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 SEQ CHAPTER \h \r 1NMCL OPerating Assistance Grant
PROJECT PROGRESS REPORTS, B-1 and B-2

program year 2009-2010

Instructions:


READ AND FOLLOW THESE INSTRUCTIONS BEFORE COMPLETING AND SUBMITTING YOUR PROGRAM’S REPORT.


Submit one copy only of your program’s mid- and year-end reports (B-1 and B-2) to the NMCL E.D. either electronically w/attachments (printed and published materials) or by postal mail w/attachments; submit attachments at the same time as your program’s report.

No duplicate or separate submissions will be accepted.

No special bindings, paperclips, or covers will be accepted.

DO NOT CHANGE, REMOVE, OR OTHERWISE ALTER ANY OF THE INFORMATION CONTAINED HEREIN.  YOU MAY ONLY ADD YOUR PROGRAM’S INFORMATION TO REPORTS (B-1 and B-2).

Note that reports must be received by the respective deadlines.

Keep an original of B-1 and B-2 on file and make copies for subsequent reports.  Keep copies of your program’s completed reports for its records.

Do not use previous years’ forms.

Program mid-year reports are due on January 15, 2010 and year-end reports are due on July 15, 2010.

An electronic version is available upon request and help is available as needed.  Requests, inquiries, and/or reports should be emailed to heather@nmcl.org.  Telephone, fax, and postal mail are listed above.

Thank you for your compliance and timely submissions.  Your program’s accuracy in regard to the data it reports to the NMCL about New Mexico adult literacy programs paints a collective picture of adult literacy programs and the state of adult literacy in New Mexico as a whole.  We strongly encourage your program to contact the NMCL E.D. with any questions about program reporting.  Comments, concerns, and suggestions are welcome, as well.

DEFINITIONS AND GUIDING PRINCIPLES:

(Note: listed sequentially, not alphabetically)
READ AND FOLLOW THESE DEFINITIONS AND GUIDING PRINCIPLES BEFORE COMPLETING AND SUBMITTING YOUR PROGRAM’S REPORT
Gender (not sex): Gender is defined by the student or tutor via self-report.  Gender identity is not the same as sex.

 
Ethnicity (not race): Ethnicity is defined by the student or tutor via self-report.  Ethnicity is not the same as race.

Basic Literacy (BL): BL includes both native and non-native English speakers.

English as a Second Language (ESL): ESL includes all acronyms and designations for teaching English to speakers of first or additional languages, other than English, with an emphasis primarily on speaking, listening, and understanding English.  Whether or not a student is considered a native or non-native speaker of English is determined by the student via self-report.  Whether or not a tutor is considered BL and/or ESL is determined by the type of pre-service training the tutor receives.  If dual trained, it is determined by the type of pre- and/or in-service training received. 

Dual Trained: Tutors who fall into this classification have received both BL and ESL pre-service or in-service tutor training.  Do not count dual trained tutors twice.  In other words, if tutors are dual trained, then do not report these tutors as both Basic Literacy and ESL.  Report these tutors as dual trained only.

Learning Disabled: Learning disabled students must be diagnosed by a licensed clinician.  

WIA Eligible: Annually, the Secretary of Labor determines the Lower Living Standard Income Level (LLSIL) for uses described in Title I of the Workforce Investment Act (WIA).  WIA eligibility is determined by family size, income, region, and location in a metropolitan or rural area.  WIA defines the term “Low Income Individual” as one who received income for a six-month period that does not exceed the higher end of the poverty line, or 70% of the LLSIL.  Consult the Department of Labor for current and additional information.
Student Status At Enrollment, or At Intake (Upon Enrollment): Student status upon enrollment is determined by the student via self-report.  Upon entering your program, determine how many students came into your program with or without the listed skills.  Determine what each student’s status in regard to the listed skill sets, accomplishments, or life circumstances were upon entering your program.  These skill sets, accomplishments, or life circumstances are not necessarily discerned by student goals, though they may be correlated.  If your program does not ask these questions at intake due to the sensitive nature of some questions, write N/A.  The NMCL strongly encourages your program to collect as much of this information as possible, however.  If your program does not split its count into native and non-native English-speaking, then provide a combined count for each classification and indicate that you have done so.  Provide the combined count in the first column only.  Do not report it in the second column.

Instructional hours: Instructional hours are defined as the time spent by all students in one-to-one tutoring and small group sessions.  It is the total time spent by students receiving direct service.  For example, your program will count three students receiving English language instruction in a small conversation group for 2 hours a week for 6-weeks as 36 hours of instruction, e.g. 3 students x 2 hours = 6 hours per week + 6 hours per week x 6 weeks = 36 hours of instruction.  For a one-to-one student who receives 2 hours of instruction once per week for 6-weeks, the total number of instructional hours would be 12, e.g. 1 student x 2 hours a week = 2 hours a week x 6 weeks = 12 hours of instruction.   

