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For Adult Education Literacy Programs administered by Adult Education Services of the Arizona Department of Education under the provisions of Adult Education and Family Literacy Act (Federal P.L. 105-220 Title II of the Workforce Investment Act of 1998), Arizona Revised Statutes (ARS 15-232 and 15-234) and in compliance with the Arizona State Plan for Adult Education.

ADULT EDUCATION VISION

ACCESS TO EXTRAORDINARY EDUCATION

BELIEFS

We believe adult learners

· Are multi-faceted, unique individuals;

· Are capable of learning;

· Are motivated by diverse life experiences and;

· Are exploring ways to improve their lives through relevant educational opportunities.

We believe adult education is a learner-centered, interactive process which

· Values and supports the individual in defining and achieving personal goals and;
· Develops and improves basic and life skills in the community, family and workplace.
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Section I

Application Proposal Summary

and

Requirements

INTRODUCTION
The Fiscal Year 2009 Request for Grant Application (RFGA) for Arizona Adult Education includes a competitive application package for Adult Education grants for the delivery of services by successful applicants beginning July 1, 2008 and continuing through June 30, 2009 (FY 2009). Please Note: The Arizona Department of Education/Adult Education Services (ADE/AES) reserves the right to extend funding for up to two additional years if the Workforce Investment Act (WIA) of 1998 is extended beyond June 30, 2009.
Authorization to administer and fund local grants is authorized by the Workforce Investment Act (WIA) of 1998, Title II: Adult Education and Family Literacy (WIA – P.L. 105-220) and the Arizona Revised Statutes (ARS) 15-232 and 15-234 (In this RFGA, all federal requirements are identified in italics, all other requirements are State). Funding to local programs is achieved through a competitive application process, and continuation of funding is based on both input measures (program administration and operations reflecting evidenced-based and research-based best practices) and output measures (achievement of annual performance goals). Local programs that do not meet these measures risk loss of funding. This funding is not available to use in family literacy programs because of the extensive waiting list for adult education classes throughout the state.
This RFGA consolidates certain Arizona adult education initiatives in order to facilitate the application process and, more importantly, to ensure the delivery of quality comprehensive educational services. The Fiscal Year 2009 RFGA is open to all eligible providers identified on Section I, page 5. Applicants for grants to deliver one or more Program Categories will be required to submit a single proposal that will be evaluated by a review panel. The Program Categories are:

· Adult Basic Education (ABE)/Adult Secondary Education (ASE)

· English Language Acquisition for Adults (ELAA)

· ABE/ASE Distance Learning (DL)

The target populations for local services are adults:

(A) Who have attained 16 years of age;
(B) Who are not enrolled or required to be enrolled in secondary school under state law; and
(C) Who:
(i)
lack sufficient mastery of basic educational skills to enable the individuals to function


effectively in society;
(ii) do not have a secondary school diploma or its recognized equivalent, and have not


achieved an equivalent level of education; or

(iii) are unable to speak, read, or write the English language.
Consistent with federal law, The Workforce Investment Act (WIA) of 1998, Title II: Adult Education and Family Literacy (WIA(P.L.105-220), the proposal review panel will weigh demonstrated prior successful experience in providing high quality educational services to adults at the lowest literacy levels and their performance in increasing student literacy levels.
Applicants are required to establish collaborations with partners who can assist the applicant to achieve the required performance outcomes.  Applicants are also required to establish their eligibility and competency within their application  (see Section III-2, page 1).  Note:  For this competition, the term ‘new applicants’ also includes newly-formed consortiums of adult education programs with one fiscal and administrative agent. 

New applicants are advised to note the rigorous level of program administration and program accountability required by this proposed contract.  New applicants may chose to either apply directly or to contact a currently-funded adult education program to have their needs for adult literacy services administered by an experienced adult education provider.  See the ADE website (http://www.ade.az.gov/adult-ed/) for a listing of currently-funded Arizona adult education providers.

THE ARIZONA STATE PLAN FOR ADULT EDUCATION

The WIA requires each state to develop a five-year state plan for the delivery of adult education services (see ADE website). The WIA, and the current Arizona State Plan for Adult Education, has been extended for each of the past four years. Reauthorization of the WIA is pending, and the state adult education delivery system continues to operate under extensions of the existing plan implemented July 1, 1999. When the WIA is reauthorized (or replaced with new legislation) the state will develop a new state plan which will guide the delivery of adult education instruction in the state.

The existing state plan established five major goals for the state’s adult education delivery system to ensure the academic success of all learners. Eligible applicants seeking grant funds must demonstrate that providing services will assist the state adult education delivery system to achieve these goals:

	Goal 1:
To prepare Arizona Adult Learners to function effectively in the workplace, the family and the community.

Goal 2:
To maximize the opportunities for Adult Education Programs to provide continually improving Adult Education services.

Goal 3:
To increase the capacity of adult educators through coordinated effective professional development.

Goal 4:
To maximize the effective use of technology at all levels of Adult Education.

Goal 5:
To maximize the effective flow of ideas and information among stakeholders in Adult Education.


WORKFORCE INVESTMENT ACT PROGRAM ACCOUNTABILITY

The Workforce Investment Act (WIA) of 1998, Title II: Adult Education and Family Literacy authorizes a state grant program to provide federal funds to deliver adult education instruction and services. To meet the requirements of WIA: Title II, accountability in adult education is defined through the National Reporting System (NRS), established to ensure that learner outcomes are reported systematically.

The legislation has established three Core Indicators of Performance:

· Demonstrated improvements in literacy skill levels in reading, writing and speaking the English language, numeracy, problem-solving, English language acquisition, and other literacy skills.

· Placement in, retention in, or completion of post-secondary education, training, unsubsidized employment or career advancement.

· Receipt of a secondary school diploma or its recognized equivalent.

The NRS also determines the reporting requirements that states will use to report on NRS-defined learner outcomes and participation, and the descriptive measures and specific methodologies for collecting these measures:

· Outcome measures for students include educational gain(s), entered employment, retained employment, receipt of secondary school diploma or general education development (GED) certificate, and placement in postsecondary education or training.

· Descriptive measures include student demographics, reasons for attending program, and student status.
· Participation measures include contact hours received and enrollment in instructional programs for special populations or topics, such as workplace literacy.
Educational gain is a key learner outcome measure in the NRS and is a critical indicator of how well adult education programs are doing in fulfilling their primary mandate of providing an educational program that teaches literacy skills. Educational gain provides a measure of student literacy gains resulting from instruction. This measure applies to all students in the program.

To determine this measure, local programs use standardized assessments for student intake to determine the student’s educational functioning level (EFL). There are four levels for adult basic education (ABE), two for adult secondary education (ASE), and five levels of ESL. Each level describes a set of skills and competencies that students entering at that level can perform in the areas of reading, writing, numeracy, speaking, listening, and functional and workplace areas. Using these descriptors as guidelines, programs determine the appropriate initial EFL at which to place students using a standardized assessment procedure (i.e., a test or a standardized performance-based assessment). The program decides the skill areas in which to assess the student based on the student’s instructional needs and goals.
Completion of, or progress within, an EFL is determined by pre-testing and progress-testing a learner with a standardized assessment and comparing the results. The NRS levels provide standardized assessment benchmarks which allow program staff to place learners into a particular level according to their scaled test scores, which are determined by their raw scores. Using the NRS benchmarks, program staff can determine when learners have made progress within a level, completed a level, and are ready to move to the next level.

The Arizona Adult Education system has been using NRSPro.com since July 1, 2007. This is a comprehensive internet-based data collection service, a vehicle to collect and report learner outcomes, participation, and descriptive measures for the NRS. These samplings are used to provide information to meet NRS requirements, to guide both state and local program improvement and to communicate to various constituencies how programs instruction and services affect learner outcomes. All programs receiving funding through this application process will be required to use the state approved standardized assessments and data management system.
RFGA PACKAGE COMPONENTS
1. Section I Proposal Summary and Requirements:
· Background and Introduction to the RFGA
· The Arizona State Plan for Adult Education
· Workforce Investment Act Program Accountability
· RFGA Package Components
· Application Proposal Summary
· General Provisions and Program Requirements
· Financial Guidelines

2. Section II Application Completion Instructions:
· General Instructions

· Suggestions for constructing the proposal
· Application completion instructions including document specifications and rating points for each form
· All proposal requirements must be addressed in the application by completing the forms in Section III-1, and III-2, or III-3, or III-4 in order to be fully considered for funding.
3. Section III-1, III-2, III-3, and III-4 Required Application Forms:
· All the required forms. (Only these forms may be used to address the proposal requirements)
· Cover page requires the formal/legal name of the applicant agency, as well as the signature of the chief executive officer or board chair
· Program plan
· Performance measures
· Budget (The budget forms organize proposed expenditures in a line item format that complies with relevant laws and state requirements. Please review the budget instructions in Section II so the proposed expenditures will be classified correctly and included on the appropriate line of the budget.)
· Assurances and Certifications
4. Section IV Appendix A: Reference Materials
· State Needs Assessment , by County
· Maricopa County Needs Assessment, by City
· Summary of Policies and Guidelines for Arizona Adult Education Programs
· State Average Performance 2003-2006
· Sample Proposed Class Schedule: Learning Center

· Sample Proposed Class Schedule: Community Classes

· Sample Proposed Class Schedule: Distance Learning

· Chart of Accounts and Expense Classifications
5. Section V Appendix B: Glossary of Terms
· Glossary of Definitions and Acronyms
APPLICATION PROPOSAL SUMMARY
Grant Program Name

Arizona Adult Education

Authorization and Funding
Federal: Adult Education and Family Literacy Act (Federal P.L. 105-220 Title II of the Workforce Investment Act of 1998), including English Literacy/Civics
State: Arizona Revised Statutes (ARS 15-232 and 15-234)
All funding is pending availability of projected Federal and State funds and State Board approval.

Purpose

To provide Adult Education Services as authorized by the Adult Education and Family Literacy Act (Federal P.L. 105-220 Title II of the Workforce Investment Act of 1998) and the Arizona Revised Statues (ARS 15-232 and 15-234) to create a partnership among the Federal Government, States and localities in order to:

· Assist adults to become literate and obtain the knowledge and skills necessary for employment and self-sufficiency;

· Assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their children;

· Assist adults in the completion of a secondary school education.

Target Population to be Served

The target populations for local services are adults:

(A) Who have attained 16 years of age;

(B) Who are not enrolled or required to be enrolled in secondary school under state law; and
(C) Who:
(i)
lack sufficient mastery of basic educational skills to enable the individuals to function


effectively in society;

(ii) do not have a secondary school diploma or its recognized equivalent, and have not


achieved an equivalent level of education; or

(iii) are unable to speak, read, or write the English language.

Eligible Applicants

Local educational agency; community-based organization of demonstrated effectiveness; volunteer literacy organization of demonstrated effectiveness; higher education institution; public or private non-profit agency; library; public housing authority; non-profit institution, not described above, that has the ability to provide literacy services to adults and families; and a consortium of agencies, organizations, institutions, libraries, or any authorities described above.

For-profit organizations are not eligible for funding even as part of a consortium.

Grant Period

July 1, 2008 to June 30, 2009. If the Workforce Investment Act is extended, the state agency reserves the right to extend contracts for up to two additional years, based on local program performance and availability of funds.
Program Start Date

July 1, 2008
Award Notification Date

April 25, 2008 (Tentative pending FY 2009 State Budget finalization)
Submission Requirements and Deadline

· Applications must include, in order, all Required Components listed on Section I, page 6.

· Applications must be completed as detailed in Section II.
The original application with signatures and five (5) copies, whether mailed or hand-delivered, must be received by the Adult Education Services offices by Monday, April 14, 2008 4:00 P.M. MST.  

If mailing your materials, please send them to:

Arizona Department of Education/Adult Education Services, Attention: Jerald Goode


Mailing Address
Delivery Address

1535 W. Jefferson St. Bin #26
2005 N. Central Ave. 2nd Floor
Phoenix, AZ 85007
Phoenix, AZ 85004

E-mailed, faxed, or handwritten applications will not be accepted.
After ADE/AES’s review of the original grant application, if a grant is awarded, the final approved budget must be submitted to the Grants Management Enterprise system. Submission directions will be provided.

Grant Application Timeline

· RFGA Release
3/4/08
· RFGA Workshop
3/19/08
· Application Deadline
4/14/08
· Application Review, Evaluation and Negotiations
4/14/08 -5/29/08
· Finalize Program List Released
5-29-08
· State Board Approval
6-23-08
· 2009 Fiscal Year Begins
7-1-08
· First Disbursement of Funds to Programs
8-1-08
· Contract Orientation Meeting: Required                                                                              9/24/08 -9/26/08
Reporting Requirements

Award Grantees must submit the following:

· Budget Plan Revisions
June 1, 2008

· Prop 300 Semi Annual/Wait List Report
June 1, 2008
· Curriculum Alignment to Revised Adult Education


Content and Performance Standards
September 30, 2008
· Prop 300 Semi Annual/Wait List Report
December 1, 2008

· Technology Plan
December 31, 2008

· Student Demographic and Performance Data
Entered Monthly

· Budget Final Amendment
April 2, 2009
· Final Student Demographic and Performance Data
August 30, 2009

· Annual Program Narrative Report
August 30, 2009
· Program Data Quality Certification
August 30, 2009
· Budget Final Report (must include revenue and local match)
September 30, 2009

· NRS Follow-up Report on Secondary Goals
October 31, 2009
Non-Discrimination Statement

The Arizona Department of Education/Adult Education Services (ADE/AES) does not discriminate on the basis of race, color, sex, age, national origin, religion, disability, or sexual orientation in matters affecting employment or in providing access to programs.
Required Application Components

Application Proposals must contain the following components in the order listed below to be fully considered for funding:
All Applicants
· Cover Page
(Satisfactory/Unsatisfactory)
· Executive Summary
(Satisfactory/Unsatisfactory)
· Assessment of Need
(Satisfactory/Unsatisfactory)
· Qualifications of Personnel
(Satisfactory/Unsatisfactory)
· Requested ADE/AES Funding Budget Summary
(Satisfactory/Unsatisfactory)
· Program Budget Summary
(Satisfactory/Unsatisfactory)
· Capital Outlay
(Satisfactory/Unsatisfactory)
· General Education Provisions Act (GEPA) Statement
(Satisfactory/Unsatisfactory)
· Statements of Assurances
(Satisfactory/Unsatisfactory)
· Certification Statements
(Satisfactory/Unsatisfactory)
ABE/ASE Applicants, DL Applicants, and/or ELAA Applicants
· Applicant’s Eligibility and Competency
(40 points)
· Coordination, Integration, and Non-Duplication
(25 points)
· Projected Performance Measures and Outcomes
(10 points)
· Program Operations
(25 points)
· Qualifications of Personnel
(Satisfactory/Unsatisfactory)
· Proposed Class Schedule/s
(Satisfactory/Unsatisfactory)
· Detailed Budget
(Satisfactory/Unsatisfactory)
Proposal Review and Evaluation Process
1. Application packets will be pre-screened to verify
(a) Inclusion of all completed, required forms;
(b) Completion of all application components;
(c) Six (6) hard copies delivered;

(d) Applications not meeting all pre-screen requirements will not be read.
2. A review panel comprised of experts in adult education and literacy will evaluate written applications, will rate proposals according to rubrics, assign numerical scores and will provide ADE/AES with recommendations. Maximum scores for proposal components are listed in Section II Application Completion Instructions.
3. Arizona Department of Education/Adult Education Services (ADE/AES) staff will negotiate final contracts with those applicants recommended for funding by the review team. Issues that are open to negotiation by ADE/AES include: requested grant award, budget; site selection; staffing; and/or program components not satisfactorily addressed by applicant. The ADE/AES will determine scope and budget.
4. Applicants who are recommended for funding shall be required to provide proof of fiscal solvency as requested by the ADE/AES.
5. Funding recommendations are made to the State Board of Education for final approval.
Following considerations will be used to review applications and award funding:

1. The degree to which the eligible provider will establish measurable goals for participant outcomes.
2. The past effectiveness of an eligible provider in improving the literacy skills of adults and families and, after the 1-year period beginning with the adoption of an eligible agency’s performance measures under Sec.212 of AEFLA, the success of an eligible provider receiving funding under this subtitle in meeting or exceeding such performance measures, especially with respect to those adults with lower levels of literacy.
3. In awarding grants, ADE/AES will consider the perceived ability of the eligible provider to achieve benchmarks to meet the negotiated Federal Core Indicators 1, 2, and 3. Applicants are expected to achieve levels of performance which assist the state to achieve the performance measures negotiated with the United States Department of Education (USDOE) for Program Year 2008-2009 (which will exceed Performance Measures for PY 2007-2008). Failure by the applicant to reach targeted goals may result in loss of funding.
4. The commitment of the eligible provider to serve individuals in the community who are most in need of literacy services, including individuals who are low-income or have minimal literacy skills.
5. Whether or not the program is of sufficient intensity and duration for participants to achieve substantial learning gain; and uses instructional practices, such as phonemic awareness, systematic phonics, fluency, and reading comprehension that research has proven to be effective in teaching individuals to read.
6. Whether the activities are built on a strong foundation of research and effective educational practice.
7. Whether the activities effectively employ advances in technology, as appropriate, including the use of computers.
8. Whether the activities provide learning in real life contexts to ensure that an individual has the skills needed to compete in the workplace and exercise the rights and responsibilities of citizenship.
9. Whether the activities are staffed by well-trained instructors, counselors, and administrators.
10. Whether the activities coordinate with other available resources in the community, such as establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, one-stop centers, job training programs, and social service agencies.
11. Whether the activities offer flexible schedules and support services (such as child care and transportation) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs.
12. Whether the activities maintain a high-quality information management system that has the capacity to report participant outcomes and to monitor program performance against the eligible agency performance measures.
13. Whether the local communities have a demonstrated need for additional English literacy programs.

