriate actions to take to maintain a safe working environment with 80% accuracy.

Workforce Training Skills

and Competencies

Adult Education Content
Standard(s)

Adult Education Literacy
Skills and Competencies

Workforce Preparation Skills
and Competencies

* Understand and apply
shop safety practices

* Understand and apply
machine safety practices

* Use lathe, mill, grinders,
bandsaw, drills

* Determine a theme or central
idea of a text and how it is
conveyed through particular
details; provide a summary of
the text distinctfrom personal
opinions or judgments (CCRS
Reading 2D)

* Follow precisely a complex
multistep procedure when
carrying out experiments,
taking measurements, or
performing technical tasks
(CCRS Reading 3 D)

* Read a safety manual and
identify key safety practices

* Tell another student the
directions for proper safety
protocol

* Sequence a written series of
steps to follow in a safety
emergency

Read with understanding

Apply health and safety
concepts

Locate and use resources

Demonstrate self-
management strategies

Work in a team




Unit 3 Learning Objective(s):

3) Given a technical drawing of a part with customer specifications, learners will follow the proper order of operations and applyappropriate safety
protocols to produce the part to customer specifications using the appropriate tools with 80% accuracy.

Adult Education Content
Standard(s)

Workforce Training Skills Adult Education Literacy

Skills and Competencies

Workforce Preparation Skills
and Competencies

and Competencies

* Read a blueprint

* Understand and apply
concepts of tolerances in
manufacturing

* Understand and apply
manufacturing process
order of operations

* Integrate technical
information presented in
different media or formats as
well as in words to develop a
coherent understanding of a
topic orissue (Reading Anchor
7D)

* Follow precisely a complex
multistep procedure when
carrying out experiments,
taking measurements, or
performing technical tasks
(Reading Anchor 3 D)

* Read and understand main
ideas from different
documents, drawings, and
images

* Explain main ideas to
others

* Read and order directions to
match an established
procedure

Observe critically

Demonstrate quality
consciousness

Demonstrate self-
management strategies

Speak clearly and concisely




Build Out Contextualized Units, Lessons, Activities, and Assessments

The SSLO, with its aligned standards, skills, and competencies, is the starting point for developingcontextualized lesson
plans and activities that integrate technology and scaffold learning.

Survey and Analyze Existing Curricula

Use the SSLO to guide your efforts to identify instructional content that meets the needs of your program and/or has
examples of standards and conventions to emulate. Look for curriculum examples and accompanying materials that
are contextualized to incorporate level appropriate adult education content standards, workforce preparation skills
activities, and college and careerplanning. You may have already done some of this work in the Research and Assess
phase whenyou researched promising practices for IET programs.

For strategies for collecting curricula examples and criteria for analyzing them consistently, refer toDesk Aid 6:
Analyze Existing IET Curricular Materials.

Desk Aid 6: Analyze Existing IET Curricular Materials

Before developing new material, spend some time surveying existing IET programs from other sources to
see iffhow they might meet your needs and/or offer a quality example for your curriculum. You can save
yourself time and energy if you do not have to develop your integratedcurriculum from scratch. You may also
find great examples of standards and conventions to emulate.

Step 1: Collect and Survey Existing Curricula Examples and Accompanying Materials

= Reach out to colleagues with experience teaching or designing IET programs.
o Ask forinput on qualities to look for in a strong IET program.
o Ask for suggestions of sector-based contextualized curricula to review.
o Askif they have relevant materials they have created to share.
o Talk with local training partners and collect relevant curricula, occupationally relevantmaterials,
and job-specific language.
Contact local employers and request training materials used on the job.
Explore the LINCS Resource Collection and the LINCS Learner Center for occupationallyrelevant
materials and curricula.
Conduct an online search for open-source curriculum and activities as well as existing IET courses you
may be able to adapt (for example: using the search term “manufacturing curriculum”returns results
such as Manufacturing Curriculum: Career Development Moduleor “manufacturing lessons” returns
Manufacturing Teacher Resources).
o Suggested search terms include the following: workplace curriculum, contextualized activities,
relevant sectors (e.g., manufacturing, construction, nursing), and occupationalmaterials.
Review these strong examples of contextualized curricula (although there is no perfectcurriculum).

o lllinois Community College Board (author Ray Pendergast): Math for Manufacturing



https://lincs.ed.gov/resource-collection/about
https://learner.lincs.ed.gov/
https://www.iccb.org/iccb/wp-content/pdfs/adulted/Manufacturing%20Curriculum/Supplements/13_MathForManufacturing_v143_dec2013_ICCB.pdf

o Virginia Adult Learning Resource Center: Building Basics (English as a Second
Language)

o Women Employed & City Colleges of Chicago (developed by Stephanie Sommers):
Transportation, Distribution, and Logistics Career Bridge (High Intermediate Adult BasicEducation)

Step 2: Analyze Curricular Materials

Look for opportunities to leverage existing content, instructional approaches, and learner experiencedesign. Use
the Curriculum Analysis Criteria List below, which provides factors to consider during your analysis of existing
curricula. If a curriculum seems promising but some factors are missing, consider whether you can make
modifications to address the gaps.

Curriculum Analysis Criteria

Criteria Factors to Consider

e Curriculum adheres to Workforce Innovation and Opportunity Act (WIOA)-definedIET
requirements.

e Provides high quality content, activities, and materials.

e Effectively incorporates technology.

Strong e Activities are contextualized using occupationally relevant materials.

Example of e Curriculum provides opportunities for students to apply or practice learning in anauthentic
Quality IET context (e.g., on the job learning, training lab).

Program e Activities can be closely aligned and contextualized to the target skills training.

e Teaching time is proportional to the training.

e The Single Set of Learning Objectives is comprised of individual learning objectives that
integrate the adult education content standards (CCR or other statelevel standards),
occupational skills, and workforce preparation activities,

e The curriculum incorporates active learning strategies and techniques to reinforceconcepts
and increase learners’ motivation and engagement, as well as persistence and pursuit of
further education and training.

e The activities and materials are scaffolded.

Learner-
Centered e Materials acknowledge/draw on learners’ background knowledge and experiences.
e There are suggestions for diversifying learning for individual student needs andinterests.
e Adult learning principles are evidenced in learning activities.
Adult e The adult education and literacy activities build academic knowledge and skills.
u
Education e Academic skills are taught within the context of the skilled training materials.
a_nd e The adult education and literacy skills activities integrated into the curriculum are
gllt('el[acy appropriate for the target job or occupation.
ills

e The curriculum is well aligned with the Knowledge, Skills and Competencies (KSC)of your

IET program.



https://valrc.org/learning/esol/bb.html
https://valrc.org/learning/esol/bb.html
https://womenemployed.org/wp-content/uploads/2019/11/TDL-Semester-1-NEW-8-23-2017-FINAL.pdf
https://womenemployed.org/wp-content/uploads/2019/11/TDL-Semester-1-NEW-8-23-2017-FINAL.pdf
https://womenemployed.org/wp-content/uploads/2019/11/TDL-Semester-1-NEW-8-23-2017-FINAL.pdf

Skilled . .
Training e The occupational vocabulary is addressed.
Inclusion in e The lessons are based on occupationally relevant materials and activities.
the Adult . . . e
Education e The curriculum addresses and reinforces skills needed for certifications or
Class assessments.
e The curriculum accounts for check-ins with the skilled training instructor.
e Students learn about the occupational career pathway in both the adult educationand
occupational training components.
e The adult education activities engage learners in building needed workforce
Workforce preparation skills (e.g., collaboration, group work, reflection).
Preparation . . . .
Activities e The workforce preparation activities are appropriate for the target job or
occupation.
e The workforce preparation activities are contextualized to the training and adulteducation
context.

Step 3: Repurpose or Adapt Existing Curriculum Materials

Work with your team to analyze existing curricular materials and determine whether they can beadapted for
your IET program. Brainstorm ideas for how you might adapt them to fit the needs of your program.

Use the simple flowchart shown as you assess the curricular materials and the accompanying instructional
materials and determine if you can repurpose (i.e., use “as is”’) or adapt (i.e., modify/editto suit your
purposes) them for your program.

Review the materials.

Do the

materials meet
the requirement

“as is?”

Can they be

easily adapted

to meet the
requirement?

Adapt the materials to meet
Do not use the materials. the requirement.

Repurpose the materials
and incorporate them into
your curriculum plan.

Identify ways to adapt the
materials to meet the
requirement.




Develop Contextualized Instructional Materials

Contextualized instructional materials are an essential component of IET programs. Contextualizedinstructional
materials link the learning of basic skills with occupational content by focusing teaching and learning directly
on concrete applications in a specific career context. Using the SSLO you created as a guide, work with your
training partners to revise existing or build new contextualized lessons and activities that integrate adult
education and literacy activities and workplace preparation activities with occupational training content.

When contextualizing materials, instructors may:

Modify existing workforce training materials or develop new materials to integrate basicskills and
workforce preparation activities.
Adapt and integrate any existing adult education curricular materials, as appropriate. Develop a
* unified syllabus to help learners see how courses connect across the full IET program.
Include activities that allow learners to practice and demonstrate acquired skills. Incorporate formal
" and informal formative assessments to confirm learner understandingand skill development as they
work through the curriculum.
® Review the accessibility requirements developed in the Design and Plan phase and ensureall
materials meet these guidelines (refer to the Accessibility Needs section of the IET Planning
Tool).

For more information, refer to Desk Aid 7: Develop Contextualized Instructional Materials.
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Desk Aid 7: Develop Contextualized Instructional Materials

Your role as an adult educator is to collaborate with your training partner and content/industry experts to plan
and develop curricula. It is not your role to develop a deep understanding of and/orteach the occupational skills

in the IET program.

= Work with your training partner(s) to contextualize the IET curriculum by identifying andaddressing
gaps in academic, language, and employability/workplace skills that learners need to successfully
complete the IET program and transition to employment and/or postsecondary education and

training opportunities.

=  Work with or get feedback from training or industry stakeholders to ensure materials are
contextualized to the target job or sector.

Use the Developing Contextualized Lessons and Activities Checklist below guide the development of

contextualized lessons or activities.

Developing Contextualized Lessons and Activities Worksheet

If yes, If no, how will you

Does the lesson/activity use authentic
language, materials, and tasks that are
aligned with industry standards and
assessments?

Yes/No describe how modify it?

Is the lesson/activity contextualized tothe
target job or sector?

Does the lesson/activity reflect real-
world situations the participant will
encounter “on the job?”

Does the lesson/activity incorporate
foundational basic skills content
standards and technical standards to
support learner comprehension and
mastery?

Does the lesson/activity align with the
identified learning objectives, includingthe
single set of learning objectives?

Does the lesson/activity address thegaps
in meeting all three IET components?

Does the lesson/activity allow studentsto
practice and demonstrate relevant
acquired skills?




Examples & Resources

Example of a lesson on decimals contextualized to a manufacturing curriculum. Seepage 3 of
Pendergast, R. (2013), Math for Manufacturing, Student Workbook, Illinois Community College
Board.

Examples of sector-based contextualized curricula:

O
@)

o

lllinois Community College Board (author Ray Pendergast): Math for Manufacturing

Virginia Adult Learning Resource Center: Building Basics (English as a Second

Language)

Women Employed & City Colleges of Chicago (developed by Stephanie Sommers):
Transportation, Distribution, and Logistics Career Bridge (High Intermediate Adult Basic
Education)

Resources for learning more about contextualizing instruction:

e}

e}

ACP: Designing Contextualized Instruction (2.5 hours): This course features three modules:
(1) Understanding Contextualized Instruction; (2) Building ContextualizedInstruction; and (3)
Overcoming Development Challenges.

Workforce Preparation Activities in the Classroom: Contextualizing Employability Skills for
Deeper Learning (1.5 hours): This course familiarizes participants with howworkforce
preparation and employability skills can be incorporated into instructional activities.



https://www.iccb.org/iccb/wp-content/pdfs/adulted/Manufacturing%20Curriculum/Supplements/13_MathForManufacturing_v143_dec2013_ICCB.pdf
https://www.iccb.org/iccb/wp-content/pdfs/adulted/Manufacturing%20Curriculum/Supplements/13_MathForManufacturing_v143_dec2013_ICCB.pdf
https://www.valrc.org/learning/esol/bb.html
https://womenemployed.org/wp-content/uploads/2019/11/TDL-Semester-1-NEW-8-23-2017-FINAL.pdf
https://courses.lincs.ed.gov/course/view.php?id=21
https://courses.lincs.ed.gov/course/view.php?id=203
https://courses.lincs.ed.gov/course/view.php?id=203
https://courses.lincs.ed.gov/course/view.php?id=203

Determine Assessment Strategies

Determine your assessment strategy to confirm acquisition of knowledge and skills. For example, will you use a
role-play exercise, a group presentation, or perhaps a written exam? Regardless of theassessment methods
you select, make sure they closely align with your SSLO and provide opportunities for learners to demonstrate
competency/mastery of the SSLO.

Integrate Digital Literacy into Instructional Materials

When building out your contextualized lessons and activities, look for opportunities to promotedigital literacy.
This is an important workforce preparation skill.

What are Digital Literacy Skills?

WIOA defines the term “digital literacy skills” consistently with the definition contained in the Museum and

Library Services Act of 2010, “the skills associated with using technology to enableusers to find, evaluate,
organize, create, and communicate information.”

Digital literacy skills include:

e Basic computer skills: Skills needed to control devices and use them to accomplish simpletasks,
such as viewing and patrticipating in IET lessons delivered virtually.

Network literacy: Skills needed to access, curate, and disseminate information found onsocial media
® and other digital sources.

Digital program solving: Using digital technology to acquire and evaluate information; communicate
with others; and perform practical tasks to accomplish goals across personal,educational, and
professional domains.

Information literacy: Ability to recognize when information is needed and how to locate,evaluate, and
use the information, including using technology to enhance it.

e Media Literacy: Using the range of media found online to find, evaluate, use, andcommunicate
information.

Assessment Activities that Promote Digital Literacy

There are a variety of ways to assess competency of a skill that promote digital literacy. Here are afew
examples:

e Assign and grade online quizzes, text-based class discussions, group or individual projectwork, and
other assignments through an online learning portal.

e Leverage online peer discussions for learning topics and group project work. This asynchronous
approach supports flexible learner schedules and documents understandingand effort.

e Get creative with project work; learners can create presentations to present virtually orupload or
share a video report-out using a cell phone.

Incorporate Virtual Activities

There are many virtual activities to choose from to enable learning activities, and it can seem daunting to
understand the numerous options and how to integrate them to achieve the learning
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objectives. The table below shares examples of technology you can leverage, followed by a checklistto
consider when providing virtual instruction and ensuring access.

Technology Activities

Learning
platform

e Incorporate peer discussions, assessments, and other features as
available based on your platform.

Communication
applications

e Use no-cost mobile apps (e.g., WhatsApp, Facebook Messenger, etc.)
tocommunicate schedules, check-ins, and learning opportunities.

e Use virtual platforms (e.g., Zoom, GoTo Webinar, Google Suite, Microsoft
Teams, join.me, etc.) to deliver online instruction and/or facilitate real-
time group activities.

Collaborative
applications

Incorporate free collaborative tools into learner activities, such as:

e Analysis and synthesis activities using Google Docs, Blogger,
etc.,with peer feedback.

e Peersharing using LinkedlIn, Facebook, Twitter, etc.

e Assessment using polling or quiz questions (Kahoot, etc.), or
asklearners to create their own quiz questions and share with
peers.

