
Unit Fourteen: ABE 
Program Expectations for 

the ESL Instructor  



The First Day 
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Presenter
Presentation Notes
The first time you meet with a new student entails beginning the intake process.  This process involves the completion of a lot of forms. In addition to the forms/policies outlined here, each ABE center across the state may have additional forms/processes which new ESL instructors should be aware of. Please consult your ABE program director for this.The Intake ProcessApplication Packet The application packet consists of the following: 1. A State approved intake form The State has recommended that we do NOT simply give the application form to the student to complete, but rather go over the form with the student to ensure that each section is completed as required. Please be sure to double check that all boxes are completed.  2. A State approved Educational Goal Plan The goal sheet attached to the intake form is also to be completed by the instructor and the student. Typically, these are completed after the intake assessment so that both the instructor and student have a good idea of where strengths and weaknesses lie. Specific, Measurable, Attainable, Realistic and timely (SMART) goals must be established for each student. As students attain their personal goals, those accomplishments should be noted under the entry for the goals. If the goals are educational in nature, they will ensure the student’s completion. Goals beyond the GED, such as employment and postsecondary or skills training are the true motivators for students.  We have to help student set goals that they can actually achieve within a defined time period (e.g. a month, two months, six months, etc). Once a student achieves a goal, it MUST be reported and another goal set (using the goal sheet forms). There are a multitude of ways in which the ingenious instructor can recognize the achievement of a goal, so please feel free to be creative. BUT you must let your data entry person know each and every time a student achieves this type of milestone. We have to document the achievement of all student goals. Furthermore, because our fiscal year ends on June 30th of each calendar, we have to formally record and submit evidence that learners have achieved their goals by that date. Beginning July 1st of each year, we have to work with our students to set new goals for the next fiscal year (period).  Helping a student set goals It’s important to set goals that they can meet. Examine their TABE or BEST scores before setting goals. All students who come into our centers and are unemployed must have a goal of “obtain a job” set upon intake.     This is a federal mandate. Students who have a job and come to us to obtain the skills they need to keep that job, must have a goal of retain job set upon intake. These goals are in addition to the ‘improve skill’ goals that may be set.  Students who are not interested in entering the workforce (i.e. retired, stay at home moms, corrections, etc)  do not have to have these goals set, BUT the instructor must note this on the application packet. One very odd federal mandate regarding employment is entering the military may NOT be considered as ‘entering employment’.  3. The intake essay All students, including ESL students are required to complete an intake essay. The intake form has space provided for this, but your center may have its own essay. See your ABE Director for information regarding the intake essay.4. Standardized State Approved Testing Test scores (TABE CLASS-E or BEST) All test scores must be submitted to your program director or data entry person with the intake packet.   5. Attendance Policy (this can be reviewed with the student in orientation) Attendance for each student must be tracked for each class they are enrolled in. Each ABE center in the State of Wyoming has its own attendance policies. Please consult your ABE program director for this information.Only those learners who have logged 12 or more hours can be ‘counted’ for federal reporting purposes. The learner must have at least 12 hours of in-seat attendance (this can be class time, time spent completing the profile for Wyoming at Work, GED 1120, AZTEC, KeyTrain, PLATO, or other instructional software programs, lab hours, TABE testing, BEST testing, GED practice testing or any other type of educational activity, EXCEPT for GED testing)’ All student hours including both in-class work and self-study (in your centers) on PLATO, GED 1120, KeyTrain or any other self-learning software must be logged and submitted to your data entry person. Students who stop coming to class should be contacted by phone after two weeks on non-attendance and encouraged to return to class. Follow up letters after one month of absence’s should be sent by email/regular mail to students. Students who do not come to class for 90 consecutive days must be exited from the program.   6.Learning Styles Inventory record The State recommends that the learning style preferences of all students be recorded and placed in the student’s file. Each ABE center has its own method for assessing a student’s learning style preference. Here again, it will be necessary for you to consult your program director.  7. All students must register a profile on the Wyoming at Work website.
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Presenter
Presentation Notes
Each new student must complete a program orientation after pre-testing is completed. The orientation must take place an approved ABE site and is to be conducted on a schedule that is in-line with each center’s policy. During orientation, it is very important that instructors explain to students what will be expected from them as they participate in our program. Orientation should consist of: program information, commitment and motivation to learn, assessments, learning styles, goal setting, local employment office information , time management, computer skills, and anything else you feel is relevant to your individual program. 



