








Educational Functioning Level Descriptors - English-As-A-Second Language Levels

Literacy Level

Speaking and Listening

Basic Reading and Writing

Functional and Workplace Skills

Beginning ESL Literacy
Test Benchmark:
BEST Literacy
Scale Score 0-7
Reading and Writing SPL 0-1
BEST Plus
Scale Score 400 and below

Individual cannot speak or understand
English, or understands only isolated words
or phrases.

Individual has no or minimal reading or
writing skills in any language. May be able
to recognize and copy letter, numbers and a
few words (e.g. own name). May have little
or no comprehension or how print
corresponds to spoken language and may
have difficulty using a writing instrument.

Individual functions minimally or not at all
in English and can communicate only
through gestures or a few isolated words.
May recognize only common signs or
symbols (e.g., stop sign, product logos). Can
handle only very routine entry-level jobs
that do not require oral or written
communication in English. May have no
knowledge or use of computers.

Low Beginning ESL
Test Benchmark:
BEST Literacy
Scale Score 8-35
Reading and Writing SPL 2
BEST Plus
Scale Score 401-417

Individuals can understand basic greetings,
simple phrases and commands. Can
understand simple questions related to
personal information, spoken slowly and
with repetition. Understands a limited
number of words related to immediate needs
and can respond with simple learned
phrases to some common questions related
to routine survival situations. Speaks slowly
and with difficulty. Demonstrates little or
no control over grammar.

Individual can read numbers and letters and
some common sight words. May be able to
sound out simple words. Can read and write
some familiar words and phrases, but has
limited understanding of connected prose in
English. Can write basic personal
information (e.g., name, address, telephone
number) and can complete simple forms
that elicit this information.

Individual functions with difficulty in social
situations and in situations related to
immediate needs. Can provide limited
personal information on simple forms, and
can read very simple common forms of
print found in the home and environment,
such as product names. Can handle routine
entry level jobs that require very simple
written or oral English communication and
in which jobs tasks can be demonstrated.
May have limited knowledge and
experience with computers.

High Beginning ESL

Test Benchmark

BEST Literacy

Scale Score 36-46

Reading and Writing SPL 3
BEST Plus

Scale Score 418-438
CELSA

Raw Score 20-23

Individual can understand common words,
simple phrases, and sentences containing
familiar vocabulary, spoken slowly with
some repetition. Individual can respond to
simple questions about personal everyday
activities, and can express immediate needs,
using simple learned phrases or short
sentences. Shows limited control of
grammar.

Individual can read most sight words, and
many other common words. Can read
familiar phrases and simple sentences but
has a limited understanding of connected
prose and may need frequent re-reading.

Individual can write some simple sentences
with limited vocabulary. Meaning may be
unclear. Writing shows very little control of
basic grammar, capitalization and
punctuation and has many spelling errors.

Individuals can function in some situations
related to immediate needs and in familiar
social situations. Can provide basic personal
information on simple forms and recognizes
simple common forms of print found in the
home, workplace and community. Can
handle routine entry level jobs requiring
basic written or oral English
communication and in which job tasks can
be demonstrated. May have limited
knowledge or experience using computers.




Low Intermediate ESL

Test Benchmark

BEST Literacy

Scale Score 47-53

Reading and Writing SPL 4
BEST Plus

Scale Score 439-472
CELSA

Raw Score 24-29

Individual expresses basic survival needs
and participates in some routine social
conversations, although with some
difficulty. Understands simple learned
phrases easily and some new phrases
containing familiar vocabulary spoken
slowly with repetition. Asks and responds to
questions in familiar contexts. Has some
control of basic grammar.

Individual can read simple material on
familiar subjects and comprehend simple
and compound sentences in single or linked
paragraphs containing familiar vocabulary.
Individual can write simple notes and
messages on familiar situations but my lack
variety in sentence structure, clarity and
focus of writing. Shows some control of
basic grammar (e.g., present and past tense)
and spelling. Uses some punctuation
consistently (e.g., periods, commas,
questions marks, capitalization, etc.)

Individual can interpret simple directions,
schedules, signs and maps, etc. Completes
simple forms but needs support on some
documents that are not simplified. Can
handle routine entry level jobs that involve
some written or oral English
communication but in which job tasks can
be clarified orally or through
demonstration. Individual may be able to
use simple computer programs an can
perform a sequence of routine tasks given
directions (e.g., fax machine, computer).

High Intermediate ESL

Test Benchmark

BEST Literacy

Scale Score 54-65

Reading and Writing SPL 5
BEST Plus

Scale Score 473-506
CELSA

Raw Score 30-41

Individual participates in conversation in
familiar social situations. Communicates
basic needs with some help and
clarification. Understands learned phrases
and new phrases containing familiar
vocabulary. Attempts to use new language
but may be hesitant and rely on descriptions
and concrete terms. May have inconsistent
control of more complex grammar.

Individual can read text on familiar subjects
that have a simple and clear underlying
structure (e.g., clear main idea, logical
order). Can use word analysis skills and
context clues to determine meaning with
texts on familiar subjects. Individual can
write simple paragraphs with main ideas
and supporting details on familiar topics
(e.g., daily activities, personal issues) by
recombining learned vocabulary and
structures. Can self- and peer-edit for
spelling, grammar and punctuation errors.

Individual can beet basic survival and social
demands, and can follow simple oral and
written instructions. Has some ability to
communicate on the telephone on familiar
subjects. Can write messages and notes
related to basic needs and complete basic
medical forms and job applications. Can
handle jobs that involve basic oral
instructions and written communication in
tasks that can be clarified orally. Individual
can work with or learn basic computer
software, such as word processing, and can
follow simple instructions for using
technology.

Advanced ESL

Test Benchmark

BEST Literacy

Scale Score 66-72

Reading and Writing SPL 6
BEST Plus

Scale Score 507-540
CELSA

Raw Score 42-70

Individual can understand and
communicate in a variety of contexts related
to daily life and work. Can understand and
participate in conversation on a variety of
everyday subjects, including some
unfamiliar vocabulary, but may need
repetition or rewording. Can clarify own or
others’ meaning by rewording. Can
understand the main points of simple
discussions and informational
communication in familiar contexts. Shows
some ability to go beyond learned patterns
and construct new sentences. Shows control
of basic grammar but has difficulty using
more complex structures. Has some basic
fluency of speech.

Individual can read moderately complex
text related to life roles and descriptions and
narratives from authentic materials on
familiar subjects. Uses context and word
analysis skills to understand vocabulary,
and uses multiple strategies to understand
predictions, and compare and contrast
information in familiar texts. Individual can
write multi-paragraph text (e.g., organizes
and develops ideas with clear introduction,
body and conclusion), using some complex
grammar and a variety of sentence
structures. Makes some grammar and
spelling errors. Uses a range of vocabulary.

Individual can function independently to
meet most survival needs and to use English
in routine social and work situations. Can
communicate on the telephone on a familiar
subject. Understands radio and television on
familiar topics. Can interpret routine charts,
tables and graphs and can complete forms
and handle work demands that require non-
technical oral and written instructions and
routine interactions with the public.
Individual can use common software, learn
new basic applications, and select the
correct basic technology in familiar
situations.




ICCB ADULT EDUCATION and FAMILY LITERACY
EQUIPMENT REPORT
INSTRUCTIONS

The Equipment Report can be found on the ICCB website: www.iccb.state.il.us. Select “What We Do”,
then select “Adult Education & Family Literacy.”

If you own no equipment fitting the following criteria, after entering your provider name, choose “Not
Applicable” from the drop list on the second screen, and hit enter. Nothing further is required.

The following items must be reported in the Equipment Report:

. Items purchased with Adult Education and Family Literacy funds, either in the current year or in a
previous year under ISBE administration, AND
. Items with a value of more than $5,000 per unit. For example, a computer monitor is one unit,

the hard drive is another unit, the printer is a separate unit.

