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PREFACE

The following narrative provides some basic-information

concerning the advantages, disadvantSges, establishment,

operation, and cost of mini-center programs. This report is

provided for information to thoselocal systems interested in ,

establishing a center-based instructional program as a nucleus

of their adult education program. It is not meant to institu-

tionalize this concept as the sole solution, to the"numerous

problems that plague adult eduCation, bit rather, offers an

alternative' course of action to,develoP a quality program

from which adult education may grow and meet its tremendous

potential.

Robert W. Boyet
Staff Development Specialist
Lou4iana State Department of Education

Ted -Schilliq
Supervisor of Adult Education
East Batolitouge Parish



I

r

,

TABLE OF CONTENTS

Pa0

I, STATEMENT OF PROBLEM 1

II. ADVANTAGES OF MINI-CENTER PROGRAM 4

III., DISADVANTAGES OF MINI- CENTER PROGRAM 8

IV. ESTABLISHING A MINI-CENTER PROGRAM 9

A. Facilities. . . 9
B. Personnel . . . . , 1'2

1. Learning Center Coordinator 12
2. Two ProfesSional Instructors 14
3. Two Paraprofessional Personnel 15

C. Materials of Instruction . -16
1. Mathematics Language Arts .Secti on ... 16
2. Reading Section 17

D. Program Operation 4 19
1. Counsel ing. . . . ; 20
2." Enrollment :i

. 21
3. Testing 22
4. Instructional Activities 24
5. Records and Reports 25

E: in-Service and Pre-Service Training PrograMs 27
.F. Evaluation 29

V. COST Arb605, 1 s 30
A}

VI.- APPENDIX' ,

32

Mathematics and Language Arts Materials 3
Testing Materials 42
Software Reading_ Materials. . , 44
Reading Laboratory Maerials 49
Employee Evaluation Form .. . . . . . . . . . . . . . . . . .58
Schedule A - Mini-Center Costs Without Reading le.

. . 59
Schedule 8- Mini-Center Costs With Reading Lab 60
Schedule C - Pull-Time Coordinator Cost 61

1



I. STATEMENT OF PROBLEM .

One of 'the major problems facing the Adult Education

Program_is that of developing.a firm base of support in each

,local,educational .agency from which the program May seek

accep nce as a specialized field of endeavor and an integral

part of the total educational offerings of the school system.

APult, *educators on the local level have been plagued With

. 4

numerous problems which have handicapped their ability to gain

equal recognition as a specialized program of instruction,

;which is essential to the development of a comprehensive

.educational program in their school systems. Such areas as the

(1) inability to gain permanent facilities specifically dedicated

foadult education purpoSes, (2) the lack of full -time super-

visory or coordinating positions in adult education, (3) the

inability to provide full-time emplOyment for adult education

instructional personnel, (4) continual -reliance on regular public

school-,personnel for part-time employment in adult education,

and (5) the perpetuation of traditional part -time adult education

classes as thepasi'S for the instructional program have greatly
4

handicapped the growth of adult education.

If the Adult Education Program is to establish itself as a

specialized field of endeavor and become an integral part of

the total educational offerings of the school system, the adult

1
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education leadership must initiate a change of direction by

supporting the establishment of some new areas of pro ram

de_velopmeht at would seek to'offer spe'cific courses of

action to eliminate some of the above- mentioned weaknesses.

Briefly, some. of these areas that would seek to imprOve

the part-time aspects of the Adult Education Program are as

fol laws :

1. 'Extending adult education services to special needs

groups through establishment of adult classes 'in faci141-

ties other than public School buildings.'

2. Offeri ng adult classes at times other than'eVening.hou`rs

,and-twice a week fbr a set period of trine.

3. Offering the ,potentiality of Indre or less'full-time

employment to one or more adult education instructors to

teach a. variety of special ,classeS at di fferently

scheduled., times.'

4. The developmerit of full-time adult. education learning

centers Or mini-center programs.