Testing ESL Students 

Presenter
Presentation Notes
The testing of all ABE/ESL students must occur at approved ABE centers throughout the State of Wyoming. ESL students should be given a complete battery of skills inclusive of BEST PLUS to test listening and speaking abilities AND a BEST Literacy to test their reading and writing abilities. Alternatively, the TABE CLAS-E test can be given to test all four language skills.ESL students are transitioned out of ESL and into ABE when they have scored at an SPL 7/8 on one or more of the standardized ESL assessments. Please talk to your Director if you feel you have a student who should be transitioned out of ESL and into ABE.Pre-Testing All students are given a pre-test as part of the intake process for the ABE program. Test results are used to determine placement levels into a program of study. Post-testing and Academic Gain For a student to show academic gain, they must have a pre TABE or BEST score,  which is given at intake and a post test score that shows a higher level (given after completing 60 hours or a course of study). Post testing of students must follow the approved State policy.  All ESL learners must log 60 hours of instruction before they can be post tested.  In instances where we know a student will be exiting before completing a program of study, due to unforeseen circumstances, then we may post test the student on their last day of attendance.  i. Post testing GuidelinesInstructors should follow the guidelines established by your local ABE center for post testing.



Approved Assessments 

Presenter
Presentation Notes
Before giving a BEST PLUS test to students, new instructors must be BEST PLUS certified. This certification is done by a State trainer and your program director will make arrangements for you to obtain this training.The Best Literacy and TABE CLAS-E assessments can be given to students once your program director has trained you on the delivery of these tests.All three of these tests are standardized nationally approved assessments for ESL learners. 
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Presenter
Presentation Notes
The BEST PLUS and BEST Literacy were developed to provide an assessment for individuals with very limited English. They include listening, speaking, reading, and writing. The tests can be used with pre-literate students, and those with little or no spoken English, through tasks that require only pointing to a picture. The tests include an individual oral interview which requires training to administer. The test contains simulated real-life listening comprehension and speaking tasks such as counting money to buy items or telling time. Elementary reading and writing tasks are used for learners identified as having at least minimal literacy and includes tasks such as reading labels or writing a check. Three variations are available for the BEST Literacy. The BEST PLUS is a computer-administered test.
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Figure One: Sample Test 
and Score Conversion Table 

Presenter
Presentation Notes
The example shown in this slide is for a Form D test and a Form D scoring conversion chart. Teachers must ensure that they use the correct scoring table for each test. Score Conversion Tables are available from your program director.
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TABE CLAS–E is an integrated system of assessments, instructional 
guidance, and staff development materials designed to measure adult 
learners' English language proficiency and aid in transitioning learners 
into mainstream education programs or career paths. 

 
TABE CLAS–E provides you with the resources to assess the language 
proficiency of adult English language learners in the areas of reading, 
listening, writing, and speaking. Scores are linked to  TABE 9 & 10, which 
helps ease your students' transition into the nation's leading adult basic 
education programs. 

 
The items and passages in TABE CLAS–E focus on workplace, 
community, and education contexts that are practical and familiar and 
that will motivate adult learners. The TABE CLAS–E items are aligned with 
the NRS English as a Second Language (ESL) Educational Functioning 
Level Descriptors, Student Performance Levels, and several state standards 
for English language proficiency. TABE CLAS–E makes it easy for you to 
pinpoint student strengths and areas of opportunity and to demonstrate 
student gains for NRS reporting purposes 

 
Scoring of these tests must be done manually and conversion tables 
must be used as well to calculate scale scores. Conversion tables are 
available from your program director. 



Using Assessment Results 

Presenter
Presentation Notes
Most teachers love to be in the classroom. They enjoy being able to see their student’s English language abilities blossom. After all, this is what teaching is all about. But in the ABE realm, there is another side that is equally important…..that of accountability. How is accountability measured? When we test an ESL student, the stakeholders in the classroom (i.e. teachers and students) have fairly immediate results. But what about stakeholders outside of the classroom (e.g. funders) ? What information do they need and how is that information to be gathered, recorded, and reported?Before we go any further, think about how you would define a successful ESL program. What do you think the signs of a successful program are? What performance indicators (e.g. gains on tests, employment, increased involvement in children’s education) do you think are the most important?
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Presenter
Presentation Notes
Most teachers would measure success in the classroom by how well their learners improve. Success could be measured by a number of factors, inclusive of standardized testing, learner portfolio’s, performance assessments, learner journals, work samples/group projects, etc. However, funder’s typically want additional information and this information must be gathered by instructors. In reporting program success (or not), ABE programs around the country must measure their program in the same ways. This is done by reporting 1) outcome measures 2) descriptive measures and 3) measure of participation. (each of these are discussed on subsequent slides).While accountability and standards may seem daunting, being accountable for what you do in the ESL classroom, is simply one of the job responsibilities of an ABE/ESL instructor. “Accountability and standards provide a means of capturing the achievement of students as the effectiveness of instruction.” (Parish, 2004).
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• Is measured by pre vs. post 
testing data on standardized 
assessments 