Online learning
sites

Use no-cost sites (e.g., Khan Academy, Learning Upgrade, Codes, etc.) foractivities
that reinforce key concepts.

Virtual Learning Checklist

Instruction

e« Consider the scope and timing of the virtual delivery. How many lessons will be online,some/all?

Determine which lessons will be delivered in real-time using teleconferencing tools (e.g., Zoom, GoTo
Webinar, Google Suite, Microsoft Teams, join.me, etc.) or if they will be deliveredasynchronously on the

® |earning platform (downloadable or online viewing). Please note thateven if all lessons are delivered
virtually in real time, a learning platform is still required forancillary learning content.

Determine the best way to deliver instructional content using a multimodal approach. Options may
include pre-recorded virtual presentations; podcasts; or links to real-time,scheduled lessons. Tools like
virtual whiteboards and shared documents add to the interactivity.

Supplement lesson instruction with text-based content, multimedia elements (graphics,videos, audio),
e and links to other learning content including blogs and articles.
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Access

e Encourage learners to use free virtual tools like Google Docs and Google Sheets for
assignments. These are available on mobile devices as well.

e Consider providing additional support working within the social media platforms learnersalready use,
like a class Twitter or private Facebook page.

For more information and resources on virtual lesson delivery and learning activities, refer to DeskAid 8:
Examples of Technology Tools to Promote Digital Literacy.

Desk Aid 8: Examples of Technology Tools to Promote Digital Literacy

Incorporating technology in your instructional delivery mechanisms can enhance the learner’'sdigital
literacy and support adult education providers. The chart below provides examples of technology tools and

their use in an educational context.

Category Tool Technology Tools in Educational Context
Multimodal Audio: Podcast: Increasing student engagement using podcasts - Case study(video):
Communication |Podcast http://www.youtube.com/watch?v=n_as7U109qQ
Tools S Integrating podcasting into your classroom (video):
http://www.youtube.com/watch?v=ExkMeQfuLGc
Using Pinterest to make career development learning interesting to college
\ideo: students:
1deo- https://associationdatabase.com/aws/NCDA/pt/sd/news_ article/6628
YouTube 0/_PARENT/layout_details_cc/false
TeacherTub [Online newspaper: Automatically find, publish, and promote articles,videos, and
eVimeo photos across the web using the search criteria entered:
How to Create a Paper.Li Newspaper!
Multiple Means of Action and Expression: VoiceThread allows learners or
Images: teachers to asynchronously record comments by text, voice, or video on a
Pint t shared presentation that can include any form ofdigital media, i.e., images,
Interes audio, video, and text:
7 Things You Need to Know about VoiceThread
Newspaper:
Paper.Li
Collaborative  |Gmail and Google Docs in the classroom:
Writing Tools  [Google Docs  [https://learn.teachingchannel.com/video/fostering-student-
collaboration
Using blogs to enhance critical reflection and community of practiceblogs:
Blogs: https://drive.google.com/file/d/1MT-
cj2owJcBA7F6a3U5kkdnccHssBHsd/view
\Wordpress
Tumblr



http://www.youtube.com/watch?v=n_as7U1ogqQ%C2%A0
http://www.youtube.com/watch?v=ExkMeQfuLGc
https://associationdatabase.com/aws/NCDA/pt/sd/news_article/66280/_PARENT/layout_details_cc/false
https://associationdatabase.com/aws/NCDA/pt/sd/news_article/66280/_PARENT/layout_details_cc/false
https://www.youtube.com/watch?v=k3B9ta-HXCk
https://www.ut.edu/uploadedFiles/Academics/TeachingGuild/VoiceThread.pdf
https://learn.teachingchannel.com/video/fostering-student-collaboration
https://learn.teachingchannel.com/video/fostering-student-collaboration
https://drive.google.com/file/d/1MT-cj2owJcBA7F6a3U5kkdnccHssBHsd/view
https://drive.google.com/file/d/1MT-cj2owJcBA7F6a3U5kkdnccHssBHsd/view

Category Tool Technology Tools in Educational Context
Productivity Bitly.com, Flipping the classroom for mastery learning:
Tools Uniform https://www.naesp.ora/sites/default/files/imaaes/as/Flipping _handou
Resource 12.pdf .
Locator (URL) Evernote as portfolio:
shortener http://evernotefolios.wordpress.com/
Evernote
Online Online Using online reflection and conversation to build community:
Networking Communities [http://www.ncolr.org/jiol/issues/pdf/8.3.2.pdf
Tools Using a Facebook Group as a Learning Management System:
Facebook https://www.facebook.com/note.php?note_id=10150244221815570
Instagram Five-minute film festival: Twitter in education:
Snapchat http://www.edutopia.org/blog/film-festival-twitter-education
Twitter
1:1 and Mobile QR Codes Discussing ideas for using QR Codes in education (video):
Learning Tools  \Weebly http://youtu.be/auCTVO3nxzk
\Weebly for education — create a free class website and blog:
PollEverywher http://blog.discoveryeducation.com/blog/2012/04/26/weebly-for-
e education-create-a-free-class-website-and-blog/
IAn educator's introduction to PollEverywhere:
http://youtu.be/zZ\WM2-4Jf4k

Here are additional resources to support virtual curriculum and digital literacy integration:

e SkillsCommons: Includes over 400 open courseware, complete curriculum evidenced-based, interactive
training and support materials organized by sector, as well as instructor trainings.

COVID-19 Open Education Community and Contributed Resources: Crowdsourced page provides real-time

updated).

feedback from faculty and includes resources on online labs (note: this is a Google doc that is consistently

CTE Coalition: Portal for industry-driven remote learning content including hundreds of classes,videos and
instructional materials in areas such as machining, welding, mechatronics, industry

4.0 and programming.

Advance CTE COVID-19 Resources: Resources to aid in the delivery of high-quality CTE virtually.

Teaching Skills that Matter in Adult Education: Best practices and lesson plans for digital literacydevelopment.



http://partner.skillscommons.org/products/e-academy/
https://docs.google.com/spreadsheets/d/1iQtZoDphA5XYKHR32zUYJ9imjCh4c1DOfg14MRB7G_I/edit
https://ctecoalition.com/
https://careertech.org/covid19
https://lincs.ed.gov/state-resources/federal-initiatives/teaching-skills-matter-adult-education#%3A%7E%3Atext%3D%20Teaching%20Skills%20That%20Matter%20in%20Adult%20Education%2CWorkforce%20Innovation%20and%20Opportunity%20Act%20%28WIOA%2C...%20More%20
https://www.naesp.org/sites/default/files/images/as/Flipping_handout2.pdf
https://www.naesp.org/sites/default/files/images/as/Flipping_handout2.pdf
http://evernotefolios.wordpress.com/%C2%A0
http://www.ncolr.org/jiol/issues/pdf/8.3.2.pdf
https://www.facebook.com/note.php?note_id=10150244221815570
http://www.edutopia.org/blog/film-festival-twitter-education%C2%A0
http://youtu.be/auCTVO3nxzk
http://blog.discoveryeducation.com/blog/2012/04/26/weebly-for-education-create-a-free-class-website-and-blog/%C2%A0
http://blog.discoveryeducation.com/blog/2012/04/26/weebly-for-education-create-a-free-class-website-and-blog/%C2%A0
http://youtu.be/zZWM2-4Jf4k

e Teaching Skills That Matter Digital Literacy Resource Brief: Provides specific classroom activities that

enhance digital literacy and includes useful tips for teaching digital literacy skillsin the classroom.

e Technology Toolbox for the Adult Education Instructor!: Reviews a variety of free technologyresources
that can be integrated into the adult education classroom.

e Integrating Digital Literacy into English Language Instruction: Companion Learning Resource: Provides
numerous examples of instructional models, strategies, tools, and tasks for integratingdigital literacy into
English language acquisition instruction.

® |ntegrating Digital Literacy and Problem Solving Into Instruction: Project-based lesson ideas foradult
students to improve their skills in using technology to solve problems and communicate with others, while
increasing their digital literacy skills and access to technology.

Incorporate College and Career Planning

An IET program must be part of a career pathway. The program must include career and college planning to
ensure program participants understand (1) the IET career pathway, (2) their educationaland vocational options,
and (3) strategies for a smooth transition to continued training or employment.

Career and college planning can be integrated into IET programs in two ways:

1. Support activities integrated into the IET program and curricula available to all learners, suchas bringing
industry representatives into the classroom or providing job shadow experiences; or

2. College and career counseling customized to individual learners, including goal setting and transitional
supports. These activities are coordinated in an Individual Learner Success Plancreated jointly with
the learner during the intake process (considered in the 2.3 Design the Learner Experience
section of the Design and Plan phase).

To integrate college and career planning into the IET program and curricula, identify what you wantyour learners
to know or be able to do as a result of your interventions. Evaluate existing curricula and tools for career and
postsecondary education awareness and planning activities and select those you can use as is or adapt to fit
your needs.

For more information, refer to Desk Aid 9: College and Career Planning and the resource Integrating Career
Awareness into the ABE & ESOL Classroom (National College Transition Network/System for Adult Basic
Education Support). (The lessons and handouts can be adapted for a range of clients andskill levels.)

Enter your plans in the College and Career Planning section of the IET Planning Tool.

Review and Confirm Instructional Materials

Once you develop the instructional materials, review and confirm them with stakeholders asappropriate.
When ready, formalize the syllabus and related materials.
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Desk Aid 9: College and Career Planning

College and career planning is a necessary element of IET programs and can be integrated into thelET
program in a variety of ways. You should begin the planning process with learners during the intake process.
Continue to support college and career planning throughout the IET program with activities that support
transitioning to career opportunities, local in-demand jobs, and further education.

Elements of college and career planning for learners may include:

Support with developing an Individual Learner Success Plan that includes individualgoal
setting;

Academic and career assessments;

Opportunities for learners to identify and reflect on their interests, skills, and abilities;
Career and occupational information related to state and local labor markets;
Information about continuing education and strategies for accessing it; and

Transition planning to employment or postsecondary education.

The Learner Success Plan you will create for each learner is key for both learner support and toguide the
integration of college and career planning at an individual level.

To effectively utilize a learner success plan, you must complete the following:

Train staff on how to collect the information needed to create a Learner Success Plan;and
Share Learner Success Plans with staff/instructors who will reference plans throughoutthe life of
the IET program to guide instruction and assessment, and revisit them with the learner
throughout the IET program and particularly during the transition to employment or
postsecondary education.

The College and Career Planning Worksheet on the following page will help you determine how to best integrate
college and career planning into the IET program and curriculum. Staff can work together to decide which
topics to include and whether topics should be delivered by a case manager or embedded into instructional
activities. You may need to train instructors on how to bestsupport this integration.



College and Career Planning

Who will deliver?

Career Awareness Topics

Case Mgr

Learner
Support Plan
(LSP)

Instructor

Partner Career Awareness Topics

Administer assessments:
e Skills
e Interests
e Workimportance

LSP

Set SMART goals

LSP

During Prog

am

Set initial career goal

Provide information about personal job values:

il‘rléce)rrmaﬁon e  Preferred work schedule and conditions
e Preferred work conditions
Provide information about the local labor market:
User e Value of High Priority Occupations
information e Preferred geography
e Joboutlook
e Labor supply
Provide information about jobs:
User e Jobsvs. careers
information e Salaries vs. wages
e Traditional vs. non-traditional jobs
e Temporary vs permanent employment
e Jobdescriptions
e Potential for advancement
e Potential earnings
e Average salaries
e Benefits associated with potential employers
User Provide information about occupational profiles:
information e  Skills required for potential jobs
User Provide information about sectors:
information e  Similar occupations

User information

Map and develop career pathways (mapping)

Provide information about education/training:

User
information e Cost of education/training
e Available financial aid
e Variety of fields of study
LSP Set final career goal




3.3 Develop Program Materials, Tools, and Procedures

Overview

You will need a variety of program materials, tools, and procedures to support the successful implementation of
your program. While you may need to develop some of these from scratch, thereare often opportunities to
customize or adapt material from existing programs.

Key Steps for this Task

e Develop program administration and other materials.
e Develop data collection tools and procedures.

Develop Program Administration and Other Materials

Before launching the IET program, you will need to develop the materials related to the IETprogram’s
administration and the learner experience.

These materials may target:

e Outreach and recruiting

e Enrollment, intake, and the Individual Learner Success Plan

e College and career planning

e Administration (attendance forms, orientation materials, enrollment forms, and
assessments, schedules, etc.)

e Evaluation (observation protocols, data collection plan, observations guides, etc.)

Refer to the plans you developed in the IET Planning Tool and the related desk aids in the Designand Plan
phase for more information and sample materials.

Confirm your completion of this activity in the IET Develop Checkilist.

Develop Data Collection Tools and Procedures

Much of the data collection methods and procedures for required reporting are already in place in IET
programs. Refer to your Program Evaluation Plan (see the IET Planning Tool) to determine if your evaluation
goals require any new data collection tools or procedures to be developed. Train staff and coordinate and
schedule your data collection according to your timeline, then update yourplan as needed during program
implementation to support continuous improvement.

Data Collection Tools

WIOA program reporting requirements and primary indicators of program performance are outlinedin the
Technical Assistance Guide for Performance Accountability under the Workforce Innovation and Opportunity Act
and captured through the National Reporting System (NRS). The NRS includes information on student
demographics and achieved outcomes (employment, credential attainment,and measurable skills), but you may
need additional data specific to your IET program.
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Develop data collection tools like surveys and assessments prior to program implementation. Toolsshould be
designed to collect information in a way that directly addresses your program evaluationgoals. Your methods
and tools may be like those listed below. You may wish to also refer to the additional resources in the Data
Collection Methods and Tools section from the Pell Institute Evaluation Toolkit website.

Data Collection
Methods
Program data and
document review

Tools to Prepare

Performance reporting and course management data collection tools(may
already exist)

Lists of systems and documents that align to your program evaluationgoals for
tracking purposes

Direct observation and
classroom visits

Observation protocols and classroom checklists

Interviews and focus
groups

Interview protocols and focus group questions

Surveys

Questions and delivery approach for answers (multiple choice,multiple select,
open-ended, etc.)

Data Collection Procedures

Use procedures that automate data collection into routine program operations to minimize the burden on
staff. One of your first tasks is to set up a private and secure data management systemwith your training
provider and give instructors access with a username and password.

Good data collection procedures include having:

A file structure and file naming conventions that are transparent

A predetermined format in which you will save your data for later analysis (e.g., Excel forquantitative
- data and Word for qualitative data)

Tracking logs that identify what data was collected, and where it is storedData privacy
e and security measures
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3.4 Implement the Program and Collect Data

IET program implementation starts when you put your plans, curricula, and other program materialsinto action.
While implementing the program, you will collect data and information to guide continuous program
improvement based on your Program Evaluation Plan.

Key Steps for this Task
o Launchthe IET program and deliver instructional content.
Collect evaluation data according to your Program Evaluation Plan.

Launch the IET Program, Deliver Instructional Content, and Collect
Data

Launch your IET program by activating the plans you created in the IETPlanning
Tool in the Design and Plan phase and the training curricula and materials

Design, ;
Plan & created in the Develop phase.

Develop

Now that your IET program has entered the Implement phase, you will begin to
collect data according to your Program Evaluation Plan to determine if the
program is being implemented as expected. In the Evaluate and Improve phase
of this toolkit, you will analyze this data toidentify issues and possible program
improvements to guide

Continuous Improvement Cycle
continuous improvement efforts. The cycle continues with the next round of data collection todetermine if
the improvements made a difference.