Some examcileS of the above-mentioned areas would be to

provide adult, classes in local housing projects, parish Or

city jails, and hospitals or other institutions to mit

.cl.sasses in 'immediate proximity to the undereducated adult
' .

population. The local program could offer' these classes

dtiring the day or night at differently_ scheduled times and

hire one full-time adult eclucation instructor to 'each

throtigbaut the week at each of the different locations

during the day and 'at night.
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:In: an effort'td estIglisti.a:.sourid prOgram base, °.i'
6- .. - 4 , .

"few -1 otal/pc-ograms!have developed .full-tinie ,adult-

education learning centers in various :parts' of the state;..,
,

but until 'Substantial -funds. are roipided; ,f611,time .

centers are not feasible for p ograms, operating. on

limited budgets. However," the qncept of ,a mini - center

O

program may be a new are or 1 °Cal imPlementati On in, anf
.*. .-..

, ... -.
effort to provide a' fOundati on or base prograM to build*

.,,,
on; expedite the status of adult edutati on from its

existing part-time venture, and incorporate. a Center-

based instructional program".

There are numerous advantages to/the establishment

of center-based instructi onal 'Programt over -traditional

part-time classes, but these. advantages Must be considered

in reference to the nature, and needs of each lOcal.

system.

,

r
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11-:- ADVANTAGES oF,IIINI-CENTER IROGRAM'' -. T.,$z.---;,-,-.'---,-_,

w.-..
.

0 Basically, the 'mini -center concept is an attempt to consoli -.
. 0

,
date adult education .services into a more effecti ve -ins-fructional

.
. e -

J3t-tbr cam toy extending* adul t class rreetings.ta four straight .

nighti a week at a centrally- located facility especially'

,,4esigne 'for adult education purposes. So'fhe of the advantages

of a mini-center- program over the traditional' nighttime classes

are, as 416:1 1 owg :

.

riso.... l . It would central ize4and eal i dale the local, pLogram,..
,, A(p,

a thereby' integrating r.'

2. It would allow a 1 abciratarj; instructional approach, to be

established for the ,night school program Mich lifferS adults
a-

the option of attending every night or any nurrberof nights,,
.- '' ,

-
'. ,

as they* chooSe instead' of being scheduled.for only two ,..*

specilic nights a week. This etiables one to capitalize on

the initial enthasiasm most adults have when they enter

G -adult education c1 asses.

3. It provides a: centralized facility to upgrade the' Curriculum
,

andto iirbvide for a:wider' v arietT of curricula interests

,and supportive materials.

'4. It provides for. a facility that is to be used sdlely for

4

adult -education purposes and may be identified as such by

the adult enrollees. Borrowed classrooms are no longer

.necessary, which is an important - advantage.

,c(
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5.-1, to the centralization of the prPgraM, more effective

and continual supervision can ile."provided; and a variety of

. cooperating adult Services:may be established.

.6. It prorides a sound foundation upon which ,the local adult

education program can build and grow from. For .example,-'''

'depending on the funds available, a center-based program

can easily initiate a daytithe progralu wlli the only
. 5

j. ional cost being.that of the instructiTtal pers. nel It
May also prOV,ide the basis for the development o a communi-

z
\1/4-,

ty school pro ram, a continuing education program, etc.
.

.,.7. It is c eape . After the Initial outlay,: it .req er.
14

pe%o e operate it for the number of persons served; and,
. .,

thvfacitity nd,janitorial costs are formless.

. G.E4 D. scores will demonstrate that the instruction received

ti

.',

in a lenter i's more effective; since they are consistently
, . .

,

much ?fi gher.. :
t

,

9. It provides an opportunity.to put heavy.emphasis on the
,

reading program for everyone.

ID. Each student is assigned an \individualized c6urse of

study; therefore, irregular. attendince is' no problem.

11. There is a choice of time of attendance rather than a tet

time as in night -time classes.' This also eliminates the

"attendance pressure" that is placed on' moSt,.part-time

adult teachdts who must constantly be concerned with
A.

student attendance, in order to maintain their classes,.

5

.
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'12. All students study in ,the%g'ame area. 64.here .is no Stigma

.>

.
attached to those working on a lover grade level.