Items of equipment included in this report:

. Must be used in conjunction with ICCB Adult Education and Family Literacy programs;

. Are subject to the guidelines found in the Code of Federal Regulations, 34 CFR 80.32;

. Must be shared, if possible, for use on other federal programs if purchased with federal funds;

. May not be used to generate revenue; AND

. Disposition of the items must be recorded with the ICCB, following the guidelines in 34 CFR

80.32. (Disposition must also be pre-approved by the ICCB.)

Field Descriptions

Item number: This should be the serial number, if present. If not present, this should be a local
cataloguing or reference number.

Source: This is the place of purchase (i.e., STAPLES, XYZ Office Supply).
Acquisition Date: Date of purchase — this can be prior to current year.
Initial Cost: The price agreed upon for the item on the date of purchase.

Cost Paid with ICCB funds: The amount of ICCB Adult Education and Family Literacy funds used to
purchase the item.

Location: The current location of the item (i.e. street address, building name).
Condition: Rate the item on a scale from 1-5, with 1 being very poor and 5 being like new.
Date of Last Physical Inventory: Each item of equipment must be inventoried at least every two years.

Safe-guarded Against Theft or Damage: List whether the item is: (I) insured, (SL) in a safe location, as



in a locked room, and (SH) secure from hazard, such as water damage? (For each item, this line could
contain one of these, a combination of these, or none of these.)

Date of Last Maintenance: In the Code of Federal Regulations, providers are responsible for providing
maintenance on equipment.

Disposition Date: List the date of disposition, if it occurred in the current fiscal year. If disposition
occurred prior to the current fiscal year, the item should not be listed on the report.

Sale Price: If the item was sold in the current year, and is no longer owned by the Adult Education and
Family Literacy program, list the sale price.

Items purchased with state funds (State Basic, State Public Assistance, or State Performance
funds) must be listed on the State report.

Those items purchased with federal funds (Federal Basic or EL/Civics funds) must be listed on
the Federal report.

This report must be submitted by October 31. This report is online submission only; no hard
copy is required.

For questions, please contact Tisha Smith at 217-558-5669 or tisha.smith@illinois.gov.




Professional Development Activity Flowchart
For Instructional Staff

Professional Development includes activities that contribute to student success.
Ultimately, the local program administrator is responsible for deciding what qualifies
as Professional Development as referred to in the local program’s program
improvement plan and its RFP. The following flowchart provides some guidelines for
deciding whether an activity qualifies as a “Professional Development Activity”. See
narrative for further explanation and examples.
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Using the Professional Development Activity Flowchart

Professional Development includes activities that contribute to student success. Ultimately, the local
program administrator is responsible for deciding what qualifies as Professional Development as
referred to in the local program’s program improvement plan and its RFP. The attached flowchart
provides some guidelines for deciding whether an activity qualifies as a “Professional Development
Activity”.

® Documentation

First, the flowchart asks, “Can the activity be documented?” Programs are responsible for maintaining
records of instructor participation in “Professional Development Activities”. Each program determines
what constitutes acceptable documentation. For instance, depending upon the type of activity, some
programs may require a copy of the agenda or handouts (when available). Other programs may require
a short written report of the concepts covered in the activity. If the activity cannot be documented, more
information is needed before the local program director accepts the activity as a “Professional
Development Activity”.

© Personal Enrichment

The next question is, “Can the activity be considered personal enrichment?” Workshops and other
trainings are available regarding a variety of topics. “Professional Development Activities” do not
usually include those regarding topics such as crafting, stress management, exercise, investing, etc.
There may be instances, however, when it does. Therefore, if an activity falls in one of these
categories, more information is needed before the local program director accepts the activity as a
“Professional Development Activity”.

® Service Center Activities

Next, the flowchart asks, “Is the activity delivered by the Service Center Network?” lllinois Service
Centers deliver “Professional Development Activities”. If the activity is delivered by a Service Center,
no additional information is necessary.

@ Teaching
Next, the flowchart asks, “Is the activity applicable to what you do as a teacher?” A “Professional

Development Activity” should be directly applicable to what an instructor does in the classroom to
promote student success. A workshop on Reading Strategies would be applicable for an ABE/GED
teacher. It may or may not be applicable to an ESL teacher. Likewise, a workshop on Spanish
grammar may be applicable to an ESL teacher, but may or may not be applicable to a GED teacher. If
there is not a direct link from the activity to the classroom, more information is needed before the local
program director accepts the activity as a “Professional Development Activity”.

® & ® Local Program Personnel, Policy, and Paperwork

The next two questions, “Is the activity presented by local program personnel?” and “Does the activity
pertain specifically to your local program’s recordkeeping?” are intended to address staff meetings and
other local events. Many of those activities (such as a new teacher orientation covering adult learning
theory, reading strategies, and group work) have a direct link to what an instructor does in the
classroom to promote student success. Those activities regarding specific programmatic issues
(such as office procedures and logistics) require more information before the local program director
accepts the activity as a “Professional Development Activity”.

® Adult Education and Family Literacy Grant

The last question, “Is the activity aligned with the goals of your local program’s funding sources
provided through ICCB?” is a final reminder that the “Professional Development” includes only those
activities that contribute to student success via the instructional services agreed upon in the RFP. For
instance, a teacher may attend a workshop regarding the recruitment and retention of CNA students.
This workshop may have a direct link to what the instructor does in the classroom to promote student
success, however, if the program is not funded to provide this vocational training, the activity is not
aligned with the goals of the local program’s funding sources through ICCB and more information is
necessary before the local program director accepts the activity as a “Professional Development
Activity”.




Flowchart Examples

University Class

Taking a university class is one option that instructional staff may choose as a professional
development activity. Since the over-arching goal of professional development for instructional staff is
to improve teaching effectiveness and thereby contribute to improved student success, any class that is
attempted must be geared to that goal.

As an example, consider an instructor who enrolls at the local university in an Art History course. Using
the flow chart, consider the questions in each of the seven numbered boxes:

® Can the activity be documented? Yes.

@ Can the activity be considered personal enrichment? Perhaps. Art History, for example, may
be of personal interest to the instructor and may be part of a transfer plan that the instructor is
considering for class use. In that case, more information is needed in order to determine if this
is a “professional development activity”. If the activity is not for personal enrichment, then the
next question is:

Is the activity delivered by the Service Center Network? No. Go to Step 4.

Is the activity related to other adult educator in similar adult education programs? Answer is
probably no. Again, more information is needed.

®
®

Regional Workshop

Adult Educators have a variety of workshops available from which to choose. A variety of individuals,
organizations, and institutions deliver these workshops. For example, a Regional Office of Education
may hold an Institute that would include a session on improving student test scores and another on
meth labs. Using the flowchart, the session on meth labs would not qualify, while the one on improving
test scores might.

® Can this activity be documented? Yes, there is a sign-in sheet and various handouts.

@ Can the activity be considered personal enrichment? No.

® Is the activity delivered by the Service Center Network? No.

@ s the activity applicable to what you do as a teacher? Probably not for the session on meth
labs. More information is necessary. Regarding the session on test scores, continue to
question [J.

® Is the activity presented by local program personnel? No. Continue to question (1.

@ Is the activity aligned with the goals of your local program’s funding sources provided through
ICCB? Probably. Thus, the session on improving test scores could be considered a
“Professional Development Activity”.

Staff Meeting

Staff meetings are common. Some of these meetings may qualify as a “Professional Development
Activity”. However, some may not. Consider the following example:

The teachers of a program participate in a 3-hour staff meeting led by the local program administrator.
The agenda for the meeting includes a 2-hour review of record keeping — forms, procedures, etc. for
things like travel, grading, and attendance. One hour of the agenda is devoted to a discussion of
classroom strategies. A teacher has submitted this meeting for credit as a “Professional Development
Activity”.