14. Whether the proposed budget, including revenue expenditures and matching funds, effectively supports the proposed goals, target areas and achievement of the performance measures. This is evidenced by effective use of other local or state resources and services, commitment of sufficient local resources by the applicant, and emphasis on serving the target population.
Assistance Dollars Available: Approximately $11.5M, combined state and federal dollars
1. The approximate statewide distribution of assistance dollars is as follows: ABE=45%, ASE=15%, ELAA=40%.
2. Assistance dollars are to be used at the local level to provide adult education instruction for adults most in need, including individuals who are low income, with low literacy skills, individuals with disabilities, single parents, displaced homemakers, and/or individuals with limited English proficiency. Factors considered in determining county allocation of assistance dollars include: number of adults without a high school diploma and number of adults with limited English language skills.
3.
The total Assistance Dollars available to local programs for FY2009 is unknown at the time of the release of this RFGA. The amounts identified below are estimates only, and are based on the following:

· Factors considered when determining the county allocation of assistance dollars include: the number of adults in the county without a high school diploma and the number of adults in the county with limited English language skills, each as a percentage of the state’s total population in each of those two categories.

· Federal funding for adult education is expected to receive an approximate l.75% decrease in funding for FY2009 from the FY2008 level.

· The state of Arizona is experiencing FY2008 and FY2009 budget deficits which may impact FY2009 state funding for adult education.
The following table provides an estimate only of the Assistance dollars available, by county, based on a 1.75% cut in federal funding with level state funding.


Funding Available


FY 2009

County
Estimate Only

Apache County
$185,000

Cochise County
$558,000

Coconino County
$291,000

Gila County
$63,000

Graham County
$48,000

Greenlee County
$12,000

La Paz County
$94,000

Maricopa County
$5,587,000

Mohave County
$211,000

Navajo County
$200,000

Pima County
$2,602,000

Pinal County
$330,000

Santa Cruz County
$354,000

Yavapai County
$332,000

Yuma County
$609,000
Matching Requirement
Grantees shall provide a minimum 25% local match for the requested grant award in cash or in-kind contribution. Federal funds may not be used for matching. Earned income may not be used for matching.

Earned Income

100% of earned income generated by this grant award must be used for adult education instructional purposes. Earned income includes revenue generated by fees (Federal).  100% of FTSE (Full Time Student Equivalency) dollars must be used for adult education (State). Applicants must budget for earned income and must provide an end of year accounting of all earned income revenue and expenditures (State and Federal requirement).
* Arizona House Bill 2202
Spending Authority

The grant period is July 1, 2008 to June 30, 2009. All documentation and revisions requested by ADE/AES after the initial submission must be received and approved by ADE/AES prior to June 1, 2008. If a grantee has not complied, spending authority will cease and will not be effective until the first day of the month following the grantee’s receipt of written grant approval from ADE/AES. Written approval is based on ADE/AES’s receipt of all required grant components, including budget or plan revisions (this requirement does not apply to budget revisions required as a result of change in state funding allocations from FY2008 to FY2009).
Fund Use and Limitations

Funds shall be targeted to instructional services for learners as designated in Table 1.

Table 1

	Funding Component
	Learners’ Educational Functioning Level

	· Adult Basic Education/ Adult Secondary Education
	· ABE Beginning Literacy through ABE High Intermediate (Reading, Writing, Math)/ ASE Low and ASE High/ABE III (Reading, Writing, Math, Science, Social Studies)

	· English Language Acquisition for Adults
	· ESL Beginning Literacy through ESL Advanced (English language acquisition contextualized in applications as a parent, worker, citizen)

	· Distance Learning
	· All ABE, ASE Functioning Levels (On-line courses as specified by ADE/AES)


1. No one under age 16 may receive services funded with Federal, State, Matching Funds, or Earned Income generated by this grant, nor may services be provided for individuals enrolled in the K(12 school system.

2. Funds may also be used for support services such as transportation and childcare.

3. Costs incurred prior to grant approval may not be funded through the award.

4. A 5% administrative cap applies unless a different rate is requested in writing and approved by ADE/AES prior to the application approval.

5. EL/Civics requires instruction in the skills necessary for civic participation. English language instruction must be aligned to the Adult Education ELAA Standards and delivered in the context of understanding and navigating governmental, educational, banking, healthcare, and workplace systems.

6. If an eligible provider plans to subcontract any part of the proposed program of services, all subcontracts will be subject to prior written approval by the ADE/AES at the time of application. Failure to comply with the requirement will result in withdrawal of funding.

7. Paid preparation time for part-time teachers and paid professional development time for all full-time and part-time teachers is required and must be included in the program budget.

8. Programs will allocate 10% of their budgets for professional development. State and Federal funds, matching and earned income will be used to support ADE/AES approved professional development activities. This includes job-embedded professional development, fees for presenters, materials, registration, facilities, stipends for part-time staff, mileage (reimbursed at no more than the current state rate) to attend ADE/AES professional development (and overnight accommodations if more than 50 miles away from the place of work). Out-of-state conferences and travel costs are not allowable with the exception of participation on the board of professional organizations that support adult learning and literacy.
9. Computers are an allowable expense to support accountability, program reporting requirements, and for adult education instruction.

10. Funds may not be used to supplant other federal, state, local, or private funds.

11. See allowable and non-allowable expenditures, Section V–Appendix: B, Financial Guidelines.
12. The use of earned income and matching funds subject to the same limitations and regulations as the grant award, and must be used for adult education program operations and instruction.
For Questions about this RFGA and the Application Process:

Jerald Goode, 602-364-2667, Jerald.Goode@azed.gov
Janice Cruz, 602-364-2602, Janice.Cruz@azed.gov
GENERAL PROVISIONS & PROGRAM REQUIREMENTS

1. A Technical Review Team will evaluate all accepted applications according to ADE/AES criteria. ADE/AES considers the applicant’s score ranking in addition to the availability of funding and the geographic distribution of Adult Education funds (based on need) within Arizona when granting funds. Minimally, 82.5% of Federal and 90% of State Funds are distributed as Assistance to Local Providers for Adult Education and Literacy Services.
2. ADE/AES will provide technical assistance to local programs to assist the program’s improvement and growth in the areas identified by the Arizona Adult Education Indicators of Program Quality: program planning, educational gains, curriculum and instruction, support services, recruitment and retention, staff development, accessibility for learners and teachers with special needs, capital outlay and confidentiality of student records.

3. Local programs will be monitored annually for compliance with Federal and State requirements and contractual agreements based on the approved grant contract.
4. Program managers must have at least 20 hours a week dedicated to Adult Education responsibilities.
5. Local programs must provide guidance and counseling services sufficient to meet the requirements of the Arizona State Plan. These services are to include the following:
· Registering and orienting adult students;

· Guiding students in making appropriate educational and vocational plans;

· Proper evaluation and placement of students;

· Helping students to perform at optimum levels in courses;

· Maintaining accurate records of students’ attendance and progress; and

· Providing a program of study that serves the needs of each student.

6. Wherever possible, cooperative arrangements shall be made with local health department units, local one stops, local GED testing center(s) and with vocational rehabilitation to assist adult students enrolled in adult classes to acquire health information and services (glasses, hearing aids, physical examinations, etc.) testing resources and information.
7. Program operations that were described in the approved application narrative may only be changed with the approval of the Arizona Department of Education/Adult Education Services through an amendment submitted by the local provider.
8. Adult Education classes are to be taught by teachers who hold current Arizona Adult Education certification.
9. An individual may not be reported in duplicate in a program’s total student count.
10. If an applicant is a Community College, the applicant ensures that 100% of the Full Time Student Equivalent (FTSE) monies generated by student attendance in the programs funded by this grant will be used only to support the adult education instructional program.
11. Wherever possible, cooperative arrangements shall be made with local public libraries to assist adult students enrolled in adult classes to access literacy materials, technology, and services (books, audio recordings, digital recordings, computer software, the Internet, etc.).
12. Arizona Adult Education programs which do not offer Distance Learning (DL) services will collaborate with authorized Adult Education Distance Learning Providers in order to expand services to more learners who will benefit from DL services. The collaboration agreement between the DL program and the non-DL program must be formal; and based on the needs of individual learners, the DL instructional options below shall be available:

· Total DL Instruction – Under this option, an authorized DL program provides all instructional services while a non-DL AE program is responsible for providing the student with registration, orientation, and assessment services.

· Hybrid DL – Under this option, an authorized DL program provides DL instructional services while a non-DL program provides the student with registration, orientation, face-to-face classroom instruction, and assessment services.

13. A distance learning student may not be reported in duplicate in the total student count.
14. Complete and accurate reporting by each program is vital to the overall operation of the Adult Education Statewide System. Arizona Department of Education/Adult Education Services (ADE/AES) utilizes a reporting system to collect student and staff enrollment and attendance, separation information, level of student instruction, student progress and other statistical information which is required to be reported to the State and the U.S. Department of Education. The submission of these reports (see Section I, page 11) is mandatory to receive funding. These reports are to be checked by the program director for accuracy, completeness of information, minimum enrollment and attendance and eligibility of students, etc. Forms and instruction are provided to local programs by Arizona Department of Education/Adult Education Services (ADE/AES). Class attendance records must be maintained for a period of five (5) years.

15. Pursuant to A.R.S. 15-232, also known as Proposition 300, the Adult Education program will comply with reporting requirements provided by the Arizona Department of Education/Adult Education Services as follows:
The Department of Education shall provide classes under this section only to adults who are citizens or legal residents or are otherwise lawfully present in the United States, and shall report on December 31 and June 30 of each year the number of adults who applied for instruction and the total number of adults who were denied instruction under this section because the applicant was not a citizen or legal resident of the United States or was not otherwise lawfully present in the United States.

16. Applicants who are recommended for funding by the Review Team will be required to submit documentation of fiscal solvency as requested by the ADE/AES before the fiscal award letter will be released.
Financial Guidelines

1. Funding awards must be approved by the State Board of Education. Applications require the approval of the State Director of Adult Education. Upon final approval, an ‘approved’ copy of the application is sent (by mail) to the local agency administrative office, and as applicable, to the County School Superintendent’s Office.

2. Federal and State funds must NOT be co-mingled. The local agency shall maintain bookkeeping records for the project and must be able to substantiate expenditures for state, federal, matching, and earned income monies.

3. The spending schedule for State grant funds is from July 1, 2008 to June 30, 2009 and will not be carried over into the next fiscal year. State funds shall be spent prior to Federal funds during the grant year.

4. Funds made available for Adult Education and Literacy Activities will supplement and not supplant other State or local public funds.

5. Indirect costs are expenses that incur for the joint benefits of more than one project and cannot be readily and specifically identified with a particular project without effort disproportionate to the results achieved. Federal regulations authorize the payment to schools and counties for the indirect cost incurred in the handling of certain projects. Indirect costs apply ONLY to federally funded projects.
6. The purchase of any textbooks, library books and instructional aids must be budgeted as supplies. Capitalization thresholds are established by the district but may not exceed $1,000 for equipment or $5,000 for land, buildings and related improvements. All Property/Capital Expenditures with a unit cost of $1,000 or more must be itemized on the Property/Capital Outlay page of the grant application, listed as fixed assets and inventoried according to the procedures detailed in the VI-E-I of the Uniform System of Financial Records (USFR).

7. A breakdown of salaries and a description of all other budgeted line items are required.

8. The Business and Financial Services Division of the Arizona Department of Education, will process payments according to the estimated payment schedule. The local agency will be notified as soon as a warrant/check is received by mail.

9. Cash management reports for state-administered federally funded projects are required.

10. Project is complete on June 30, 2009. A Completion Report must be submitted through the Grants Management System, 90 days after the project ending date. The ADE/AES may choose to extend this one year contract. If so, the ADE/AES may choose to amend carryover funds to the extension year project.

11. Unexpended Federal funds from a prior year’s project will be amended into a current-year project. The carryover of funds MUST be amended into the current-year project within 90 days of the project’s ending date. The current year payment schedule will be reduced by the amount of the carryover.
(Each project must maintain an inventory report of all equipment with Adult Education funds for each fiscal year. This inventory report is to be submitted with the Project Completion Report. On capital outlay items purchased at a cost of $5,000.00 or greater and/or having a current value of that amount or greater, the State Education Agency shall have the right to require transfer of such items to other location.)
12. If changes in the original budget are necessary or desired, an amendment must be submitted through the Grants Management system for review and approval. After-the-fact amendments will not be honored. The final amendment deadline is on April 2, 2009. NO EXCEPTIONS.
An amendment is required for any of the following changes:

· Any dollar change in excess of 20 percent or $1000 (whichever is greater) in any line item;

· Any major changes in staff duties or responsibilities;

· Any major changes in type of contractual services;

· Any expenditures for items not approved;

· Any change extending the project ending date;

· Changes in needs, objectives and activities; and

· Any change in the approved property/capital expenditure without changing the budget line item amount.

13. Allowable expenditures under this RFGA include, but are not limited to (http://www.whitehouse.gov/omb/circulars/a087/a87_2004.html):

· Instruction (salaries of teachers and aides, classroom materials);

· Assessment, tracking and documenting student outcomes (NRS);

· Student follow-up activities;

· Instructional technology, materials and supplies;

· Administration and supervision of instruction;

· Staff travel to instructional sites;

· Regional collaboration with others in the local workforce investment area;

· Curriculum development incorporating scientifically based research;

· Counseling and case management;

· Staff development; and

· Staff travel to conferences

· Child care; and

· Transportation for students.

14. Non-allowable expenditures include under this RFGA include, but are not limited to (http://www.whitehouse.gov/omb/circulars/a087/a87_2004.html):

· Advertising for purposes other than the recruitment of students into the program or public relations for other than reporting progress;

· Promotional items and memorabilia, except as identified above as allowable advertising;

· Fund-raising meetings;

· Student stipends;

· Student tuition;

· Expenditures on general purpose equipment, e.g. office furnishings, air conditioning, reproduction and printing equipment, without prior permission;

· Capital improvements which add permanent value; and

· Alcoholic beverages.

Section II

Application Completion Instructions
APPLICATION COMPLETION INSTRUCTIONS

Consult Section I, Section III-1, Section III-2, Section III-3, Section III-4, Section IV, and Section V
General Instructions
1. All applicants must submit Section III-1. In addition, applicants must select one or more program categories and submit Section III-2, III-3, and/or III-4.

2. The six (6) hard copies of the proposal must be on standard letter size 8 ½ x 11, white paper of regular weight and for the Detailed Budget forms be on size 8 ½ x 14, white paper of regular weight. Use Arial or Times New Roman font 10pt or larger.
3. Application forms are in Section III-1, III-2, III-3, and/or III-4.

4. The six (6) hard copies of the proposal must be stapled or clamped in the top left corner. Do not use binders, covers, or section dividers.