13. Record tceeping is mtich'

14. jn. the .night-:time
-program, therelts,

.instruct all- siiidents in the class..
is a teacher 'plus' one .Ox more capabl

Z°

o

only one teacher to

In ine* renter; 'therei...
e teacher aides who, .helpAhe students when' assistance is needed. This saves:time that would be wasted if a studgnt had to -wait untilthe teacher is available..

'"
°

15. Testing is more uniform since it is'always done by -ty'
same person.

.,',.. ..

,

'16: It provides an

es, a

,.o

oppOrtuniy to place a telephone in thecenter that can-be used for (a) contacting students who.have interrupted their attendance, and 034 emergency usefor students who. have ill, children at home, etc.17. It provides for the potential employment of,professional- personnel, as adult education instructors who are ilot
employed A -regular day school teachers. By provi..ding aminimum ,of twelve hours of employment- each week in theadult .programs local systems. may be able to -secure very,qualified teachers who have applied

for,teaching.4ositions.

.
but due to the surplus have not been. able to emp oy them-.

-.
Employment of.this type of professional instruct would

,
eliminate adult education as being a "second -fi'qd" or a

I"supplementary- moonlightiii` position." This would alsb:
. '

S -6-. 11
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,

al low for the uti I ization of these indi vi dualti as'
o

9

.
fUll-time..instructors for `daytjme -classes f:ufficient

, .

funds were avai I able..- . . .
It°:.pravide°S forpeci afi zation in- instructiop-, especially.

with regard to the.,,reading progr'am:
r

''*1 9 The. ,empl bAnept teachers, whose sole respOnsibili ty

wdul d.
.

be to -afilt 'education would al l ors for' more pr'o-

fessional prepa-rati on: arid .comitmept to th.e aduilt program, . .

and 'cOntirkal .deyel opMent of their ins-tructional -experti
. . .

.through training: yltimately.; this cou)d lead to.

2D: It would provide. mare instructional hours' of adult
i

education "to .b'e offered during the year than part7time
. ,

classes.

7
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pi SADVANTAGES 'Of INNI-Of!TER PROGRAM'..,
.1 4. s

Although it is _clear that the mini'- center ,offers numerous'
,

advantage's over traditional part-time 'adult ClaSses, it ;does ;

rep.resent a change of direction bythe:local systems and -

. . , :-
. .- . .:

therefore -presents certain disadvantages that must be Onsiderectil
.,. .-..e ..

... .1. Cons7Consolidation of .the-,adult education resou oCal
. . . .

.. ,.

% .p ragrarn. lilaY reS'ult in the closing. of some outlying part -time,
. .

asses and iri the. termrnati on. of -those part time instructors;,

*areas may not be able to-recritit
t ., , Y

number of adults to 'Listify the. ".

4 -

2. Sparsely populated
.and enroll a-signifi

establishment, of a mintcerqer program..

3. Adequate facilities may not be wilab5le. 4

4. The initial expense of establishing a Center-,12a,sed-iii nstruc-1,
..

. . . , .
tional prograth tad require increased financial support-. ...

, . .

4

-5. Qualified, trained' professional personnel,for the instruc-:
.

tional staff O'f theirini-center program may not-6e available.

AlthoUgh there may be- pother' disadvantages to the, establish-

'thent of center -based prograiis due to the nature and needs. of

local .actua eddc'ation.program, the greatest common advantage

is that it does proVide a.sound- operational base from which,,'

adult educition may grOw. The prim,$ry decision that must' be
,

made to initiate-a mini.:centef. proOram' is whether 'or Mot

consolidation of the adult education resources will provide a

better oftortuni:ty for the uni:educated -adult than traditional

part-tithe cl8ses.

