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Adult Education Division

Arkansas Department of Career Education
 
Program Review Checklist 

	LEA Name:
	Review Team Members:

	LEA Administrator:
	1) Program Advisor-

	LEA Contact Person(s):
	   2)

	Review Dates:
	   3)


#1 Program Management and Reporting 
	Evidence Provided
	Comments
	Criterion Met

	1. The program has an employee/staff manual.  (The LEA manual cannot be used in lieu of an employee/staff manual specific to the adult education program). 
	Employee/Staff Manual
	
	    Yes

    No


	2. The program conducts an annual program self-study evaluation or alternative evaluation and utilizes the findings in future planning.
	Evaluation document
	
	    Yes

    No


	3. Data, including AERIS reports, is analyzed for improvement. 
	Collected data and a narrative of how this data impacted decisions
	
	    Yes

    No


	4. Quarterly Reports are analyzed for program improvement and submitted to the state office on time.
	Narrative
	
	   Yes

    No


	5. All full-time and part-time personnel, including the director, are evaluated annually.
	Copies of completed evaluations
	
	    Yes

    No


	6. A job description has been created to list specific tasks performed by the director, instructors, staff, and data entry personnel.

	Task documents for each faculty/staff member
	
	    Yes

    No

	7. The program meets required deadlines of the Arkansas Department of Career Education, Adult Education Division (ACE/AED) and the Arkansas Adult Learning Resource Center (AALRC). 

	Provided by ACE/AED and AALRC
	
	    Yes

    No

	8. There is an organizational chart for the Local Education Agency showing the position of the adult education program in the structure of the school or organization.


	Organizational chart
	
	    Yes

    No

	9. There are opportunities for staff to contribute to planning.
	Meeting minutes or other documentation of staff contributing to planning
	
	    Yes

    No


2 Financials
	Evidence Provided
	Comments
	Criterion Met

	1. The current year’s Line Item Budget Report and Personnel Page are complete and accurate.
	Current Line Item Budget Report and Personnel Page

	
	    Yes

    No


	2. The program completes a financial report or audit to ensure accountability of federal and state funding. 
	A copy of the latest financial report or audit
	
	    Yes

    No


	3. Financial reports are submitted to the ACE/AED by the 10th of the month following the report month.
	Provided by ACE/AED and ALC
	
	    Yes

    No


	4. Prior approval is obtained from ACE/AED before any budget revisions are made between categories, or for travel or equipment.


	Provided by ACE/AED and AALRC
	
	    Yes

    No

	5. A final budget amendment is submitted to ACE/AED reflecting all budget revisions for the past fiscal year by July 10th. 


	Provided by ACE/AED and AALRC
	
	    Yes

    No

	6. Program regularly prepares reconciliations and maintains them on file.
	Reconciliations for the past two quarters
	
	    Yes

    No



#3 Advisory Committees
	Evidence Provided
	Comments
	Criterion Met

	1. The program has an advisory committee. The advisory committee plays an active role in program planning, evaluation, fund raising, etc.


	Advisory committee meeting minutes for the past year
	
	    Yes

    No

	2. The advisory committee represents various facets of the community. 

	List of advisory committee members including the name, organization he/she represents (company/service/agency/ student), gender, age or age/group, race, and occupation 
	
	    Yes

    No

	3. For WAGE programs, a copy of the minutes along with the sign in sheet for attendees of the advisory committee is available for review.  
	WAGE minutes and sign-in sheets for the past year
	
	    Yes

    No

	4. The program is aware of its representative(s) on the Arkansas Adult Education Advisory Council, and sends to and receives from the council information through the representative.
	Minutes from an Advisory Council Meeting
Copy of correspondence sent  representative
	
	    Yes

    No


#4 Personnel and Professional Development
	Evidence Provided
	Comments
	Criterion Met

	1. Each faculty/staff member has a professional development plan on file for the current year. 


	Professional development plans
	
	    Yes

    No

	2. Program maintains records of professional development received by each faculty/staff member.


	List of professional development completed for all faculty/staff
	
	    Yes

    No


	3. At least one current staff member has completed the following trainings from the AALRC within the last two years:  

 FORMCHECKBOX 
 AERIS 101 
 FORMCHECKBOX 
 AERIS 201

 FORMCHECKBOX 
 TABE Test 

 FORMCHECKBOX 
 BEST Test (ESL) 

 FORMCHECKBOX 
 LD 101 

 FORMCHECKBOX 
 LD 201
or
 FORMCHECKBOX 
 LD Comp


	A narrative and professional development completion list

	
	    Yes

    No

	4. A written orientation procedure is in place for new personnel.
	Orientation procedure
	
	    Yes

    No

	5. New personnel have a mentor assigned to work with him/her. 

	Policy on assigning mentors and any updates
	
	    Yes

    No

	6. The program director holds at least one monthly staff/faculty meeting. This may be conducted face-to-face or via conference call.