Program Launch

During program launch, you may want to watch for opportunities to observe your program and usedata to
answer the following questions:

How effective is your outreach in connecting with the target audience?How diverse
is the potential pool of enrollees?
e How many learners are being enrolled? Is it enough to form a cohort?
What logistics are in place for the classroom instruction? How is the instruction different?What
e changes might need to be made?
How effective is your orientation in informing learners of the IET participationrequirements?
To what extent are supportive services addressing initial learner barriers to success?How effective
is the administration of the program?
To what extent is the partner communication plan being implemented? How effective aretraining
e partners in coordinating services and instruction?
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Training Delivery

After learners begin the IET program, look for opportunities to collect data to answer the following questions.
Use the data to support and inform your decisions by identifying successes and gaps thatneed to be
addressed.

o How effective is the classroom instruction in teaching workforce preparation and adulteducation basic
skills in context with the workplace training activities?
To what extent are learners able to access and effectively use the technology that has been
®* integrated into the curricula?
How successful are learners in navigating the IET program and system? (e.g., logistics, classschedule,
transportation between instructional sites, working with multiple instructors.) How effective are adult
education and occupational instructors in communicating and collaborating as they deliver the
training?
o To what extent are supportive services and accessibility plans addressing learner barriers tosuccess
and meeting learner needs?
To what extent are learners accessing these supportive services? How successful are thedata
collection efforts in collecting data based on evaluation goals?

For each of your answers to these questions, you should be able to explain how you know this to betrue. In
other words, what evidence do you have to support your response?

Update your Program Evaluation Plan as you gather information responding to these and otherquestions and
make changes to program implementation.

Transition to the Evaluate and Improve Phase

In the Evaluate and Improve phase, you will analyze the data you collect during IET program
implementation and use gap analysis to guide program improvements as a continuous improvement
process.
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Evaluate and Improve

Now that your IET program is under way and you are
delivering training, it is time to use data to inform continuous
improvement of the program and considerhow you might
evaluate its effectiveness.

Purpose

This section provides resources to help you analyze andshare
data for program improvements and consider options for more
rigorous evaluation.

Key Tasks for this Phase

e Analyze data collected during the Develop and
Implement phase.

e Present results to stakeholders.
e Consider options for more rigorous evaluation.

Research
& Assess

Develop &
Implement

Evaluate =
& Improve QT)
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4.1 Analysis and Reporting for Program Improvement

In the Evaluate and Improve phase, you will analyze data collected during implementation to determine the
extent to which the IET program is being implemented as designed and what program improvements are
needed. You will also use data to identify program outcomes, successes,and challenges so you can share this
information with stakeholders.

Key Steps for this Task

e Analyze data collected during program implementation.
e Present results with stakeholders for continuous improvement.

Analyze Your Data

As you prepare to analyze data collected based on your Program Evaluation Plan, it will be helpful toreview your
evaluation goals and questions to focus your analysis.

Quantitative Analysis

Use simple descriptive statistics, such as averages, counts, frequencies, and ratings, to analyze outcomes
goal data. Data to analyze may include administrative records related to assessments ofmeasurable skill
gains and counts of earned industry-recognized credentials and transitions to employment or postsecondary
education. You may also need to analyze measurable process goal data collected through surveys and
rated questions.

To analyze quantitative data:

e Follow data management procedures you previously determined. These may include making a
copy of the data and following data security protocols necessary for protectingstudents’ identities.

e Review the evaluation question(s) related to the data you collected to focus your analysis.

e Calculate averages, frequencies, counts, and ratings as guided by your evaluation questions.

e If you are partnering with a community college or other entity with an Institutional Research department,
you may want to engage them in the analysis.

= To share your findings, describe the analysis in written form and clearly link the
evaluation question to the data. Include tables, graphs, and charts with simple
declarative sentences that explain the data presented.

For more information, refer to the following resource from the Pell Institute Evaluation Toolkit,Analyze
Quantitative Data.
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Qualitative Analysis

To analyze qualitative data related to process goals (which may include reports, interview notes, observation
guides, and open-ended survey responses), read through the content several times toidentify patterns,
associations, and relationships.

To analyze your qualitative data:

Review the process goals you set for your program and the data you collected to documentprogress
toward those goals several times to become familiar with it.

As you review your data, you will begin to identify emergent themes.

When possible, try to summarize recurrence of or differences in responses that reflectpatterns,

associations, relationships, and themes.
Question any assumptions by reviewing other sources of data, if available.

To share your findings, write a narrative explaining the patterns seen in the data and support youranalysis with
evidence from the data in the form of direct quotes to bring the participant voice intoyour summary report.

For more information, refer to the following resource from the Pell Institute Evaluation Toolkit,Analyze

Qualitative Data.

Present Results to Stakeholders

Your Program Evaluation Plan was designed to guide continuous improvement and provide the process and
outcomes data needed to understand the IET program’s successes and challenges. You can share outcomes
and process results with your IET team and stakeholders during the program and once it is complete. Consult
with your team and stakeholders and consider their information needs. Select the reporting timeline, frequency,
and format that makes the most sense for them. Thekey is to design the information you share to address the
needs of the intended audience. Some examples of ways to share findings according to the audience include:

e Discussion of a progress summary with the design and implementation teams, highlighting student
outcomes by student characteristic to identify areas for further instructional supportduring program
delivery

e A brief slide presentation for employer stakeholders to help them consider hiring studentswho
complete the IET program

e A pressrelease for the general public to help recruit students into the program

e A formal evaluation report for program administrators or prospective funders to provide details on the
program design, efforts to improve it, outcomes achieved by participants, andsatisfaction of
employers
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Impactful evaluation reports and summaries link results to the IET program’s evaluation goals alongside
appropriate documentation and descriptions of analysis and evaluation methods. As youplan to share
information for continuous improvement purposes, the following details may be helpful to include:

Explanation of how the evaluation questions relate to the program goals Types of

program analysis and evaluation conducted, and for each:

o Characteristics of the learners, course design, and implementation approach reflected inthe
program evaluation

o Description of the data collection methods including response rates or number of
respondents (for qualitative data collection)

o Timing for data collection

Explanations of limitations associated with the design or interpretation of the findings
Recommendations tailored to the program goals including both strengths and areas for
improvement

For more information, refer to Desk Aid 10: Program Evaluation Reports.
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Desk Aid 10: Program Evaluation Reports

IET program evaluation reports provide an opportunity to share your IET program’s successes, challenges, and
outcomes with stakeholders. This resource offers helpful information and resourcesto guide the preparation of
impactful program evaluation reports.

Determine Audience and Focus

Grants and funders may have specific information and reporting formats they would like to see. Review
reporting requirements across all funding streams to better align and focus your reportingefforts.

Key Sections

Program evaluation reports should also follow current standards in presenting evaluation findings and
information by being usable, actionable, and well organized to articulate key findings. Reports are usable when
they fulfill stakeholder needs and project improvement goals. Reports are actionable when they state what did
and did not work well over the project implementation. And reports are well organized when they articulate key
findings with distinct headings, a clear table ofcontents, and call-out boxes so that readers can find and review
reports and presentations quickly.

Program evaluation reports may include the following sections:

» Executive Summary — Provide a summary of the report goals, key program activities,and
outcomes described in the report. Reference the evaluation and program goals.

Aim of the Project — Describe the evaluation and program goals your team defined forlearners
and for your organizational processes and include any targets you set for implementation and
outcomes.

Activities/Implementation — Describe how your organization designed the program, types of
recruitment, etc. Provide information on learner characteristics, course design,and implementation
approach reflected in the program evaluation.

Methods — Describe your Program Evaluation Plan and the methods used to monitor andevaluate
your program. Describe the types of data collection instruments you used, whenthey were collected,
and who collected them. Mention any confidentiality agreements or Institutional Review Board
approvals or exemptions obtained for the evaluation.

Findings/Results — Describe your findings and efforts to address any deficiencies usinggap
analysis. Describe what activities and supports led to the success of your program and what were
identified as barrier to success.

=« Discussion — Review any broader implications, recommendations, or modifications youwill make
due to the findings. Describe any planning additional analyses or interviews you may conduct in
light of the findings. Share any limitations or strengths or weaknesses related to your evaluation
design or interpretations of your findings.

= Appendix — Include any surveys or data collection tools that you implemented.



Example Program Evaluation Reports

Below is a selection of example program evaluation reports on similar topics with various formats (document,
PowerPoint, and web-based):

Building Better Programs website from the Center of Budget and Policy Priorities:
http://www.buildingbetterprograms.org/category/programs/

Skills Wisconsin Initiative reporting webpage: https://wdbscw.org/skills-wisconsin/

Evaluation of the Virginia Employment Through Entrepreneurship Consortium (VETEC)Program:
Implementation Study Report:
https://www.impaqint.com/sites/default/files/files/VETEC%20Implementation%20Study

%20Report%2005092014.pdf

Evaluation of the Linking Innovation, Knowledge, and Employment Program:
Implementation and Outcome Report;
https://www.impagint.com/sites/default/files/project-
reports/@LIKE%20Final%20Evaluation%20Report%20508-compliant.pdf

Educational Outcomes of I-BEST, Washington State Community and Technical CollegeSystem's
Integrated Basic Education and Skills Training Program: Findings from a Multivariate Analysis:
https://ccrc.tc.columbia.edu/publications/i-best-multivariate- analysis.html

Evaluation of the ACT-On Retail Management Certificate Program: http://act-on-
eval.impaqint.com/

Startups — An Economic Development Tool? A Randomized Control Trial Study inFlorida:
https://nawrs.org/wp-content/uploads/2017/08/7-2-Nanda-Startups.pdf
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IET Self-Assessment

IET Self-Assessment

IET Self-Assessment

The IET Self-Assessment allows you to reflect on your |IET program development, implementation, and
sustainability efforts, and identify areas of the |IET Toolkit that can help strengthen your efforts. You can
complete this assessment alone or with key partners.

Choosing the Focus of your IET Program. Check off the actions below that reflect how you usually
approach this work. Phase 1 of the Toolkit walks you through each of these actions.

O We have a process in place that helps ensure that the |IET programs we develop mest regional
needs, are feasible for us to implement, aligns with cur program geoals, and leads to the outcomes
we and our leamers need.

O We gather information about state |ET policies and local career pathway activities o ensure
tihat we develop an IET program opporiunity that complies with state requirements and aligns with
caresr pathway activities as required under WIOA.

O We make sure that we understand which industries and businesses are hiring, provide
employment that pays good wages, and are challenged to recruit the skilled workers needed to
meet industry demand.

O We take steps to understand our potential pool of adult leamers and their needs.

O We identify resourses that can support our |ET pragram and the leamers who participate,
including potential funding sources, training providers, and a network of community organizations
to provide supporiive sernvices.

O We take steps to understand the needs of businesses in our communityregion who might hire
graduates of our |ET program.

O We consider the range of potential fraining provider pariners available to us, including those that
provide virtual leaming cpportunities, and se=k out a training pariner who is willing to collaborate
with us to identify shared goals for the |ET program that address both occupational skills and
adult education components of the |IET, and to develop a single set of leaming objectives and
integrated curricula for the program.

Designing your IET Program. Check the actions below that reflect steps you routinely take with
confidence as you design youwr IET program (5). Phase 2 of the toolkit walks you through each of these
actions.

O We involve key partners in the work of designing cur IET program.

O We work with our pariners to develop a broad set of goals for our IET program that address
learner, business, community, and programmatic needs.

O We plan for effective instructional delivery that supports concurrent delivery of cccupational and
adult education comntent.

O We consider the leamer experence and the support leamers will receive during every phase of
our program and beyond.

This tool is part of the Integrated Education and Training Design Toolkit. 125
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IET Self-Assessment

O We include a transition plan for students as they complete our program and transition to
employment or further education.

O We look for opportunities to integrate technology to imcrease the digital literacy of leamers and
enhance the delivery of our IET program.

O We consider the accessibility needs of leamers.

O We build program monitoring and continuous improvement into the design of our IET program.

Developing and Delivering your IET Program. Check the actions below that reflect steps you
routinely take with confidence as you develop and deliver your IET program(s). Phase 3 of
the toolkit walks you through each of these actions.

O We collaborate with adult education and technical instructors and staff to create a single set of
learning objectives prior to building our standards-based curmicula.

O We develop contextualized instructional materals and plan our assessment sirategies.
O We incorporate college and career plannimg.

O We identify and implement lkeamings from evidence-based research andlor promising practices
with respect to improwving reading, writing, mathematics, and English proficiency.

O We hawe a clear plan for data collection and use to help improve our program once implemented.
We provide professional development opportunities for our staff engaged in designing and
delvening the IET Program.

Continwously Improving your IET Program. Check the actions below that reflect steps you take to
support continuwous improvement and sustainability of your IET programi(s). Phases 3 and 4 of the Toolkit
walk you through each of these actions.

O We collaborate with key partners (workforce/supportive services agencies, training providers,
adult education instructors) who are supporting a program to assess and improve the model.

O We engage in program evaluation and a process for continuows improwvement.

O We include formalized opportunities [dedicated mestings., surveys, focus groups, etc.)
far our stakeholders to provide feedback on our program.
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IET Assess Tool

The IET Assess Tool provides a structure for designing your research plan, collecting information,
and supporting your analysis as you walk through activities in the Research and Assess phase of
the IET Toolkit. Use this tool to capture your work in the appropriate sections.

Getting Started

This section of the IET Assess Tool includes:
= [nitial How Might We Question
= Identify Stakeholders Template
= Needs Assessment Work Template
= Stakeholder Interview Template

Initial How Might We Question

To guide your needs assessment, create a question that frames the opportunities you are exploring. Use

a “How Might We?” structure for your question. How Might We questions help focus the opportunity you are
trying to uncover or the need you are trying to address and provide clarity around what you want to
accomplish.

Refer to the Start with a “How Might We” Question section of the IET Toolkit under 1.1 Conduct
a Needs Assessment.

Initial How Might We Question

Example: How might we use IET to meet learner and business needs in our region?

How might we use IET to meet regional and economic needs identified by a Local Next Generation
Sector Partnership?

|dentify Stakeholders Template

Make an initial list of who you need to learn more from and what information they can offer based on their
expertise. Think of stakeholders who understand learners’ and local businesses’ needs, as well as the needs
of community partners and training providers.

Refer to the Identify Stakeholders section of the IET Toolkit under 1.1 Conduct a Needs Assessment.

Organization

. ) Area of Contact Information
(ABE, Training Provider, Workforce

Expertise (name/role/email/cell)

Assessment

Element

System, other)

Key Area #1: State and Local IET Policy and Career Pathways Options

IET Policy None

Career Pathways None in Wyoming

Key Area #2: Regional Workforce Development Needs
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Workforce Needs AE, DWS Soft skills
trainings

Workforce Needs Community College/Training Workforce training
Provider & credentialing

Key Area #3: Community Resources to Support Your Program

Supportive
Services

Supportive
Services

Potential Funder

Potential Funder

Key Area #4: Emerging and Promising IET Program Practices

IET Program

IET Program

Key Area #5: Learner and Business Needs

Learner Needs

Business Needs

Needs Assessment Work Plan Template

You will conduct your needs assessment through two primary activities: interviews with stakeholders

and documents review. As you determine who you will interview and which documents you will review, build
out your work plan in template below. To help stay on track, include all your administrative and research
tasks.

Refer to the Plan your Needs Assessment section of the IET Toolkit in 1.1 Conduct a Needs Assessment.