- a -
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. IV. ESTABLISHING A MITI- CENTER PROGRAM

In order to establiSh program the

a

the basic mini- center

ersonnel; ;instrbctional materials; program operation, which.

includes the testing program, counseling procedures, Vp'struc-
.

tional activities, and records and reports; and developing a

tt

ing-areas must be considered: acquisition of facilities;
ti

,

; -

sound in-service and pre - service tr4i ni ng -program. ( )

44,4

A. Facilities r,

One'Of the greatest disadvantages of part-time, tradi-

tional adult education programs is the use of regular day _,

Tr

school facilities for riighttime adult classes. Often, if

the classroom utilized is not thereWar classroom of the

adUlt teacher, numerous complaints and prOjems haVe arisen
1.

when adults use another teacher's classroom at night. -The'

. ,

adult teacher has h'ad to- transport his adult *nsfructional,,

'materials to class each night: and has been definitely, limited

in the variety and gpiter of. instrUCtional materialsthat

could-be offered to the' adult StudentS:2,Thefacilities of

,

regular-day school:classes; especially the stiall even-rowed

desks, have been' totally:inadequate for adult education
%

Purposes. Inaddition, adults who attended the night

program in the same school that their children attend during'

fie day have never been able to associate With a separate

.*iiity specially designated for adult education purposes.

C-

-9- 14



With the development of a mini - center program, the

. . . .

. acquisition of a facility or a portion- of an already

established facility becomes one of the first considerations.,

'h

Pnitially, the basic facilities needed for establishment of

the mini-center programs are as follows:

1. Two Fairly Large Classrooms

One ciassrodm would be utilized for the reading

prbgfam and the other for the language arts and mathe-
.

rrgii,:i;s program.

The mostOdeal situation would be a: separate facility

i,or'Oossipiy the use of T-buildings for the adult mini-

center. If this' is not available, the acquisition eif

two regular classrooms within-an existing public school

facility or some other building is adequate; but it must

be pointed out that these classrooms are to be used

scslely for adult education' purposes and are not to be

,

utilized by the regular day school program. The best

situation, if, available, would be a glassed-in office

within one Or both of the.classrodms which would allow

the coordinator or prbfessional instructor to,,provide

individual counseling with the elults and still view the

instructional activities in the center:

It should also be noted ,that speci'ai wiring may also

be needed, espeolally if ai:evading laboratory program

. is 'utilized.'

- 10,-
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2. Adequate 'Shelf Space
0.

Both classrooms should prOvide adequate shelf space

in order to separate and organize all instructional,

materials, available fob use by the students. This

would requir at leas46- two walls of shelf space in el,

room.

3. Tables andChai rs

Each 'claisroom should be equipped with approximately

seven (7)j 'g, tables with six chairs per table, depending

GA 'the siz4e- of the 'room.

4. File Cabinets

,A minirlipm of four file cabinets should be provided-:-
.

one file cabinet in each classroom for use by

studentS, one file cabinet to'be used for/testing

purposes, and one file rcabir1et to be used fOr adminis:4

trative purposes.

5. Teacher' s Desk

Clrice again, the best situation would be a teacher's

desk projided within a small glass-enclosed office area

for ,use by the professional personnel. If this situation

is not available, then the teacher's desk should be

lo.cated in the most secluded part of the room.

I. ,
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Testing Room.

',An additional small classrdom or separate facility

would-also be needed periodically for tesOng,purposes,

although testing could be done within the claisroOm'
if' necessary.

,.Opersorinel

One of the keys to the operation of a successful mini-
,

-g-2°

center program is the selection,
training, and proper'utili-'

zaiioh of personnel. iire initial personn-el needed to operate
a mini-center consists of two professional instructors and
two

paraprofestional,peuonnel, plus a learning center

coordinator whelrould also serve as the local supervisor or

cdordinator fort e total adult education program in that

local school system. Some basic
responsibilities' of these',

personnel are indicated below:

1. lierning Center Coordinator

a. Shall be employed on a full-time basis and serve as

coordinator or supervisor for the total adult

education program in the local school system.'

Shal be responsible.for selection-and training of

personnel to be employed in the adult education

program.

c. Shall be responsible for development of an extensive

public relations
program; coordination of various

local, federal and state
codperating agencies;

recruitment activities; and all other efforts to

promote and sell the program.

- 12 -
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d. Shall be respbnkible for selection of materials

and equipment for instructional purposes in the

center prograni.

e. Shall be responsible for all administrative and

supervisory ob3igations .as he required for admini-

.stering a local adult education program, which

includes correct submission of a1,1 records and

repbrts and budgeting concerns.