	Meeting agendas and/or minutes

	
	    Yes

    No

	7. Information obtained at conferences and trainings is shared with all staff members. 


	Meeting agendas and/or minutes

	
	    Yes

    No



#5 Student Intake, Documentation, and Orientation 
	Evidence Provided
	Comments
	Criterion Met

	1. The program has a written student intake and orientation procedure for each location. The procedure should include the name or title of the staff member who completes each step of the process.

	Program-specific student intake and orientation procedure

	
	    Yes

    No

	2. A student handbook is available to each student during intake/orientation.   Documentation is available that records students’ agreement to follow school policies.
	Program-specific student handbook and school policy agreement documentation

	
	
Yes

    No

	3. The program has a written procedure and designated personnel responsible for assisting students in setting goals.
	Program-specific goal setting procedure which identifies involved staff
	
	    Yes

    No

	4. The program has a written policy on confidentiality of student records. 
	Program-specific confidentiality policy

	
	    Yes

    No


	5. The program utilizes an up-to-date directory of services available in the community to meet student needs.  The directory of services includes information about health, social support services, and counseling, available to students.

	Copy of the service area-specific directory of services
	
	
Yes

    No


#6 Program Policies 
	Evidence Provided
	Comments
	Criterion Met

	1. The program has a proactive approach to bullying to include anti-bullying policies, and a method of reporting. 
	Written Policy
	
	    Yes

     No

	2. The program has a conflict resolution policy defining protocol for grievances.
	Written Policy
	
	   Yes

     No

	3. Student Behavioral expectations and consequences for violations are clearly outlined in the Code of Conduct including sanctions for tardiness, absenteeism, fighting, weapons, drug offenses and any other policy infractions.
	Code of Conduct
	
	    Yes

    No

	4. Disciplinary consequences for infractions to the Code of   
Conduct are fairly and consistency enforced.
	Code of Conduct
	
	    Yes

     No

	5. Alternatives to suspension and expulsion have been built into the discipline policy and are consistently used.
	Written Policy/Narrative


	
	    Yes

     No

	6. The program has a written policy for testing and admission of 16/17 year old students.


	Written Policy
	
	    Yes

     No

	7. Program files and records are maintained in a locked secured area.

	Observation
	
	     Yes

     No


#7 Instruction
	Evidence Provided
	Comments
	Criterion Met

	1. The program completes a student learning plan for each student. 


	Student learning plans in each student folder as observed in the site visit

	
	   Yes

   No

	2. Program selects instructional materials and curriculum that meet the needs of various learning styles.


	Narrative and observation
	
	   Yes

   No

	3. Current class schedules with personnel assignments are available.  Note: Check all types of classes offered.

   FORMCHECKBOX 
 ABE                                  FORMCHECKBOX 
 ASE/GAE                  FORMCHECKBOX 
 ESL 

   FORMCHECKBOX 
 Correctional/Institutional  FORMCHECKBOX 
 Distance Learning     FORMCHECKBOX 
 EL/Civics

   FORMCHECKBOX 
  Computer Literacy           FORMCHECKBOX 
 Family Literacy         FORMCHECKBOX 
 WAGE                 

   FORMCHECKBOX 
 Workplace Education       FORMCHECKBOX 
 Workforce                 FORMCHECKBOX 
 Transitions

	Current class schedules with personnel assignments describing FT/PT hours of instruction, instructor name, location, and average number of students attending in the previous month

	
	   Yes

   No

	4. Program provides instruction in various locations and at various times (to include evening or Saturday classes, classes at satellite locations, and distance learning classes) to provide optimal accessibility and to meet the needs of the community.

	Current class schedules and narrative
	
	   Yes

   No

	5. There are written procedures for administering assessments that strictly adhere to publishers’ guidelines.


	Program’s current assessment policy

	
	   Yes

   No

	6. The program uses instructional software and additional material/ equipment for instruction (projector, television, scanner, digital camera, video camera, SmartBoard, etc.)


	Narrative and observation/tour
	
	   Yes

   No


#8 Teaching/Classroom Observation 

	Evidence Provided
	Comments
	Criterion Met

	1.  Instructor creates an engaging and interactive classroom.
	Observation
	
	  Yes

   No

	2.  Instructor engages in discussion with all class members.
	Observation
	
	  Yes

   No

	3.  Relates course material to the discussion and maintains   
 academic rigor.
	Observation
	
	  Yes

   No

	4.  Effectively integrates technology in classroom instruction.
	Observation


	
	  Yes

   No

	5.  Instructor integrates current research/events beyond the   

 text/required readings.
	Observation
	
	  Yes

   No

	6.  Challenges students to define and defend assertions.
	Observation
	
	  Yes

   No

	7. Promotes higher order thinking skills through the use of probing questions.

	Observation
	
	  Yes

  No

	8. Corrects the content of a student’s response or work and suggest improvement.
	Observation


	
	  Yes

  No

	9. Promotes learner reflections, encourages critical thinking, and leads to a deeper understanding of the topic for the student.
	Observation
	
	  Yes

  No

	10.  Maintains a professional and respectful demeanor with   
 learners.
	Observation


	
	   Yes

    No


#9 Technology
	Evidence Provided
	Comments
	Criterion Met

	1. The director or designee (other than the data entry person) approves all data entered into AERIS.
	A narrative

	
	    Yes

    No

	2. The program has an adequate number and quality of computers, software and other equipment to facilitate student learning. 