Tutor Hours: Tutor hours are reported as the total time spent by tutors only in preparation, travel, and instruction.  Preparation is usually 1.5 times the number of instructional hours, but may vary according to your program’s standards or actual time spent by tutors as reported.  To tally the total number of tutor hours, add instructional hours to preparation hours and travel time reported by tutors.  For example, your program will count one tutor who provides English language instruction in a small conversation group for 2 hours a week for 6-weeks as 12 hours of instruction plus the total time spent in preparation, which is usually 1.5 times the number of instructional hours.  Therefore, the total number of tutor hours would be reported as 30 total, e.g., 2 instructional hours a week x 1.5 hours of preparation = 3 hours of preparation total.  3 hours of preparation + 2 hours of instruction = 5 tutor hours a week.  5 tutor hours x 6 weeks = 30 tutor hours.  For a one-to-one tutor who provides 2 hours of instruction once per week for 6-weeks, the total number of tutor hours would be 30, e.g. 2 hours of instruction per week x 1.5 hours of preparation = 3 hours of preparation + 2 hours of instruction = 5 tutor hours per week.  5 tutor hours x 6-weeks = 30 tutor hours. 
Group Instruction: Group instruction is defined as three or more students receiving ESL instruction in a small group setting, using small group strategies and techniques.  Small group instructional hours do not apply to BL.  Pairs may fall into the group instruction classification, though only two people.  

Number of Tutors Trained and Retained:  Your program must report the number of active tutors only.  Therefore, the number of new tutors trained plus the number of tutors retained should equal the total number of tutors reported for your program.  Do not count dual trained tutors twice.  In other words, if tutors are dual trained, then do not report these tutors as both Basic Literacy and ESL.  Report these tutors as dual trained only.
Family Literacy: Family literacy services must accord with the federal definition of “family literacy.”  Consult the U.S. Department of Education for more information.  
Level Gains: Report level gains as measured by the instrument(s) your program currently uses.  Report the type(s) of instrument(s) used to measure level gains.  This section is required.

Student Status After Enrollment, or Upon Assessment of Goal Attainment (at regularly scheduled intervals determined by your program):

Student status after enrollment is determined by the student or tutor as reported.  After entering your program and receiving literacy services, determine how many students met goals. These skill sets, accomplishments, or life circumstances are usually synonymous with student goals, but may also be incidental to literacy tutoring, though not a set goal, provided that participation in a literacy program affected the said ability.  If your program does not split its count into native and non-native English-speaking, then provide a combined count for each classification and indicate that you have done so.  Provide the combined count in the first column only.  Do not report it in the second column.
[image: image5.wmf]
[image: image6.jpg]


 SEQ CHAPTER \h \r 1ATTACHMENT B-1:
ELEMENTS FOR PROJECT PROGRESS REPORTS

PROJECT/PROGRAM NAME: 









APPLICANT AGENCY (if different): 









MAILING ADDRESS:










PHONE NUMBER: 











EMAIL: 












CONTACT PERSON:










DATE OF REPORT: 













Mid-Year Report due January 15, 2010 (for 9/1/09 - 12/31/09) 

Year-End Report due July 15, 2010 (for 9/1/09 - 6/30/10 - entire grant period) 

(Can be brief but must be complete and thorough.)

1.  Summarize the major objectives of the project and describe the extent to which the          objectives have been met.

2.  Explain any problems encountered in implementing the project, including any departures from your original plan, special problems encountered or anticipated, and any objectives that have not been met.

3.  Summarize other activities your program is conducting, particularly any activities directly enabled by the grant.

4.  Explain any changes in staffing for the project, including changes in percentage of time spent on the project by key personnel.

5.  Explain any deviations from the quarterly spending plan submitted with your grant application.

6.  Include a completed Attachment B-2 (Participant Characteristics, Services, and Outcomes).

7.  Attach any printed or published material produced as a result of this project.



 SEQ CHAPTER \h \r 1ATTACHMENT B-2: 

PARTICIPANT CHARACTERISTICS, SERVICES, AND OUTCOMES
*Complete all fields using whole numbers (round).  
Leave no field blank (write “0” or “N/A” where applicable).
PARTICIPANT NUMBERS AND CHARACTERISTICS:
      
Students:


       

Tutors/Teachers:



Gender:





Gender:


____
Male




____
Male


____
Female




____
Female

Category:




Category:

____
BL (Native-English Speaking)

____
BL

____
BL (Non-native English Speaking)

____
ESL

____
ESL




____
Dual Trained

Ethnicity:




Ethnicity:


____
African American


____
African American


____
Hispanic/Latino(a)/Chicano(a)

____
Hispanic/Latino(a)/Chicano(a)


____
White (non-Hispanic/Latino(a)/Chicano(s))
____
White (non-Hispanic/Latino(a)/Chicano(s))



____
Native American/Alaskan 


____
Native American/Alaskan


____
Asian




____
Asian

____
Native Hawaiian/Pacific Islander

____ 
Native Hawaiian/Pacific Islander


____
Other: ___________ 


____
Other: ___________ 


Age:





Pay Status:  


____
< 16





____
Paid 


____
16-24




____
Unpaid 


____
25-44



____
45-59



____
60+    





NUMBER OF LEARNING DISABLED STUDENTS SERVED (diagnosed):     
____________

Number of WIA- eligible Students served:     


____________

Number of Students Currently Receiving WIA Assistance:     
____________

How many of the students you served came from the following sources:

Referred from an ABE program:





____________

Referred from other organizations or agencies:



____________

Recruited in response to promotional efforts by your organization:

____________

Recruited in response to promotional efforts by the NMCL: 

____________

At Enrollment in Program/Student Status at in-take (duplicated count):










  BL

BL

ESL
No pre-GED studies






_____
_____
_____

No GED studies






_____
_____
_____


No high school diploma (from high school)
 


_____
_____
_____

No GED







_____
_____
_____

Has high school diploma 





_____
_____
_____

Has GED







_____
_____
_____

Not Enrolled in ABE






_____
_____
_____

Enrolled in higher education program



_____
_____
_____

Holds 2-year, 4-year, 6-year degree




_____
_____
_____

Unemployed







_____
_____
_____

Employed







_____
_____
_____

On public assistance






_____
_____
_____

Citizen








_____
_____
_____

Not proficient in English 





_____
_____
_____

Not a registered voter 






_____
_____
_____

Does not read to children





_____
_____
_____

Not involved in children’s education




_____
_____
_____

Other











PARTICIPANT SERVICES AND OUTCOMES:
NUMBER OF INSTRUCTIONAL HOURS PROVIDED DURING THE REPORTING PERIOD:  

This is time spent by all students in tutoring sessions or in small groups; include computer-assisted instruction separately via an addendum and classify as individual or group.

________ unpaid/one-to-one

________ paid/one-to-one

________ unpaid/group

________ paid/group

NUMBER OF TUTOR HOURS PROVIDED DURING THE REPORTING PERIOD: 
This is preparation and travel time plus instructional time provided by tutors in one-to-one sessions or in small groups.  Note that tutor hours of instruction for group time should be less than instructional (student) hours listed above in the corresponding category in most instances.

________ unpaid/one-to-one

________ paid/one-to-one

________ unpaid/group

________ paid/group

NUMBER OF NEW TUTORS TRAINED DURING THE REPORTING PERIOD (Active):


________ BL

________ ESL

________ Dual

NUMBER OF TUTORS RETAINED FROM LAST YEAR DURING THE REPORTING PERIOD 

(Active):


________ BL

________ ESL

________ Dual
NUMBER OF STUDENTS RECEIVING GIVEN SERVICES DURING THE REPORTING PERIOD:
(Duplicated count)

________
Basic Literacy



________
Prison Literacy (volunteer)

________
Pre-GED Instruction


________
Adult Basic Education



________
Citizenship Instruction

________
Life Skills

________
Family/Intergenerational Literacy

________
Prevocational Instruction

________
Workplace Literacy


________
Math

________
ESL/ESOL/ELL


________
Homeless Literacy

________
Prison Literacy (inmate tutors)
________
Other: _________________

GOAL ATTAINMENT DURING THE REPORTING PERIOD:
Please provide numbers that are appropriate for your program.

Raised reading skills:



Raised numeracy skills:



1 level

_________


1 level

_________



2 levels
_________


2 levels
_________



3+ levels
_________


3+ levels
_________

Instrument(s) used to assess reading: 
_________________

Instrument(s) used to assess numeracy: 
_________________

After/As A Result of Enrollment in Program/Goal Attainment (duplicated count):










 BL

BL

ESL

Completed pre-GED studies





_____
_____
_____

Completed GED studies





_____
_____
_____

Passed GED exam






_____
_____
_____

Enrolled in ABE






_____
_____
_____

Enrolled in higher education program



_____
_____
_____

Became employed






_____
_____
_____

Advanced in employment





_____
_____
_____

Left public assistance






_____
_____
_____

Attained citizenship






_____
_____
_____

Improved English proficiency





_____
_____
_____

Voted or registered for first time




_____
_____
_____

Reads more to children





_____
_____
_____

More involved in children’s education



_____
_____
_____

Obtained a library card





_____
_____
_____

Visits public library






_____
_____
_____

Other: 








_____
_____
_____
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� Must be part of a family literacy program.  See: Federal definition of family literacy.


� Native English-speaking


� Non-Native English-speaking


4  Enrollment in literacy program is concurrent with enrollment in adult basic education program.


� Must be part of a family literacy program.  See: Federal definition of family literacy.


� Native English-speaking


� Non-Native English-speaking
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