Shall be responsiblefor the initiation and support
4

of a volunteer literacy program to reach the

illiterate adults in tAeir communities. og ,!

Oa

g. Shall be,responsible for direct supervision and

evaluation of the instructional program in the,

center, especially in regard tokthe paraprofessional

personnel, and to assist the instructional person-

nel in the center with counseling and instructional

activities when possible.

h. Shall be responSible for surveying the immediate

community and the initial. adult education enrollees

to determine thescheduling for progr6, the

potentiality foroexpension to daytime classes,

curriculum imp'rovemenand varied course offerings

of interest- to the community.

Jr

- 13 -



2. Two Professional Instructors

It- is recommended that those individuals selected

to serve as adult education instructors in the 10,ni-

center _program! not be employed as regular public school

teachers during the day, bdt should be selected from .

those surplus, qualified instructors who have applied

for but have not obtained teaching positions in the

local school system. By checking this area first,

adequate and qualified personnel 'my ifirsecured without

having to utilize regular public school 'instructors;

however, utilization ofL'i'ese individuals would require

'xi

an extensive pre-service training program. It is recow

Wended that one professional individual have-a 'strong

background,in teaching reading and bi utilized solely

(in the reading program, while the other instructor be

designated to handle the language arts and mathematics.

section of the dpgram. The major responsibilities of

these instructional personnel would be as(follows:

t.,

a. To Counsel indtvidually with every adult upon his
1

enrollment in the program. g.

b. To individually diagnose each enrollee's initial .

.?

test results, design an indivddual prescription
)

program of instruction for each enrollee, and

counsel with ham to maintain a continual check on

each student's progress; reassigning areas .of .

instruction as the student progresses.

- 14
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c. To supervise and evaluate the overall instructional

'program, especially in respect to paraprofessional
. ..

assistance-on an individual basis tO-the adult

students.

d. To keep abrgast ofnew materials of instruction

developed for adult education and continually update

the materials available for use by the adult student

in the center.

e. To assist he selection:of materials and equipment

for the instructional phase of the program.

3. Two Paraprofessional Personnel

A minimum of the'two paraprofessional personnel

should be initially employed, one to provide instructional

assistance in the reading program and one forthe mathe-

matics and language arts section. The basic function

of the paraprofessional personnel is as follows:

a. To provide direct individual .instructional assisz

tance for each adult based upon that adult's

program of instruction as set forth by the profes-

sional instructor. The number of paraprofessional

personnel needed to provide adequate assistance to

the adult enrollees would be directly dependent

upon the number of students in attendance.

- 15-
a



C. faterjals of Instruction

The materials of instruction that are utilized in a
.-1 ..,,

mini-:center program should be selected by the instructional
-'I

.

.
personnel in cooperation with the center` coordinator or

supervisor. One of the advantages of a mini-center program

is that it allows for the acquisitions and housing of ,a"wide

variety of materials for use by the adult. Therefore; the

center personnel ihould constantly be evaluating the various

materials uted and be continually exposed to new materials

produced for adult education in an effort to update and

improve. the curriculum offerings.

It also offers the'. opportunity to collect a wide

ir variety of free or ineXpensive supplementary interest.

materials fo'r adults, and samples of new materials`may be

used on a trial basis in order to evaluate thatr effective-.

ness before any bulk purchasing is done.

As the basic center program is divided into the two

major areas of reading and mathematics-labquage arts, the

materials!: of.instruction shall be discussed in these areas.

1. Mathematic and Language Arts Section

As men oned previdttsly, the mini-center facility

should prov e adequate shelf space for display and

organizing all instructional materials. The individual

'programed instructional materials- or worktext materials

may then be cataloged and organized on these shelves so
,that they are easittaeCessible to the students.\..

- 16



o Once students have bpen orientated to die location

of the various materials, they may utilize the material

outlined in their individual program ofnstruction at
,

. their leisui-e and then replace them after they have

completed a specific area of work. r

The following lists of materials by publisher arid

cost-for the mathematics and language arts-section are'

some suggested materials which would adequately supply

an initial mini-center program to serve approximately ,

forty-(40) students. These are merely suggested

materials and do not represerit an endorsement of these

instructional materials over others, as each local

system and/or instructor may have other materials:that

they prefer. The approximate total costs for the

-materials indicated on pp. 32-41 for the math and

language arts section is $850,. Included with this

'section, pp. 42-43, is the 4praxiMate cost ($200.00)

for hose initial testing materials that would be needed .

for the center program.