5. All signatures on the original application must be in blue ink.
6. The Cover Page and all Program Narrative components must be completed by applicants for funding consideration.
7. For additional information, samples, and definitions, consult Sections IV and V.
Suggestions for Constructing the Proposal

1. All application forms are in MS Word format.

2. Print a hard copy of the entire blank RFGA for reference.
3. Prepare a working version of the application by saving the RFGA to the hard drive.

4. To save the document, click on File, select Save As, and give the document a new name.

5. For print view format, click on View, Print Layout.

6. To see formatting marks, click on Tools, select Options. In the View tab, click on All, the option under the Formatting marks section. The  ¶  symbol on the toolbar can also turn the formatting marks on and off.

7. Text boxes (     ) are placeholders to indicate where text shall be entered. Their position on the page is not to be considered as an indicator of the amount of narrative content expected.
8. Section breaks have been included after certain forms to change the page orientation back and forth from portrait to landscape wherever needed. Accidentally deleting these breaks will result in unanticipated formatting errors.
9. Embedded Excel worksheets are in forms that require numbers and currency. Double-click near the words “Double click here to access this embedded form” to access the worksheet.
10. The following guidelines may assist in completing the tables:

· Use the Tab key or mouse to navigate the table cells.

· Use Control + Tab key to tab within a table cell.

· To view table gridlines that are not lined, on the menu bar click on Table, select Hide Gridlines to reveal or hide the gridlines. Revealing the table gridlines is helpful for completing the Cover Page since the cursor is easily seen.

· Rows in tables will expand as words wrap to the next line.

· To insert additional rows, click on Table, select Insert, select Rows Above or Rows Below. In the last cell of the table, press the Tab key to add another row.

Section III-1: Required Application Forms for All Applicants
Cover Page (Section III-1, page 1)
Satisfactory/Unsatisfactory
1. Complete as indicated on the Cover Page.
2. Submit one Cover Page per county, if serving more than one county.
3. The original copy of the Cover Page(s) must be signed with blue ink.

Executive Summary (Section III-1, page 2)
Satisfactory/Unsatisfactory
1. Provide a summary which describes the program. The summary must not exceed one page, single-spaced.
2. Summarize information from the needs assessment form.
3. Describe the target population group(s) to be served according to the levels in the National Reporting System (NRS) and indicate the total number of learners to be served for each Program Category.
4. Describe major instructional and collaborative strategies to be provided in each of the Program Categories for which funding is being requested.
5. Describe the quantified and expected outcomes that will occur as a result of services provided to the target population.
Assessment of Need (Section III-1, page 3)
Satisfactory/Unsatisfactory
1. Describe the need for services to be provided for the target population. The target population includes: low-income, individuals with disabilities, single parents and displaced homemakers, and individuals with low literacy skills such as reading, writing, numeracy and/or limited English proficiency (WIA Title II, Section 224(b) 10). (use Census Statistical tables in Appendix A)
2. Describe the specific needs of the target population to be served through this program using data and statistical tables in Appendix A and other data sources (Cite additional data sources used):
a. Population
b. Socio-economic factors
c. Literacy
d. English proficiency
e. Other related factors
3. Describe the current services and programs available in the area that serve the target population.
Qualifications of Personnel (Section III-1, page 4 & 5)
Satisfactory/Unsatisfactory
1. Include all staff who will be paid with funds requested from ADE/AES and Adult Education matching funds.

2. Complete Section III-1, page 5 regarding the use of volunteers.
Requested ADE/AES Funding Budget Summary
Satisfactory/Unsatisfactory
1. Prior to completing this form, all applicable Detailed Budget form(s) in Section III-2, III-3 and/or III-4 must be completed. There shall only be one Requested ADE/AES Funding Budget Summary form per application. (See the Chart of Accounts Matrix Section IV, page 9.) Contact Jerald Goode (602-364-2667, Jerald.Goode@azed.gov) or Janice Cruz (602-364-2602, Janice.Cruz@azed.gov) at ADE/AES, if further clarification is needed.
2. Enter the amounts from all applicable Detailed Budget form(s) in the correct column.
3. Enter the Total ADE/AES Requested Funding amounts on the Program Budget Summary form.
Requested funding description example below:


Total ABE/ASE
Total
Total
Total ADE/AES
Instruction
Requested Funding
D.L.
ELAA
Requested Funding

Salaries
$117,000
$35,000
$100,000
$252,000
Employee Benefits
$28,350
$7,500
$23,175
$59,025
Purchase Prof. Svcs
$15,000
$2,000
$8,000
$25,000
Purchase Prop. Svcs
$17,000
$5,200
$12,750
$34,950
Other Purchased Svcs
$3,500
$1,100
$9,500
$14,100
Supplies
$5,600
$1,500
$5,200
$12,300
Other Expenses.
$10,000
$375
$5,000
$15,375

Subtotal for Instruction
$196,450
$52,675
$163,625
$412,750
Program Budget Summary
Satisfactory/Unsatisfactory
1. There shall only be one Program Budget Summary form per application. (See the Chart of Accounts Matrix Section IV, page 9.)
2. Total ADE/AES Requested Funding: Enter the Total ADE/AES Requested Funding from the Requested Funding Summary form in the corresponding column.

3. Other $ Federal: Enter the amounts of program funding for each line item that will be paid for by non-ADE/AES federal grants.

4. Other $ Non-Federal: Enter the amounts of program funding for each line item that will be paid for by non-ADE/AES non-federal grants.

5. In-Kind: Enter the amount of program funding for each line item that will be paid for by In-Kind Contributions. (Other $ Non-Federal and In-Kind must equal at least 25% of Total Program Funding.)
6. Earned Income (FTSE): Enter the amount of program funding for each line item that will be paid for by Earned Income. Earned Income includes Full-Time Student Equivalent (FTSE) monies generated by student attendance or any other income sources (Adult Education fees are not included).

7. Adult Ed Fees (Estimated): Enter the amount of program funding for each line item that will be paid for by Adult Education fees.

Capital Outlay
Satisfactory/Unsatisfactory
1. The Capital Outlay Form must be approved by Arizona Department of Education/Adult Education Services before capital outlay purchases can be made. Capital Outlay includes land, improvements, buildings and equipment. Justification is required for items costing $100 or greater. Capitalization thresholds may not exceed $1,000 for equipment or $5,000 for land, buildings and related improvements. All Property/Capital Expenditures with a unit cost of $1,000 or more must be itemized on the Property/Capital Outlay form of the grant application, listed as fixed assets and inventoried. (See the Chart of Accounts Matrix Section IV, page 9.)
2. Item Description: Describe the item to be purchased and include make and model, if possible.

3. Quantity: Enter the estimated number of items that will be purchased this fiscal year.

4. Item Cost: Enter the unit cost of each item.
5. ABE/ASE Cost, DL Cost and/or the ELAA Cost: Enter the portion of the item cost that is associated with ABE/ASE, ELAA, and/or DL categories.

Portion cost description example below:

Item Description
Quantity
Item Cost
Total Cost
ABE/ASE
DL
ELAA
Printer
1
$2,000
$2,000
$1,000
$800
$200





(50% used)
(40% used)
(10% used)

6. Enter the amount in the “Total Capital Outlay” column in the Requested Funding Summary and Program Budget Summary form.

7. Enter the amounts in the ABE/ASE Cost, DL Cost, and ELAA Cost columns in the Detailed Budget forms.
General Education Provisions Act (GEPA) Statement
Satisfactory/Unsatisfactory
1. Provide a description of the steps the applicant will take to ensure equitable access to, and participation in, its federally assisted program for teachers, learners, and other program beneficiaries with special needs according to Section 427 of the General Education Provisions Act.
2. Include a description of how the applicant plans to address the six statutory barriers that can impede access (gender, race, national origin, color, disability, or age), or other barriers which, based on local circumstances, may prevent learners, teachers, and others from such access to or participation in the federally funded project or activity.
Statements of Assurances
Satisfactory/Unsatisfactory
1. This statement must be reviewed, each assurance initialed, and the form signed and dated by: 1) the Superintendent of Schools, Chief Executive Officer of the Applicant Agency, Community College President, or Non-Profit Board Chairman and 2) the program administrator.

2. The initials and signature must be in blue ink.

Certification Statements
Satisfactory/Unsatisfactory
1. Complete the required certification forms and provide the appropriate signatures on each form.
2. Signatures must be in blue ink.
Sections III-2, III-3, and III-4: Required Application Forms for ABE/ASE, DL, and ELAA
All applicants must select one or more program categories and submit Section III-2, III-3, and/or III-4.
Applicant’s Eligibility and Competency (Section III-2, III-3, and III-4, page 1)
40 points
1. Provide names, titles, and contact information for individuals who can legally sign documents on behalf of the applicant agency.

2. Affirm that the applicant agency and its facilities are in full compliance with the Americans with Disabilities Act of 1990. 
3. Describe the applicant’s ability to serve the targeted population.
4. Describe the applicant’s ability to meet the Core Indicators of Performance (see Section I, page 2).
Coordination, Integration, and Non-Duplication (Section III-2, III-3, and III-4, page 2)
25 points
1. Describe how services and resources from collaborating organizations will specifically assist in serving the target population for each program area. Provide evidence of formal collaborations through articulation agreements or memoranda of understanding.
2. Describe how collaborative arrangements among providers and stakeholders within a service area will ensure the non-duplication of services.

Projected Performance Measures and Outcomes (Section III-2, III-3, and III-4, page 3)
10 points
Provide projected performance measures and outcomes that contribute to the State’s achievement of the Core Indicators of Performance as indicated in Section I, page 2.
Program Operations (Section III-2, III-3, and III-4, page 4 & 5)
25 points
1. Identify strategies, evidence of success and professional learning processes for all Program Operations as indicated in the form for each program category.
2. Identify evidence to document success. This may include multiple sources of data such as: student and staff demographics, program processes, perception and student learning data.
3. Identify professional learning strategies, as applicable, that are standards-based, job-embedded, and results-driven. Include only the professional learning strategies that will be implemented at the local program level.
Qualifications of Personnel (Section III-2, III-3, and III-4, page 6)
Satisfactory/Unsatisfactory
1.
Identify the number of full time and part time instructors who will be paid with funds requested from ADE/AES and Adult Education matching funds.

2.
List key responsibilities and identify the number of full time and part time support staff who will be paid with funds requested from ADE/AES and Adult Education matching funds.

Program Class Schedule/s (Section III-2, III-3, and III-4, page 7)
Satisfactory/Unsatisfactory
1. Definitions for Primary Instruction Type and Class Level codes are in Section V: Appendix B.
2. Only include classes which will be supported in some part with AES grant funds, match and earned income. Do not include classes supported entirely with other federal, state, local, or private funds.
3. Complete class schedule information for each program category.
4. Complete one form for each learning center.

5. Complete one form for all community classes combined.
6. Complete one form for all distance learning instruction.
Detailed Budget
Satisfactory/Unsatisfactory
1. Complete one Detailed Budget form for ABE/ASE, DL, and/or ELAA program category.

2. The following information must be entered on each Budget Detail Form:

· Instruction - All staff who serve in a teaching capacity.

· Support Services Instruction - All staff who support instruction.

· Support Services Admin - All staff who support in an administrative capacity.

· Operation of Non-Instructional Services – All other staff.

· Max ADE Restricted Indirect Cost Allowed (if applicable)

· Indirect Cost: Restricted Indirect Cost Rate (if applicable)

· Capital Outlay: Fixed Assets (if applicable)

3.
Salaries Full time staff is anyone who works 30 or more hours per week. Part time staff is anyone who works less than 30 hours per week. For example, ELAA instructor’s salary shall be listed on the Detailed Budget for ELAA form in the Instruction Salary line item and an Admin assistant’s salary with both ABE/ASE and ELAA duties shall be listed proportionately under both the Detailed Budget for ABE/ASE and for ELAA forms. (See Chart of Accounts Matrix on Section IV, page 9.)
· Enter the total amount requested from ADE/AES.

· Provide the following information for full time and part time staff listed separately.

· Total number

· Hourly wage

· Total annual staffed hours

· Total salaries requested

· Describe any job-embedded professional learning and planning listed separately for all full time and part time staff.
Full time salary description examples below:

1 FT instructor at $14/hr x 1,600 annual hrs = annual salary of $22,400

2 FT instructors at $15/hr x 3,200 annual hrs = annual salaries of $48,000

1 FT instructor at $16/hr x 1,600 annual hrs = annual salary of $25,600

Total salary for 4 FT instructors is $96,000

Job-embedded professional learning for 5 FT instructors is $9,600 (10% of salary)

Part time salary description examples below:

1 PT admin asst. at $9/hr x 900 annual hrs = annual salary of $8,100

2 PT admin asst. at $10/hr x 2,000 annual hrs = annual salaries of $20,000

2 PT admin asst. at $11/hr x 2,500 annual hrs = annual salaries of $27,500

Total salary amount for 5 PT admin asst. is $55,600

Job-embedded professional learning for 5 PT admin asst. is $5,560 (10% of salary)

4. Employee Benefits (See Chart of Accounts Matrix on Section IV, page 9.)
· Enter the total amount requested from ADE/AES.

· Describe the total number of full time and part time staff benefits listed separately.

Benefits description examples below:

Total benefits for 5 full-time employees are $21,600. Includes sick leave, health insurance, retirement benefits, etc.

Total benefits for 12 part-time time employees are $21,600. Includes worker’s comp and social security, etc.
5. Purchased Professional Services, Purchased Property Services, Other Purchased Services, Supplies, and Other Expenses (See Chart of Accounts Matrix on Section IV, page 9.)
· Enter the total amount requested from ADE/AES.

· Describe the item.

(For DL applicants only- Authorized Distance Learning Providers are required to use the curriculum that is selected by ADE/AES as the basis for their DL instruction. ADE/AES will incur the costs associated with the statewide licensing of the selected DL curriculum while the DL applicant must budget for the costs associated with the virtual ‘seats’ needed by its DL students to access the curriculum. DL applicants will be expected to cover the cost of the online curriculum. The current cost of $30.00 per distance learner is projected to increase.)
Section III-1
Required Application Forms
for
All Applicants
State of Arizona

Department of Education

Adult Education Grant Application

Cover Page
Satisfactory/Unsatisfactory
	Fiscal Agent*:
	     

	Program Name*:
	     

	Type of Eligible Applicant*:
(please check appropriate box)
	 FORMCHECKBOX 

	Local Educational Agency
	 FORMCHECKBOX 

	Library

	
	 FORMCHECKBOX 

	Community-based Organization of demonstrated effectiveness
	 FORMCHECKBOX 

	Public Housing Authority

	
	 FORMCHECKBOX 

	Volunteer Literacy Organization of demonstrated effectiveness
	 FORMCHECKBOX 

	Non-Profit Institution, not described above, that has the ability to provide literacy services to adults and families

	
	 FORMCHECKBOX 

	Higher Education Institution
	
	

	
	 FORMCHECKBOX 

	Public or Private Non-Profit Agency
	 FORMCHECKBOX 

	Consortium of agencies, organizations, institutions, libraries, or any authorities described above

	County Served*:
	     

	If Maricopa County, City(ies) Served:
	     

	
	Name
	
	Telephone
	
	Fax
	
	E-mail Address

	Program Director*:
	     
	
	     
	
	     
	
	     

	Additional Program Contact*:
	     
	
	     
	
	     
	
	     

	Main Address*:
	     
	Website Address:
	     



[image: image1.emf]# of Learners 

to be Served*

Funding Requested 

(enter requested amount)

*

1. Adult Basic Education/Adult Secondary Education

2. ABE/ASE Distance Learning

3. English Language Acquisition for Adults

Total # of Learners

0

Total Requested $

$0

Program Category 

(Check only those which apply)

*

Double click here to access this embedded form


 FORMCHECKBOX 
 Check here if any portion of the requested funds will be used to provide services to incarcerated adult learners.
Signature*(must be in blue ink)







Date*
Superintendent of Schools/Head of Applicant Agency/CBO Board Chairman
*- Required

Executive Summary (not to exceed one page)
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
     
Assessment of Need
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
     
Qualifications of Personnel
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Key Function
	Key Responsibilities
	Name(s)
	# of Hrs/ Week
	# of Weeks/ Year
	College Degree(s)
	Teacher Certification(s)

	Program Administration
	· Provides program leadership and supervises staff.

· Monitors and evaluates the program, and reports data in a timely manner.

· Manages grant, program, fiscal resources, and human resources.