Can this activity be documented? Yes, there are handouts, forms, and a sign-in sheet.

Can the activity be considered personal enrichment? No.

Is the activity delivered by the Service Center Network? No.

Is the activity applicable to what you do as a teacher? Yes.

Is the activity presented by local program personnel? Yes. Stop. More information is needed.
For example, if the review was specific to local programmatic issues, this activity probably does
not count. However, since part of the meeting included a discussion of classroom strategies,
the administrator may decide that the discussion portion of the meeting can be considered a
“Professional Development Activity”.

CECHSNCRG)



Action Research

Participating in action research is another activity an instructor may choose for professional
development.

For example, perhaps a program plans to have teachers use reading instruction strategies with ABE
students to determine if student outcomes can be improved. First, teachers set a personal professional
development goal to improve his or her reading instruction. Then, an in-service introduces a few
strategies. Next, teachers use these strategies in the classroom and keep a log of his or her reflections.
The teachers forward the logs to a coordinator who provides feedback and support as necessary.
Finally, the program compares student learning gains with those of the previous fiscal year.

@

0O © 60

Can the activity be documented? Yes. There will be attendance at trainings, written personal
professional development plans, teachers’ logs and a report at the end documenting the learner
gains and comparisons.

Can the activity be considered personal enrichment? No

Is the activity delivered by the Service Center Network? No

Is the activity applicable to what you do as a teacher? Yes. The activity is directly connected to
classroom instruction.

Is the activity presented by local program personnel? Yes. The in-services were given by the
program coordinator, and all of the other work of the project is being done by program staff.
Does the activity pertain specifically to your local program’s recordkeeping? No

Is the activity aligned with the goals of your local program’s funding sources provided through
ICCB? Yes. The program planned for this activity and budgeted for it using ICCB funds
allocated for professional development.



New Teacher Orientation

1. Characteristics of Adult Learners

A.

General Characteristics: Adult Education Learners

AN

Define adult learners as stated by the U.S. Department of Education.
Define eligibility for GED in Illinois.

Compare statistics about adult learners nationwide.

Compare numbers of learners in Illinois: ESL, ABE, GED.

Explain the ways adult learners differ from learners in K-12 classrooms.
Differentiate between ABE, GED, and ESL learners.

General Characteristics: Adult Education Programs

1.
2.

List the various types of institutions that host adult education classes.
List the various kinds of class structures in adult education programs.

Reasons Students Come to Class

1.

(98]

Describe the motivations students have for attending adult education classes — why they
come.

Explain the expectations students have when enrolling in adult education classes — what
they want to achieve.

Contrast the types of curriculums that will be relevant and understandable to adults.
Describe classroom groupings and approaches that are optimal for adults.

Retention Issues

1.
3.

4.

Draw conclusions from the reasons adults give for leaving classes before completion.
Present hypotheses of underlying reasons for adults leaving classes before completion.
List strategies that can be taken to encourage students to stay in class by administration
and by teachers.

Consider the affects of these various strategies on adult learners.

Barriers to Success

MBS

Define success in the adult education classroom (see NRS).

Enumerate some of the barriers to success for adult learners in adult education classes.
Describe ways for teachers to lessen these barriers to success.

Describe the effects of these options on adult learners.

Relate the barriers to learning that adults face in adult education classes to the barriers to
learning faced in the outside world.



II. Adult Education Programming
A. Published or Proposed Standards for Adult Education

1. Identify the general purposes of educational standards.

2. Analyze the function of educational standards in developing classroom instruction.

3. Display the ability to access state standards at the Adult Education Content Standards
Warehouse website: http://www.adultedcontentstandards.org/about warehouse.asp.

4. Identify the Illinois Content Standards and explain their use in instruction.

B. NRS
1. Explain the purpose of NRS goal setting.
2. List the five core NRS goals.
3. List the five additional NRS goals.
4. Describe educational functioning levels in general terms.
5. Examine how the educational functioning levels relate to student placement and

achievement.
C. Standardized Assessments

1. Describe the purpose of standardized assessments.
Distinguish standardized assessments from classroom assessments.
3. Explain the format and administration of tests appropriate for the instructor’s
specialization:
a. ESL instructors: BEST Literacy, BEST Plus and CELSA
b. ABE/GED instructors: TABE 7/8 and TABE 9/10
4. Clarify why it is important for test givers to conform to the instructions and timing
guidelines that accompany each test.

D. GED
1. Explain the purpose of the GED.
2. List the requirements to be able to enroll in GED classes and take the GED exam.
3. List the five tests of the GED.
4. Briefly describe the formats of GED tests.
5. Demonstrate knowledge of the Illinois requirement of all GED test takers to pass an

additional section on American patriotism and the principles of representative
government.

E. Structures of Adult Education Classes

1. Compare the various structures of adult education programs:
a. Fixed enrollment
b. Open-entry/open-exit

2. Compare the various structures of adult education classrooms:
a. Selfdirected (GED)
b. Specialized study groups
c. Distance learning
d. Lab classes



III. Effective Instructional Practices

A. Foundations

1. Explain the function of the “Foundations for Effective Instruction” developed by the
ICCB State Service Centers focusing on the instructor’s specific class: ABE, GED, or
ESL.

2. Use the Self-Evaluation form in the Professional Development Planner to select

appropriate foundations for development of teaching skills.

Prioritize the foundations selected.

4. Select workshops based on the foundations selected using current Service Center flyers.

(98]

B. Developing Lessons

1. Learning Styles
a. Define student learning approaches.

b. Analyze how the variety of learning approaches affects student success.

c. Analyze how the teacher’s learning styles affects teaching.

d. Compose some examples of some possible learning styles and teaching techniques.
e. Broaden the definition of learning styles by including how individuals’ emotional

make up and culture and affects learning.

2. Philosophies of Teaching
a. Outline the elements and give examples of traditional teaching.
b. Outline the elements and give examples of constructivist teaching.
c. Describe the communicative philosophy of teaching ESL and give examples.

3. Lesson Planning
a. Describe the function of lesson objectives.

b. Build on a previous lesson by using the process of Review/Re-teach.

c. Describe and give examples of the Presentation stage of lesson creation.

d. Describe and give examples of the Practice stage of lesson creation.

e. Describe and give examples of the Application/Production stage of lesson creation.

4. Multi-Level Classrooms
a. Define multi-level classes.
b. Compare the benefits and problems of multi-level classes.
c. Identify approaches to dealing with multi-level classes.

5. Materials selection
a. Contrast published materials with teacher-created materials.
b. Define copyright.
c. Give examples of materials in book form, on the Internet, downloadable, in video
format, on tape and on CD’s and DVD’s.
d. Describe how content, level, age, and English ability influences material selection.

6. Materials for students online
a. Describe how to find Internet sites where students can learn online.
b. Describe how to find materials for students that can be downloaded from the Internet.



IV. Professional Development

A. Service Center Trainings

AN

Obtain current staff development information from the ICCB State Service Centers.
Register for ICCB Service Center mailing lists.

Show knowledge of online training available from ICCB Service Centers.

Find the date of the annual regional Adult Education Conference.

Describe other staff development choices offered by ICCB Service Centers.

Define the hours of professional development required by ICCB yearly.

B. Other Training Opportunities

1.

2.

3.

4.

Identify professional organizations in the instructor’s specialized area and the websites of
these organizations.

Explain how to access the websites of the chosen professional organizations in order to
determine time, costs, and locations of annual regional and national conferences.

List of journals, magazines, and books published by the chosen professional
organizations.

Describe other journals and periodicals that are concerned with adult education.

C. Online Training for Teachers

1.

2.
3.

Detail the process of finding Internet sites that support and extend instructor knowledge
in their area of specialization.