	Tour of computers, equipment, software and a narrative 
	
	
Yes

    No

	3. The program has an adequate number and quality of computers, software and other equipment assigned to faculty and staff. 


	List of computers for staff use, with the names of staff members who use each
	
	    Yes

    No


#10 Recruitment /Retention

	Evidence Provided
	Comments
	Criterion Met

	1. The program has a written recruitment plan (for example, using a calendar of planned activities). 
	Program-developed recruitment plan with a calendar
	
	
Yes

    No

	2. The staff is involved in the recruitment process. 
	Meeting agendas and/or minutes
	
	    Yes

    No


	3. Diversity awareness is emphasized.
	Narrative/List of Relevant Professional Development Trainings
	
	   Yes

    No

	4. Recruitment materials are multilingual and easy to read. 
	Recruitment materials, including those not written in English
	
	   Yes

    No

	5. The program has a written retention plan.
	Program-specific retention plan
	
	   Yes

    No



#11 Collaboration
	Evidence Provided
	Comments
	Criterion Met

	1. The program participates in activities of the local Arkansas Workforce Center (One-Stop Center). 


	A narrative and any supporting documentation
	
	
Yes

    No

	2. The program makes and receives referrals from other state agencies. (Department of Health and Human Services, Department of Workforce Services, ARS, judicial system, etc.) 


	A narrative and any supporting documentation
	
	    Yes

    No

	3. The program makes and receives referrals from other educational institutions/organizations.  


	A narrative and any supporting documentation
	
	   Yes

    No

	4. The program provides instructional services to local businesses and industries.


	A narrative and class schedule
	
	   Yes

    No


#12 Facilities

	Evidence Provided
	Comments
	Criterion Met

	1. There are sufficient chairs, desks, tables, etc. suitable for adult students and the environment is conducive to learning and teaching.
	Tour of classrooms and a narrative

	
	   Yes

    No


	2. Sufficient space is provided for all students, administrators,  
  teachers, and support staff. 


	Tour of classrooms and a narrative
	
	   Yes

   No


	3. Student area is restricted from loitering in corridors, hallways, and restrooms.

	Tour of classrooms and a narrative
	
	   Yes

   No


	4. Exit signs are clearly visible and pointing in the correct direction.
	Tour of classrooms and a narrative

	
	   Yes

   No


	5. Appearance of building inside and out are aesthetically      
 pleasing.
	Tour of classrooms and a narrative

	
	  Yes

   No


	6.  Door locks are in working order.
	Tour of classrooms and a narrative

	
	   Yes

   No


	7. Sufficient parking for students and staff with proper 
  considerations given to students with disabilities.

	Tour of parking lot and a narrative

	
	  Yes

   No


	8. The program has established a well-coordinated emergency   
  plan with law enforcement and other crisis response agencies.  
  Categories listed in the plan should include, but may not be 
  limited to, the following:

a) Natural Disasters

b) Inclement Weather

c) Accidents

d) Acts of Violence

e) Death

f) Loss of Power

g) Fire


	Tour of classrooms and a narrative

	
	    Yes

    No


#13 Americans with Disabilities Act of 1990

	
	Evidence Provided
	Comments
	Criterion Met

	1. The program has a written process for screening, referrals, diagnosis, and tracking of students with disabilities.


	Program-specific process for screening
	
	    Yes

    No

	2. The program follows guidelines according to the Arkansas Adult Education Policy Procedures Manual for Serving Students with Learning Disabilities and/or Attention Deficit/Hyperactivity Disorder.
	Completed Policy Compliance Checklist
	
	    Yes

    No

	3. All programs are accessible and barrier-free in accordance with requirements of the Americans with Disabilities Act of 1990.
	
Tour of facilities
	
	    Yes

    No

	4. The program has designated an ADA Coordinator for the program and has the person’s name and contact information clearly posted near the program’s point of entry.


	Tour/observation and narrative
	
	    Yes

    No

	5. The program provides public notice of its commitment to equal access to all programs and services.


	Tour/observation and narrative
	
	    Yes

    No

	6. The program has a written ADA grievance policy.


	Program-specific ADA grievance policy
	
	    Yes

    No

	7. The program files the “Learning Disabilities Annual Report” each year with the AALRC Disabilities Project Manager.


	Most recently submitted Learning Disabilities Annual Report

	
	    Yes

    No

	8. The program has a separate, locked, confidential file for housing confidential documents related to disabilities with a “Student Records Log” form in the front of the file.


	Tour/observation and narrative

	
	    Yes

    No