2. Reading Section

The reading section of the mini-center constitutes

the primary area of instructional concern. It is

important that one section of the center program be

Specifically designated for reading jnstruttion and

staffed by a competent, well :trained reading 1dstructor.

- 17 -
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., Ai Without the special reading.component, the center's

)

instructional program becomes nothing morethan a tra-
.

dttional part-time,program meeting four: days a week

instead of two.
n4

to

. The ideal situation for the reading 'ogram would

be to initiate a complete reading laboratory as the

instructional basis. As a,complete reading lab is

initially more expensive,-funds for the laboritory

instruction approach may not be available'. This does

not mean that a good reading progral cannot de estab-

lished through the use of programed, worktext, and/or

special "kit" or *softwgre instructional materials., In

addition, as in,the math-language arts section, continual

evaluation and exposure to new materials and instructional

programs should be maintained. The reading section shquld

also seek to offer an even greater variety ofsupple-

mentary reading material and special interest material.

The first portion of the 'eading materials lists

(pp. 44-48) includes some suggested software materials

of instruction withyhtch to initiate a mini-cente,^

program; the second section (pp. 49-57) includes those,

materials and equipment needed to establish a basic

hardware reading (laboratory. Once again these are
j,

merely suggested and do not represent an endqi-sement

one material or program over another. the approximate

cost for the software reading program is, $1,850.00,

- 18
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while the bafic reading labotaUry'costs approximately

$11,660.

It should benoted tha4the cost for a basic reading

laboratory program varies considerably depending upon

the 'amount of materials needed and the necessity for

.

initial purchase"of all equipment and furniture.. The-

proposed laborator,pincluded iii this narrative consists
0

of a readiness level through the eighth grade leyel

with, all basic instructional equipment and furniture

' necessary. Local programs which may be able to provide

some of the equipment and furniture could reduce this
1$.

r, f ,

'4 cost by approximately $1,650. If tlib. ., *
jocal system chOSe

..

"iis#N ' . , . t4,. ;
. 4.

% to inftiate a i.eadin9 program from the readiness level

-,* ,through thesi-xthgrade level, the cost would be reduced
of,

.

approxiffiately $2,520. Materials to extend the reading

Taboratory program through the secondaiy level may be

,

added by extendinthe word Clues Vocabulary Development

Workbooks through the "L" level 'And the "Listen And'Think"
m r 0

..

Series through the."I" level for an additional cost of,
4

'approxiqtely $250.

D. Program Operation

As mentioned previously, local programs initiating mini-
-

centers will naturally do so as dictated by their local

situation and need. The same is. true of the method of

operation that they deplby. The ftillowing methodof

operationis suggested as a guide for initiating a Tenter-,

based instructional program and may be altered to fit
,

- 19 - 74



'individual local
rt'eeds;

however, the basic
concept that a

center-based
instructional

program must
include is aconsistent

testing and
counseling

program
coupled withprofessional

diagnosis to
develop h

ndividdal
prescription

-programs of
instruction.

1.
Counseling

°
One of

the keys
to the

operation of any
successful

adult
program is the

development of an
honest,

sincererelationship
or "rapport"

between the adult
education

personnel and the
student. Adult

education
instructional

personnel and/or the center
coordinator,

because of
their

regular and close
contact with the adult

student,
are the

individuals who moi
perform the dual

role ofTeacher-coUnselor.
Through their

personal
reTationship

Ath the adult
studentand

firsthand
knowledge of thestudent's

trengths,
weaknesses,

interests, andambitions,, the
instructional

personnel are in the best
position to

influence
attitudinal and

behavioral
changes.

4;therefore,
instructional

personnel should have a general
awareness of basic

counseling
proCedures and obtain as

much
information

as possible
aboUt each

student'sgeneral
background in order to

respond'
constructively,

in a
counseling

situation. The
specific

counselingactivities that may be
performed are as

follows:
a:

Orientation about
enrollment,

program
philosophy,testing, and the

instruaional
program.-

s
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c.