List a few basic resource sites for adult educators.

Describe how to find online courses are available for adult educators from professional
organizations and from universities.



ABBREVIATIONS

ABE
ADA
AEFL
ALRC
APC
BEST
CALL
CBO
CCR&R
CELSA
CFDA
CIPDC
CIPs
COABE
DAISI
DCFS
DHS
EDGAR
ELS
ESL/EL
ETS
GED
GED-i
IACEA
IBHE
ICCB
IDOC
IMRF
IPEDS
ISBE
IWIB
K-12
LEA’s
LWIB
MELT
MIS
NRS
OERI
OMB
OVAE
PCS
RFP
ROE

Adult Basic Education

Americans with Disabilities Act

Adult Education and Family Literacy

Adult Learning Resource Center

Area Planning Council

Basic English Skills Test

Center for Adult Learning Leadership
Community Based Organization

Child Care Resource and Referral

Combined English Language Skills Assessment
Catalog of Federal Domestic Assistance

Central Illinois Professional Development Center
Classification of Instructional Programs
Commission on Adult Basic Education

Data and Information System Illinois

Illinois Department of Children and Family Services
Department of Human Services

Education Department General Administrative Regulations
English Literacy Specialist

English as a Second Language/English Literacy
Educational Testing Service

General Education Development Exam

GED Illinois Online

Illinois Adult and Continuing Educators Association
Illinois Board of Higher Education

Ilinois Community College Board

Illinois Department of Corrections

Illinois Municipal Retirement Fund

Integrated Postsecondary Educational Data System
Illinois State Board of Education

Illinois Workforce Investment Board
Kindergarten through twelfth grade

Local educational agencies

Local Workforce Investment Board

Mainstream English Language Training
Management Information System

National Reporting System

Office of Educational Research and Improvement
Office of Management and Budget

U.S. Office of Vocational and Adult Education
Program Classification System

Request for Proposal

Regional Office of Education



SERS State Employees’ Retirement System

SIPDC Southern Illinois Professional Development Center

SURS State University Retirement System

TABE Test of Adult Basic Education

TANF Temporary Assistance to Needy Families

TESOL Teachers of English of Other Languages

TESOL-BE Teachers of English to Speakers of Other Languages and Bilingual Education
TRS Teachers’ Retirement System

USDOE United States Department of Education
WIA Workforce Investment Act



ICCB Adult Education ABE/ASE/ESL Generic Course List
PCS/CIP Codes for the Illinois Adult Education System

Adult Basic Education (ABE 1.7)

Beginning Level (0 — 3.9 Grade Level)

Curricula must reflect Adult Basic Education (ABE) Content Standards/Benchmarks for each level, as
appropriate. See the ABE Content Standards/Benchmarks for more information.

Course CIP Description
32.0200 Basic Skills, General. Courses which may include basic skills, such as literacy,

reading, communication, and computational skills; library and study skills; and family
education skills.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

32.0201 Reading, Literacy, and Communication Skills. Courses that describe the
development of reading, writing, and speaking abilities that are needed to perform
day-to-day tasks. Includes instruction in the use of basic communication skills to
develop and transmit ideas and thoughts through courses, such as English, writing,
and speaking and listening skills.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

32.0202 Computational Skills. Courses that describe the development of computing and
other mathematical reasoning abilities. Includes courses in adding, subtracting,
multiplying, dividing, fractions and decimals, percents, and measurements

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

32.0203 Workforce Skills. Courses that describe the development of skills related to job
searches and self-marketing. Includes instruction in assessing one’s own capabilities
and skills, filling out an application, and handling at interview.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

32.0204 Life Skills. Courses which may include instruction in basic consumer education,
health and safety, community awareness, and government and law necessary for
coping with life in the U.S.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

32.0205 Career Exploration/Awareness Skills. Courses that describe the linkage between
individual capabilities and the job market. Includes instruction in the variety and
scope of available employment, how to access job information, and techniques of
self-analysis.



Course CIP

32.0206

32.0207

32.0208

Description
Beginning ABE Literacy (Grade 0 to 1.9)

Beginning Basic Education ABE (Grade 2.0 to 3.9)

Workplace Literacy. Courses that include basic skills training for learning or
upgrading skills for workplace. Courses may be designed and/or customized to meet
specific business and industry needs.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level of proficiency in basic skills sufficient for adults to function
effectively in society.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

U. S. Citizenship Education. Courses that prepare individuals fluent in English or
for whom English is their native language to take the naturalization test and learn
about the rights and responsibilities that accompany United States citizenship.
Includes preparation for the state-mandated Constitution examination.

Beginning ABE Literacy (Grade 0 to 1.9)
Beginning Basic Education ABE (Grade 2.0 to 3.9)

Adult Basic Education (ABE 1.7)
Intermediate Level (4.0 to 8.9 Grade Level)

Curricula must reflect Adult Basic Education(ABE) Content Standards/Benchmarks for each level, as
appropriate. See the ABE Content Standards/Benchmarks for more information.

Course CIP
32.0220

32.0221

Description
Basic Skills, General. Courses which may include basic skills, such as literacy,

reading, communication, and computational skills; life skills; library and study skills;
and family education skills.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Reading, Literacy, and Communication Skills. Courses that describe the
development of reading, writing, and speaking abilities that are needed to perform
day-to-day tasks. Includes instruction in the use of basic communication skills to
develop and transmit ideas and thoughts through courses, such as English, writing,
and speaking and listening skills.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)



Course CIP
32.0222

32.0223

32.0224

32.0225

32.0226

32.0227

32.0228

Description
Computational Skills. Courses that describe the development of computing and

other mathematical reasoning abilities. Includes courses in adding, subtracting,
multiplying, dividing, fractions and decimals, percents and measurements.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Workforce Skills. Courses that describe the development of skills related to job
searches and self-marketing. Includes instruction in assessing one’s own capabilities
and skills, filling out an application, and handling an interview.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Life Skills. Courses which may include instruction in basic consumer education,
health and safety, community awareness, and government and law necessary for
coping with life in the U.S.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Career Exploration/Awareness Skills. Courses that describe the linkage between
individual capabilities and needs and the job market. Includes instruction in the
variety and scope of available employment, how to access job information, and
techniques of self-analysis.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Workplace Literacy. Courses that include basic skills training for learning or
upgrading skills for workplace. Courses may be designed and/or customized to meet
specific business and industry needs.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level of proficiency in basic skills sufficient for adults to function
effectively in society.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)

U. S. Citizenship Education. Courses that prepare individuals fluent in English or
for whom English is their native language to take the naturalization test and learn
about the rights and responsibilities that accompany United States citizenship.
Includes preparation for the state-mandated Constitution examination.

Low Intermediate Basic Education ABE (Grade 4.0 to 5.9)
High Intermediate Basic Education (Grade 6.0 to 8.9)



Adult Secondary Level (ASE 1.8)
(9.0 to 12.9 Grade Level)

Curricula must reflect Adult Secondary Education (ASE) Content Standards/Benchmarks for each level, as
appropriate. See the ASE Content Standards/Benchmarks for more information.