· Builds relationships and partnerships with community businesses and organizations; markets program services to build program capacity.

· Develops and executes program data quality plan.

· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	     

	Instructional Leadership
	· Mentors, coaches, and supports teachers.

· Improves instruction.

· Develops and implements curriculum based on Arizona Adult Education Standards.

· Uses data for continuous instruction improvement.

· Addresses the special needs of enrolled learners, including people with disabilities and English language learners.

· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	     

	Student Services Coordination

· Intake & Orientation

· Retention

· Transition
	· Oversight of standard procedures for student intake and orientation.
· Oversight of student goal setting and goal achievement processes.
· Oversight of student follow-up processes.

· Oversight of student transition to employment, post secondary education, and/or other training programs.
· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	

	Assessment Coordination
	· Oversight of standard procedures for student assessment.

· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	

	Data Management
	· Oversight of the data collection, documentation, and reporting.

· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	

	Educational Technology Integration
	· Provide program support to integrate technology for educational purposes.

· Actively participates in required ADE/AES trainings.
	     
	     
	     
	     
	

	Grants Management
	· Oversight of the grant project in the ADE Grants Management Enterprise system.
	     
	     
	     
	     
	

	Other if applicable

(please specify)
     
	·      
	     
	     
	     
	     
	


Qualifications of Personnel – continued
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Qualifications of Applicant Agency to Deliver Services Through the Use of Volunteers

1.
Does the applicant agency utilize volunteers for the following key functions?

Program administration
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Instructional leadership
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No

Student retention and Instructional Services
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Student assessment
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Data Management
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Instruction
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

2.
Please describe the training program and supervision provided for each of key functions that utilize volunteers.

     
3.
Is the applicant agency’s volunteer training program currently accredited?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Not Applicable
4.
If yes to number 3, what is the accrediting organization?
     
Requested ADE/AES Funding Budget Summary
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image2.emf]Double click here to access this embedded form

Function Code

Object 

Code

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00

$0.00

$0.00 $0.00 $0.00 $0.00

$0.00

$0.00

$0.00 $0.00 $0.00 $0.00

Operation of Non-Instructional 

Services 

Total ELAA 

Requested 

Funding

Facility Rent/Lease Expenses

Support Services-Instruction

Total DL 

Requested Funding

Subtotal for Support Services-

Admin 

Instruction

Total ABE/ASE 

Requested 

Funding

Total ADE/AES 

Requested Funding



Total

Indirect Cost

Subtotal for Operation of Non-

Instructional Services 

Facility Utilities Expenses

Subtotal for Instruction 

Capital Outlay

Subtotal for Support Services-

Instruction

Support Services-Admin 


Program Budget Summary
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image3.emf]Double click here to access this embedded form

Function Code

Object 

Code

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Salaries 6100

$0.00

Employee Benefits 6200

$0.00

Purchased Professional Services 6300

$0.00

Purchased Property Services 6400

$0.00

Other Purchased Services 6500

$0.00

Supplies 6600

$0.00

Other Expenses 6800

$0.00

$0.00

$0.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

$0.00

$0.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Subtotal for Operation of Non-

Instructional Services 

Indirect Cost 

Total

Capital Outlay

Facility Rent/Lease Expenses

Subtotal for Support Services-

Instruction

Subtotal for Support Services-

Admin 

Facility Utilities Expenses

Operation of Non-Instructional 

Services 

Support Services-Admin 

Total Program 

Funding

Other $ 

Federal 

Other $                      

Non-

Federal 

In-Kind

Earned 

Income 

(FTSE)

Support Services-Instruction

Instruction

ADE/AES 

Requested 

Funding

Adult Ed 

Fees 

(Estimated)

Subtotal for Instruction 


Capital Outlay
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image4.emf]Double click here to access this embedded form.

Item Description QuantityItem Cost

Total Cost ABE/ASE Cost DL   Cost ELAA Cost

0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

      0.00

$0.00 $0.00 $0.00 $0.00

DO NOT WRITE BELOW THIS LINE

Approved:

State of Arizona Adult Education Director Date

NOTE: Capitalization thresholds may not exceed $1,000 for equipment or $5,000 for land, buildings and related improvements.  All Property/Capital Expenditures with a 

unit cost of $1,000 or more must be itemized on the Property/Capital Outlay form of the grant application, listed as fixed assets and inventoried according to the 

procedures detailed in the VI-E-I of the Uniform System of Financial Records (USFR).    Federal funds cannot be used for land, buildings and improvements.

Total Capital Outlay


General Education Provisions Act (GEPA) Statement
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
     
Statements of Assurances
Satisfactory/Unsatisfactory
(initial each assurance statement; sign and date the bottom of the second page)
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Program Operations


                1.
The Applicant agrees that the Program Director and teachers hold or will obtain a valid Arizona Adult Education teaching certificate by July 1, 2008 or within 60 days from the date of hire (if hired after June 1, 2008).

                2.
The Applicant agrees that instruction in state funded adult education classes will be conducted by state certified adult education teachers.

                3.
The Applicant agrees to align its program’s curriculum to the Arizona Adult Education Standards by September 30, 2008.

                4.
The Applicant agrees to use the data collection system designated and follow the Arizona Department of Education/Adult Education Services (ADE/AES) and National Reporting System (NRS) guidelines.

                5.
The Applicant must utilize the ADE/AES designated assessments for adult learners in determining educational gains for program accountability purposes.

                6.
The Applicant agrees to collaborate in order to offer Distance Learning (DL) services to students who are seeking or may benefit from Distance Learning (DL) services. Examples of collaboration may include referrals, registration, intake, orientation, and assessment.


                7. The Applicant agrees to coordinate its program with other adult education stakeholders, Workforce  Investment Act partners in order to avoid duplicate services available through other programs serving adults.

                8. The Applicant agrees that the Program Director and all program staff will participate in all Arizona Department of Education/Adult Education Services (ADE/AES) required professional development activities scheduled during the term of this grant award.


                9. The Applicant agrees to allocate 10% of program funds (ADE/AES grant funds, matching funds, earned income) for approved professional development activities aligned to the National Staff Development Council’s Professional Development Standards (NSDC).


               10. The Applicant agrees to provide paid professional development time to certified Adult Education staff.


               11. The Applicant agrees to fully cooperate with program evaluation efforts sponsored by the Arizona Department of Education/Adult Education Services (ADE/AES).


               12. The Applicant agrees to allow Arizona Department of Education/Adult Education Services (ADE/AES) to review all student records, data collection records, financial records, and any other documents pertaining to their program as requested.


               13. The Applicant agrees to obtain ADE/AES approval prior to any change in class schedule or location.


                14.The Applicant agrees to keep copies of Teaching Certificates and resumes on file for the Program Director and instructional staff. They shall be available for Arizona Department of Education/Adult Education Services (ADE/AES) to review upon request.


                15. The Applicant agrees to keep job descriptions on file for each position within the program. The job descriptions shall be available for Arizona Department of Education/Adult Education Services (ADE/AES) to review upon request.


                16. The Applicant agrees to comply with provisions of the American with Disabilities Act of 1990 (P.L. 101-3356). Information on ADA policies will be available to each student.

               17.  The Applicant agrees to comply with Section 427 of the General Education Provisions Act, and will:
          a. Ensure equal opportunities to participate for all eligible students, teachers and other program   beneficiaries in any other program activity carried out under this grant; and

          b. Develop and describe the proposed steps to take to ensure equitable access to, and equitable participation in the program activity to be conducted under this grant.


               18.  The Applicant agrees to comply with federal and state statutes, regulations, policies and procedures, and the Arizona State Plan for Adult Education.

               19.  The Applicant agrees to comply with the following Non-Discrimination Laws:
    a. Title VI of the Civil Rights Act of 1964, as amended, which prohibits the denial of benefits of our participation in contract services on the basis of race, color, or national origin;

        b. Title VII of the Civil Rights Act of 1964, as amended, the Age Discrimination in Employment Act, and State Executive Order No. 99-4, which mandate that all persons, regardless of race, color, religion, sex, age, national origin or political affiliation, shall have equal access to employment opportunities;

c. The Americans With Disabilities Act of 1990 (Public Law 101-336) and the Arizona Disability Act of 1992 (A.R.S. §41-1492 et. seq.), which prohibit discrimination on the basis of physical or mental disabilities in delivering contract services or in the employment, or advancement in employment of qualified individuals.

Fiscal Management

                1.   The Applicant agrees to provide timely and accurate reports which include:

a. Student demographic, assessment and attendance reports (Due monthly through NRSPro.com)
b. Proposition 300 semi-annual report (Due December 1, 2008 and June 1, 2009)

c. Annual program statistical reports (Due August 30, 2009 through NRSPro.com)
d. Annual program narrative report and addendums (Due August 30, 2009)
e. Data Quality Checklist (Due August 30, 2009)

f. Follow-up report on Secondary Core Goals (Due October 31, 2009)

g. Fiscal cash management reports (Due monthly through Grants Management system, Federal grants only)
h. Fiscal completion reports (Due September 30, 2009)

                2.
The Applicant agrees to require and maintain a copy of the insurance for each of its program site verifying that each building meets Arizona safety codes and Arizona Department of Administration requirements.

                3.
The Applicant agrees to be the fiscal agent for the grant award received from Arizona Department of Education/Adult Education Services (ADE/AES).

                4.   The Applicant agrees to maintain funds received under this Grant in separate ledger accounts and will not mix these funds with other sources. The Applicant agrees to manage funds according to OMB #A-87, Cost Principals for State and Local Governments, or OMB #A-122, Cost Principals for Non-Profit Organizations, whichever is applicable.

                5.  The Applicant agrees to use all funds received from the Arizona Department of Education/Adult Education Services (ADE/AES) for adult education purposes only.

                6.  The Applicant agrees that 100% of earned income generated by this grant will be used in the adult education program. This includes earned income from students and/or FTSE funding.

                7.  The Applicant agrees to disclose to the Arizona Department of Education/Adult Education Services (ADE/AES) other grants, donations, and in-kind contributions it receives for adult education.
____                8.   The Applicant agrees to perform and maintain time and effort records for all employees funded through the Arizona Department of Education/Adult Education Services' (ADE/AES) grant award. This requirement is in accordance with the OMB Circular A-21 for Educational Institutions; A-87 for State, Local and Indian Tribal Governments; A-122 for Nonprofit Organizations.  

I have read the Statements of Assurances above and will adhere to them.
                                                                                                                                               
Signature (blue ink only)
                       Name and Title
                                                   Date
                                                  
                                                                                   
Signature (blue ink only)
                       Name and Title
                                                   Date

Certifications Regarding Lobbying; Debarment, Suspension and Other Responsibility Matters; and Drug-Free Workplace

Requirements
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Applicants shall refer to the regulations cited below to determine the certification to which they are required to attest. Applicants shall also review the instructions for certification included in the regulations before completing this form. Signature of this form provides for compliance with certification requirements under 34 CFR Part 82, "New Restrictions on Lobbying," and 34 CFR Part 85, "Government-wide Debarment and Suspension (Non-procurement) and Government-wide Requirements for Drug-Free Workplace (Grants)." The certifications shall be treated as a material representation of fact upon which reliance will be placed when the Department of Education determines to award the covered transaction, grant, or cooperative agreement.

_______________________________________________________________________________________________________________

1. LOBBYING

As required by Section 1352, Title 31 of the U.S. Code, and implemented at 34 CFR Part 8s, for persons entering into a grant or cooperative agreement of $100,000, as defined at 34 CFR Part 82, Sections 82.105 and 82.110, the applicant certifies that:

(a)
No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of Congress, or an employee of a Member of Congress in connection with the making or any Federal grant, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal grant or cooperative agreement:

(b)
If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal grant or cooperative agreement, the undersigned shall complete and submit Standard Form – LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions;

(c)
The undersigned shall require that the language of this certification be included in the award documents for all sub awards at all tiers (including subcontracts) and that all sub recipients shall certify and disclose accordingly.


2.
DEBARMENT, SUSPENSION, AND OTHER RESPONSIBILITY MATTERS
As required by Executive Order 12549, Debarment and Suspension, and implemented at 34 CFR Part 85, for prospective participants in primary covered transactions, as defined at 34 CFR Part 85, Section 85,102 and 85.110-

A. The applicant certifies that it and its principals:

(a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency;

(b) Have not within a three-year period preceding this application been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State, or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statement, or receiving stolen property.

(c) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with commission of any of the offenses enumerated in paragraph (2)(b) of this certification; and

(d) Have not within a three-year period preceding this application had one or more public transaction (Federal, State, or local) terminated for cause or default; or

B. Where the applicant is unable to certify any of the statements in this certification, he or she shall attach an explanation to this application.


3.
DRUG-FREE WORKPLACE


(GRANTEES OTHER THAN INDIVIDUALS)
As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Sections 85.605 and 85.610 – 

A.
The applicant certifies that it will or will continue to provide a drug-free workplace by:

(a)
Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the grantee’s workplace and specifying the actions that will be taken against employees for violation of such prohibition:

(b)
Establishing an on-going drug-free awareness program to inform employees about:

(1)
The dangers of drug abuse in the workplace;

(2)
The grantee’s policy of maintaining a drug-free workplace;

(3)
Any available drug counseling, rehabilitation, and employee assistance programs; and

(4)
The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace;

(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a);

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant, the employee will:

(1)
Abide by the terms of the statement; and

(2)
Notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the workplace no later than five calendar days after such conviction;

(e) Notifying the agency, in writing, within 10 calendar days after receiving notice under subparagraph (d)(2) from an employee or otherwise receiving actual notice of such conviction. Employers of convicted employees must provide notice, including position title, to: Director, Grants and Policy and Oversight Staff, U.S. Department of Education, 400 Maryland Avenue, S.W. (Room 3652, GSA Regional Office Building No. 3), Washington, DC 20202-4248. Notice shall include the identification number(s) of each affected grant;

(f) Taking one of the following actions, within 30 calendar days or receiving notice under subparagraph (d)(2), with respect to any employee who is so convicted;

(1)
Taking appropriate personnel action against such an employee, up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973, as amended; or

(2)
Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

(g) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraph (a), (b), (c), (d), (e), and (f).

A. The grantee may insert in the space provided below the site(s) for the performance of work done in connection with the specific grant:

Place of Performance (Street address, city, county, state, zip code)

	Street Address

     

	City

     
	County

     

	State


Arizona
	Zip Code

     


Check ( if there are any workplaces on file that are not identified here.


DRUG-FREE WORKPLACE

(GRANTEES WHO ARE INDIVIDUALS)
As required by the Drug-Free Workplace Act of 1988, and implemented as 34 CFR Part 85, Subpart F, for grantees, as defined at 34 DFR Part 85, Section 85.605 and 85.610 - 

A.
As a condition of the grant, I certify that I will not engage in the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in conducting any activity with the grant; and

B.
If convicted of a criminal drug offense resulting from a violation during the conduct of any grant activity, I will report the convictions, to: Director, Grants and Contracts Services, U.S. Department of Education, 400 Maryland Avenue, S.W. (Room 3124, GSA Regional Office Building No. 3), Washington, DC 20202-4571. Notice shall include the identification number(s) of each affected grant.

As the duly authorized representative of the applicant, I hereby certify that the applicant will comply with the above certification.

	NAME OF APPLICANT
PR/AWARD NUMBER AND/OR PROJECT NAME

     
     

	PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE

     

	SIGNATURE (blue ink only)
DATE




                                                                                                                                                                                                            ED 80-0013, 6/90 (Replaced ED 80-0008: ED Form GCS-008, (REV. 12/88); ED 80-0010, 5/90; and ED 80-0011, 5/90

Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion–Lower Tier Covered Transactions
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
This certification is required by the Department of Education regulations implementing Executive Order 12549, Debarment and Suspension, 34 CFR Part 85, for all lower tier transactions meeting the threshold and tier requirements stated at Section 85.110.

Instructions for Certification

1. By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.

2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into. If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

3. The prospective lower tier participant shall provide immediate written notice to the person which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason or changed circumstances.

4. The terms “covered transaction”, “debarred”, “suspended”, “ineligible”, “lower tier covered transaction”, “participant”, “person”, “primary covered transaction”, “principal”, “proposal”, and “voluntarily excluded”, as used in this clause, have the meaning set out in the Definitions and Coverage sections of rules implementing Executive Order 12549. You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.