Educational Gain 

• Data match 
• Surveying Getting a job 

• Data match 
• Surveying Retaining a job 

• Data match 
• Surveying 

Entering Post 
secondary 

Education/training 

• Data match Obtain GED or 
secondary school 

diploma 

Presenter
Presentation Notes
In 1998, the Adult Education and Family Literacy Act (Title II of the Workforce Investment (WIA) act was passed. This law requires states to gather learner data from the programs and each state must report levels of performance to the US Department of Education. In order to facilitate this process, the US Department of Education developed the National Reporting System (NRS), an accountability system used to measure the effectiveness of federally funded adult education programs (Van Duzer, 2002). There are three core measures that the NRS requires ABE programs to collect learner data on: outcome measures, descriptive measures, and measures of participation.Outcome measures include educational gains, getting or retaining a job, entering post secondary education or training, and obtaining a GED or a secondary school diploma.Educational gain is measured by pre vs. post testing data.Getting a job: Registering students on wyomingatwork.com will allow the State ABE program director to data match records to determine if students have been successful in finding employmentFor those students whose names are not appearing on this website, individual surveys must be done by the instructor at various intervals after the student exits the program. See your program director for additional information regarding the surveying of students.Retaining a job: Data match is done by State if student is registered on wyomingatwork.com website.Instructor surveys must be done for students not registered on the website.Entering post secondary education/training: Your program director is able to data match all ABE/ESL students enrollment into post secondary educational programs through the National Student Clearinghouse. However, if you know that your student has enrolled in a training program and/or in post secondary education, please complete a goal ‘met’ sheet and submit it to your data entry person.Obtain GED: A data match, typically conducted by your program director is conducted periodically through NRS pro.
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Presenter
Presentation Notes
The accountability system established by the NRS identifies a students functioning level after they are tested. There are six ESL level descriptors which describe what a learner knows and can do in three areas: Speaking and listeningReading and writingFunctional and workplace skillsThese level descriptors define English language proficiency across all six levels from ESL Beginning Literacy to Advanced.The data collected from the pre and post testing of ESL students is recorded into the LACES database. Year end reports (as shown on the next slides) compile all student data. 



Year End Reports 

Presenter
Presentation Notes
At the end of the fiscal year (June 30th), all student data is compiled by the LACES database for reporting purposes. The intent of this section of the unit is to show the new ESL instructor how the information collected through the intake process, surveying, data match, and post testing is related to mandatory reporting purposes.Altogether there are 13 tables which your program director has to run at year end to show how your ABE program is operating (how successful/or not the program is). However, the subsequent slides represent only 6 of the most important Tables the ABE programs must report data on.



When you pre test a 
student, they are 
automatically placed 
into one of the 6 
functioning levels 
shown here.  
 
Table 1 breaks the 
ethnic data down by 
functioning level for 
students enrolled in 
the program. 

Presenter
Presentation Notes
These descriptive measures (as defined on slide #15) are collected from:-Pre/post tests-ethnicity is collected on the intake form



Table 2 breaks 
this data down 
even further by 
age group. 
 
Note: The different 
age groups are not 
reflected on this 
table because the 
table has been 
run on a year in 
which there isn’t 
any data. 

Presenter
Presentation Notes
Table 2 data is collected from:-the intake form (age and ethnicity)



Table 3 breaks 
down all ESL 
learners by age 
groups 

Presenter
Presentation Notes
Table 3 data is collected from testing and from the intake form.



Table 4 shows 
how many of 
your students 
have initially 
been tested 
into a level 
through pre 
testing 

How many 
hours of 
instruction 
they have had 

How many 
have made an 
educational 
gain (as 
measured by a 
post test) 

How many have 
completed one or more 
levels (as measured by 
post testing) 

How many 
have exited 
before post 
testing 

The number 
of students 
still enrolled 
at the initial 
intake level 

And the 
percentage 
of students 
completing 
a level. 

Presenter
Presentation Notes
Table 4 provides a wealth of information and is one of the tables that your program director is most concerned with! It reports how well your students are performing and is measured by pre/post testing data.The very last column on this table is extremely important because it is this column where your program director is able to verify whether or not the program is meeting the negotiated performance level targets. (These are given to your program director at the beginning of each year. All ABE programs in the State are required to meet a certain percentage in each level as shown on table 4).The information collected for tables 4 and 4B comes from pre and post testing, class attendance records, and exit forms a teacher does.



Presenter
Presentation Notes
Table 4B is similar to table 4 except that the data shown on table 4B is only those students who have been pre AND post tested.



Table 5 is another 
critical table used to 
show how well students 
are performing. This 
table shows student 
success on the four core 
outcome measures 
discussed on slide #14. 

Presenter
Presentation Notes
The information collected for this table comes from data matching and instructor surveying.



Table 6 shows the 
measures of 
participation (as 
discussed on slide 
#16) related to 
your student’s 
status while 
enrolled in the 
program. 
Information for 
this table comes 
from the intake 
form. 
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