Course CIP
32.0300

32.0301

32.0302

32.0303

32.0304

32.0305

Description
Basic Skills, General. Courses which may include instruction in reading, writing,

literature, mathematics, science and social studies in preparation for the General
Educational Development examination or high school diploma. Includes study skills
and test preparation skills.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Academic and Intellectual Skills. Courses that describe the ability to reason
through analytical and logical thinking. Includes the study of basic science principles
(biology, chemistry, physics, and other natural sciences) and the basic principles of
the social and behavioral sciences (includes the study of history and government, the
constitution, and the arts)

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Reading, Literacy, and Communication Skills. Courses that include the study of
English, including literature and composition, speech, pre-writing and writing skills.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Computational Skills. Courses that describe the development of computing and
other mathematical reasoning abilities. Includes courses in basic mathematical
principles and concepts, algebra, geometry and trigonometry.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Workforce Skills. Courses that describe the development of skills in preparation for
the world of work. Includes instruction in assessing one’s own capabilities and skills,
resume writing, interviewing, job search, and job keeping skills.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Life Skills. Courses which may include instruction in basic consumer education,
health and safety, community awareness, and government and law necessary for
coping with life in the U.S.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)



Course CIP
32.0306

32.0307

32.0308

32.0309

Description
Career Exploration/Awareness Skills. Courses that describe the linkage between

individual capabilities and needs and the job market. Includes instruction in the
variety and scope of available employment, how to access job information, and
techniques of self-analysis.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Workplace Literacy. Courses which include basic skills training for learning or
upgrading skills in the workplace. Courses may be designed and/or customized to
meet specific business industry needs.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level of proficiency in basic skills sufficient for adults to function
effectively in society.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

U. S. Citizenship Education. Courses that prepare individuals fluent in English or
for whom English is their native language to take the naturalization test and learn
about the rights and responsibilities that accompany United States citizenship.
Includes preparation for the state-mandated Constitution examination.

Low Adult Secondary Education ASE (Grade 9.0 to 10.9)
High Adult Secondary Education ASE (Grade 11.0 to 12.9)

English as a Second Language (ESL 1.9)

Beginning Level - for students who possess limited or not oral proficiency in English and may or may not
read and write in their primary language. Curricula must reflect English as-a-Second Language (ESL)
Content standards for each educational functioning level, as appropriate. See the ESL Content Standards

for more information.

Course CIP
32.0400

Description
Beginning ESL. Courses that may include instruction in listening, speaking, reading,

and writing using the English language. Includes life skills, career exploration, and
workforce skills.

Beginning ESL Literacy (CELSA NA/ Best Literacy 0-7/BEST Plus Below 401)
Low Beginning ESL (CELSA NA/ Best Literacy 8-35/BEST Plus 401-417)
High Beginning ESL (CELSA 20-23/Best Literacy 36-46/BEST Plus 418-438)



Course CIP
32.0401

32.0402

32.0403

Description
Workplace Literacy. Courses that include the development of English vocabulary

and other basic skills needed for the workplace. Instructional materials may be
designed and/or customized to meet specific business and industry needs.

Beginning ESL Literacy (CELSA NA/ Best Literacy 0-7/BEST Plus Below 401)
Low Beginning ESL (CELSA NA/ Best Literacy 8-35/BEST Plus 401-417)
High Beginning ESL (CELSA 20-23/Best Literacy 36-46/BEST Plus 418-438)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level proficiency in basic skills sufficient for adult to function
effectively in society.

Beginning ESL Literacy (CELSA NA/ Best Literacy 0-7/BEST Plus Below 401)
Low Beginning ESL (CELSA NA/ Best Literacy 8-35/BEST Plus 401-417)
High Beginning ESL (CELSA 20-23/Best Literacy 36-46/BEST Plus 418-438)

U. S. Citizenship Education. Courses that prepare individuals, for whom English is
not their native language, to take the naturalization test and learn about rights and
responsibilities that accompany United States citizenship. Includes preparation for
the state-mandated Constitution examination.

Beginning ESL Literacy (CELSA NA/ Best Literacy 0-7/BEST Plus Below 401)
Low Beginning ESL (CELSA NA/ Best Literacy 8-35/BEST Plus 401-417)
High Beginning ESL (CELSA 20-23/Best Literacy 36-46/BEST Plus 418-438)

English as a Second Language (ESL)

Intermediate Level - For students who possess skills to function satisfactorily in basic situations related to
needs, comprehend conversation, participate in basic conversations, read simplified material, and write
short messages. Curricula must reflect English as-a-Second Language (ESL) Content standards for each
educational functioning level, as appropriate. See the ESL Content Standards for more information.

Course CIP
32.0420

32.0421

32.0422

Description
Intermediate ESL. Courses that may include instruction in listening, speaking,

reading, and writing using the English language. Includes life skills, career
exploration, and workforce skills.

Low Intermediate ESL (CELSA 24-29/Best Literacy 47-53/BEST Plus 439-472)
High Intermediate ESL (CELSA 30-41/Best Literacy 54-65/BEST Plus 473-506)

Workplace Literacy. Courses that include the development of English vocabulary
and other basic skills needed for the workplace. Instructional materials may be
designed and/or customized to meet specific business and industry needs.

Low Intermediate ESL (CELSA 24-29/Best Literacy 47-53/BEST Plus 439-472)
High Intermediate ESL (CELSA 30-41/Best Literacy 54-65/BEST Plus 473-506)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level of proficiency in basic skills sufficient for adults to function
effectively in society.

Low Intermediate ESL (CELSA 24-29/Best Literacy 47-53/BEST Plus 439-472)
High Intermediate ESL (CELSA 30-41/Best Literacy 54-65/BEST Plus 473-506)



Course CIP

32.0423

Description

U. S. Citizenship Education. Courses that prepare individuals, for whom English is
not their native language, to take the naturalization test and learn about rights and
responsibilities that accompany United States citizenship. Includes preparation for
the state-mandated Constitution examination.

Low Intermediate ESL (CELSA 24-29/Best Literacy 47-53/BEST Plus 439-472)
High Intermediate ESL (CELSA 30-41/Best Literacy 54-65/BEST Plus 473-506)

English as a Second Language (ESL)

Advanced Level - For students who posses skills to function effectively in social situations, comprehend
conversations on unfamiliar topics, participate in extended conversation, read authentic materials, and
compose routine correspondence and paragraphs. Curricula must reflect English as-a-Second Language
(ESL) Content standards for each educational functioning level, as appropriate. See the ESL Content
Standards for more information.

Course CIP
32.0440

32.0441

32.0442

32.0443

Description
Advanced ESL. Courses that may include instruction in listening, speaking, reading,

and writing using the English language. Includes life skills, career exploration, and
workforce skills.

Advanced ESL (CELSA 42-70/Best Literacy 66-72/BEST Plus 507-540)

Workplace Literacy. Courses that include the development of English vocabulary
and other basic skills needed for the workplace. Instructional materials may be
designed and/or customized to meet specific business and industry needs.

Advanced ESL (CELSA 42-70/Best Literacy 66-72/BEST Plus 507-540)

Family Literacy. Courses that include literacy activities and parenting education
training to foster a level of proficiency in basic skills sufficient for adults to function
effectively in society.

Advanced ESL (CELSA 42-70/Best Literacy 66-72/BEST Plus 507-540)

U. S. Citizenship Education. Courses that prepare individuals, for whom English is
not their native language, to take the naturalization test and learn about rights and
responsibilities that accompany United States citizenship. Includes preparation for
the state-mandated Constitution examination.

Advanced ESL (CELSA 42-70/Best Literacy 66-72/BEST Plus 507-540)
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A. GENERAL AUDIT REQUIREMENTS FOR ADULT EDUCATION AND FAMILY
LITERACY

All providers will be subject to the same basic audit standards.

Financial audits will focus on eligibility of expenditures and compliance with certain
specific restrictions on expenditures, such as:

A minimum of 45% each of total State Basic, Public Assistance, Federal Basic,
and EL/Civics funds must be spent on Instruction.

A maximum of 9% each of State Basic and Public Assistance grant funds may be
expended for General Administration expenses.

Providers are limited to the negotiated percentage for Federal Basic and
EL/Civics grants that may be used for Program Support, as negotiated during the
post-allocation budgeting process.

The audit period will be from July 1 to June 30.

An annual audit must be made by an independent auditor in accordance with Government
Auditing Standards.