5. The prospective lower tier participant agrees by submitting this proposal that, should the proposed covered transaction be entered into, it shall now knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.

6. The prospective lower tier participant further agrees by submitting this proposal that it will include the clause titled “Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary exclusion-Lower Tier Covered Transactions”, without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded for the covered transaction, unless it know that the certification is erroneous. A participant may decide the method and frequency by which it determines the eligibility of its principals. Each participant may but is not required to check the Non-procurement List.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause. The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

Certification

(1) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.
(2) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

	NAME OF APPLICANT
PR/AWARD NUMBER AND/OR PROJECT NAME

     
     

	PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE
SIGNATURE and DATE (blue ink only)
     


ED 80-0014, 9/90 (Replaced GCS-009 (REV. 12/88), which is obsolete)
Section III-2
Required Application Forms
for

ABE/ASE Applicants

Applicant’s Eligibility & Competency for ABE/ASE
40 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
1. Names, titles, and contact information for individuals who can legally sign documents on behalf of the applicant agency:
	Name
	Title
	Address
	Phone

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


2. Is the applicant agency and its facilities in full compliance with the Americans with Disabilities Act of 1990? If no, please explain.:
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

     
3. Describe the applicant’s ability to provide adult literacy services to the target population(s).:
     
4. Describe the applicant’s ability to meet the Core Indicators of Performance. Applicants previously funded by the ADE/AES may cite history of performance levels achieved. New applicants may describe how prior experience will enable them to achieve FY2009 projected outcome measures (see www.ade.az.gov/adult-ed):

     
Coordination, Integration, and Non-Duplication for ABE/ASE
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
3. Describe how services and resources from collaborating organizations will specifically assist in serving the target population for each program area. Provide evidence of formal collaborations through articulation agreements or memoranda of understanding.

     
4. Describe how collaborative arrangements among providers and stakeholders within a service area will ensure the non-duplication of services.
     
Projected Performance Measures and Outcomes for ABE/ASE
10 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Core Indicator 1* (Unduplicated)
	FY 2009

	ABE Beginning Literacy
The number and percent of ABE Beginning Literacy learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE Beginning Basic Education
The number and percent of ABE Beginning Basic Education learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE Low Intermediate
The number and percent of ABE Low Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE High Intermediate
The number and percent of ABE High Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ASE Low
The number and percent of ASE Low learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ASE High

The number and percent of ASE High learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Total Projected number of ABE/ASE learners

(must match Cover Page number)
	
     


*Arizona’s assessment policy requires the use of TABE.
	Core Indicator 2 (May be duplicated)
	FY 2009

	Entered Employment
The number of all adult learners who set the goal of entering employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Retained or Improved Employment

The number of all adult learners who set the goal of retaining or improving employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Placement in Postsecondary Education or Training

The number of all adult learners who set the goal of entering postsecondary education or training and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


	Core Indicator 3 (May be duplicated)
	FY 2009

	Receipt of a secondary school diploma or GED
The number of all adult learners who set the goal of earning a secondary school diploma or GED and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


Program Operations for ABE/ASE
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
A.
Student Recruitment: The applicant agency successfully recruits the targeted population.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


B.
Student Intake, Orientation, and Goal Setting: The applicant agency effectively manages its intake, orientation, and goal setting processes to assist ABE/ASE students in successful participation in the instructional program.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


C.
Assessment, Curriculum, and Instruction: The applicant agency has assessment, curriculum and instruction aligned to the Arizona Adult Education Standards and is designed to meet the educational needs of students with diverse educational and cultural backgrounds.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


D.
Student Follow-up: The applicant agency uses effective processes to conduct student follow-up for Core Indicators of Performance 2 & 3 as described in Section I, page 2.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Program Operations for ABE/ASE – continued
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
E.
Retention and Support Services: The applicant agency supports its students with academic, health and social support services through broad based collaborations among local agencies in order to retain students until the successful attainment of their goals.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


F.
Collaboration with Title I Agency(ies): The applicant collaborates and coordinates with the Local Workforce Investment Board (WIB) or One-Stop Center to assist learners in achieving their employment goals.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


G.
Collaboration Between DL & Non-DL Providers: The applicant agency collaborates with other Adult Education providers to serve those learners who would benefit from Distance Learning services in order to achieve their educational goals.
· If the applicant is applying for Distance Learning funding, the strategies must address collaboration with providers which do not off DL services.

· If the applicant is not applying for DL funding, the strategies must address collaboration with providers which do offer DL services.

	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


H.
Data Integrity: The applicant agency maintains data integrity through consistent, high quality data management processes and practices.

	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Qualifications of Personnel for ABE/ASE
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Key Function
	Key Responsibilities
	# of Full Time Staff
	# of Part Time Staff

	Instruction
	· Develops and delivers instruction to adult learners based on the Arizona Adult Education Revised Content and Performance Standards.

· Actively participates in on-going professional development.

· Actively participates in required ADE/AES trainings.
	     
	     

	Support Staff
	List key responsibilities for support staff.
·      
	     
	     


Proposed Class Schedule for ABE/ASE
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Learning Centers
	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


Proposed Class Schedule for ABE/ASE - continued
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Community Classes
	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


Detailed Budget for ABE/ASE
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image5.emf]Double click here to access this embedded form

Function Code

Object 

Code

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Max ADE Restricted Indirect Cost Allowed

Indirect Cost: Restricted Indirect Cost Rate 6910

Capital Outlay: Fixed Assets 180

$0.00

Total ABE/ASE

Subtotal for Operation of Non-Instructional Services 

Subtotal for Instruction 

Subtotal for Support Services-Instruction

Line Item Description

(information entered will automatically wrap)

For ABE/ASE Requested Funding ONLY

Support Services-Admin 

Operation of Non-Instructional Services 

Support Services-Instruction

Subtotal for Support Services-Admin 

Instruction

Amount


Section III-3

Required Application Forms
for

ABE/ASE

Distance Learning Applicants
Applicant’s Eligibility & Competency for ABE/ASE DL
40 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
1. Names, titles, and contact information for individuals who can legally sign documents on behalf of the applicant agency:
	Name
	Title
	Address
	Phone

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


2. Is the applicant agency and its facilities in full compliance with the Americans with Disabilities Act of 1990? If no, please explain.:
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

     
3. Describe the applicant’s ability to provide adult literacy services to the target population(s).:
     
4. Describe the applicant’s ability to meet the Core Indicators of Performance. Applicants previously funded by the ADE/AES may cite history of performance levels achieved. New applicants may describe how prior experience will enable them to achieve FY2009 projected outcome measures (see www.ade.az.gov/adult-ed):

     
Coordination, Integration, and Non-Duplication for ABE/ASE DL
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
1. Describe how services and resources from collaborating organizations will specifically assist in serving the target population for each program area. Provide evidence of formal collaborations through articulation agreements or memoranda of understanding.

     
2. Describe how collaborative arrangements among providers and stakeholders within a service area will ensure the non-duplication of services.
     
Projected Performance Measures and Outcomes for ABE/ASE DL
10 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Core Indicator 1* (Unduplicated)
	FY 2009

	ABE Beginning Literacy
The number and percent of ABE Beginning Literacy learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE Beginning Basic Education
The number and percent of ABE Beginning Basic Education learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE Low Intermediate
The number and percent of ABE Low Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ABE High Intermediate
The number and percent of ABE High Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ASE Low
The number and percent of ASE Low learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ASE High

The number and percent of ASE High learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Total Projected number of ABE/ASE DL learners

(must match Cover Page number)
	
     


*Arizona’s assessment policy requires the use of TABE.
	Core Indicator 2 (May be duplicated)
	FY 2009

	Entered Employment
The number of all adult learners who set the goal of entering employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Retained or Improved Employment

The number of all adult learners who set the goal of retaining or improving employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Placement in Postsecondary Education or Training

The number of all adult learners who set the goal of entering postsecondary education or training and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


	Core Indicator 3 (May be duplicated)
	FY 2009

	Receipt of a secondary school diploma or GED
The number of all adult learners who set the goal of earning a secondary school diploma or GED and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


Program Operations for ABE/ASE DL
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
A.
Student Recruitment: The applicant agency successfully recruits the targeted population.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


B.
Student Intake, Orientation, and Goal Setting: The applicant agency effectively manages its intake, orientation, and goal setting processes to assist ABE/ASE students in successful participation in the instructional program.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


C.
Assessment, Curriculum, and Instruction: The applicant agency has assessment, curriculum and instruction aligned to the Arizona Adult Education Standards and is designed to meet the educational needs of students with diverse educational and cultural backgrounds.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


D.
Student Follow-up: The applicant agency uses effective processes to conduct student follow-up for Core Indicators of Performance 2 & 3 as described in Section I, page 2.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Program Operations for ABE/ASE DL continued
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
E.
Retention and Support Services: The applicant agency supports its students with academic, health and social support services through broad based collaborations among local agencies in order to retain students until the successful attainment of their goals.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


F.
Collaboration with Title I Agency(ies): The applicant collaborates and coordinates with the Local Workforce Investment Board (WIB) or One-Stop Center to assist learners in achieving their employment goals.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


G.
Collaboration Between DL & Non-DL Providers: The applicant agency collaborates with other Adult Education providers to serve those learners who would benefit from Distance Learning services in order to achieve their educational goals.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


H.
Data Integrity: The applicant agency maintains data integrity through consistent, high quality data management processes and practices.

	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Qualifications of Personnel for ABE/ASE DL
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Key Function
	Key Responsibilities
	# of Full Time Staff
	# of Part Time Staff

	Coordination of Distance Learning Services
	· Oversight of the distance learning services including: intake, assessment, instruction, and data collection.

· Actively participates in required ADE/AES trainings.
	     
	     

	Instruction
	· Develops and delivers DL instruction to adult learners based on the Arizona Adult Education Standards.

· Actively participates in on-going professional development.

· Actively participates in required ADE/AES trainings
	     
	     

	Support Staff
	List key responsibilities for support staff.

·      
	     
	     


Proposed Class Schedule for ABE/ASE DL
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Distance Learning Site Name
	Distance Learning Address for Intake/Orientation (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Distance Learning Instruction

PDL = Pure Distance Learning

SDL = Supported Distance Learning

HDL = Hybrid Distance Learning

(see Glossary for definitions)

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su, N/A)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE, N/A)
	Contact Hours

(Face-to-Face)
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


	Distance Learning Site Name
	Distance Learning Address for Intake/Orientation (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Distance Learning Instruction

PDL = Pure Distance Learning

SDL = Supported Distance Learning

HDL = Hybrid Distance Learning

(see Glossary for definitions)

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su, N/A)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE, N/A)
	Contact Hours

(Face-to-Face)
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


Detailed Budget for ABE/ASE DL
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image6.emf]Double click here to access this embedded form

Function Code

Object 

Code

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Max ADE Restricted Indirect Cost Allowed

Indirect Cost: Restricted Indirect Cost Rate 6910

Capital Outlay: Fixed Assets 180

$0.00

Total DL

Subtotal for Operation of Non-Instructional Services 

Subtotal for Instruction 

Subtotal for Support Services-Instruction

Line Item Description

(information entered will automatically wrap)

For Distance Learning Requested Funding ONLY

Support Services-Admin 

Operation of Non-Instructional Services 

Support Services-Instruction

Subtotal for Support Services-Admin 

Instruction

Amount


Section III-4

Required Application Forms
for

ELAA Applicants
Applicant’s Eligibility & Competency for ELAA
40 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
1. Names, titles, and contact information for individuals who can legally sign documents on behalf of the applicant agency:
	Name
	Title
	Address
	Phone

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


2. Is the applicant agency and its facilities in full compliance with the Americans with Disabilities Act of 1990? If no, please explain.:
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

     
3. Describe the applicant’s ability to provide adult literacy services to the target population(s).:
     
4. Describe the applicant’s ability to meet the Core Indicators of Performance. Applicants previously funded by the ADE/AES may cite history of performance levels achieved. New applicants may describe how prior experience will enable them to achieve FY2009 projected outcome measures (see www.ade.az.gov/adult-ed):

     
Coordination, Integration, and Non-Duplication for ELAA
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
1. Describe how services and resources from collaborating organizations will specifically assist in serving the target population for each program area. Provide evidence of formal collaborations through articulation agreements or memoranda of understanding.

     
2. Describe how collaborative arrangements among providers and stakeholders within a service area will ensure the non-duplication of services.
     
Projected Performance Measures and Outcomes for ELAA
10 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Core Indicator 1* (Unduplicated)
	FY 2009

	ELAA Beginning Literacy

The number and percent of ESL Beginning Literacy learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ELAA Low Beginning

The number and percent of ESL Low Beginning learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ELAA High Beginning
The number and percent of ESL High Beginning learners who will acquire the level of skills needed to complete the educational functioning level
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ELAA Low Intermediate
The number and percent of ESL Low Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ELAA High Intermediate
The number and percent of adult learners ESL High Intermediate learners who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	ELAA Advanced
The number and percent of adult learners enrolled in ESL Advanced who will acquire the level of skills needed to complete the educational functioning level.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Total Projected number of ELAA learners

(must match Cover Page number)
	
     


*Arizona’s assessment policy requires the use of BEST.
	Core Indicator 2 (May be duplicated)
	FY 2009

	Entered Employment
The number of all adult learners who set the goal of entering employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Retained or Improved Employment

The number of all adult learners who set the goal of retaining or improving employment and the number and percent projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %

	Placement in Postsecondary Education or Training

The number of all adult learners who set the goal of entering postsecondary education or training and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


	Core Indicator 3 (May be duplicated)
	FY 2009

	Receipt of a secondary school diploma or GED
The number of all adult learners who set the goal of earning a secondary school diploma or GED and the number and percent who are projected to attain that goal.
	Projected number
     
# who will attain goal
     
% who will attain goal
     %


Program Operations for ELAA
25 points
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
A.
Student Recruitment: The applicant agency successfully recruits the targeted population.
	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


B.
Student Intake, Orientation, and Goal Setting: The applicant agency effectively manages its intake, orientation, and goal setting processes to assist ABE/ASE students in successful participation in the instructional program.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


C.
Assessment, Curriculum, and Instruction: The applicant agency has assessment, curriculum and instruction aligned to the Arizona Adult Education Standards and is designed to meet the educational needs of students with diverse educational and cultural backgrounds.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


D.
Student Follow-up: The applicant agency uses effective processes to conduct student follow-up for Core Indicators of Performance 2 & 3 as described in Section I, page 2.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Program Operations for ELAA - continued
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
E.
Retention and Support Services: The applicant agency supports its students with academic, health and social support services through broad based collaborations among local agencies in order to retain students until the successful attainment of their goals.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


F.
Collaboration with Title I Agency(ies): The applicant collaborates and coordinates with the Local Workforce Investment Board (WIB) or One-Stop Center to assist learners in achieving their employment goals.
	Identify Strategy(ies)
(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


G.
Data Integrity: The applicant agency maintains data integrity through consistent, high quality data management processes and practices.

	Identify Strategy(ies)

(one strategy per line, add more rows as needed)
	Evidence of Success
	Identify Professional Learning Processes

	     
	     
	     

	     
	     
	     


Qualifications of Personnel for ELAA
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
	Key Function
	Key Responsibilities
	# of Full Time Staff
	# of Part Time Staff


	Instruction
	· Develops and delivers instruction to adult learners based on the Arizona Adult Education Revised Content and Performance Standards.

· Actively participates in on-going professional development.

· Actively participates in required ADE/AES trainings.
	     
	     

	Support Staff
	List key responsibilities for support staff.

·      
	     
	     


Proposed Class Schedule for ELAA
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Learning Centers
	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


Proposed Class Schedule for ELAA - continued

Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     
Community Classes
	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	     
	     
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBL=Computer Based Lab
IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	     
	     
	     
	     
	     
	     

	2.
	     
	     
	     
	     
	     
	     

	3.
	     