Start End

Assessment Element Tasks Person Responsible Date Date

Key Area #1: State and Local IET Policy and Career Pathways Options

IET State and Local
Policy

Career Pathways
Options

Key Area #2: Regional Workforce Development Needs

Workforce Needs

Services for Learners
and Learner Needs

Key Area #3: Community Resources to Support Your Program

Supportive Services
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Funding

Key Area #4: Emerging and Promising IET Program Practices

Reviewing Practices

Key Area #5: Learner and Business Needs

Learner Needs

Business Needs

Stakeholder Interview Planning Template

You can use the template below to organize your interview activities. The template includes space
for interviewee contact information, what you want to learn, and who will talk to them and when.

Refer to the Plan and Conduct your Needs Assessment section of the IET Toolkit in 1.1 Conduct a Needs
Assessment.

Contact Key Information

Information You Want to D Date of

Assessment Organization/

Element Person . Responsible Conversation
(email/cell) Learn

Key Area #1: State and Local IET Policy and Career Pathways Options

IET Policy

Career
Pathways

Key Area #2: Regional Workforce Development Needs

Regional
Workforce
Development
Needs

Key Area #3: Community Resources to Support Your Program

Supportive
Services

Supportive
Services

Potential Funder

Potential Funder

Key Area #4: Emerging and Promising IET Program Practices

Provider

Provider

Key Area #5: Learner and Business Needs

Learner

Business
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Needs Assessment Research

For each of the key areas, the toolkit describes the key research questions you will want to answer

and gives suggestions for how to find the answers. When you have finished your interviews and document
reviews for each key area, review your notes and capture your key research findings in the Needs
Assessment Research section of the IET Assess Tool.

This section of the IET Assess Tool includes:

= Key Area #1: State and Local IET Policies and Career Pathways Options
= Key Area #2: Regional Workforce Development Needs

= Key Area #3: Community Resources to Support Your Program

= Key Area #4: Emerging and Promising IET Program Practices

= Key Area #5: Learner and Business Needs

Key Area #1: State IET Policies and Career Pathways Options

In addition to having established state adult education content standards, your state may have policies in
place that govern IET activities. These policies may provide funding, create partnerships, place additional
requirements, or otherwise shape and influence your IET program development process.

The results of your research will help you align your IET program to state and local funding and
requirements. Be aware of these policies early so they can shape the direction of your research and
assessment activities.

You also need to understand the existing career pathway efforts in your community and state so you can look
for ways to align with and leverage these programs to benefit your learners. The results of your research

will provide insight into the career pathway resources to which you can connect as you build your IET
program.

Consolidate the information you collected in the Needs Assessment Note-Taking Tool below.

Refer to the Key Area #1: State IET Policy and Career Pathways Options section of the IET Toolkit under 1.1
Conduct a Needs Assessment.

State IET Policies and Requirements

State and Regional Career Pathways Options ‘
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Key Area #2: Regional Workforce Development Needs

IET programs train learners for skills needed by employers. When looking for potential IET opportunities, it is essential to understand which
industries and businesses are hiring, provide employment that pays good wages, and are challenged to recruit the skilled workers needed to
meet industry demand. You do not need to do this research yourself—reach out to partners with labor market analysis experience, who can
provide their insights.

It is also important to understand your potential pool of adult learners and their needs. You may have much of this information yourself, and
you can supplement your in-house data with the expertise of others in your community who also serve adult learners.
Consolidate the information you collected in the Needs Assessment Note-Taking Tool below.

Refer to the Key Area #2: Regional Workforce Development Needs section of the IET Toolkit under 1.1 Conduct a Needs Assessment.

Workforce Needs

Organize your findings by occupation.

Businesses Partners working with
that are hiring, these businesses or
accessible, supporting work with
and pay good this occupation/career
wages pathway

Valued skills Other key  Current training
and credentials requirements providers

Career
Pathway

Occupation
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Services for Learners and Learner Needs
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Key Area #3: Community Resources to Support your Program

Identify resources that can support your IET program and the learners who participate, including potential funding sources, training providers,
and a network of community organizations to provide supportive services.

Consolidate the information you collected in the Needs Assessment Note-Taking Tool below.

Refer to the Key Area #3: Community Resources to Support Your Program section of the IET Toolkit under 1.1 Conduct a Needs Assessment.

Funding Sources

13)
Components
it can fund

Funding

Point of Application Timeline Funding

Contact process constraints Other notes

Source

Training Providers

Contact Next Course Services to connect Role of business in curriculum

Training
Information Start Date learners to work development and delivery

Provider Occupation

Supportive Service Providers
Type of Supportive Service They Provide

Organization Types of Customers Served Participant Career Education Personal Financial
Recruitment Focus Focus Focus Focus
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Key Area #4: Emerging and Promising IET Program Practices

Learn about and get inspired by promising IET program practices across the United States before you decide on possible
approaches for your local IET program. This research will help you align your IET program opportunity with best
practices and build on the experiences and successes of others.

Consolidate the information you collected in the Needs Assessment Note-Taking Tool below.

Refer to the Key Area #4: Emerging and Promising Program Practices section of the IET Toolkit under 1.1 Conduct a Needs
Assessment.

IET Program #1

IET Program #2
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Key Area #5: Learner and Business Needs

Learners and the businesses that hire them are key customers of IET programs. To select and design an IET program
that responds to customer needs, you will need to have a strong understanding of learner goals, challenges, and
experiences; and the workforce needs of the business that will hire them.

Consolidate the information you collected in the Needs Assessment Note-Taking Tool below.

Refer to the Key Area #5: Learner and Business Needs section of the IET Toolkit under 1.1 Conduct a Needs Assessment.

Learner Need's

Organize your interview notes into the key categories below.

Key Category Interview Notes

Career goals

Positive learning
experiences

Frustrating learning
experiences

Experiences of success

What would encourage
them to take on a new
learning experience?
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Business Needs
Organize your interview notes into the key categories below.

Key Category Interview Notes

Recruitment strategies

Needed skills and
credentials

Keys to employee success

Challenges employees
encounter that make their
success difficult

What career advancement
looks like
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First Round of Reflection

You gathered a lot of information during your needs assessment. Now it is time to take a step back and synthesize what
you have learned by breaking down that information into manageable pieces and identifying common themes and
patterns that paint a picture of the needs and opportunities in your community.

Review the consolidated notes collected in the IET Assess Tool, reflect on the questions below, and document your
thoughts and key takeaways. If you are working with a team, share the information collected in the IET Assess

Tool with them and ensure everyone can reflect on these questions before moving on to the second round. Ask your team
to share their reflections with one another.

Refer to the First Round of Reflection section of the IET Toolkit under 1.2 Identify Key Insights from your Assessment.

Individual Reflection Notes

Questions

What patterns exist in

the research and
stakeholder feedback related
to unmet workforce and
learner needs that an IET
program might address?

What did you find interesting
in the feedback? Include any
“aha moments” or what you
felt was most surprising.

What do you want to discuss
more about with the group?
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Second Round of Reflection

When you first created your How Might We question, you took an educated guess on the focus of your question based on
what you believed to be the most pressing need at that time. This second round of reflection will give you a better idea of
what stakeholders really need and prepare you to brainstorm potential IET program opportunities. If you are working with
a team, come together to discuss the results of your research and assessment after everyone involved has reviewed the

IET Assess Tool information and each person’s Individual Reflection.

Capture your synthesis below.

Refer to the Second Round of Reflection section of the IET Toolkit under 1.2 Identify Key Insights from your Assessment.

Questions

What unmet needs does our
community have that IET can
help address?

Team Reflection Notes

What learner populations
might we serve?

What learner needs might we
address through the IET
program design?

What funding opportunities
might we access?

What industries and
occupations might we target?

What innovative or promising
IET practices did we learn
about that might benefit our
community?

What partners do we need for
this work?
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Update Your How Might We Question

Updating your How Might We question ensures it aligns with the common themes and insights identified in the Team
Reflection. At this point, you are not developing solutions but focusing on what your stakeholder research tells you. When
you do brainstorm solutions, your updated How Might We question will be used to guide your efforts.

Refer to the Update Your How Might We Question section of the IET Toolkit under 1.2 Identify Key Insights from your

Assessment.

How Might We Question
Example: How might we use IET to connect English language learners to health care career pathways?

Potential IET Program Opportunities

Your reflections and synthesis have prepared you to brainstorm IET program opportunities based on your updated How
Might We question. You will start off with a lot of big ideas around the identified workforce and learner needs and then

refine them.

Your brainstorming session should result in a list of desirable IET program opportunities that address your How Might
We question and meet the needs of stakeholders, learners, and employers. Come to the table with open minds full of
ideas and set aside any constraints that enter your mind, such as funding, staffing, or resources, to enable the open flow

of ideas. You can revisit the constraints later when you refine your list.

Refer to the Brainstorm Potential IET Program Opportunities section of the IET Toolkit under 1.3 Brainstorm and Select an
IET Program Opportunity.

Enter your list of potential IET program opportunities below.
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Selected IET Program Opportunity

The final stage of selecting an IET program opportunity is to take the program ideas identified during brainstorming and
refine and prioritize them based on what is desirable, feasible, and viable. To do this, you will answer the questions below
for each opportunity:

Desirability: Do the stakeholders want this? Do we want this? Does the idea meet a need? Does the idea add value and
fit into people’s lives?

Feasibility: Can we do this? Do we have the funding, staffing, resources, capacity, etc. to make this happen? Can we
recruit learners who have the pre-requisite skills for the program?

Viability: Should we do this, and will it be sustainable? Does the idea result in a solution that aligns with our program
goals and leads to the outcomes we and our learners need?

Come to consensus on the most desirable, feasible, and viable IET program opportunity to take into the design phase.

Enter the high-level details of your selected IET program opportunity below.

Refer to the Refine your List and Select an IET Program Opportunity section of the IET Toolkit under 1.3 Brainstorm and
Select an IET Program Opportunity.

IET Program Selection

Target occupation

Target population

Career pathway

Potential employers

Required
credentials/licensures

Pre-requisite skills

Brief description of goals
for the program
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IET Planning Tool

This IET Planning Tool provides a structure for collecting information and key decisions made as you walk through activities in the Design and Plan
and Develop and Implement phases of the IET Toolkit. Use this tool to capture your work in the appropriate section.

Team Information

IET program design and planning work may be done primarily by Adult Basic Education (ABE) staff and staff who deliver occupational skills training. Ideally, the
team should include other partners who can help inform your IET program design, ensure it connects to a viable career pathway, and

supports learners’ needs. Team members should be able to make decisions regarding the program structure, necessary learner

supports, and the integrated curriculum. If you are not able to engage with employers directly, ensure that you have access to at least one stakeholder who can
provide an employer perspective.

Refer to the Form a Design Team section of the IET Toolkit under 2.1 Form a Team and Define the IET Program and Goals.

Team Members

Enter the names of confirmed team members, their organization and contact information, and the skills and experience they bring to the IET program.

Organization

(ABE, Training Provider, Contact Information
Team Member Workforce System, other) Skills/Resources (email/cell)
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Purpose Statement

A team purpose statement clarifies the need for and expectations of the team to potential members. Your purpose statement should address important questions
like: Why do we need an IET design team? What will the team focus on? Who does the team serve, and why?

IET Program Summary

To more clearly define the IET program’s structure, goals, and outcomes, review the research captured in the IET Assess Tool, including the section on Selected
IET Program Opportunity. Discuss the research with your team and further develop your IET program using the table below.

Refer to the Define the IET Program and Goals and the Determine Instructional Delivery Approach sections of the IET Toolkit under 2.1 Form a Team and Define the IET
Program and Goals and 2.2 Design the Program Structure.

IET Program Overview ‘

Program Title

Summary Description

Program Timeline

Funding

Workforce Focus

Target Occupation

Target Population

Career Pathway

Potential Employers
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Required Credentials/
Licensures

Instructional Delivery Approach

Select one O Occupational trainer and ABE instructor team teach concurrently in the same physical or virtual space 100% of the time
approach: O Occupational trainer and ABE instructor team teach concurrently in separate physical or virtual spaces 100% of the time
O Occupational trainer and ABE instructor team teach concurrently in the same virtual and/or physical space some of the
time and in separate virtual and/or physical spaces some of the time

O One qualified instructor teaches both the occupational and ABE content, either in person or virtually 100% of the time
O Other

IET Program Goals

Work with your partners to develop a broad set of goals for your IET program. These goals should address the learner, business, and community needs identified
in the Research and Assess phase and address the programmatic goals of your key partners. Develop goals and outcomes for the IET program across three
categories:

e Learner goals for the target population that describe expected successful workforce development outcomes;
e Program goals that support learners and describe the overall desired outcomes of the program; and
e Partner goals that focus on engagement or outcomes important to partners, especially employers.
Refer to the Define the IET Program and Goals section of the IET Toolkit under 2.1 Form a Team and Define the IET Program and Goals.

Desk Aid 1: IET Program Goals and Outcomes

IET Program Goals ‘

Learner Goals

Program Goals

Partner Goals
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IET Program Structure

This section of the IET Planning Tool includes:

Work Plan Template
Funding Matrix
Communication Plan
Program Policies
Partner Agreements

Work Plan Template
Create a work plan that identifies key priorities and tasks, who is responsible, timelines, and strategies required to accomplish the tasks to help support
sustainability. To build a quality program that is set up for sustainability, consider tasks that:
¢ Plan for any unforeseeable changes in key program and partner staff
Secure funding sources that meet program and learner needs
Incorporate tracking of workforce trends and validation of the occupational and workforce preparation skills in the IET curriculum into the work plan
Leverage partnerships related to learner outreach and recruitment, staffing, and contingency plans
Communicate progress to stakeholder
Practice continuous improvement
Invest in ongoing professional development of IET program staff

Determine your team’s approach to working together and how you will use the work plan to guide your work. For example, how will you approach planning and
tracking task completion against a timeline? Use the Work Plan Template below to document your work plan and capture details.

Refer to the Plan for Sustainability section of the IET Toolkit under 2.2 Design the Program Structure.

Task Lead Timeline (start/end Strategies Evaluation Criteria

(individual/agency) dates)
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Funding Matrix

IET program funding may come from a variety of federal, state, and community sources that are either readily available or require more in-depth
planning. Regardless of the source or availability, a funding matrix will enable you to analyze and plan for short- and long-term funding to support participant and
program needs. This work can also support sustainability and inform the partner agreements and curriculum design work that follows.

Refer to the Create a Funding Matrix section of the IET Toolkit under 2.2 Design a Program Structure.

The six steps below will help your team ensure sufficient funding for all aspects of your IET program. As you complete each step, enter the information into the
Funding Matrix below.

Step 1: Forecast the cost of IET implementation by program component. For each component of your IET program, consider expenses such as staff
personnel, outreach/recruitment, marketing/communication, facilities, equipment and supplies, instructional materials, evaluation costs, etc. Identify if the
funding supports current or future needs and include any partner budget requirements.

Step 2: Identify potential resource- and expense-sharing opportunities. Look at the components of your IET program to where you can share resources and
costs with other programs or organizations (e.g., career navigators on a community college campus, recruitment and intake staff, etc.). Note if
needs may change over time (i.e., high need during program ramp up for recruitment and intake staff, staff will need to devote more of their time in the

planning, adjusting, and development of curriculum and in working more extensively with partners).

Step 3: Assess existing funding source(s) identified in Research and Assess phase. For each identified funding source, list amounts of funding, eligibility
requirements, reporting requirements, and any restrictions related to timing, likelihood of continued support, etc.

Step 4: Prioritize funding sources. Review potential funding sources and prioritize viable options based on the requirements, restrictions, and reporting
information you collected.