One copy of the annual State Grant Compliance audit must be submitted to the ICCB by
October 15 following the end of the grant period. Additionally, one copy of the A-133
federal audit must be completed and submitted within the earlier of 30 days after receipt
of the auditor’s report(s), or nine months after the end of the audit period. However, the
ICCB strongly encourages early completion and submission.

All entities subject to federal A-133 audit requirements must have an audit conducted
annually in accordance with the Single Audit Act Amendment of 1996 and the Office of
Management and Budget (OMB) Circular A-133.

Audit requirements for community colleges will also be included in the ICCB Fiscal
Management Manual.

The State Grant Compliance audit must be presented on the accrual basis of accounting.
Further, this basis of accounting must be shown in the notes to the State Grant
Compliance financial statements.

The separate funding streams of federal dollars must be separately identified in the

1



Schedule of Federal Financial Assistance, even though they share the same CFDA
number (i.e., Federal Basic, EL/Civics, and Leadership, where applicable).

Only Adult Education and Family Literacy grant funds may be shown in the State Grant
Compliance section of the audit. Inclusion of other funds will distort the actual use of the
state funds for compliance purposes.

Specific Requirements — ICCB State Grant Compliance Section

The ICCB distributes several grants to Adult Education and Family Literacy providers on
a periodic basis throughout the fiscal year. Adult Education and Family Literacy Grant
allocations can be found on the ICCB website at.
http://www.icchb.state.il.us/budget.adulted.html .

The ICCB State Grant Compliance section should include the following and be arranged
in the order set forth below (for illustrative purposes, sample Adult Education and Family
Literacy financial statements are presented):

Auditor’s Report on Compliance with State Requirements for Adult Education and
Family Literacy

Adult Education and Family Literacy Financial Statements
Balance Sheet (see page 14)
Combined Statement of Revenues, Expenditures, and Changes in Fund Balance
(see page 15)
Background information on grant activity (see page 13)
ICCB Compliance Statement for the Adult Education and Family Literacy Grants

Notes to the financial statements

Federal Financial and Compliance Audit

Each provider receiving federal funds is required to submit one copy of its annual
financial and compliance audit of these funds must be completed and submitted within
the earlier of 30 days after receipt of the auditor’s report(s), or nine months after the end
of the audit period. However, the ICCB strongly encourages early completion and
submission. This report may be included in, or attached to, the provider’s regular audit
report.



In order to meet this requirement, the provider must contract with an independent
certified public accounting firm to have an audit performed in accordance with OMB
circular A-133. Independent certified public accountants should use their professional
judgment in determining the necessary procedures and reporting requirements.

Minimally, the Federal Financial and Compliance Audit section must include the
following items (for illustrative purposes, the schedule of federal financial assistance is
presented):

Auditor’s Report on the Schedule of Federal Financial Assistance

Schedule of Federal Financial Assistance (all federal financial assistance

expenditures listed — see page 10)

Auditor’s Reports on the Compliance with the Laws and Regulations Related to
Major and Nonmajor Federal Financial Assistance Programs (Specific and
General Requirements)

Study and Evaluation of Internal Accounting Controls Used in Administering
Federal Financial Assistance Programs

Background information on grant activity

It is essential that the user of this manual become familiar with the following most recent
authoritative literature when auditing federal funds:

Standards for Audit of Governmental Organizations, Programs, Activities, and
Functions by the Comptroller General of the United States

The Office of Management and Budget Compliance Supplement

The Office of Management and Budget Circular A-133, Audits of Institutions of
Higher Education and Other Nonprofit Organizations, and related Compliance
Supplement for Audits of Institutions of Higher Learning and Other Nonprofit
Institutions

The Office of Management and Budget Circular A-110, Grants and Agreements
with Institutions of Higher Education, Hospitals, and Other Nonprofit
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Organizations (Attachment F, Subparagraph 2h, has been superseded by OMB A-

133)

J The Grant Agreement between the Subgrantee and the ICCB

o Statement on Auditing Standards #68 for Compliance Auditing Applicable to
Government Entities and Other Recipients of Federal Financial Assistance
(supersedes SAS #63)

J The Office of Management and Budget Circular A-21 “Cost Principles for

Educational Institutions”

J The Office of Management and Budget Circular A-122 “Cost principles for
Nonprofit Organizations”

While all community colleges and most school districts receive federal funds in excess of
$500,000 which requires they have an A-133 conducted, some CBOs may receive funds below
that threshold. If you are a provider that receives less than $500,000 then to meet the ICCB audit
requirements you should contract with your audit firm to conduct a Yellow Book audit that
essentially meets the single audit act filing requirements and includes the reports and schedules
previously mentioned in this section. Any additional audit costs resulting from this additional
audit may be charged to the state grant funds.



A. AUDIT PROGRAM GUIDE: ADULT EDUCATION AND FAMILY
LITERACY

Contents

Section A — Introduction

Section B — Audit Objectives and Compliance Determinations

Section C — Requirements for Adult Education and Family Literacy Restricted Grant
Expenditures and Reporting

Section D — Illustrative Audit Procedures

A. Introduction

There is a broad-based agreement in the state that the education provided for citizens will
determine America’s future role in the community of nations, the character of society,
and the quality of individual lives. Thus, education has become the most important
responsibility of the nation and state with an imperative for bold and new directions and
renewed commitments. This section is intended to provide technical assistance to the
auditors as they review and audit this program.

B. Audit Objectives and Compliance Determinations

The objective of a compliance review of the payments made to the Adult Education and
Family Literacy provider is to apply audit procedures and gather audit evidence which
will enable the auditor to determine with reasonable but not absolute assurance:

1. whether the provider has expended funds in accordance with the legal and
contractually imposed restrictions for which such funds have been authorized by law and
grant agreement; and

2. whether the amounts indicated on the statements were received or receivable, properly
classified, and adequately described.

C. Requirements for Restricted Grant Expenditures and Reporting

Section a - Purpose of Grant

Section b - Allowable Activities

Section ¢ - Expenditure Limitations
Section d - Grant Administration Standards

a. Purpose of Grant
There is a broad-based agreement in the state that the education provided for citizens will
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determine America’s future role in the community of nations, the character of society,
and the quality of individual lives. Thus, education has become the most important
responsibility of the nation and state with an imperative for bold and new directions and
renewed commitments. To meet the challenges and opportunities of this agreement, the
ICCB will administer a program of funding that offers transparency, focuses on
achievement, and assures adequate, stable, and flexible resources. In addition, there
exists an effort to achieve the purpose of Title Il Adult Education and Family Literacy of
the Workforce Investment Act of 1998, which is to create a partnership among the federal
government, states, and localities to provide, on a voluntary basis, Adult Education and
Family Literacy services. These services are designed to:

1. assist adults to become literate and obtain the knowledge and skills necessary for
employment and self-sufficiency;

2. assist adults who are parents to obtain the educational skills necessary to become full
partners in the educational development of their children; and

3. assist adults in the completion of a secondary school education.

b. Allowable Activities

Instructional and Student Services
Instruction
Social Work Services
Guidance Services
Assistive and Adaptive Equipment
Assessment and Testing
Student Transportation Services
Literacy Services
Child Care Services

Program Support
Improvement of Instructional Services
General Administration
Operation and Maintenance of Plant Services
Workforce Coordination
Data and Information Services
Approved Indirect Costs

c. Expenditure Limitations
Federal Basic:
1. A minimum of 45% of the grant must be for Instruction.
2. Program support expenditures do not exceed the approved program support
rate.



EL/Civics:

1. A minimum of 45% of the grant must be for Instruction.

2. Program support expenditures do not exceed the approved program support
rate.

State Basic:
1. A minimum of 45% of the grant must be for Instruction.
2. General Administration costs must not exceed 9% of the grant.