	     
	     
	     
	     
	     


Detailed Budget for ELAA
Satisfactory/Unsatisfactory
Fiscal Agent:
     
County(ies) Served:
     
Program Name:
     
If Maricopa County, City(ies) Served:
     

[image: image7.emf]Double click here to access this embedded form

Function Code

Object 

Code

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Salaries 6100

Employee Benefits 6200

Purchased Professional Services 6300

Purchased Property Services 6400

Other Purchased Services 6500

Supplies 6600

Other Expenses 6800

$0.00

Max ADE Restricted Indirect Cost Allowed

Indirect Cost: Restricted Indirect Cost Rate 6910

Capital Outlay: Fixed Assets 180

$0.00

Total ELAA

Subtotal for Operation of Non-Instructional Services 

Subtotal for Instruction 

Subtotal for Support Services-Instruction

Line Item Description

(information entered will automatically wrap)

For ELAA Requested Funding ONLY

Support Services-Admin 

Operation of Non-Instructional Services 

Support Services-Instruction

Subtotal for Support Services-Admin 

Instruction

Amount


Section IV–Appendix A:
Reference Materials
STATE NEEDS ASSESSMENT, BY COUNTY

	County
	State
	In Labor Force 16+ years
	Unemployed 16+ years: Total
	Unemployed 16+ years: Percent
	County Population 18+
	No HS Diploma and Equivalent 18+ years: Total
	No HS Diploma and Equivalent 18+ years: Percent
	County Population 18-64 Years
	Below Poverty 18-64 years: Total
	Below Poverty 18-64 years: Percent
	Speak English Less Than Very Well 18-64: Total
	Speak English Less Than Very Well 18-64:  Percent

	Apache
	AZ
	21,081
	4,602
	21.8%
	42,748
	11,813
	27.6%
	36,939
	12,368
	33.5%
	11,763
	31.8%

	Cochise
	AZ
	50,973
	3,076
	6.0%
	86,861
	12,706
	14.6%
	69,651
	10,070
	14.5%
	7,758
	11.1%

	Coconino
	AZ
	59,688
	4,137
	6.9%
	82,985
	10,887
	13.1%
	75,005
	12,128
	16.2%
	8,507
	11.3%

	Gila
	AZ
	19,981
	1,930
	9.7%
	38,432
	5,977
	15.6%
	28,162
	4,636
	16.5%
	2,093
	7.4%

	Graham
	AZ
	12,104
	1,402
	11.6%
	23,411
	4,396
	18.8%
	19,483
	3,415
	17.5%
	1,537
	7.9%

	Greenlee
	AZ
	3,694
	234
	6.3%
	5,826
	741
	12.7%
	4,985
	454
	9.1%
	294
	5.9%

	La Paz
	AZ
	7,142
	572
	8.0%
	15,582
	3,134
	20.1%
	10,427
	1,965
	18.8%
	1,049
	10.1%

	Maricopa
	AZ
	1,504,252
	70,931
	4.7%
	2,246,838
	361,535
	16.1%
	1,888,004
	201,105
	10.7%
	251,113
	13.3%

	Mohave
	AZ
	65,008
	4,531
	7.0%
	119,343
	18,932
	15.9%
	87,695
	11,578
	13.2%
	4,450
	5.1%

	Navajo
	AZ
	33,753
	4,147
	12.3%
	62,853
	14,567
	23.2%
	53,206
	13,579
	25.5%
	10,979
	20.6%

	Pima
	AZ
	397,215
	20,905
	5.3%
	636,763
	83,426
	13.1%
	517,096
	70,546
	13.6%
	57,279
	11.1%

	Pinal
	AZ
	66,772
	5,404
	8.1%
	134,730
	30,371
	22.5%
	105,489
	13,825
	13.1%
	11,720
	11.1%

	Santa Cruz
	AZ
	13,980
	1,078
	7.7%
	25,481
	7,928
	31.1%
	21,418
	4,590
	21.4%
	8,889
	41.5%

	Yavapai
	AZ
	71,822
	3,616
	5.0%
	132,146
	14,519
	11.0%
	95,438
	11,412
	12.0%
	4,499
	4.7%

	Yuma
	AZ
	59,601
	6,803
	11.4%
	113,932
	29,677
	26.0%
	87,326
	14,551
	16.7%
	22,501
	25.8%

	Source: US Census 2000-SF3 Tables P19-P43-P87-PCT25
	
	
	
	
	
	
	
	

	March 21, 2007
	
	
	
	
	
	
	
	
	
	
	
	


MARICOPA COUNTY NEEDS ASSESSMENT, BY CITY/CCD
	City
	State
	City Population 18+ (Total)
	No HS Diploma and Equivalent- 18 +-Total
	No HS Diploma and Equivalent-18 +years old-Percent
	City Population 18-64 Years Old (Total)
	Below Poverty 18-64 years old (individuals) Total
	Below Poverty 18-64 years old (individuals)- Percent
	Speak English Less Than Very Well 18-64 years old- Total
	Speak English Less Than Very Well 18 - 64 years old - Percent
	In Labor Force 16+ Years
	Unemployed 16+years- Total
	Unemployed 16+years- Percent

	Avondale
	AZ
	23,572
	6,146
	26.1%
	21,653
	2,457
	11.3%
	3,610
	16.7
	16,776
	711
	4.2%

	Buckeye
	AZ
	4,222
	1,097
	26.0%
	3,694
	531
	14.4%
	502
	13.6
	2,650
	153
	5.8%

	Chandler
	AZ
	123,869
	14,698
	11.9%
	113,763
	6,671
	5.9%
	11,184
	9.8
	96,063
	3,298
	3.4%

	El Mirage
	AZ
	4,749
	1,914
	40.3%
	4,248
	690
	16.2%
	1,201
	28.3
	3,360
	235
	7.0%

	Gila Bend
	AZ
	1,282
	521
	40.6%
	1,122
	249
	22.2%
	244
	21.7
	792
	61
	7.7%

	Gilbert
	AZ
	72,366
	4,543
	6.3%
	68,479
	2,130
	3.1%
	2,690
	3.9
	58,180
	1,467
	2.5%

	Glendale
	AZ
	153,174
	25,104
	16.4%
	136,983
	14,030
	10.2%
	14,598
	10.7
	110,824
	5,502
	5.0%

	Goodyear
	AZ
	14,508
	2,337
	16.1%
	12,688
	553
	4.4%
	940
	7.4
	8,193
	328
	4.0%

	Guadalupe
	AZ
	3,284
	1,785
	54.4%
	2,961
	655
	22.1%
	1,398
	47.2
	2,094
	171
	8.2%

	Mesa
	AZ
	288,788
	38,195
	13.2%
	236,123
	19,546
	8.3%
	24,352
	10.3
	194,176
	8,136
	4.2%

	Peoria
	AZ
	77,727
	6,744
	8.7%
	61,809
	2,829
	4.6%
	2,751
	4.5
	52,336
	2,045
	3.9%

	Phoenix
	AZ
	939,757
	214,454
	22.8%
	833,128
	114,247
	13.7%
	153,880
	18.5
	648,496
	36,278
	5.6%

	Queen Creek
	AZ
	2,933
	558
	19.0%
	2,716
	245
	9.0%
	342
	12.6
	2,152
	98
	4.6%

	Scottsdale
	AZ
	163,806
	8,472
	5.2%
	129,673
	7,501
	5.8%
	5,843
	4.5
	108,286
	3,791
	3.5%

	Surprise
	AZ
	24,771
	2,883
	11.6%
	16,986
	1,402
	8.3%
	1,938
	11.4
	11,456
	637
	5.6%

	Tempe
	AZ
	127,379
	11,268
	8.8%
	115,989
	16,944
	14.6%
	10,350
	8.9
	94,975
	4,070
	4.3%

	Tolleson
	AZ
	3,360
	1,132
	33.7%
	2,846
	314
	11.0%
	705
	24.8
	2,259
	96
	4.2%

	Buckeye CCD
	AZ
	13,703
	3,916
	28.6%
	12,132
	1,449
	11.9%
	1,652
	13.6
	7,611
	404
	5.3%

	Chandler CCD
	AZ
	152,851
	16,127
	10.6%
	134,110
	7,279
	5.4%
	12,133
	9.0
	111,686
	3,608
	3.2%

	Deer Valley CCD
	AZ
	108,527
	6,215
	5.7%
	93,700
	3,341
	3.6%
	2,718
	2.9
	77,306
	2,634
	3.4%

	Gila Bend CCD
	AZ
	5,859
	1,463
	25.0%
	5,282
	617
	11.7%
	771
	14.6
	3,985
	264
	6.6%

	Phoenix CCD
	AZ
	1,904,883
	328,522
	17.2%
	1,614,841
	184,956
	11.5%
	224,642
	13.9
	1,286,443
	62,870
	4.9%

	US Census 2000. Census County Division (CCD): A subdivision of a county that is a relatively permanent statistical area established cooperatively by the Census Bureau and state and local government authorities. Used for presenting decennial census statistics in those states that do not have well-defined and stable minor civil divisions that serve as local governments.

	


Summary of Requirements for Arizona Adult Education Programs

(does not include fiscal policies)
	PROGRAM INDICATOR
	REQUIREMENTS
	RECOMMENDATIONS & GENERAL INFORMATION

	Class Schedule/Class Size
	· To be considered a ‘class,’ instruction must be provided for a minimum of 45 hours in a class term or semester, with a minimum of two class terms or semesters in the fiscal year.
· Ratio of instructors to learners: 1:18.
	· Consider offering classes throughout the week and weekends during the day, afternoon and evening.
· Generally, lower instructional levels shall have a lower instructor to teacher ratio.

· Ratios may go higher if instructional aides are present during class along with an instructor.

	Curriculum and Instruction
	· Program curricula and daily instruction will be based on the Arizona Content and Performance Standards
	

	Intensity and Duration
	· Instruction must be available to learners at least 6 hours or 3 times per week.

· Instruction must be available to learners at least 36 weeks out of 52.
	· Instruction is defined as individualized instruction, a group classroom, computer assisted instruction, tutoring or a hybrid with distance learning.

	Learner Intake and Orientation
	· Programs will develop and implement a managed intake process with standardized learner orientation.
· Programs must verify student eligibility for services per A.R.S. 15-232.

· Programs shall develop written documentation of their intake and orientation policy and train staff to follow it consistently.
	

	Learner Assessment
	· All learners must be assessed to determine initial placement within the first 12 hours of instruction.

· All learners must be initially and progress tested using state approved assessments and practices.

· All learners must be progress tested at 60 hours.

· Programs shall develop written documentation of their assessment policy and train staff to follow it consistently.
	· Learners with fewer than 60 hours may be progress tested upon completion of a waiver form.

	Professional Development
	· Programs will compensate all full-time and part-time instructional and non-instructional staff for participation in professional development.

· All professional development will be job-embedded, standards based, and results driven.

· Program must allocate 10% of instructional funding for professional development to improve student learning and outcomes.
	· National Staff Development Council Standards will be the basis for all PD.


	PROGRAM INDICATOR
	REQUIREMENTS
	RECOMMENDATIONS & GENERAL INFORMATION

	Data Quality
	· Programs will submit required data to ADE/AES through the service collection system designated by ADE/AES.

· Programs will enter data monthly and will self-audit records and reports regularly.
	

	Transition Services
	· Programs will provide transition services for students to post secondary education institutions and other training programs, and to employment.
	· Services shall be located and used to help high level learners transition to post-secondary education, training or employment.

	Technology
	· All staff will have access to a computer with Internet access.

· All staff will have an email address.

· All instruction will integrate technology with content area instruction.
· All programs will have a technology plan.
	

	Waiting Lists
	· Programs must establish and maintain waiting lists. Waiting lists must include:

· Learner name

· Contact information

· Approximate level and service area (ex. ELAA Beginning)

· Age, if learner is under 22
	· Waiting list information will be gathered by ADE/AES at least twice a year.

	Key Program Functions
	· Program Administration
· Instructional Leadership

· Student Services Coordination
· Assessment Coordination
· Instruction

· Data Management and Reporting
· Educational Technology Integration

· Grants Management
· DL Applicants Only: Coordination of DL Services
	· ADE strongly prefers that program managers – those directly responsible for program management and daily operations – shall be full time employees.

· Other functions listed may be combined to provide FT positions.


ARIZONA ADULT EDUCATION:

STATE AVERAGE PERFORMANCE 2004 – 2007
	Core Indicators 1

Educational Gains
	2004 actual
	2005 actual
	2006 actual
	2007 actual
	2008 projected

	ABE Beginning Literacy
	49%
	53%
	48%
	51%
	50%

	ABE Beginning (1)
	46%
	53%
	50%
	54%
	51%

	ABE Intermediate (2)
	44%
	51%
	49%
	53%
	50%

	ABE Advanced (3)
	39%
	41%
	38%
	41%
	42%

	

	ASE 1
	43%
	45%
	45%
	48%
	46%

	ASE 2
	46%
	50%
	xxx
	64%
	xxx

	

	ESOL Beginning Literacy
	57%
	60%
	58%
	62%
	59%

	ESOL 1
	54%
	52%
	51%
	63%
	54%

	ESOL 2
	62%
	63%
	63%
	63%
	54%

	ESOL 3
	52%
	45%
	49%
	65%
	63%

	ESOL 4
	28%
	23%
	29%
	49%
	50%

	ESOL 5
	17%
	15%
	xxx
	31%
	35%

	Overall:
	49%
	51%
	48%
	55%
	51%

	Core Indicators 2

	Entered Employment
	78%
	76%
	79%
	79%
	80%

	Ret. or Imp. Employment
	84%
	85%
	83%
	83%
	85%

	Enter Post-secondary Education
	80%
	90%
	88%
	88%
	85%

	

	Core Indicators 3

	Receipt of Diploma or GED
	80%
	81%
	72%
	72%
	80%


SAMPLE

Fiscal Agent:
Adult Literacy Center
County(ies) Served:
Maricopa
Program:
Adult Literacy Center
If Maricopa County, City(ies):
Phoenix
LEARNING CENTERS
	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	South End Center
	654 E. 19th St, Anytown, AZ 12345
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBI=Computer Based Instruction

IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ESL I
	M, T, W, Th
	AM, PM, EVE
	48
	48
	TUT

	2.
	ESL II, ESL III
	M, T, W, Th
	AM, PM, EVE
	48
	48
	CI

	3.
	ESL IV, ESL V
	M, T, W, Th
	AM, PM, EVE
	48
	48
	CAI


	Learning Center Name
	Learning Center Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	North End Center
	87654 N. 22nd Ave, Anytown, AZ 12345
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBI=Computer Based Instruction

IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ABE BL
	M, T, W, Th
	AM, PM, EVE
	48
	48
	TUT

	2.
	ABE-All
	M, T, W, Th
	AM, PM, EVE
	48
	48
	CI

	3.
	ASE-All
	M, T, W, Th
	AM, PM, EVE
	48
	48
	CAI

	4.
	ABE-All, ASE-All
	F
	AM, PM
	8
	48
	IS


SAMPLE

Fiscal Agent:
AZ Organization for Adult Learning
County(ies) Served:
Maricopa
Program:
AZ Organization for Adult Learning
If Maricopa County, City(ies):
Paradise Valley
COMMUNITY CLASSES

	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	Logan School
	123 E. 1st St, Anytown, AZ 12345
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBI=Computer Based Instruction

IS=Independent Study

	Class Level

(e.g., ESL BL, ESL I, ESL II, ESL III, ESL IV, ESL V, ESL-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ESL BL
	T, Th
	EVE
	6
	32
	CI

	2.
	ESL III
	M, W
	EVE
	6
	32
	CI

	3.
	
	
	
	
	
	


	Site Name
	Site Address (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	Everston Library
	456 N. 5th Ave, Anytown, AZ 12345
	Primary Type of Instruction

CI=Classroom Instruction

TUT=Tutor Instruction

CAI=Computer Assisted Instruction

CBI=Computer Based Instruction

IS=Independent Study

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE)
	Contact Hours
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ABE-All, ASE-All
	M, T, W, Th
	AM
	12
	50
	CAI

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	


SAMPLE

Fiscal Agent:
Literacy for Adults
County(ies) Served:
Pima
Program:
Literacy for Adults
If Maricopa County, City(ies):
N/A
DISTANCE LEARNING

	Distance Learning Site Name
	Distance Learning Address for Intake/Orientation (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	Cyber Center
	123 Main Street, Anytown, AZ 85000
	Primary Type of Distance Learning Instruction

PDL = Pure Distance Learning

SDL = Supported Distance Learning

HDL = Hybrid Distance Learning

(see Glossary for definitions)

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su, N/A)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE, N/A)
	Contact Hours
(Face-to-Face)
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ABE III
	N/A
	N/A
	N/A
	N/A
	PDL

	2.
	ASE All
	Sa
	AM
	3
	50
	SDL

	3.
	