1:11: 7
iv

li -entry-exit, concept, students ,may, entry at any stitiie at -,

an,,,iivel off achi evenfent , attend as often as .they wi sh , -.1

-. 14
..4 , . z

- and stay as long asrttiey are interested. Regardless of

, ... t..jiihet time a student enters, the initial enrollment is
.

> most critical, as first impesvions are lasting ones.

4
.

: I

b. ,Test diagnosis' and' counseling with each' student to'
i .

develop his indiVijdual prescripton program of .
,.. . . .

\: ,

instruction. ,._ r
c. General awareness to -adult needs' and problems.

- . --z

.d. Knowledge and, use of, referral servicet.

e. Continual evaluation of student progress and _attitude.
a- -,

2. £nrollmeflt

J

As the mini-center 'program is basecron the open.

The center personnel should be aware that adult students

have had a difficult time decidi% to come back to
t -, school and they are usually nervous.and

,

In a center-based program, it is tremendously
.

, important that the' adult perLnnel extend an individual %,

.---
individual

::- --, . . . .

warm an friendly. welcome in orclet- to -put the studegt

4
:j at ease d c'bnduct an i,ndividual tnterview with each

; , -
1 .-

enrlee Nothing is more effective in. the enrollment
.

procedure than an interview. Some of the basic, functions

of the-interview are a4 follows:
-

a. It is an excellent diagnostic device and may be used

to ascertain an approximate- rade:level for initial
-,

testing 'purposes .9d for initial placement.
3

ij

4-
°'
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b. It enabjes the adult personnel to get to know 'a

great deal of information about the adult's aims

and purposes for 'attending the' prograrfl,

c. It allows for the establishment of a genuine rapport

:between the program personnel ", and the student.

d. It provides the best possible vehicle for orien-

tation of the studehI,tO the testing and instruc-

tional program" to eliminate many fears that the

adult might have conotrning his coycept of school.

- 3. Testing

A comprehensive adult program.must incude a syste-
,

matic plan of gathering and maintaining information about

student placeirent, progress, and AlevelOpment and use of'

.114a variety of evaluation technes. This is an important

phase of the program in order to:
,.

a. Determine in4lal, placement. .

0

b. Diagnose specific strengths and deffciencfes in .the

basic subject mat-ten areas`in order to develop an

individual prescriilon program of instruction to

correct -these deficiencies:

c. Deterpine student wrgress, achievement, and

personal development.

"a.

.! a

d. Evaluate stddent' sl prograni of instruction for

effectiveness.

e. Help student se hij progress.

Ji



. . e, l '' ,
'Informal testing such as the' interview, oral reading . I:

, : ' ."
reading inventory, checklists, locator tests, etc., may ,

, v _
. .-c

ca be used to determine the approximate level for'inittal ' :..

A. pliacement or further coMprehens-ive testing. The instructor

should first want to determine the,instructional sreadjhg
,,

, level of each student, whi,h can be more effectively.
i

4,

done through informal testing procedures b,ecatise there is
)

always danger ;in
F

standardized to adults too

soon. However,. proper orientation to the testing prograni.

should' eliminate the testing fearS Of the adult:

The!tstandardized test in. the center program is used.
basically for the following purposes:

a. To initially diagnose student deficiencies in the

'asic subject matter areas.

b. -.To determine individual student progress by grade

level of achievement.

. To provide information for evaluation of program

effectiveness through valid reports.,rr

d. To determine students' eligibility for certification
fi

of competendy in, various levels or goals of achieve-

meet. .

The initial diagnostic us4 *of the standardized

achievement test is most important in a center -based

_instructional approach. t It it used for' diagnosing

specific' strengths and deffciencies in the basic

subject matter areas in order that an individual-

, prescription program of instruction may be'developed

-23-
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to,correct the specific area of weakness. The profes-

sional personnel must be well trained in the area of

prier diagnosis of testing results in order to effec-
%,

tively implement the progrim.