Step 5: Determine if action needs to be taken to identify additional funding sources. If there are funding gaps for IET services or supports, create an action
plan to identify additional funding and/or resources. Other funding sources to explore include: WIOA Title | Adult, Dislocated Worker and Youth Individual
Training Account and On-the-Job Training Funding; foundation funding; individual employers; employer consortiums or industry

partnerships; and incumbent worker training grants.

Step 6: Present your Funding Matrix to stakeholders and partners and reach out to funders. Reach out to funders and confirm funding before proceeding to
design the IET curriculum. Funding is an ongoing challenge, and you will revisit your funding needs through the lifecycle of the IET program.
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IET Component Funding Eligibility

(current/future | Budget Partner Budget Source(s) (note if | Requirements or Reporting Action
needs) Allocation Requirements tentative) Restrictions Requirements Needed

Additional Resources
= DOL Career Pathways Toolkit
=  CLASP Funding Career Pathways Toolkit
= Mathematica Leveraging Federal Opportunities to Serve Disadvantaged Populations
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Communication Plan

A communication plan for your IET program clarifies what will be communicated, how, when, and by whom. This ensures there are no
communication breakdowns, and all required outcomes and documentation are captured.

Capture your approach in the Communication Plan below.

Refer to the Create a Communication Plan section of the IET Toolkit under 2.2 Design a Program Structure.

Partner
Coordination

Program
Documentation

Information
Sharing

Outcomes
Reporting

Identify the partners How? Who is responsible?
and/or information
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Program Policies

In the Research and Assess phase, you identified federal and state policies that impact your IET program. It is also important to review your own and your
partners’ policies and procedures (e.g., enrollment, attendance, eligibility, reporting) and decide if any need to be revised. Consider how and who will address
these changes and when they should be addressed, or if new policies need to be created.

Document your policy findings below and include any related actions in your work plan.

Refer to the Determine Program Policies section of the IET Toolkit under 2.2 Design a Program Structure.

Existing Policies (include policy holder) New Policies Needed
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Partner Agreements
Partner agreements should be in place before the IET curriculum design work begins. Agreements or memoranda of understanding (MOU) should include:

e A broad strategic vision of the partnership, purpose, benefits, and expected outcomes of the IET program;
e Expectations around roles and responsibilities, work plans, and communication plans reflective of a single set of learning objectives across the IET

program; and
e Sustainability expectations for parts of the program, such as adequate staffing, transition plans for key positions, and contingency plans for

emergencies.

Capture any necessary partner agreements or MOUs in the Partner Agreements table below.

Refer to the Prepare Partner Agreements section of the IET Toolkit under 2.2 Design the Program Structure.

Partner Purpose
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Learner Supports

Effective learner supports foster learner success and address life issues that may occur during an individual’s participation in the
IET program. These supports may include assistance with things such as childcare, transportation, and financial burdens that can impact an individual’s ability to
participate fully or complete the program.

When integrating learner support into your IET program design, consider the following questions:

e What supports are necessary for the targeted population of our IET program?

e What are the personnel resources that are needed to offer these supports?

o Does a partner provider offer a service at no cost to participants through referral? If not, what is our budget for each service? How will costs be
covered?

e What facilities are needed for each support? Are they in place? If not, what still needs to be done to get them in place? Are there costs associated? If
so, how will they be covered?

e What materials, tools, and other resources are needed for each support, and how will they be obtained/developed? Are there costs associated? If so,
how will they be covered?

Refer to the assets you identified in the IET Assess Tool related to Key Area #3: Community Resources to Support your Program. Determine appropriate supports
identified in Key Area #2: Regional Workforce Development Needs and Key Area #5: Learner and Business Needs.

Available supports will be coordinated for learners in an Individual Learner Success Plan that is created during the intake process (considered in the 2.3 Design
the Learner Experience section of the Design and Plan phase).

Capture your plan for identifying learner supports below.
Refer to the Consider Available Learner Supports section of the IET Toolkit under 2.2 Design the Program Structure.

Desk Aid 2: Integrating Learner Support into IET Programs

Type of Support (Career,

Education, Personal, Financial) Tasks Task Lead Timeline
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Learner Experience Design

This section of the IET Planning Tool includes:

Outreach and Recruiting Strategies
Enroliment and Intake
Accessibility Needs

Schedule and Location

Outreach and Recruiting Strategies
The first contact potential learners have with the IET program is through outreach and recruiting efforts. Work with your partners to develop strategies to brand and
design messaging for the IET program based on your knowledge of the target population. You will also want to determine how to leverage partnerships to support
ongoing learner outreach and recruitment and to support sustainability.

Key tasks to consider are:

Develop outreach strategies that reach your target audience and ensure equitable access.
e Survey existing marketing materials for ideas.

e Brand your IET program’s messaging.

e Design your marketing materials.

Capture your plans below.

Refer to the Develop Outreach and Recruiting Strategies section of the IET Toolkit under 2.3 Design the Learner Experience.

Desk Aid 3: Conduct Outreach and Recruit Learners for IET Programs

Outreach Activity Actions Task Lead Timeline
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Enrollment and Intake

The learner enroliment and intake process ensures that the applicant meets enroliment criteria and identifies types of supports needed to allow for smooth entry
into the program and ongoing success. You will need to decide on:

e Enroliment criteria, including required assessment(s) for entry and passing score(s)

e Program registration intake forms that incorporate the Individual Learner Success Plan

e Learner materials to distribute during intake

At the conclusion of the intake process, the learner should have appropriate IET program materials and an Individual Learner Success Plan.

Include the Individual Learner Success Plan in your intake process, and include elements that support learner needs, accessibility needs, and college and career
planning, as appropriate. This example intake form from Nebraska’s Adult Education State Office can be used as a guide as you think through the design of
your Individual Learner Success Plan.

Enter your plans for your enrollment and intake process below.
Refer to the Design the Enroliment and Intake Process section of the IET Toolkit under 2.3 Design the Learner Experience.

Desk Aid 4: IET Program Enrollment and Intake

Enrollment and Intake Activity  Strategies Task Lead Timeline

Enrollment criteria

Required assessments and passing
scores

Program registration intake forms
and Learner Success Plan

Learner materials to distribute at
intake

Other
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Accessibility Needs

Adult education programs are required to provide accommodations to individuals with disabilities. These requirements are described on the Americans with
Disabilities Act (ADA) website. Consider the broad accessibility needs and considerations of your target population that need to be addressed in the IET curriculum
and program related to:

Testing and test-taking ability

e Technology and internet skills

e  Study skills, note-taking, and time management
e Language barriers

Enter population-level needs in the table below.

Individual accessibility needs related to special accommodations and assistive technology for learners with disabilities can be integrated into the Individual Learner
Success Plan to be shared with instructors and staff (considered in the 2.3 Design the Learner Experience section of the Design and Plan phase).

Refer to the Consider Accessibility Needs of Learners section of the IET Planning Tool under 2.3 Design the Learner Experience.

Accessibility Need Strategy

Testing, test-taking ability

Technology and internet skills

Study skills, note-taking, and time
management

Language barriers

Other

153 |Page


http://www.ada.gov/
http://www.ada.gov/

Schedule and Location

Work with your training provider to consider which location and scheduling options address learner needs and maximize learner participation. Scheduling may be
impacted by your choices for instructional delivery; other program design decisions; and whether instruction and training occur virtually, face-to-face, or some

combination of the two. Ensure your decisions support any long-term sustainability goals you have for the IET program.

Consider the following:
o Are there scheduling barriers to participation for the target population?
Are there opportunities for flexible scheduling, such as evenings or weekends?
Are there virtual training opportunities that can be included in the program?
Will the population have access to any needed technology?
Can class locations and schedules be aligned to public transportation schedules?

Note: You may need to revisit and/or refine your program schedule and location plans once you have developed the IET curricula, as there may be additional

considerations related to the training.

Capture your scheduling decisions below.

Refer to the Plan the IET Program Schedule and Location section of the IET Toolkit under 2.3 Design the Learner Experience.

Class (Technical/ABE) Days/Times Location
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Program Evaluation Plan

A well-designed Program Evaluation Plan will identify program goals and help you identify specific aspects of the program you want to evaluate and improve. It will
guide data collection, analysis, and reporting to support continuous improvement. The IET Planning Tool includes a Program Evaluation Plan template to support
your planning.

There are two common types of evaluation for an IET program:

e Outcomes evaluation measures whether expected learner or partner outcomes are met.

e Process evaluation measures how well the program is launched and implemented according to the program design expectations.
The first step in creating a Program Evaluation Plan is to think about what program outcomes and processes you want to evaluate. As a starting point, refer to the
high-level program, learner, and partner goals you developed for your IET program in the IET Program Goals section of this tool.

Include additional details on how data will be collected to measure progress, timeframes, data collection tools, analysis approach, any reporting requirements and
related timelines; and how the results will guide continuous improvement. As you input this information, you may find the need to revise your evaluation goals to
ensure you have a measurable and practical Program Evaluation Plan to guide continuous improvement and the sharing of results.

Input your evaluation goals and related activities on the next page.

Refer to the Design Your Program Evaluation Plan section of the IET Toolkit under 2.4 Create an IET Program Evaluation Plan.
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Data
Needed
(Measures)

Evaluation Type
and Goal

Timeframe/ Data Analysis
Schedule Sources Approach

Continuous Sharing
Improvement Results

Reporting

Outcome Goal: Did program stakeholders and learners experience change in capacity, knowledge, attitudes, skills/behaviors, and/or educational or
employment attainment and achievement?

To what extent...

Process Goal: Was the program implemented as intended, meeting IET requirements, recruitment goals, populations of interest, and with intended instructional
design? What were success, barriers, and lessons learned?
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Develop the IET Curricula

This section of the IET Planning Tool includes:

Single Set of Learning Objectives Template
College and Career Planning

Single Set of Learning Objectives Template

IET programs must use an SSLO to facilitate the contextualization of basic skills and workforce preparation into training skills. The single set of learning
objectives aligns the IET program’s specific adult education content standards, workforce preparation skills, and workforce training competencies.

The SSLO template below can be helpful as you align the occupational training provider’s curricula with adult education content standards and workforce
preparation activities. The template is organized by units, which may last one, two, or three weeks—or longer—and includes standards, skills, assessment
activities, and desired outcomes for the integrated learning. A well-done SSLO clearly articulates what your learners will know and be able to do after successful
completion of the IET program, ensures that you are aligning the instructional content with the three required components of an IET program, and helps guide the
development of contextualized lesson plans.

Refer to Create a Single Set of Learning Objectives section of the IET Toolkit in 3.2 Develop the IET Curriculum.

Desk Aid 5: Single Set of Learning Objectives Example

[IET Program Title]

Single Set of Learning Objectives:
1)
2)
3)
4)
5)
6)
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[Copy and paste the table below for each unit of instruction.]

Learning Objective(s):

1) [Enter learning objective from the SSLO]

Workforce Training Skills Adult Education Content Adult Education Literacy

Skills and Competencies

and Competencies Standard(s)

Workforce Preparation Skills
and Competencies
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College and Career Planning

An IET program must be part of a career pathway. The program must include career and college planning to ensure program participants understand (1) the IET
career pathway, (2) their educational and vocational options, and (3) strategies for a smooth transition to continued training or employment.

Career and college planning can be integrated into IET programs in two ways:
1. Support activities integrated into the IET program and curricula available to all learners, such as bringing industry representatives into the classroom or
providing job shadow experiences; or
2. College and career counseling customized to individual learners, including goal setting and transitional supports. These activities are coordinated in an
Individual Learner Success Plan created jointly with the learner during the intake process (considered in the 2.3 Design the Learner
Experience section of the Design and Plan phase).

To integrate college and career planning into the IET program and curricula, identify what you want your learners to know or be able to do as a result of your
interventions. Evaluate existing curricula and tools for career and postsecondary education awareness and planning activities and select those you can use as is
or adapt to fit your needs.

Enter your plans in the table below.

Refer to the Incorporate College and Career Planning section of the IET Toolkit under 3.2 Develop the IET Curriculum.

Desk Aid 9: College and Career Planning

College and Career Plan

Element Task Task Lead Timeline
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IET Needs Assessment Tool

Key Area #1: State and Local IET Policy and Career Pathways Options

This note-taking tool includes sections for state and local IET policy and career pathway activities in
your area. You can use this tool to create a customized document for each interview you plan to
conduct or document you plan to review. We have provided sample research questions to get you

started.

When you have completed all of your research activities for this area, capture your findings in the
Needs Assessment Research section of the IET Assess Tool.
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Research on State and Local IET Policy

Interviewee Name

Role/Organization

Document/Data
Reviewed

Interviewer/
Note Taker

1. Through what documents does your state
communicate IET policies and program
requirements?

2. What requirements does your state have for
the type of organization or entity that must
provide IET or be part of an IET program;
the duration and intensity of IET; required
education or credential attainment
outcomes; or other elements such as
industry of focus?

3. What IET funding does your state or local
area provide, either through federal funds,

specific appropriations from state budgets,
or private sector funds?

4. How can these funds be accessed?
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Research on State and Regional Career Pathways Options

Interviewee Name Role/Organization

Document Reviewed

Interviewer/
Note Taker

1. What career pathway efforts and/or
career and technical education (CTE)
programs are under way in our
community?

2. Which industry sectors and occupations
are the focus of those efforts or
programs?

3. Which organizations, educational
institutions, and businesses are most
closely involved in this work? (Are we
connected to these entities?)

4. How can an IET program become part
of an existing career pathway/CTE
program to serve adult learners?

5. Are there specific timelines or processes
to follow to connect to these career
pathway efforts or CTE programs?
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Key Area #2: Regional Workforce Development Needs

This note-taking tool includes sections for regional workforce development needs and learner needs. You can
use this tool to create a customized document for each interview you plan to conduct or document you plan to
review. We have provided sample research questions to get you started.

When you have completed all of your research activities for this area, capture your findings in the Needs
Assessment Research section of the IET Assess Tool for this research topic.

Research on Regional Workforce Needs

Interview state and local education and workforce development staff.

Interviewee Name

Role/Organization

Document/Data
Reviewed

Interviewer/
Note Taker

1. What skills and credentials do these
businesses value?

2. What requirements do in-demand industries
have for employees (e.g., background
checks, legal permanent residency, high
school diploma or equivalent, industry
certification requirements, etc.)?

3. What training providers are available for
the occupations most in need?

4. What programs/organizations currently
provide education and training for adult
learners as they prepare for and enter
employment in in-demand occupations?

5. What gaps exist in regional services to adult
learners?

6. Are there unmet needs for adult learners for
training, career services, etc.?
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Research on Learner Needs

Interviewee Name

Document/Data
Reviewed

Interviewer/
Note Taker

1. How do you currently recruit for
entry level positions in the target
occupation?

2. What skills and credentials do
employees need for this work?

3. What makes an employee
successful in your company?

4. What makes an employee
unsuccessful in your company?

5. Describe the opportunities for
growth and advancement within
the target occupation.

Role/Organization
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Key Area #3: Community Resources to Support Your Program

This note-taking tool includes sections for researching funding sources, training providers, and supportive services. YOU
can use this tool to create a customized document for each interview you plan to conduct or document you
plan to review. We have provided sample research questions to get you started.

When you have completed all of your research activities for this area, capture your findings in the Needs
Assessment Research section of the IET Assess Tool for this research topic.

Funding

Interview staff of successful IET programs run by CTE providers, WIOA Title Il providers, or industry
associations.

