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A Joint Initiative of the Adult Education State Directors (NAEPDC) and ProLiteracy America
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It is not easy being a new local adult education program manager.  It is a complex job with responsibilities that require knowledge and skills in adult teaching and learning, effective management, and visionary leadership.  It requires a thorough understanding of the National Reporting System and the ability to engage staff in promoting continuous improvement.
Since most of us in adult education came into this business “sideways,” with degrees in everything from political science to home economics, taking on the role of program manager can be very challenging.
That is why the Adult Education State Directors (NAEPDC) and ProLiteracy America are developing a new online course to help introduce new adult education managers to their important roles and responsibilities.
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 Contact 





Kathi Polis at 


� HYPERLINK "mailto:klpolis@suddenlink.net" ��klpolis@suddenlink.net� 


304.550.3447





Mark Cass at


� HYPERLINK "mailto:mcass@proliteracy.org" ��mcass@proliteracy.org�


888-528-2224





�





The online course will be:





Approximately six hours in length





Asynchronous – enroll anytime





Very interactive with investigative assignments, audio, video, and discussion boards





The perfect precursor to state-conducted face-to-face orientation workshops.





Very affordable at $99/person.
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Introduction to Adult Education





Characteristics of Adult Learners





Recruitment,


Orientation, &


Intake





Instructional


Leadership





Program Management





Professional


Development





See sample list of topics on back.
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Elements of instructional leadership


Making teaching & learning a priority


Assessment


Student needs assessment


Learning styles


Special learning needs


Goal setting


Ongoing assessment


Tips on standardized post-testing


Alignment


Standards-based instruction


Monitoring


Don’t’ expect what you don’t inspect


What should you observe when you monitor classes?


Learning


Analyzing student data


Getting the staff involved
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Who is the adult learner?


What do adult learners need and want?


Maslow’s hierarchy of need


What do we know about teaching adults?


Adult learning versus childhood learning


English as a Second Language considerations


Your role as instructional leader


Andragogy vs pedagogy
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Recruitment


Knowing your target audience


Five steps to successful recruitment


Orientation


Scheduling the orientation


Components of the orientation process


Who should conduct the orientation?


Intake


Student enrollment form


Standardized assessment


FAQ’s on pre-testing


Test administration procedures


What do the pre-tests tell me?


Educational functioning levels
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Evolution of adult education


Types of programs offered


Student eligibility


Federal legislation


Core performance measures


National Reporting System


Your role in accountability


Funding
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Hiring and supervising staff


Hire right, train right, treat right


Monitoring program operations


IPQ’s


Program self assessments


Classroom monitoring


Fiscal oversight


Your role


Money doesn’t grow on trees


Data management


The data collection process


Documenting student outcomes


Conducting a data quality assessment
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How do you learn?


Professional development options


Online PD


What the research tells us


Professional development planning


Supporting continuous learning


What about your own professional development?





The topics listed above represent a sampling of course content.