Public Assistance:
1. A minimum of 45% of the grant must be for Instruction.
2. General Administration costs must not exceed 9% of the grant.

d. Grant Administration Standards

The grant funds shall be accounted for in a set of self-balancing accounts within
the restricted purposes fund.

The grant funds shall be expended or obligated prior to June 30 each year, the last
day of the fiscal year. Goods for which funds have been obligated shall be
received and paid for prior to August 31 following the end of the fiscal year for
which funds were appropriated. Funds for services, including salaries and
benefits, may nit be obligated for services rendered after June 30. Unexpended
funds must be returned to the ICCB by October 15 following the end of the fiscal
year.

Grant funds not used in accordance with this criteria shall be returned to the ICCB
by October 15 following the end of the fiscal year. Other identification of
improper expenditures subsequently verified by the ICCB shall be returned upon
notification by the ICCB.

D. lllustrative Audit Procedures

1. Review requirements for restricted grant expenditures and reporting which govern
operation of the grant.

2. Verify that funds are set aside in a restricted purposes account and that they are
accounted for properly.

3. Confirm grant amounts received from the ICCB by obtaining and reviewing the
summary of ICCB grants distributed throughout the year.



4. Test a representative sample of expenditures for compliance with ICCB requirements
for Restricted Grant Expenditures and Reporting.

5. Test grant records for the following:

Federal Basic:

1. A minimum of 45% of the grant must be for Instruction.

2. Program support expenditures do not exceed the approved program support
rate.

EL/Civics:

1. A minimum of 45% of the grant must be for Instruction.

2. Program support expenditures do not exceed the approved program support
rate.

State Basic:
1. A minimum of 45% of the grant must be for Instruction.
2. General Administration costs must not exceed 9% of the grant.

Public Assistance:
1. A minimum of 45% of the grant must be for Instruction.
2. General Administration costs must not exceed 9% of the grant.

6. Determine whether unexpended funds from the prior year’s appropriation were
returned by October 15.

7. Test payments of prior year’s encumbrances (if applicable).



E. SCHEDULE OF FEDERAL FINANCIAL ASSISTANCE







<Provider Name>

SCHEDULE OF FEDERAL FINANCIAL ASSISTANCE

Federal
CFDA

Federal Grantor/Pass-Through Grantor/ Number

Program Title

U.S. Department of Education (DOE)
Pass-through Illinois Community College Board:

Adult Education State Grant 84.002ANA
Program (aka Federal Basic)

EL/Civics Program 84.002ANA
223 Leadership 84.002ANA

TOTAL U.S DOE

FOR THE YEAR ENDED JUNE 30, 20XX

(sample)
Pass-Through  Program Beginning Ending
Grantor’s or Award Fund Balance Fund Balance
Number Amount July 1, 20XX Revenues Expenditures June 3, 20XX
PXXX, XXX -0- PXXX, XXX BXXX, XXX -0-
BXXXK, XXX -0- BXXX, XXX BXXX, XXX -0-
PXXX XXX -0- PXXX, XXX PXXX, XXX -0-
BXXX, XXX -0- BXXX, XXX BXXX, XXX -0-
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BACKGROUND INFORMATION ON GRANT ACTIVITY

Restricted Grants/Federal
Federal Basic

Grant awarded to Adult Education and Family Literacy providers to assist adults in
becoming literate and obtain the knowledge and skills necessary for employment and
self-sufficiency; to assist adults who are parents in obtaining the educational skills
necessary to become full partners in the educational development of their children; and to
assist adults in completing a secondary school education.

EL/Civics

Grant awarded to Adult Education and Family Literacy providers for educational
programs that emphasize 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.
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F. STATE GRANT COMPLIANCE REPORTS
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AUDITOR’S REPORT ON COMPLIANCE WITH STATE REQUIREMENTS
FOR THE ADULT EDUCATION AND FAMILY LITERACY GRANT

To the Board of Trustees
<Provider Name>
Anywhere, IL XXXXX

We have audited the balance sheet of the Adult Education and Family Literacy grant of
<Provider Name> as of June 30, 20XX, and the related statements of revenues, expenditures, and
changes in fund balance - actu-l for the year then ended. These financial statements are the
responsibility of the Institution’s management. Our responsibility is to express an opinion on
these financial statements based on our audit.

We conducted our audit in accordance with generally accepted audit standards and the grant
policy guidelines of the Illinois Community College Board’s Adult Education and Family
Literacy Audit Requirements. Those standards and guidelines require that we plan and perform
the audit to obtain reasonable assurance about whether the financial statements are free of
material misstatement. An audit includes examining, on a test basis, evidence supporting the
amounts and disclosures in the financial statements. An audit also includes assessing the
accounting principles used and significant estimates made by management, as well as evaluating
the overall financial statement presentation. Our audit also included a review of compliance with
the provisions of laws, regulations, contracts, and grants between <Provider Name> and the state
of Illinois and Illinois Community College Board. We believe that our audit provides a
reasonable basis for our opinion and <Provider Name> is in compliance with the provisions of
laws, regulations, contracts, and grants.

In our opinion, such financial statements referred to above present fairly, in all material respects,
the financial position of the Adult Education and Family Literacy grant of <Provider Name> at
June 30, 20XX, and the results of their operations for the year ended in conformity with
generally accepted accounting principles.

CPA Firm
Anywhere, Illinois
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<Provider Name>
BALANCE SHEET

STATE ADULT EDUCATION AND FAMILY LITERACY RESTRICTED FUNDS
AS OF JUNE 30, 20XX
(sample)

ASSETS State Basic  Public Aid Performance Total (Memorandum Only)
Cash

Accounts Receivable
Deferred Expenditures
TOTAL ASSETS

LIABILITIES AND FUND BALANCE
Accounts Payable
Accrued Expenditures
Deferred Revenue
TOTAL LIABILITIES
Fund Balance
TOTAL FUNDS BALANCE

TOTAL LIABILITIES AND
FUND BALANCE
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<Provider Name>

STATEMENT OF REVENUES AND EXPENDITURES

STATE ADULT EDUCATION AND FAMILY LITERACY RESTRICTED FUNDS
AS OF JUNE 30, 20XX

Revenues:
Grant Revenue

Expenditures by Program:
Instruction
Social Work Services
Guidance Services
Assistive and Adaptive Equipment
Assessment and Testing
Student Transportation Services
Literacy Services
Child Care Services

Subtotal Instructional and Student Services
Improvement of Instructional Services
General Administration
Operation and Maintenance of Plant Services
Workforce Coordination
Data and Information Services
Approved Indirect Costs

Subtotal Program Support
TOTAL COSTS

Excess Revenue Over (Under) Expenditures
Fund Balance July 1, 20XX
Fund Balance June 30, 20XX

See Notes to Financial Statements

15

(sample)

State Basic

Public Aid

Performance

Total (Memorandum Only)




ICCB COMPLIANCE STATEMENT FOR THE
ADULT EDUCATION AND FAMILY LITERACY GRANT

EXPENDITURE AMOUNTS AND PERCENTAGES FOR ICCB GRANT FUNDS ONLY
FOR THE YEAR ENDED JUNE 30, 20XX
(sample)

Enter the dollar amounts and percentages of actual, audited expenditures for each of the
following grant streams:

State Basic Audited Expenditure Actual Expenditure
Amount Percentage

Instruction (45%
Minimum Required)

General Administration
(9% Maximum
Allowed)

Audited Expenditure Actual Expenditure
State Amount Percentage
Public Assistance

Instruction (45%
Minimum Required)

General Administration
(9% Maximum
Allowed)

Audited Expenditure Actual Expenditure
State Amount Percentage
Performance

General Administration
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BACKGROUND INFORMATION ON GRANT ACTIVITY

Restricted Grant/State

State Basic

Grant awarded to Adult Education and Family Literacy providers to establish special
classes for the instruction of persons age 21 and over or persons under the age of 21 an
not otherwise in attendance in public school for the purpose of providing adults in the
community, and other instruction as may be necessary to increase their qualifications for
employment or other means of self-support and their ability to meet their responsibilities
as citizens including courses of instruction regularly accepted for graduation from
elementary or high school and for Americanization and General Education Development
Review classes. Included in this grant are funds for support services, such as student
transportation and child care facilities or provision.