Role/Organization

Interviewee Name

Interviewer/
Note Taker

Date of Interview

1. What funding sources are available to
support the required components of IET in
this community and state?

2. What costs/services can the funding cover?

3. How much funding is available?

4. What are the restrictions or requirements in
place for funding sources?

5. Who is the point of contact for the funding?

6. Please describe the application process.

7. Are there timelines and deadlines we need to
be aware of?
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Training Providers

Interview area adult education providers, workforce development service providers, or area training providers.

Interviewee Name
Document Reviewed

Role/Organization

Interviewer/
Note Taker

Questions for State and Workforce Development Staff

1. Who are the high-quality training providers in my
region?

2. Which training providers are flexible and willing to
collaborate with adult education instructors?

Questions for Training Providers

3. Please describe your training curriculum.
4. How much hands-on learning is included in the
curriculum?

5. What role do regional employers play in curriculum
development?

6. Are regional employers involved in curriculum
delivery?

7. When was the last time you updated the curriculum?

8. Is your training facility readily accessible to learners
(public transit accessible, etc.)?

9. How do you connect learners to job opportunities?

10. What are the employment outcomes of recent

program participants who completed the
curriculum?

11. When is the next course start date?

12.  Are you flexible and willing to collaborate with
adult education instructors?
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Supportive Services

Interview representatives of community organizations, programs, and funding agencies available

Role/Organization

to support key learner needs.

Interviewee Name

Interviewer/
Note Taker

Date of Interview

1. What services do you offer for adult learners?

2. Are you considering offering additional
services?

3. Who is the point of contact for this service at
your organization?

4. What restrictions or requirements are in place
for your services?

5. Are there services or programs that would
complement your programming?

6. How are the services funded?

7. How much capacity is there to offer services to
new clients?

8. What types of partnerships or referral processes
are already in place for these services?

167 |Page



Key Area #4: Emerging and Promising IET Practices

This note-taking tool includes questions to help you identify and learn from promising practices in your region
and beyond. You can use this tool to create a customized document for each interview you plan to conduct or
document you plan to review. We have provided sample research questions to get you started.

When you have completed all of your research activities for this area, capture your findings in the Needs
Assessment Research section of the IET Assess Tool for this research topic.

Interview staff of successful IET programs or other workforce development programs

Role/Organization

Interviewee Name

Interviewer/
Note Taker

Date of Interview

1. What is the name of your IET program
and where is it located?

2. Please describe your IET program,
including the target population and
learners.

3. Please describe how you designed the
IET program to meet all three of the
required components.

4. Which elements of your IET program
worked well?

5. Which elements of your IET program
needed refinement? Why?

6. What are/were the outcomes of your IET

program related to learners transitioning
to jobs or postsecondary education?
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Key Area #5: Learner and Business Needs

This note-taking tool includes sections for identifying learner and business needs in your area. You can use
this tool to create a customized document for each interview you plan to conduct or document you plan to
review. We have provided sample research questions to get you started.

When you have completed all of your research activities for this area, capture your findings in the Needs
Assessment Research section of the IET Assess Tool for this research topic.
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Learner Needs

Interview learner populations suggested by state and local workforce development staff (refer to your work in
Key Area #2: Regional Workforce Development Needs). During group or individual interviews, your goal is to
ask open-ended questions and elicit stories, not facts.

Interviewee Name

Role/Organization

Interviewer/
Note Taker

Date of Interview

1. Tell me about yourself. What was your education
like?

2. Are you currently employed full- or part-time?

3. What are your career goals? If you achieve these
goals, how will it impact your life?

4. How do you currently learn about job and career
opportunities?

5. Tell me about a time when learning was exciting
for you. What was your experience?

6. Has learning ever been frustrating? What
happened and how did you respond?

7. Tell me about a time when you felt successful.
What was happening? Who or what supported that
success?

8. What would encourage you to enroll in a new
learning experience?

9. What are things that might prevent you from
enrolling in a new learning experience? (child
care, transportation, etc.)
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Business Needs

Interview employers known to have challenges obtaining qualified workers suggested by state and local
workforce development staff, and organizations that represent these business such as industry associations
(refer to your work in Key Area #2: Regional Workforce Development Needs).

Role/Organization

Interviewee Name

Interviewer/
Note Taker

Date of Interview

1. How do you currently recruit for entry-level
positions in the target occupation?

2. What skills and credentials do employees need
for this work?

3. What makes an employee successful in your
company?

4. What challenges do people in the target
occupation have that make it difficult to
succeed on the job?

5. Describe the opportunities for growth and
advancement within the target occupation.
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IET Program Evaluation Tool

Evaluation Type N E:;Z d Timeframe/ Data Analysis

Reportin Continuous Sharing
and Goal Schedule Sources Approach P 9 Improvement Results

(Measures)

Qutcome Goal: Did program stakeholders and leamers expenence change in capacity, knowledge, attitudes, skills‘behaviors, and/or educational or
employment attainment and achievement?

To what extent...

Process Goal: Was the program implemented as infended, meeting IET requirements, recruitment goals, populations of interest, and with intended instructional
design? What were success, barmers, and lessons learned?
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Evaluation C_—ioal and Data Needed Timeframe/Schedule Data Sources Analysis Approach
Question (Measures)

Outcome Goal: 80 percent or more of completers pass the ASE Service Consultant Certification test within 6 months of
completion.

Did 80% or more of » Completion dates Immediately following  + Student records Quantitative
completers pass the » Certification dates each 8-week session » Student achievement

ASE Service + Certification rates records

Consultant Certification « ASE SCC test scores

test within 6 months of

completion?

Process Goal: English language literacy, reading, writing, math, and soft skills instruction is integrated into the Auto Tech
curriculum.

How well was the AE * Curricular materials Toward the end of each Curriculum review Qualitative
instruction and (lesson plans, 8-week session (week  rubric

workforce prep skills handouts, etc.) 7) Instructor interviews

integrated into the Auto  « Instructor perceptions Student focus group

Tech curriculum? « Student perceptions
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Appendix #3: IELCE Programs

Integrated English Literacy and Civics
Education

Under Section 243 of the Workforce Innovation and
Opportunity Act

Overview

The U.S. Depariment of Education’s Adult Education and Family Literacy Act program (AEFLA),
enacted as Title Il of the Workforce innovation and Opportunity Act' (WI0A), is the principal
source of federal funding for states” adult education programs. AEFLA . administered by the
Office of Career, Technicsal, and Adult Education (OCTAE), provides a variety of services 1o
youth and adult learners aged 16 and older, induding (but not limited to) adult education,
teracy and civics education (IELCE), and integrated education and tramning (IET). Additionally,
WIOA codified in section 243 a new program of expanded IELCE activiies. The program

and credentials from their native country. Section 243(d) of WIOA requires the Secretary of
Education to make available to the Committee on Education and Labor of the House of
Representatives and to the Commitiee on Health, Education, Labor, and Pensions of the
Senate, a report on the activiSes camed out under the IELCE program.

Since 2001, annual consolidated appropriations have

included a set-aside for “integrated English teracy and IELCE programs include
civics education [IELCE] services o immigrants and other nstruction in teracy and
imited-English proficient populaions.” Under Title Il of English language acquisition
WIOA, AEFLA funds are reserved specifically for the IELCE = and the nights and
program, and IELCE services also remain an allowable responsibiites of ctizenship

funding. IELCE services, as a defined term in WIOA, must
include instruction in literacy and English language acquisiion and instruction on the rights and
responsibilities of citzenship and civic participation, and may include workforce training - The

IELCE program established under section 243 of WIOA differs in that providers receiving funds

' Workforce Innovation and Opportunity Act. Pub_ L No. 113128 (2014)

3 Section 208(2) of WIOA defines "aduft education and Meracy actviles” as *._programs, aciiviies, and services that
include aduft educaton, iteracy, workplace adull education and Meracy actvities, amily leracy activities. English
language acquisition activities, ntegrated English lieracy and ovics education. workforce preparation actvibies. or
infegrated educaton and traning ”

¥ Section 203{12) of WIOA defines “niegrated English lleracy and ovics education” (IELCE) as *__educaton services
provided 1o English language learmers who are adults  inciuding professionals with degrees and oedentials in thew
rative countres, fat enables such adulls 1o achieve competency in the English langsage and acquire the basic and
more advanced shils needed o inction effectvely as parents workers and ofzens n the Unied States  Such
services shall nclude imstruction n Meracy and English language acqsstion and instruction on the nghts and
responsibdties of afizenship and Ovic partopaton, and may include workforce trasreng *
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Unger Sacton 243 of the Workforee Innovation and Opportunitty Act

for this spedific program must provide IELCE activities in combination with IET* activities.
Furthermore, programs that receive section 243 funding are required o prepare English
language leamers for, and place such adults, in unsubsidized empioyment in in-demand
industries and occupsations that lead to economic self-sufficency, as well as integrate with the
local workforce development system to carry out the activities of the program.*

This report includes available data from the first two program years (PY's) through the National
Reporting System for Adult Education (NRS), covering PY 2016-17 and PY 2017-18.
Beginning in PY 2018-19, the NRS will report outcomes for IELCE participants disaggregated
by demographic characteristics. This report sets forth activities of the section 243 program in the
following sections: Funding, Enroliment. and Program Design and Promésing Practices.

Funding

WIOA requires the Secretary of Education to reserve 12 percent of the AEFLA appropriation
available for grants*® to carry out the IELCE program under Section 243. Section 243(b){1)(A)-
(B) allocates 65 percent of those IELCE funds to states based on a state’s need for integrated
English literacy and cvics education. This is determined by calculating each state’s share of a
10-year average of the data of the Office of immigration StatisSics of the Department of
Homeland Security for immigrants admitted for legal permanent residence for the 10 most
recent years. The remaining 35 percent of IELCE funds is allocated to states that have
experienced recent growth among the target population as measured by the average of the
are gvalable ’

Congress appropniated $595 667,000 for AEFLA in both fiscal year (FY) 2016 and FY 2017.
The Department reserved a portion specified by appropriations language for national leadership
activities (authonzed under Section 242); in both years $512,120 400 was available for AEFLA
Basic Grants to States, and $69 834 600 was avaiable for Integrated English Literacy and
Civics Education.

IELCE awards o states ranged from $60,000* to $13 960,209 in FY 2016 and from $60,000 to
$13,999.514 in FY 2017.

¢ Under Section 205(11) of WIDA and M CF R § 481 35 “niegrated education and Yainng” (IET) means *_
service apprcach that provides adull education and Heracy actviies concurTently and contextually with workdorce
preparaton activiSes and workforce rasmng for 3 speciic conupation or occupaional duster lor the purpose of
educational and career advancement " IET is rher descobed 2 M CFR §§463 3548338

*34CFR §§ 4637046373 Retreved from: higs Swww goverdo govicontert hg CFR. 2010 40 M volSumi CFR-
2019 88e34 voi sublited chaplV smilsegrumé€l 70

¥ Section 211(a){2) requires that 12 percent of the AEFLA total apgrepriaions amount that remains afler reserving 2
percent for National Leadership Activilies be reserved 1o cany out the ELCE program. Language in appropriations
acts have, for many years, routinely overridden the 2 percent sed-aside for Naionad Leadership Activibies with 2
siightty different amount.

? Office of immigration Statstics of the Department of Mometand Securty af i s dhs gowinilics swmoraton.
alatmes

* Section 24Nb)(2) of WIOA regures Pat no stafe recesve an allotment of less Ban $80 000 The states et recewed
$60 000 in Section 243 ELCE program funds in FY's 2016 and 2017 are Montara, Vermont, West Virgnia, and Wyomng

U S Derantuent oF Ecucanom, OFfcE oF Caassi, TEORROAL, AnD AZuat EDucanom | 2
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Unger Saction 243 of the Workforee Innovation and Opportunity Act

for this specific program must provide IELCE activities in combination with IET* activities.
Furthermore, programs that receive section 243 funding are required fo prepare English
language leamers for, and place such adults, in unsubsidized employment in in-demand
industries and occupations that lead to economic self-sufficency, as well as integrate with the
local workforce development system to carry out the activities of the program.*

This report includes available data from the first two program years (PY's) through the National
Reporting System for Adult Education (NRS), covering PY 2016-17 and PY 2017-18.
Beginning in PY 2018-19, the NRS will report outcomes for IELCE participants disaggregated
by demographic characteristics. This report sets forth activities of the section 243 program in the

Funding

WIOA requires the Secretary of Education to reserve 12 percent of the AEFLA appropriation
available for grants® to carry out the IELCE program under Section 243. Section 243(b){1)(A)-
(B) allocates 65 percent of those IELCE funds to states based on a state’s need for integrated
English literacy and avics education. This is determined by calculating each state’s share of a
10-year average of the data of the Office of immigration StatisSics of the Department of
Homeland Security for immigrants admitted for legal permanent residence for the 10 most
recent years. The remaining 35 percent of IELCE funds is allocated o states that have
experienced recent growth among the target population as measured by the average of the
are avalable ’

Congress appropriated $595 667,000 for AEFLA in both fiscal year (FY) 2016 and FY 2017
The Department reserved a portion specified by appropriations language for national leadership
activities (authonzed under Section 242); in both years $512,120 400 was available for AEFLA
Basic Grants to States, and $69 834 600 was avaiable for Integrated English Literacy and
IELCE awards to states ranged from $60,000* to $13,960,209 in FY 2016 and from $80,000 to
$13.999.514 in FY 2017.

¢ Under Section 203{11) of WIDA and M CF R § 481 35 “miegrated education and Yainng” (IET) means *_a
service approach that provides adull education and Heracy actviies concurrently and contextually with workdorce
preparaton activiSes and workioroe rasming for 3 speciic conupation or occupational cluster lor the purpose of
educational and career advancement " IET is rther desobed 2 M CFR §§463 35468338

*34CFR §§ 4617046373 Retreved from: higs fwww goverts govicontent phgCFR.2010 4 M volVum CFR-
2019 88e3s volS subited chaplV smisegrumd€3 70

¥ Section 211(a){2) requires that 12 percent of the AEFLA total apgropriations amount that remains afler reserving 2
percent for National Leadership Acfivilies be reserved io cany out the ELCE program. Language in appropriations
acts have, for many years, routinely overridden the 2 percent sed.aside for NaSionad Leadership Activities with 2
sightty different amount.

? Office of immigration Statstcs of the Department of Mometand Securty af Mips e s govinifcs swmoraton.
sty

* Section 24Nbi2) of WIOA reguires Pt no stafe recerve an allotment of less Ban $80 000, The states Suet reoswved
$60 000 in Secton 243 ELCE program funds in FY's 2016 and 2017 are Montara, Vermont, West Virgnia, and Wyoming

U S Derantuent oF Eoucancm, OFFcE oF Caissn, TEORaCAL, A0 Axa T EDucanom |2
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integrated English Literacy and Civics Education
Under Section 243 of the Workdoree innovation and Opportunity Act

Enroliment

The first full year of program implementation for the Section 243 IELCE program was PY 2016-
17. Figure 1 dlusirates enroliment data for the first 2 years of IELCE program implementation.
Batween PY 2016-17 and PY 2017-18, states reported an increase of 43 441 particpants
enrolled in the IELCE program naionwide.