	
	
	
	
	


	Distance Learning Site Name
	Distance Learning Address for Intake/Orientation (Number, Street, City, Zip)
	 FORMCHECKBOX 

Check here if this class is for incarcerated learners.

	Virtual Academy
	456 Main Street, Anytown, AZ 85000
	Primary Type of Distance Learning Instruction

PDL = Pure Distance Learning

SDL = Supported Distance Learning

HDL = Hybrid Distance Learning

(see Glossary for definitions)

	Class Level

(e.g., ABE BL, ABE I, ABE II, ABE III, ABE-All, ASE I, ASE II, ASE-All) add more rows to table as needed
	Day(s) of week instruction is offered

(e.g., M, T, W, Th, F, Sa, Su, N/A)
	Time(s) of day instruction is offered

(e.g., AM, PM, EVE, N/A)
	Contact Hours

(Face-to-Face)
	

	
	
	
	# of hrs per week
	# of wks per year
	

	1.
	ABE I, ABE II
	T, Th
	EVE
	4
	35
	HDL

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	


CHART OF ACCOUNTS AND EXPENSE CLASSIFICATIONS
UNIFORM SYSTEM OF FINANCIAL RECORDS (USFR)
(Further information may be obtained from the Chart of Accounts in the USFR for Arizona School Districts or USFRCS for Arizona Charter Schools)

Contact the appropriate Program Area for classifications pertaining to a specific grant.

	OBJECT CODE
	OBJECT NAME
	INSTRUCTION

1000
	SUPPORT SERVICES

2100, 2200, 2600, 2700, 2900
	SUPPORT SERVICES ADMINISTRATION

2300, 2400, 2500, 2800
	OPERATION OF NON-INSTRUCTIONAL SERVICES

3000
	FACILITIES ACQUISITION & CONSTRUCTION

4000
	DEBT SERVICE

5000

	6100
	Salaries
	Teacher/Project Director, Teachers, Coaches, Tutors, Substitute Teachers, P. E. Teachers, Speech Teachers, Teacher’s Aides, Reading Specialists 

Classroom Paraprofessional (Para Pros)
	Librarians Counselors Audiovisual, Curriculum Consultants, Program Evaluators, Audiologists, Psychologists, Social Workers, Nurses, Attendance Personnel, Record Clerks, Bus Drivers, Maintenance Workers, Security, Speech Pathologists, Instructional Staff Trainers, Janitors, Custodians, Printers/Publishers, Tutors, Stipends, (for teachers above & beyond teaching) Monitors Bus
	Researchers, Public Relations, 

Superintendent, Principals, Project Directors, Clerical, Purchasers, Personnel, Governing Board, Accounting, Human Resources, Printers/Publishers, Budgeting, Lobbyists Warehousing, Staff Trainers, Data Processing
	Cooks, Bookstore Staff, Dieticians
	School Staff doing in-house construction
	

	6200
	Employee Benefits
	Benefits 

Reimbursement of Tuition, Teacher aide education
	Benefits
	Benefits
	Benefits
	Benefits
	

	6300
	Purchased Professional Services
	Contracted Teachers, Contracted Substitutes 

(Not an employee)
	Contracted- Consultants, Counselors, Therapists, Dentists, Doctors, Instructional Staff Trainers, Tuition, In-service / ADE Training., Conf. Registration., Stipends
	Auditors, Lawyers, Accountants, Staff Trainers
	
	Architects, Engineers
	

	6400
	Purchased Property Services
	Rental of Instruction Equipment
	Utility Services, Cleaning Services, Repair and Maintenance Services, Rentals, Other Property Services
	Rental of Equipment and Vehicles, Other Property Services
	Rentals
	Construction Services
	

	6500
	Other Purchased Services
	Miscellaneous Services, Non-Student Travel, Tuition, Communications Telephone & Internet
	Advertising, Student Transportation Services, Printing and Binding, Insurance, Misc. Services, Communications, Telephone & Internet, Internet Fees, Student Travel (includes Field Trip Trans), Bus tokens, Student Incentives, Mileage, Per Diem, Teacher site to site travel
	Other Communications, Travel, Postage
	Bookstore Management, Food Service Management, Travel
	Travel
	

	6600
	Supplies
	General Supplies, Library books, Textbooks, and Periodicals, Instructional Aids (including Instructional software) Internet fees-Site license
	General Supplies, Energy, Books, Library Books and Periodicals) Testing Materials
	General Supplies, Books and Periodicals (including software)
	General Supplies, Energy, Food
	General Supplies
	

	6800
	Other Expenses
	Dues and Fees, Misc., Field trip entrance fees
	Dues and Fees, non-payroll taxes, Miscellaneous
	Misc. Judgments, Dues & Fees
	Miscellaneous
	Miscellaneous
	Interest


Note 1: School Districts and Charter Schools shall use Object Code 6910 to record indirect costs for the total project budget excluding capital expenditures.

Note 2: For Charter Schools, the acquisition of Buildings and Equipment by purchase, construction or lease purchase is coded to an asset account – 0180.

School districts shall code the acquisition of Land, Land Improvements, Buildings and Equipment to Object Code 6700 under the proper function code.

Note 3: Computers for instructional and non instructional purposes and “non instructional software” are considered “property” 180 or “capital” 6700.

Note 4: To be used as a guide only – Refer to Chart of Accounts section III-E-2.1 through III-E-3.9 of the USFR or USFRCS if a charter school.

See Glossary for definition of Capital Expenditures.
2008 Arizona Adult Education Joint Institute

Grant Funds Set-Aside Requirement

The information below is provided to assist adult education programs with their grant budget planning.

The Arizona Department of Education/Adult Education Services (ADE/AES) will host an adult education Joint Institute scheduled for September 24th -26th, 2008 in the Phoenix Metropolitan area.  Attendance to the Joint Institute is required for Arizona Adult Education Local Program Administrators.

Arizona Adult Education funded programs are required to set-aside grant funds for institute attendees to cover the cost of travel expenses to and from the conference and the cost of meals not provided by ADE/AES.

ADE/AES will cover the cost of conference registration for all participants. ADE/AES will cover the cost of hotel accommodations only for those attendees who work at an Arizona Adult Education funded program and live at, or beyond, a 50-driving-mile radius away from the Joint Institute. Accommodations apply only to standard rooms and do not include any incidental expenses incurred by the occupant.  Participants within a 50 driving mile radius may pay for their own hotel lodging if desired.
Section V–Appendix B:

Glossary of Terms
Glossary Definitions and Acronyms

Administrative Agency - The sole state entity or agency responsible for administering or supervising state policy for adult education literacy consistent with state law (ARS 15-232 and 15-234).

Adult Basic Education (ABE) - Component of adult education with instruction in the basic skills below the 9th grade level (0-8). Includes instruction for learners at the Beginning and Intermediate levels. Key objectives include increasing basic academic skills; life skills, job readiness skills, job seeking skills, job retention skills, parenting skills, and meeting personal goals such as being able to read the bus destination banner.
Adult Education - Services or instruction below the postsecondary level for individuals who have attained 16 years of age; who are not enrolled or required to be enrolled in secondary school under State law; and who lack sufficient mastery of basic educational skills to enable the individuals to function effectively in society; do not have a secondary school diploma or its recognized equivalent, and have not achieved an equivalent level of education; or are unable to speak, read, or write the English language.

Adult Education and Family Literacy Act (AEFLA)- Adult Education and Family Literacy Act, Title II of the Workforce Investment Act.

Adult Education Data Collection (AEDATCOL) – Adult Education Data Collection system 2001-2006
Adult Education Literacy Activities - Services or instruction in one or more of the following categories: ABE, ASE, ELAA, Citizenship, including (but not limited to) workplace literacy services and English literacy programs.

Adult Education Services (AES) – Section of ADE responsible for administration of the state adult education system.
Adult Secondary Education (ASE) – Component of adult education with instruction in basic skills at or above the 9th grade level (9-12). Includes instruction for learners at the Advanced level. Key objectives include life skills, parenting, citizenship, preparation for the GED examination, Adult High School credit, employability skills, job readiness, job seeking skills, and job retention.
Americans with Disabilities Act (ADA) - Americans with Disabilities Act. For more information on ADA, visit the ADA Homepage at http://www.ada.gov/.

Annual Performance Report (APR) - Performance reports that AEFLA funded programs are required to submit to the State annually. APRs include (but are not limited to) data on student learning gains, enrollment numbers, achievement of learners' goals, and intergenerational activities.

Arizona Adult Education Content Standards - An identification of what adult learners shall know and be able to do, created by Arizona adult educators and Arizona Adult Education Services.

Arizona Department of Education (ADE) - Arizona Department of Education.

Arizona Distance Education for Adult Learners (ADEAL) - This initiative provides a framework for the delivery and management of distance education to provide access to distance learning for adult learners in Arizona.

Basic English Skills Test (BEST) - The BEST assessment is designed to test listening comprehension, speaking, reading, and writing skills of limited English proficient adults.
Budget Description Page – The page detailing itemized costs and the rationale for each of the budgeted line item expenditure.

Budget Report Page – The page specifically identifying the intended expenditure of grants funds by function and object code.

Capital Expenditure – An expenditure intended to benefit future periods. Any expenditure for the acquisition of land and improvements to land, buildings and equipment, with a unit price of $1000 or more, and considered as either property or fixed assets shall be budgeted as capital expenditures.

Capital Outlay Form – The page requiring the detailing of intended capital outlay expenditures. The current Capital Outlay requirements by grant can be downloaded and printed via the Grants Management Enterprise System.

Carryover Funds – Funds remaining from a previous year's allocation that, if the program allows, may be amended into the current year project's budget. The project into which funds are amended must be appropriate, for the same purpose, and approved by the ADE program office administering the grant.
CBO - Community based organization.

Civics Education - Instruction that emphasizes contextualized instruction on the rights and responsibilities of citizenship, naturalization procedures, civic participation, and U.S. history and government to help students acquire the skills and knowledge to become active and informed parents, workers, and community members.

Classroom Instruction (CI) – An instructional delivery characterized by four or more registered students in the instructional setting at the same time and receiving group instruction in the same subject area that is aligned to the Adult Education Content Standards. Classroom instruction must be conducted by a person with a valid Arizona Adult Education teacher certification.
Community Site – A location with limited instructional options and categories available to learners and is open for instruction fewer than 8 hours per day, 4 times per week. Community sites may or may not be able to provide the full spectrum of instructional services offered by the program. Community sites generally do not have administrative or support staff on site.

Computer Assisted Instruction (CAI) – An instructional delivery characterized by the use of software applications to deliver content.

Computer-Based Lab (CBL) – An instructional delivery and setting characterized by a room primarily designated as a computer lab where students may work semi-independently on software programs or the Internet with the guidance of an instructor.

Core Outcome Measures (Indicators) - The central measures of the National Reporting System which address the requirements for core indicators of performance in the Adult Education and Family Literacy Act. The core outcome measures are:

I. Educational Gains (improvements in literacy skill levels in reading, writing and speaking the English language, numeracy, problem-solving, English language acquisition, and other literacy skills);

II. Enter employment; Retain or improve employment; Placement in postsecondary education or training;

III. Receipt of a secondary school diploma or GED certificate.
Correctional Institution - Any prison, jail, reformatory, work farm, detention center, halfway house, community-based rehabilitation center, or any other similar institution designed for confinement.

DAEL - Division of Adult Education and Literacy. A division of the Office of Vocational and Adult Education (OVAE) at the U.S. Dept. of Education. DAEL administers the federal grant for adult education (AEFLA).

Distance Learning (DL) - Also known as Distance Education. A formalized teaching system in which the instructor and learner(s) are separated by geography or time.

Pure DL (PDL) - All contact between the teacher and student, including intake, orientation and assessment, is done at a distance using email, telephone, mail, etc. There is no face-to-face component.

Supported DL (SDL) - Contact between the teacher and student for instructional purposes is done at a distance. Non-instructional activities such as intake, orientation and assessment take place in a face-to-face setting.

Hybrid DL (HDL) (also known as Blended DL) - While instruction primarily occurs at a distance, face-to face instruction is also available to provide additional assistance to students as needed.

DOL - Department of Labor

Earned Income – Gross income received by the grantee or sub-grantee directly generated by a grant supported activity, or earned only as a result of the grant agreement during the grant period.

Educational Functioning Level (EFL) - The levels at which students are initially placed based on their ability to perform literacy-related tasks in specific content areas. After a set period of time or number of instructional hours, students are assessed to determine their skill level (ending EFL).

Educational Gains - Upon progress testing, student completes or advances one or more educational functioning levels from the initial starting level as measured by a state approved standardized assessment.

Educational Technology - The use of technology for the purpose of enhancing the instructional and/or learning process.

Educational Technology Expert (ETE) - A person appointed by a funded adult education program to serve as a liaison between the program and Adult Education Services for the purpose of improving the use of technology in the program’s classrooms. This person agrees to participate in the Technology Integration Project.

Eligible Agency - The sole state entity or agency responsible for administering or supervising state policy for adult education and literacy consistent with state law.

Eligible Provider - A local educational agency, a community-based organization of demonstrated effectiveness, a volunteer literacy organization of demonstrated effectiveness, an institution of higher education, a public or private nonprofit agency, a library, a public housing authority, a faith based organization, a nonprofit institution that has the ability to provide literacy services to adults and families, or a consortium of such organizations. For-profit entities are not eligible providers under AEFLA.
English Language Acquisition for Adults (ELAA) – An instructional program to help people gain proficiency in reading, writing, speaking and understanding the English language. Also known as English as a Second Language (ESL) or English for Speakers of Other Languages (ESOL).

English Literacy and Civics Education (EL/Civics or EL/C) - Is an educational program that emphasizes contextualized instruction in civic participation and U.S. history and government as well as the rights and responsibilities of citizenship and naturalization procedures. The goal is to help learners acquire the language skills and knowledge to become active and informed parents, workers, and community members. All ELAA instruction must integrate EL/C topics.
ELL - English language learner

English Literacy Program - A program of instruction designed to help individuals of limited English proficiency achieve competence in the English language.
Fiscal Capacity - The potential ability of the applicant to generate revenue from multiple sources in order to cover necessary programmatic expenses.
Full-time Employee – An employee of the program who works at least 30 hours per week and is benefited through the program.

FY - Fiscal Year. The State of Arizona’s fiscal year begins July 1 and ends June 30 and matches the federal program year.

GED - General Educational Development.

General Education Provisions Act (GEPA) - Section 427 requires each applicant for assistance under U.S. Department of Education programs to develop and describe in the grant application the steps it proposes to take to ensure equitable access to and equitable participation in its proposed project for program beneficiaries with special needs.

General Statement of Assurance (GSA) - A contract between the sub-recipient (program) and ADE guaranteeing accountability to the United States and the State of Arizona that the sub-recipient will follow all requirements listed therein. GSA’s must be submitted annually and signed by individuals with authority to sign for the entity they represent.

Grant Award - The amount of funding a program receives for each fiscal year.

Grant Period – The time between the effective date of the award and the ending date of the award.

Grant Reduction or Termination of Funding - In the event of a reduction in the amount of federal assistance supporting services deliverable under this Grant, ADE/AES will attempt to amend the Scope of Work and budget, in order to continue programs where appropriate. In the event of a termination of funding, the State will provide written notice in accordance with the Termination for Convenience provision of this grant.

Grant Renewal - This Grant shall not bind nor purport to bind ADE/AES and the Applicant for any contractual commitment in excess of the original contract term. ADE/AES shall have the right, at its sole option, to renew the Grant for one-year. If ADE/AES exercises such rights, all terms, conditions and provisions of the original Contract shall remain the same and apply during the option terms.

Grant Term - The initial term of this Grant shall commence on July 1, 2008, or upon approval of the State Board of Education and will remain in effect through June 30, 2009, unless terminated, canceled, or extended as otherwise provided herein.
Independent Study (IS) – An instructional delivery characterized by several students working semi-independently on subject areas and materials chosen for their alignment to individual study plans and student goals with the guidance of an instructor.

Indicators of Program Quality (IPQ) - Specifications in the State Technical Assistance Review (STAR) based on state and federal guidelines that describe operational and educational operations of a state-funded adult education program.

Indirect Cost – Those expenses that incur for the joint benefit of more than one project and cannot be readily and specifically identified with a particular project without effort disproportionate to the results achieved. Indirect Cost can ONLY be applied to federally funded projects, however, may be restricted or disallowed on some federal grants. The maximum amount payable is calculated by multiplying the Approved Restricted Rate times the Actual Subtotal Expenditures.