Public Assistance

Grant awarded to Adult Education and Family Literacy providers to pay for instruction,
fees, books, and materials incurred in the program for the students who are identified as
recipients of public assistance. Priority for services must be given to educationally
disadvantaged students with basic literacy skills from beginning literacy through low
intermediate ABE/ESL and to recipients of Temporary Assistance for Needy Families
(TANF). Persons eligible for services on a priority basis are employed and unemployed
TANF clients and persons who have been cancelled from TANF and receive extended
medical assistance. Other eligible persons are those who receive TANF Medical
Assistance No Grant (MANG)/KidCare Assist, nonassistance food stamps, and
noncustodial parents who are referred by the Department of Human Services or by the
court system.

Performance

Grant awarded to Adult Education and Family Literacy providers based on performance
outcomes.
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Federal Grant Reconciliation Form

The Federal Grant Reconciliation form is not a required part of the external audit. It
should be completed and submitted to the ICCB if there is a difference between the
allocated federal grant revenue and the A-133 audited expenditures of the grant. Itis a
form to explain to the ICCB any reconciling items of the Federal Basic and EL Civic
grant. If you receive both grants, a form is to be submitted for each if there is a
difference between the federal grant revenue and grant expenditures.

18



ICCB ADULT EDUCATION & FAMILY LITERACY
FEDERAL BASIC or EL CIVICS GRANT
RECONCILIATION FORM

Provider

Federal Grant

Fiscal Year

Line 1 ICCB Allocated Federal Grant Revenue
Line 2 A133 Audited Federal Expenditures
Line 3 Difference

Reconciling Items - please provide detail

Line 4 Deferred Revenue, Deferred Expenditures
Line 5 Other -provide detailed explanation
Line 6 Total Reconciling Items

Line 3 and 6 should equal

Return completed form with your A133 audit submission
(not a required report in the A133 audit)

Please complete and submit this form if there is a difference between federal grant revenue and A133
audited federal grant expenditures.
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ICCB ADULT EDUCATION AND FAMILY LITERACY
FINAL EXPENDITURE REPORT
INSTRUCTIONS

The Final Expenditure Report can be found on the ICCB website: =~ www.iccb.state.il.us. Click on
Administrators, then Finance and Budgets, then Grant Reporting Forms at the bottom of that page, and
finally Adult Education under Final Reports.

YOU MUST USE INTERNET EXPLORER.

Choose your provider name and funding source. The screen will show your total allocation for that funding
source. Enter your expenditures (rounded to the nearest dollar) for each line item plus your total
instructional funds generated from the final DAISI enrollment report (except Performance, which has no
generation requirement). Click on “Calculate” to continue or “Back” to return to the previous screen.

Once you choose calculate, the next screen will show subtotals, total expenditures, and total receipts as
well as the information you entered on the previous screen. Scrolling down will show a summary of the
policies and rules (page 18 of the Provider Manual) as they apply to your expenditures and instructional
funds generated. Continuing to scroll down will show the amount of refund, if any, due to the ICCB. At
this point, you may click on “Back” to make changes. The system will retain the data you have entered,
even if you exit the system. You can return to it and make changes at any time as long as you have not hit
the “Submit” button.

When you choose submit, your data will be electronically transmitted. A new screen will appear showing
expenditures, the summary, and any refund due plus a signature and date line. Please print this screen,
have it signed and dated, and mail it to the name and address at the bottom of the form. Refunds should be
made payable to “Illinois Community College Board” and remitted as quickly as possible, but no later than
October 15"

You will only be allowed to submit electronically once. If a problem arises after you have submitted, or
if your audit disagrees with your report, contact the ICCB immediately to resolve the situation.

You must submit electronically by 5:00 p.m. on August 15" Hard copies and refunds should follow as
quickly as possible, but no later than October 15™.

If you have questions or problems, please contact Liz Becker at 217-785-0251 or Ibecker@iccb.state.il.us.




Illinois Community
College Board - Adult

Education and
Family Literac

Memo

To: Adult Education Providers
From: Jennifer K. Foster, Senior Director for Adult Education and Family Literacy
Date: December 11, 2006

Number: Policy Memorandum (P.M.) 07-02

Re: Criteria for Using “Met Personal Objective” Separation Reason

EFFECTIVE DATE: IMMEDIATELY

The “Met Personal Objective” separation reason should only be selected when the student has met one
of the following:

Post-tested into a higher NRS level and left the program

Passed the GED Test or obtained a high school diploma and left the program
Entered postsecondary education and left the program

Obtained Vocational Completion and left the program

Obtained U.S. Citizenship and left the program

O O O O O

Appropriate documentation supporting the selection of the “Met Personal Objective” separation reason
must be maintained in student folders (i.e. post-tests, GED scores).

If a student separates for any reason other than those listed above, one of the remaining 10 separation
reasons must be selected. These include:
o Entered Employment
Lack of Interest, Instruction not Helpful to Participant
IlIness/Incapacity
Lack of Transportation Resources
Lack of Dependent Childcare Resources
Family Problems
Time and/or Location of Services Not Feasible
Moved
For Other Known Reasons
Cannot Locate or Contact

O O OO O OO0 O O



lllinois Community College Board —

Adult Education and Family Literacy

Memorandum

To: Adult Education Providers

From: Jennifer K. Foster, Senior Director for Adult Education and Family Literacy
Date: January 11, 2008

Number: Policy Memorandum: PMO08-02

Re: Transfer Code in Fixed Entry Classes

Effective 1/7/2008, students enrolled in one fixed entry class can transfer to another fixed entry class
under certain conditions. These conditions include the following:

1. This transfer code (ET) is only to be used in fixed entry classes.

The student must have met the enroliment requirements for the class from which they are
transferring.

3. Transfers into a class are allowed during the first two weeks (14 calendar days) of the class
start date. After 14 days of the class start date, no transfers into the class will be allowed.

4. Students can not earn units in both classes. If the student has made it to the midterm point of
their original class, thus earning the units associated with that class, they can not transfer into
another class using the ET code. Programs should ensure that this does not occur.

a. When the student is dropped from the original class, the user should record the drop
code (“D”) on that date. A custom class exit code can be created to indicate the reason
for the drop is a Transfer. This can then be used at the time the “D” is recorded.

5. When enrolling a student in a fixed entry class beyond the first three days of the class, the ET
code is used. When this code is used, two boxes appear in DAISI. The user will record the
student’s original Class/Section No and the reason for the transfer.

The original Class/Section No field allows the user to record the Class/Section No the student is
transferring from while the Reason for Transfer field is pre-populated with the following 4 options for
users.

Reasons for Transfer:

1. Teacher Request

2. Student Request

3. Initial placement was inappropriate based on student’s current level
4. Other Administrative Reason

When the ET code is used, it generates both attendance and enroliment hours. Hours earned in the
original class do not transfer with the student, but if the student successfully reaches the midterm point
in the class to which they have transferred, they will be eligible for all the enrolliment hours and units
generated by that class.



At the end of each quarter, the program should generate a Student Transfer Report. This report is
accessible through the Static Reports Center. The program administrator’s signature is required and
this report should be on file within the program. The report contains the following information:

STUDENT TRANSFER REPORT

Program Name:
Date report generated:
Time period covered:

Student SS# Date of | Original Class | New Class | Reason for Transfer
Name Transfer | Section #: Section #:
Administrator’s Signature Date

If you have any other questions, please feel free to contact your Regional Program Support
Specialist.
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