A key component of the IELCE program is that educational services
Enroliment be delivered in combination with IET activites. The AEFLA
PY 2016-17: 116683 regulations® clanfy that a program may meet the requirement to
PY 2017-18- 160,124 provide IELCE in combination with IET by co-envoliing paricpants
in [ET aciviies provided within the local or regional workforce
Increase: 43,441 development area offered through other public workforce system
partners, or by using AEFLA funds to support IET activities.
Between PY 2016-17 and PY 2017-18, the AEFLA program saw an increase of 8 062
participants in the IET component of the IELCE program, a 136 percent increase (see IELCE-
IET data in Figure 1). In comparison, IET enroiment for the AEFLA program outside of an
IELCE program has aiso seen a significant increase in participants. In PY 201617, IET
participation across all program types (not including the Section 243 IELCE program) was
17,391 and increased to 29 926 in PY 2017-18 — an increase of 12 535 participants (or 72
percent) between the two program years.

Figure 1. Student Enroliment in IELCE by Program Type
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Figure 2 provides disaggregated information regarding IELCE program participants by age. As
indicated in the figure, the number of IELCE program participants increased in all age groups

between PY 2016-17 and PY 2017-18. The largest number of participants, representing more
than half of the IELCE participants (approximately 54 percent in PY 2016-17 and 53 percent in

" 34 CFR § 463 74 Retreved from Mips Swww gownio gowcontentiphg/ CFR 2019 88e 38 wvol Ve CFR. 2018,
S8e3d vold subblieB chaplV smisegrumdBl 74
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integrated English Lteracy and Cracs Education
Unger Secton 243 of the Wondoroe innovation and Opportunty Act

PY 2017-18, respectively), were in the 2544 age group and saw an increase of 20 847
participants between the two program years. The second largest age group, representing 18
percent of IELCE participants in PY 2016-17 and 19 percent of participants in PY 2017-18, was
45- to 54-year-olds which saw an increase of 9,516 paricipants enrolied between the two

program years.
Figure 2. IELCE Program Participants by Age
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IELCE Program Design and Promising Practices
States award Section 243 IELCE funds through the same competitive process that they use o
award the basic AEFLA grant funds to eligible providers. States also have the flexibility o
implement a varnety of IELCE program designs, as long as programs meet the requirements

outfined in the regulations.'®

Literacy and Civics Education project, funded by the
Department of Education in June 2016 through national
providers in implementing the requirements of the IELCE
assistance 1o support program design and created a national
of IELCE promising practices and strategies. The project

The Building Opportunities
Through integrated Engliish
Literacy and Civics
Education project created a
national coflaborative and
identified promising practices
for IELCE

“ 3 CFR §§ 453 70-483 75 Retrieved from Mios Seww oovedo govicortentoho/CRR 2019483 vol Vel CFR-

2019 88234 voi) subtte chaplV smilsegrumaSl 70
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integrated English Literacy and Civics Educstion
Unger Section 243 of the Workforce lnnovation and Opportunity Act

relationships and coliaborations with workforce development and community partners fo
enhance the curriculum and fraining components; using bridges and on-ramps o IETs that lead
to credentials; and delivering contaxtual instruction that connects English language leaming to
other wraparound support services, as well as other strategies 10 support recruitment, retention,
and delivery of program services.

Summary
Since 2001, annual consolidated appropriafions have indluded a set-aside for “integrated
English literacy and civics education [IELCE] services to immigrants and other limited-English
proficient populations "™ Under Title il of WIOA, AEFLA funds are reserved specifically for the
IELCE program. Although this report presents avaiable data from the first two program years
through the NRS, covering PY 2016-17 and PY 2017-18, future reports will present outcomes
for IELCE particpants disaggregated by demographic characteristics. This first report sets forth
baseline data desaibing funding leveis and enroliment trends in the first two years of
implementation. States confinue fo deveiop and expand IELCE programs and provide resources
and guidance to local programs to strengthen IELCE programs within their states. OCTAE
continues to provide technical assistance, opportunities for states to share promising practices,
and other resources and supports fo assist states in the implementation efforis.
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Appendix #4: Work-Based Learning

sep 2018

Work-Based Learning
MODEL POLICY COMPONENTS

JENNIFER ZINTH
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igh-quality, work-based learning opportunities can confer 2 numiber of
H benefits — not only for students, but also for schools, employers and
communities. And because high-guality work-based leamning opportunities
integrate applicable academic concepts and state standards and evaluate
a student's mastery of key employability skills, students can reap greater
benefits from quality work-based learning programs than they can from
traditional teen employment opportunities.

In the absence of state policies providing structures and funding for work-
based learning programs, there can be disparities in program access
from one district to another. Fewer than one-third of states have adopted
policies regarding secondary student work-based learning, according to the
HNational Skills Coalition As of April 2017, 14 states had policies governing
pre-apprenticeships and youth apprenticeship programs for high school
students, and 11 states had policies gowerning other secondary student
work-based learning.

Conseguently, as a 2016 Jobs for the Future regort notes, “challenges related
to access threaten to limit the potential of work-based learning to respond
to the needs of both employers and underserved populations. A lack of
equitable access to work-based leamning limits the career prospects and
economic mobility of millions of youth and adults. It also prevents them from
becoming part of the pipeline of skilled workers employers need to help spur
local, state, and national economic growth.”

To ensure high school students statewide hawe equitable access to high-
quality work-based learning experiences designed to prepare them for
postsecondary and workforce success in high-demand occupations in
their region or state, a comprehensive policy approach should include the
following components:

STATE AND REGIONAL COORDINATION

Denvelopment of a state strategic plan for work-based learning.
Designated entity or entities coordinating state and regional efforts.
Establishment of state or regional intbermediaries.

Single, clear and statewide definition of various work-based learning experiences.

What Is Work-
Based Learning?

Some may think work-based
learming refers exclusively to
internships or apprenticeships,
but work-based learing
includes a continuum of work-
related experiences — from the
early grades through high school
and beyond — and a range
of experiences — from those
completed in classrooms to
those nearly or fully completed
outside the school and school
day. The nonprofit Washington
5TEM developed a K-12 Carear
nected Learning Framework
that defines work-based learmning
experiences across the spectrum
of learmer ages and levels of time
spent outside the classroom.

Development and broad dissemination of effective, wetted employer outreach and support strategies.
Clear communication — and policy adoption as needed — on critical employer logistics.

wwwes.org | (@EdCommission
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ACCESS
m High-quality career awareness and exploration beginning in the elementary and middle grades. f
® Annual notification to all students and parents of work-based learning opportunities.
m Career counseling and advising for students and parents before and during program participation.
m High school and district support to inform and coordinate student, teacher and employer efforts.

FINANCE
m Funds to support deployment of all activities at the state, regional and local levels.

m Funds available to pay students in time-intensive work-based learning experences.

PROGRAM QUALITY
m Development and dissemination of a state framework for work-based learning.
B Student awareness of and exposure to high-guality employability standards —
aligned with state standards.
m Teacher participation in high-quality training.
® Program reporting and inclusion in state accountability systems.
B Post-experience evaluation for students, employers, teachers and other participants.

GRADUATION CREDIT
m Mon-elective graduation credit for approved work-based leaming experiences.

These policy components are intended to be high-level and applicable to the divarse amay of high school work-based
learning experiences, rather than prescriptive to the needs of — for example — an apprenticeship program versus an
internship program.

In addition, because all five policy areas are inberrelated, these components should be viewed as a comprehensive
package of policies for state adoption rather than a menu from which states may choose without compromising
program availability or quality. For example, access and participation are compromised if funding strategies create
disincentives for students or districts. Program gquality is jpopandized in the absence of effective state and regicnal
coordination. And in principle, all five policy areas can hawe a significant impact on program access.

The following section defines and provides the rationale for including each of the model components within a
comprehensive state high school work-based learning policy and identifies examples of state provisions that align
with each component.

wwwesorg | (@EdCommission
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State and Regional Coordination

o o

Single, clear and statewide definition of various work-based learning experiences

Because a vast array of experiences fall under the umbrella of work-based learning, a single, clear and statewide
definition can help ensure that all stakeholders share a common understanding of what constitutes each type of work-
based leaming experience and that students have consistent experences statewide.

Howewer, a 2018 analysis by American Institutes for Research suggests that statewide definitions of various types of
work-based learning experiences are lacking in some states, and that some states also lack statewide definitions of
work-based leaming itself

Examples of single, clear and statewide definitions of various work-based learning experiences include Kentucky's
Work-Based Learning Manual and Mevada's Work-Based Learning Guide for Secondary Education, which provide
definitions for a variety of experiences. Other states are working on definitions, including Idaho — for job shadowing,
externship, pre-apprenticeship, apprenticeship, registered apprenticeship, clinical, on-the-job training, internship, co-
op, work experience, subsidized employment and mentorship — and Montana.

State leaders who are working on developing a single, clear and statewide definition of work-based learmning experiences
should consider:

m Who is setting definitions? Which entities have agreed upon the definitions?
m Is there a plan to ensure definitions are broadly and effectively communicated to individuals involved in work-
based leamning at the state, regional and local (district and building) levels?

m Do the defined experiences reflect career awareness and exposure that may take place in the elementary and
secondary grades? Do they cower the spectrum, from requiring no or minimal time cutside the classroom to

requiring extensive time in the workplace?

Development of a state strategic plan for work-based learning

A strategic plan establishes state direction for work-based learning policies and initiatives and helps to ensure long-
term sustainability. Setting state direction is particularly important — perhaps even mission critical — in a policy area
like work-based learning that involves so many state, regional and local actors from diverse sectors. A strategic plan
should set forth:

m State pricrities for work-based leamning that align with high-demand jobs and employer/sector priorities.
® The raticnale fior selecting those priorities, particularly in terms of better preparing students for future carears
through school-business parbnerships that provide authentic professional leaming experiences.
m State strategies to address those priorities (and ideally a timeline for deployment and expectations for pulblic-
private funding).
B The state entity (or entities) that will lead deployment of those strategies.
A strategic plan should convey a broad understanding that work-based learning is central to K-12 education and career

preparation and reinforce a state expectation that high-quality work-based learning should be available to students
regardless of where in the state they live.
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Such a plan should be developed by, and represent consensus among, a coalition of state boards and agencies
representing K-12 and postsecondary education, labor, economic and workforce development, and the gowernor’s
office — in addition to any nonprofit, philanthropic and business/industry stakeholders committed to ongeing support
of work-based leaming activities.

Delaware, for example, adopted its Learning to Worle Delaware Pathwawes Strategic Plan, which was developed by the
Delaware Pathways Steering Committee — a 1d-member group representing five state boards and agencies, Delaware

Technical Community College, local and regional school districts, nonprofits and philanthropies, and the private sector.
The plan identifies five state priorities for work-based learning, three major work strategies to support each pricrity
and one or two lead organizations to address each strategy.

Designated entity or entities coordinating state and regional efforts

By their nature, work-based learning efforts require the imvolvement of numercus stakeholders at the state, regional
and local levels. For example, Idaho's work-based learning efforts involve the state board of education, the division
of career and technical education, the department of labor, the department of commence, the governor’s office and
the ldaho STEM Action Center. Thus, designating one or more entities or individuals as the state lead is essential to
ensuring clear communication and coordination of the efforts of all involwed.

Currently, the entity that states designate for this role varies across states. In Delaware, the Delaware Technical
Community College is the lead entity; in Tennessee, the state department of education is leading the charge.

There is no one right agency to coordinate state and regional work-based learning efforts, but in identifying the
appropriate agency, state leaders should consider:

m Which entity distributes Perkins funds in the state®

m s there a designated full-time eguivalent to adequately staff state efforts? Is more than one FTE necessary to
adequately staff state efforts? If there are multiple FTEs coordinating state and regional efforts, will the best
outcome result from housing those FTEs within a single agency or across more than one agency?

m What is the appropriate level of funding to support the agency FTE(s) dedicated to coondinating state and
regicnal efforts, and is it sustainable?

Establishment of state or regional intermediaries

State or regional intermediaries perform the essential matchmaking role of The Advance CTE brief Leveraging
connecting schools and districts with employers that, together, develop and Intermediaries o Expand Work-
roll out work-based learning programs and ensure students are placed into Bazed Learning identifies key
opportunities aligned with their interests and goals. questions to ask when developing

a state intermediary or regional

A state intermediary may be a more logical choice in a state serving fewer intarmediary network, as well as
schools or districts or in which the intermediary is expected to broker details about South Carolina's
partnerships and student placements into a single type of work-based Apprenticeship Carolina™ statewide
learning program (for example, registered apprenticeships) serving a smaller intermediary and Georgla's system
populstion of students. of local intermediaries.
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In Delaware, the Delaware Technical Community College is the statewide intermediary — training, placing and
onboarding students; coordinating with industry sectors and employer associations to recruit students; and developing
and deploying high-quality work-based learning experiences. l0Wa hosts a statewide network made up of 15 work-
based leaming intermediary networks. The networks connect educators and businesses to facilitate work-based
learning opportunities, especially in science, technology, engineering, and mathematics (STEM) occcupations, and
other targeted industries?

As states build a statewide intermediary or networks of regional inbermedianas, they should strive to:

m Clearly communicate the role and responsibilities of statewide or regicnal intermedianes and how they should
waork with the state-level coordinating entity, local employers, schools and districts.

® Ensure intermediaries align work-based learning efforts with state or regional employer priorities.
® Ensure adeguate and reliable funding and staffing to support intermediaries.

Development and broad dissemination of effective, vetted employer outreach and
support strategies

Because employers are a crucial component of work-based learning, it's essential they understand the value of
participating — not only for themselves, but also for students and their local communities — and how they can best
take advantage of these opportunities.

Business leaders don't always know how to get involved, according to Advance CTE, and making clear asks of employers
that daelineate their roles and responsibilities can contribute to fruitful experiences for both employers and students.
Some states produce materials for employers that highlight the benefits of participating in work-based learning and
outline ways in which employers can participate. Tennessee leads the way with 2 website full of resgurces for all
stakeholders, including employers, to promote awareness and engagement in work-based learning. The site provides
practical tools to support effective day-to-day program participation, including one-pagers that define expectations
and examples of eligible experiences, guidelines for working with students, and sample language that schools and
districts can use to engage with employers.

Clear communication — and policy adoption as needed — on critical employer logistics

Effectively communicating ways in which employers can engage in work-
based learning is only one part of critical state action to secure employer The Advance CTE report
participation. Also assential to employer outreach and support is information Connecting the Classroam
on the logistical issues of workers' compensation, unemployment insurance, o Careers: Removing Legal

hazardous work laws, prevailing wage laws, liability and minimum ages — Barriers sround Work-based
which can pose barriers to employer participation. States are incorporating Learning highlights efforts in
information on state and federal policy on these logistical issues into work- Calirornia, New Jersey and
based learning implementation guides. In addition to Tennessee's Work- Kentucky to provide clear

Based Learning Policy Guide, a few examples include lowa's Work-Based communication and adopt
Leaming Guide, Nebraska's work-based learning webpage and Kentuckys | Polficy as needed, addressing
Work-Based Learning Manual. critical employer logistics.
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High-quality career awareness and exploration beginning in the elementary and
middle grades

If students are not meaningfully exposed in the elementary and middle grades The Asscciation for Career and

to an armay of career options across diverse occupation groups, they may Technical Education rt

decide, by high school, that certain occupations are not for them. c E i i Mididl
For this reason, some states like Tennessee and Washington have meszaged School: Seiting Students on
the Path fo Success provides

that high school work-based learning experiences are on the latter end of
strategies and best practices for

integrating career explomtion in
the middle grades.

a continuurm of career-related educational experiences that begins with
exploration and preparation in earlier grades. And that exposure is most
beneficial when those activities are high-guality.