Indirect Cost Rate – The indirect cost rate is calculated from a school district’s/charter holder’s AFR and approved by the Audit Resolution Unit (ARU). ARU automatically calculates indirect cost rates. Entities other than school districts/charter holders are required to submit a copy of their A-87 Cost Allocation Plan (Negotiated Rate Agreement Form) with their application prior to submittal if indirect cost will be requested. An indirect cost rate is in effect at the project starting date and is to be used for the entire project period. See AFR/Annual Financial Report. Indirect cost rates are calculated for Education Service Agencies (ESA) or County School Superintendent Office’s based on submitted worksheets to ARU.

Individual with a Disability - A physical or mental impairment that substantially limits one or more of the major life activities of an individual.

In-Kind – Valued non cash contributions, services, property, or assistance received by the Adult Education program, for the purpose of Adult Education program operations.
Intensity and Duration - Services that provide sufficient hours of instruction each week, and sufficient weeks of instruction per year, to make sustainable changes in the skill levels of adults. (see Section IV, Appendix A, page 3, Ongoing Summary of Policies and Guidelines for Arizona Adult Education Programs)
Intergovernmental Agreement (IGA) - A written contractual agreement between a grantee and another public or governmental agency in this state or another state as described in the Arizona Revised Statutes (ARS 28-401) and ADE policy.

Learner Goal(s) - A student's reason(s) for enrolling in and attending an adult education class(es). Learner goals are related to the Core Outcome Measures as well as secondary goals related to family, community and work.

Learning Center – A location that has a variety of instructional options and categories available to learners and is open for instruction at least 8 hours per day, 4 times per week (hours of operation can be days or evenings or some combination.). Learning centers may or may not have some type of administrative or support staff on site, but it must be able to provide the full spectrum of instructional services offered by the program including registration and orientation, assessment, instruction and transition services.

Learning Disabilities - A general term that refers a heterogeneous group of disorders manifested by significant difficulties in the acquisition and use of listening, speaking, reading, writing, reasoning, or mathematical abilities. These disorders are intrinsic to the individual, presumed to be due to central nervous system dysfunction, and may occur across the life span.
Limited English Proficient, Proficiency (LEP) - Refers to an adult or out-of-school youth who has limited ability in speaking, reading, writing, or understanding the English language, and whose native language is a language other than English, or who lives in a family or community environment where a language other than English is the dominant language.

Literacy - An individual's ability to read, write, and speak in English, compute, and solve problems at levels of proficiency necessary to function on the job, in the family, and in society.

Local Educational Agency (LEA) - The term “local educational agency” has the meaning given in section 14101 of the Elementary and Secondary Education Act of 1965 (20 U.S.C. 8801).

Local Workforce Investment Board (LWIB) - Body established in each local area of a State and certified by the Governor to set policy for the portion of the statewide workforce investment system within the local area.

Memorandum of Agreement (MOA) - Document describing how two or more agencies will work cooperatively toward an agreed upon outcome.

Memorandum of Understanding (MOU) - A MOU is a non-financial agreement outlining the areas of agreement among the partners and the principles that will guide the operation of the partnership.

National Institute for Literacy (NIFL) - A federal agency that provides leadership on literacy issues, including the improvement of reading instruction for children, youth, and adults. In consultation with the U.S. Departments of Education, Labor, and Health and Human Services, NIFL serves as a national resource on current, comprehensive literacy research, practice, and policy (http://www.nifl.gov/).
National Reporting System for Adult Education (NRS) - An outcome based reporting system for the state-administered federally funded adult education program. Developed with the support of the U.S. Dept. of Education's Division of Adult Education and Literacy (DAEL), the NRS is the result of an ongoing cooperative process between state adult education directors and DAEL to identify appropriate outcomes for adult education (www.nrsweb.org).

National Staff Development Council (NSDC) Professional Development Standards - Staff development standards that provide direction for designing a professional development experience that ensures educators acquire the necessary knowledge and skills. Staff development must be results-driven, standards-based, and job-embedded (www.nsdc.org).

NRSPro.com – Data Management services.
One-Stop Centers - Also called One-Stop Career Centers, One-Stops, or Workforce Centers. Under WIA Title I, the One-Stop Career Center provides information about and access to a wide range of employment, job training, and education services to customers at a single location. One-Stops provide a triage of services to job seekers: core services, intensive services, and individual training accounts (ITA) or vouchers. One-Stops provide core services to all adults, with no eligibility requirements, and provide intensive services for unemployed individuals who can't find jobs through core services alone. Intensive services include more comprehensive assessments, development of individual employment plans, case management, etc. In cases where individuals receive intensive services and still can't find jobs, training services directly linked to job opportunities in the local area may be available. These services include on-the-job training, skills upgrading, job readiness training, and adult education literacy services.

Other $ (Non-Federal) – An award of financial assistance, including cooperative agreements, in the form of money by a Non Federal Government entity to an eligible Adult Education grantee.
OVAE - Office of Vocational and Adult Education. OVAE is a branch of the U.S. Dept. of Education. OVAE manages a number of federal programs and grants, including Adult Education through its Division of Adult Education and Literacy (DAEL).

Part-time Employee – An employee of the program who works fewer than 30 hours per week. The employee may or may not have benefits through the program.

Placement Tests - The initial assessments administered to students to determine proficiencies in basic skills. The results guide placement into the appropriate instructional program and educational functioning level.

Postsecondary Educational Institution - An institution of higher education that provides not  less than a two year program of instruction that is acceptable for credit toward a bachelor's degree; a tribally controlled community college; or a nonprofit educational institution offering certificate or apprenticeship programs at the postsecondary level.

Pre-Tests - Standardized assessments administered to students to establish an initial benchmark against which learning progress is measured.
Professional Learning – Also referred to as professional or staff development.
Program Year (PY) – Coincides with Arizona’s fiscal year.

Progress Tests - Standardized assessments administered to students at regular intervals or as determined necessary by an instructor. The results are used to determine learning progress and educational functioning level. (Sometimes known as Post Test).

Retention Strategies - Also referred to as student persistence strategies. Strategies employed to support student persistence in achieving their goals, and prevent students from dropping out of a program before achieving their goals.

RFGA - Request for Grant Application.

Secretary - The U.S. Secretary of Education.

Site – Any location where adult education instruction takes place.

Standardized Assessments or Standardized Test(ing) – Tests administered and scored in a standard manner. The tests are designed so that the questions, conditions for administering, scoring procedures, interpretations are consistent, administered, and scored in a predetermined standard manner

State Plan for Adult Education - The State Plan includes federally mandated progress measures which the State and local programs must meet.

State Technical Assistance Review (STAR) - An evaluation of operations and instruction to ensure that state-funded adult education programs meet agreed upon specifications indicated in a published rubric by the Arizona Department of Education/Adult Education Services (ADE/AES).

Technology Integration Project (TIP) - An ongoing initiative to provide training and technical assistance to every funded State adult education program within the context of technology integration for educational purposes and the implementation of the Technology Standards. Each program appoints one or more ETE’s to participate in the project activities.

Tests of Adult Basic Education (TABE) - TABE is a standardized assessment of adult basic skills in reading, math, language, and spelling. See TABE information on the CTB/McGraw-Hill website.

Tutor/One-on-One (TUT) – An instructional delivery characterized by at least one but not more than three students in the instructional setting using curriculum aligned to the Arizona Adult Education Standards. A tutor does not necessarily need to have an Arizona Adult Education teacher certification; however, the tutor must be trained and supervised by a certified adult educator.
USFR – Uniform System of Financial Records. The USFR prescribes the minimum internal control policies and procedures to be used by Arizona school districts for accounting, financial reporting, budgeting, attendance reporting, and various other compliance requirements. For further information on accessing this resource contact the Arizona Department of Education, Central Distribution Services at (602) 542-3088.

Volunteer – A person who receives no compensation from any source during the time in which services are rendered. If a volunteer instructs groups of four or more people, they must hold a valid and current Arizona Adult Education teaching certificate.
Work-based Project - An instructional or training course most often in partnership with a local employer that has at least 12 hours and no more than 30 hours of scheduled instruction and is designed to teach specific work-based literacy skills.

Workforce Education - Instruction related to job acquisition or improvement, job readiness, job retention, or any vocationally specific training. Workforce education is not specific to any particular work place and can include ABE, ASE, or ELAA instruction.

Workforce Investment Act (WIA) - Signed into Law on August 7, 1998, the Workforce Investment Act of 1998 (P.L. 105-220) reforms federal employment, adult education, and vocational rehabilitation programs to create an integrated, "one-stop" system of workforce investment and education activities for adults and youth. Local programs that are funded under AEFLA (Title II of WIA) are mandatory partners in this one-stop delivery system.

Workforce Investment Board (WIB) - Workforce Investment Act mandated a state body appointed by the Governor for the purpose of assisting the state in the creation and implementation of its Workforce Development Plan. This entity is also charged with the development, continuous improvement, and performance measurement of the statewide system of workforce development activities.

Workplace Education - Instruction using customized or modified curriculum based on a particular employers' needs. Workplace education takes place at a site designated by the employer.

Workplace Literacy Services - Literacy services that are offered for the purpose of improving the productivity of the workforce through the improvement of literacy skills. This definition is aligned with the responsibility of the provider to coordinate activities with local workforce development boards.
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Req Fund Summary Formula Table
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		Function Code		Object Code		Total ABE/ASE Requested Funding		Total DL Requested Funding		Total ELAA Requested Funding		Total ADE/AES Requested Funding

		Instruction

		Salaries		6100								$0.00

		Employee Benefits		6200								$0.00

		Purchased Professional Services		6300								$0.00

		Purchased Property Services		6400								$0.00

		Other Purchased Services		6500								$0.00

		Supplies		6600								$0.00

		Other Expenses		6800								$0.00

		Subtotal for Instruction				$0.00		$0.00		$0.00		$0.00

		Support Services-Instruction

		Salaries		6100								$0.00

		Employee Benefits		6200								$0.00

		Purchased Professional Services		6300								$0.00

		Purchased Property Services		6400								$0.00

		Other Purchased Services		6500								$0.00

		Supplies		6600								$0.00

		Other Expenses		6800								$0.00

		Subtotal for Support Services-Instruction				$0.00		$0.00		$0.00		$0.00

		Support Services-Admin

		Salaries		6100								$0.00

		Employee Benefits		6200								$0.00

		Purchased Professional Services		6300								$0.00

		Purchased Property Services		6400								$0.00

		Other Purchased Services		6500								$0.00

		Supplies		6600								$0.00

		Other Expenses		6800								$0.00

		Subtotal for Support Services-Admin				$0.00		$0.00		$0.00		$0.00

		Operation of Non-Instructional Services

		Salaries		6100								$0.00

		Employee Benefits		6200								$0.00

		Purchased Professional Services		6300								$0.00

		Purchased Property Services		6400								$0.00

		Other Purchased Services		6500								$0.00

		Supplies		6600								$0.00

		Other Expenses		6800								$0.00

		Facility Rent/Lease Expenses										$0.00

		Facility Utilities Expenses										$0.00

		Subtotal for Operation of Non-Instructional Services				$0.00		$0.00		$0.00		$0.00

		Indirect Cost										$0.00

		Capital Outlay										$0.00

		Total				$0.00		$0.00		$0.00		$0.00
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		Double click here to access this embedded form

		For ABE/ASE Requested Funding ONLY

		Function Code		Object Code		Amount		Line Item Description
(information entered will automatically wrap)

		Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Instruction				$0.00

		Support Services-Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Instruction				$0.00

		Support Services-Admin

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Admin				$0.00

		Operation of Non-Instructional Services

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Operation of Non-Instructional Services				$0.00

		Max ADE Restricted Indirect Cost Allowed

		Indirect Cost: Restricted Indirect Cost Rate		6910

		Capital Outlay: Fixed Assets		180

		Total ABE/ASE				$0.00
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		For ELAA Requested Funding ONLY

		Function Code		Object Code		Amount		Line Item Description
(information entered will automatically wrap)

		Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Instruction				$0.00

		Support Services-Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Instruction				$0.00

		Support Services-Admin

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Admin				$0.00

		Operation of Non-Instructional Services

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Operation of Non-Instructional Services				$0.00

		Max ADE Restricted Indirect Cost Allowed

		Indirect Cost: Restricted Indirect Cost Rate		6910

		Capital Outlay: Fixed Assets		180

		Total ELAA				$0.00






_1265627374.xls
Capital Outlay Form 

		Double click here to access this embedded form.

		Item Description		Quantity		Item Cost		Total Cost		ABE/ASE Cost		DL   Cost		ELAA Cost

								0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

						     		0.00

		Total Capital Outlay						$0.00		$0.00		$0.00		$0.00

		NOTE: Capitalization thresholds may not exceed $1,000 for equipment or $5,000 for land, buildings and related improvements.  All Property/Capital Expenditures with a unit cost of $1,000 or more must be itemized on the Property/Capital Outlay form of the grant application, listed as fixed assets and inventoried according to the procedures detailed in the VI-E-I of the Uniform System of Financial Records (USFR).    Federal funds cannot be used for land, buildings and improvements.

		DO NOT WRITE BELOW THIS LINE

		Approved:

		State of Arizona Adult Education Director						Date
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		For Distance Learning Requested Funding ONLY

		Function Code		Object Code		Amount		Line Item Description
(information entered will automatically wrap)

		Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Instruction				$0.00

		Support Services-Instruction

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Instruction				$0.00

		Support Services-Admin

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Support Services-Admin				$0.00

		Operation of Non-Instructional Services

		Salaries		6100

		Employee Benefits		6200

		Purchased Professional Services		6300

		Purchased Property Services		6400

		Other Purchased Services		6500

		Supplies		6600

		Other Expenses		6800

		Subtotal for Operation of Non-Instructional Services				$0.00

		Max ADE Restricted Indirect Cost Allowed

		Indirect Cost: Restricted Indirect Cost Rate		6910

		Capital Outlay: Fixed Assets		180

		Total DL				$0.00
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Cover Sheet Formula Table

		Program Category (Check only those which apply)*				# of Learners to be Served*				Funding Requested (enter requested amount)*

				1. Adult Basic Education/Adult Secondary Education

				2. ABE/ASE Distance Learning

				3. English Language Acquisition for Adults

				Total # of Learners		0		Total Requested $		$0

		Double click here to access this embedded form






_1262502027.xls
Budget Summary Form

		Double click here to access this embedded form

		Function Code		Object Code		ADE/AES Requested Funding		Other $ Federal		Other $                      Non-Federal		In-Kind		Earned Income (FTSE)		Adult Ed Fees (Estimated)		Total Program Funding

		Instruction

		Salaries		6100														$0.00

		Employee Benefits		6200														$0.00

		Purchased Professional Services		6300														$0.00

		Purchased Property Services		6400														$0.00

		Other Purchased Services		6500														$0.00

		Supplies		6600														$0.00

		Other Expenses		6800														$0.00

		Subtotal for Instruction				$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00

		Support Services-Instruction

		Salaries		6100														$0.00

		Employee Benefits		6200														$0.00

		Purchased Professional Services		6300														$0.00

		Purchased Property Services		6400														$0.00

		Other Purchased Services		6500														$0.00

		Supplies		6600														$0.00

		Other Expenses		6800														$0.00

		Subtotal for Support Services-Instruction				$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00

		Support Services-Admin

		Salaries		6100														$0.00

		Employee Benefits		6200														$0.00

		Purchased Professional Services		6300														$0.00

		Purchased Property Services		6400														$0.00

		Other Purchased Services		6500														$0.00

		Supplies		6600														$0.00

		Other Expenses		6800														$0.00

		Subtotal for Support Services-Admin				$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00

		Operation of Non-Instructional Services

		Salaries		6100														$0.00

		Employee Benefits		6200														$0.00

		Purchased Professional Services		6300														$0.00

		Purchased Property Services		6400														$0.00

		Other Purchased Services		6500														$0.00

		Supplies		6600														$0.00

		Other Expenses		6800														$0.00

		Facility Rent/Lease Expenses																$0.00

		Facility Utilities Expenses																$0.00

		Subtotal for Operation of Non-Instructional Services				$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00

		Indirect Cost																$0.00

		Capital Outlay																$0.00

		Total				$0.00		$0.00		$0.00		$0.00		$0.00		$0.00		$0.00