To support quality assurance, at least nine states have adopted standards for career development, awareness and/
or exploration, including Alabama Florida Georgla Kentucky, Malne Marviand Mew Hampshire Hew Jersey and
Pennsvivanla Additionally, school accountability systems are a lever states can use to incentivize access and quality.
For examgple, the school quality or student success indicators in Pennsylvanla's plan under the Every Student Succeeds
Act (ES5A) include career exploration and preparation measures for grades five, eight and 1. Specifically, schools
are evaluabed based on the percentage of all students and each subgroup who participate in career exploration
and preparation activities (by the end of grade five), create individualized career plans and participate in carear
preparation activities (by the end of grade eight) and implement those plans through ongoing development of a
career portfolio and participation in career preparation activities (by the end of grade 3.4

Annual notification to all students and parents of work-based learning opportunities

As with other educational cpportunities, students who are unaware of programs and the benefits of program
participation will not know to take advantage of them. Prowviding program information to all students and their parents
is a relatively low-cost approach, with the potential to increase program participation among traditionally underserved
youth who may benefit most from work-based learning opportunities.

States may consider requiring the mention of work-based learning opportunities in annual notifications to high school
students and parents about college- and career-connected leaming opportunities. For example, Virginla statute
requires local boards to implement a plan to notify students and their parents of the availability of varous career-
and college-oriented learning opportunities, such as Advanced Placement, dual enrollment and career and technical
education. A recent legislative change now reguires this annual notification to mention internships, externships,
apprenticeships, credentialing programs, certification programs, licensure programs and other work-based learning
experiences?

Another potential avenue for states to increase awareness is to notify students of work-based learning opportunitias
as students dewvelop and update their annual graduation plans. At least 34 states require all high school students
to develop and maintain an individualized graduation plan that sets out the courses and experiences students will
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participate in each year to be prepared for their post-high school goals. States may reguire counselors or other school
staff facilitating development of these plans to make students and parents aware of the availability of work-based
learning opportunities aligned with students’ postsecondary and career interests.

For exarmple, 10W3a requires eighth-graders to complete, and a parent to sign off on, an individual career and academic
plan that will prepare them for life after graduation; and state board rule directs districts to provide career exploration
activities that align with these plans®

Career counseling and advising for students and parents before and during
program participation

Annual notification is helpful but will not eguip students with all the
information they need to make wise choices regarding work-based learning The Jobs for the Future report
opportunities. Career counseling and advising before and during participation Malking Work-Based Learning
in a work-based learning opportunity can help students make informed Work sets forth a vision
decisions about careers and postsecondary education. Including parents can for comprehensive student

help them more effectively support their student both during the work-based supports before and during
work-based leaming.

learning experience itself and in taking the essential next steps in career and
postsecondary planning.

In rural or small schools or districts, where connecting students with career guidance may pose a greater challenge,
states can leverage technology to bridge that acocess gap. The idaho STEM Action Center Mentorship Portal is a virtual,
project-based mentorship platform that connects students with industry-embedded mentors statewide. The portal
also provides guidance to mentors and educators to support them in providing or facilitating high-quality mentoring.

High school and district support to inform and coordinate student, teacher and
employer efforts

Beyond the matchmaking and onboarding that state and regional intermediaries can provide, high schools and
districks can benefit from targeted support to inform and coordinate student, teacher and employer efforts
These may take any number of forms, including targeted counselor preparation, dedicated work-based learning
coordinators embedded in buildings or districts to coordinate and support local efforts, and online resources. Here
are a few examples:

Tennessee state board policy calls for a local, cedified work-based leaming coordinator, in conjunction with a
team of supervising teachers, to facilitate all programming — incleding the recruitment of appropriate work sites,
communication with employers, facilitation of instruction and documentation related to student work, safety training
and job placements.

The lowa Clearinghouse for Work-Based Learning, established by executive order, will virtually connect schools and
employers to facilitate work-based learning opportunities and create an inventory of work-based learming programs
for K-12, college and trade school students. Projects posted to the clearinghouse will have to meet certain standards,
such as making learning relevant, modemizing the curriculum and meeting employer needs. According to the executive
order, if state funding is available, mini-grants may help support projects, with employer matches — with the goal of
100 new work-based learning projects by July 2020.
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Rhode I1slands PrepareR| Ambassadors, representing classroom teachers and district and community leaders,
support career education activities on the ground — with a number of 2018-19 ambassadors focused on expanding
work-based learning.

[E CFinance p—

Funds to support deployment of all activities at the state, regional and local levels

If new programs calling for staffing increases, curriculum dewvelopment, training or professional development, and
other program supports are not accompanied by dedicated funding, they risk being perceived as unfunded mandates.
States hawe tapped a wvariety of funding sources, beyond state legislative appropriations, to support work-based
learning efforts. Here is a sampling:

WORKFORCE INNOVATION AND OPPORTUMITY ACT: Washington awarded $6.4 million in competitive
grants from WIOA funds to develop career-connected learning experiences — including job shadowing, career
planning, internships and apprenticeships — for 29,000 students in 11 communities through September 2019,

ESSA: A number of states” approved ESSA plans call for funds from Tithe |; Title I, Part A - Supporting Effective
Instruction; Title IV, Part A - Student Support and Academic Enrichment Grants; and Title IV, Part B - 21st
Century Community Learning Centers to support work-based learning opportunities.

PERKINS: The accountability system in the newly enacted Perkins (Perkins V) establishes student participation
in work-based learning as one measure eligible agencies may select to demonstrate program quality.

PUBLIC-PRIVATE MATCH: Massachusetts’ Connecting Activities is supported in part by public-private
matching grants to workforce investment boards or other local public-private partnerships involving
community job commitments and work-based learning opportunities for students. Grants require a minimum
200 percent match in student wages from private sector participants. Employers commit resources to pay
salaries, provide mentoring and instruction on the job and work closely with teachers, while public funds pay
for the costs of connecting schools and businesses to ensure that students serve productively on the job.

S0 E): CarcerWizse Colorado is a registered 501(c)3 that has adapted the Swiss model to offer apprenticeship
opportunities in five career pathways: advanced manufacturing, information technology, financial services,
business operations and health care. Students who comgplete the paid three-year apprenticeship program
earn valuable work experience, a nationally recognized industry certification and up to a year of college credit.

PHILANTHROPIC AND PRIVATE FUNDS, INCLUDIMG IM-KIND SUPPORT: The lowa Governor's STEM Advisory
Council website includes a page that identifies three types of business-education partmerships: experienced
5TEM professional, STEM resource and STEM supporter. Each type of partnership identifies activities that may
require business funds as well as business in-kind support.

Regional intermediaries can also leverage connections with private partners to supplement state and federal dollars
to support program development and delivery. Bilings'Works, a regional intermediary in Montana, is one example.
Billings employers help fund a full-time staffer in the Billings School District to liaise with businesses and dewvelop
work-based leamning experiences.
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Funds available to pay students in time-intensive work-based learning experiences

Programs that set the expectation that students receive no pay for time-intensive work-based learning opportunities
ouwtside the school day may limit the participation of certain students, including low-income students and emancipated
minors, who may rely on paid employment to support their families or themselves. 5o as not to limit participation for
these students, states can adopt mechanisms to offer some compensation to students in time-intensive programs. In
these cases, states will have to consider whether funds to support student pay will flow through districts, employers
or another channel, or be paid directly to students.

‘While offering student pay may pose some logistical challenges, states have negotiated solutions. In one example, lowa
developed a mechanism to provide a stipend for students engaged in STEM pre-apprenticeships (or other work-based
learning)inthe state. The stipend is funded by a SOWcW3) partner the student’s school identified, and/or ancther funding
source, but only if the student's work-based learning expenence incorporates certain standards of guality — including a
student product {such asareflection, project or study); workplace host assessment; and school verification of completion.?

Program Quality : -

Cr -

Development and dissemination of a state framework for work-based learning

An effective work-based learning framework builds upon the definitions of types of work-based learning expenences
and the state strategic plan by elaborating upon the essential components of a high-guality work-based learning
experience and clearly communicating the stakeholder(s) responsible for ensuring the delivery of each component. It
also ensures that everyone is on the same page, in terms of what a high-quality work-based leaming experience looks
like and how it is delivered.

For example, Tennessee state board policy identifies six essential components of a work-based learning program, and
it elaborates on state expectations for each.

Student awareness of and exposure to high-quality employability standards — aligned
with state standards

One of the purposes of work-based learning programs is to help students become aware of and begin to adopt key
employability skills — such as punctuality, work ethic, problem-solving and organization — that will contribute to
their career and postsecondary success. As such, it's important that they are aware of high-guality employability
standards and what proficiency in an employability skill looks like. In addition, high-guality work-based learning
experiences should, as practicable, also further and provide cpportunities for students to apply their academic
knowledge and skills.

In Tennesses, students” personalized leaming plans must outline how they plan to dewvelop and demonstrate
employability skills, including the application of academic and technical knowledge and skills, career knowledge and
navigation skills, and personal and social skills. The state provides an Emplovability Skills Checllist that outlines skills
that can be introduced and reinforced through various work-based leaming experiences, helping teachears pinpoint
which skills are most important to evaluate through work-based learning.
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Teacher participation in high-guality training

Just as in other areas of K-12 education, teachers need exposure to high-guality preparation and training to effectively
support succassful work-based learning experiences. To prepare teachers to be effective partners in work-based
learning programs, Tennessee offers a work-based learning certification for instructors who possess an active
teaching license. Cartification authorizes beachers not only to teach work-based learning courses for credit, but also
to become work-based leaming coordinators and owversee local work-based learning programs. The training leading
to the certification provides strategies to recruit appropriate worksites, communicate effectively with workplace
mentors and teachers to ensure appropriate student placement, facilitate instruction that meets work-based learning
framework requirements, promote the dewelopment of strong student portfolios and reflect work-based learning
course standards, among others.

Program reporting and inclusion in state accountability systems

Reporting on work-based learning program outcomes messages that the state is monitoring student access to and
participation in work-based learning experiences and the effectiveness of partnerships and providers. In lowa, the
department of education requires each regiocnal work-based learning intermediary network to report on its ongoing
program implementation, including expenditures, worksite core services, number of career clusters services and
program outcomes.?

Additionally, inclusion of work-based learning participation in state accountability systems messages that completion of a
quality work-based lkeaming expanence is a meaningful indicator of a high school student'’s college and career readiness.

ESS5A requires state plans to adopt metrics to identify the pearcentage of high school students {or recent high school
graduates) who demonstrate college and/or career readiness. Approved ESSA plans in at least 10 states — Arlzona,
Connecticut, Delaware, Georgla, Idaho, llinols, Kentucky, Maryland, Morth Dakota and Oklahoma — explicitly include
complation of a work-based learmning opportunity as a means for high school students to be included in the states
college and career ready count?

Post-experience evaluation for students, employers, teachers and other participants

Post-experience evaluation is essential for ensuring all participants fulfilled program objectives. Without this evaluation,
it is difficult to quantify whether students acguired new and meaningful knowledge and skills, employers had a
successful exparience and were equipped to support students effectively, and other stakeholders met communicated
expectations.

For students, this evaluation may be in the form of an assessment of the leamer's mastery of integrated applicable
state standards, technical skills or employability skills. For employers, the evaluation may pose questions to assess
their prepamation for, supports during and satisfaction with the work-based leaming experience. In Tennessee, students
in work-based leaming programs must demonstrate their knowledge and skill attainment through artifacts and/or
portfolios. The state also provides satisfaction surweys for emplovers and local education agencies that can surface
program shortcomings that warrant improverment.
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CGraduatmn Credit —

Mon-elective graduation credit for approved work-based
learning experiences

If students are not awarded credit toward high school graduation requirements
for work-based leaming experiences, it may deter student participation —
particularly for students in out-of-school work-based leaming experiences
who need to justify taking time away from other activities, such as caring for
their children or younger relatives or working.

Policies should allow for students to earn credit for learning validated by
either a teacher or other appropriate adult participant, such as an employer
or community partner, and permit credit to be awarded for experiences
regardless of where and when the leaming experience takes place — including
outside the classroom and outside the school day/year Additionally, when
work-based learning experiences embed academic standards and students
hawve documented their proficiency in those standards, policies should allow
for awarding of credit toward applicable subject areas — not only credit
for career technical education. And to the extent that work-based learning
experiences embed postsecondary expectations, students should be awarded
dual credit — high school graduation credit as well as postsecondary credit.

Ohlo siatute directs the department of education to develop a framework

for issuing high school credit to students who demonstrate subject area
competency through work-based leaming experiences, internships or
cooperative education.™

For Technical Assistance and Support

If you have questions or are
looking for more resources
on sound work-based
learning policies, contact

Education Commission
s of the States.

Thanks to the many
Individuals whose Input
contributed to this report:

AUSTIN ESTES
Advance CTE

LINDA FAMDEL
Office of lowa
Gow. Kim Reynolds

JESSE GILLIAM
‘Washington STEM

AMGELA HEMINGWAY
Idaho STEM Action Center

ERIAN MITCHELL
Mevada Gowvernor's Office
of Science, Innowation
and Technology

LUKE RHINE
Delaware Department of
Education

SIRI SMILLIE
Office of Montana
Gow. Steve Bullock

JEFF WELD
lowa Gove s STEM

Advisory Coundcil

GILDA WHEELER
‘Washington STEM

AMY WILLIAMS
Montana University Sysberm

AMAMNDA WINTERS
Mational Governors Association

KATHRYN ZEKUS
Advance CTE

wwwesorg | @EdCommission

191|Page



+

S~

i EDUCATION COMMISSION

OF THE FTATES
Faur s caln pafop D,

13

ENDNOTES

1. Siri Smillie, Office of Montana Gov. Steve Bullock, in
email communication with author, Auwgust 1, 20018; and
Angela Hemingway, ldaho STEM Action Center, in email
communication with author, July 26, 2018.

5. VWA Code Ann. § 221-253 131D
6. lowa Admin. Code 281-49.4(279).

7. Jeff Weld, in email communication with the author, July

2 ICA § 256.40; and “Intermediary Metwork (Statewide 2 2018

Work-Based Learning Intermediary MNetwork),” lowa
Department of Education, accessed September 4, 2018,
https-feducateiowa.gov/adult-career-and-community- 9. Career Readiness & the Every Student Succeed's

i i 2 Act: Mapping Carcer Readiness in State ES5A Plans
(Washington, DC: Advance CTE and Education Strategy
Group, December 2017), https:ftte.careertech.ong/
sites/default/filesfiles/rescurces/Mapping Career
Beadiness _ESSA_FULL_ 2017 pdf

8.L.C.A § 25540

network-statewide.

3. Austin Estes, Advance CTE, in email communication
with the author, July 31, 2018.

4. Every Student Succeeds Act: Pennsyivania Consolidated
State Plan (Harrisburg: Pennsyhbvania Department of

Education, January 12, 2018} hitps:{www.education.

10. RC. § 3313.603(J)(3).

AUTHOR

Jennifer Zinth leads high school policy and STEM efforts at Education Commission of the States. When not saving lves
through education policy, she enjoys yoga, travel, trying out new recipes and spending quality time with her husband,
son and daughter. Contact Jennifer at [zinth@ecs org or 303.299.5688.

ACKNOWLEDGMENT

This brief was made available by generous support from the Joyoe Foundation.

& 20158 by Education Commission of the States. Al rights reserved Education Commission of the States encourages its readers to share
our information with others. To request permission to repeint or excerpl some of our matenal, pease contact us at 3032993609 or emai

askinnen@ecs.ong.

@EdCommission

Education Commission of the States | 700 Broadway Suite 810 Denver, O 80203

wwwess.ong |

192 |Page