4.`- Instructional Activities

el)

Once the vofessional adult education instructor has

counseled with the student and diagnosed his deficiencies,

he must then 'develop .an individual prescription program

of instruction. In order to accomplish this, the center

staff should develop a preicription program sheet for

language arts', math, reading, and an optional supple-

mentary interest program sheet. Detailed knowledge of

the materials of instruction available in the thter

must be understood by the professional 'personnel in

order to prescribe the various instructional activities

in specific materials that will seek to correct his

weakness in each skill area. Once again, a comprehensive

training program is ,required and the development of an

initial prescription program sheet must be completed.

A sample of some prescription program sheets may be

obtained upon request.
;

The professional, instructor should once again indivi-
;

dually counsel with each student.4 explain his test

results, diagnosis of these results', and the, program of

instruction to which he is assigned., thts,meets with

the student's approval, he is then .released to initiate

116
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his learning activities at hiS own convenience and-ate

. of progress. Directing the student to thevarious,-

materid&of instruction to be used in hiS course of

study and providing individual inStructionalpassiiance

are the primary responsibilities of the paraprofessional

personnel in the center; although these functions '1..e

_ .

also the duty of the professional people.whan possible.

The student should also be provided with an individual,

file folder (a manila folder with his name on the tab)

in which he may keep his prescription program sheet and

file this in the student file cabinet furnished in the

-Center. When he returns, he may retrieve his folder,

continue his activities, and file,it back when he leaves.

The instructional personnel should continually seek

out students to offer assistance and not wait until

assistance is directly requested. They should contin-,4

ually monitor each s'tudent's progress to determiri

retesting and reassignment of new areas of instructional

concern, provide special interest materials, and

provide inOvidualacknowledgement of student success

or progress.

5. Records and Reports

The effective mini-center in adult education

incorporates awell-designed record system. This record

system should include the following:

"112 a. Application foy4 Admission , The admission application

- 25 -
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provides demographic-data'on the student for the

teacher or counselOr. It is'an excellent source of

inforihation to Use during the initigl interview

with the student in developing rapport. The admis-

sion form also provides space for initial placement

scores.

.

,b. Daily Sign-in Sheet - The mini-center pperation
,

permits the student to come and leave as the student

deems necessary; therefore, a daily sign-in sheet

is iMperative for accurate attendance data. The

attendance information is required by the State

Department of Education-Bureau of Adult and Community

Education, when financial reimbursements are'made.4

c. Individual Attendance Sheet - The individual atten-
I

it.

dance sheet, provides space for th hours that a

student attends the minicenter f
4

, one fiscal year.

The recorder extracts the hours of daily attendance

for each student from the daily sign-in sheet and'

records the hours on the individual attendance sheet.

This data is valuable to the teacher'or counselor

and is vital information in making the monthly

attendance report to the State Department 'of

Education.

d. Form DE-505 - The Individual Student Five-Year

PerManentiRecord. This form is provided by the

State Department, and should be maintained for use in

-26-



complet{ng the annual evaluation report and for

informat*Ort_aa_students after they compute the

program or drop. may be used instead of the

Individual Attendance Sheet, -Of preferred.

6 Forms DE-508 and DE-508-B - These form's are provided by

the State Department of Education. Form 5084 is used

for Adult Basic Education students in attendance on a

monthly basis; Form 508 is used for_secondary level

adult students (Act 252) on ,a monthly basis.

7. Annual Evaluation Report - Forms DE-503 and DE 503-A

These annual report forms are provided by the Bureau of

Adult and Community Education. They compile cumulative

data on adu)p.students in attendance in a given school

system during the fiscal year.

The Mini-Center Monthly Progress Report. The information

gathered for this report providei the local and state

administrators of Adult Education with the growth and

progress of given adult mini-center or a cumulative

report for two or more mini-centers. (Copies of the above-
.

, . ,

mentioned forms and reports may be obtiined upoh request.)
?

E. In-Service and Pre-Service Training Programs\

0s,noted previously, the initiation of a mini-center
a

program seeks to provide a corps of adult education personnel

-*:specifically trained to operate a center-based instructional

program. Even if the personnel employed to operate the

educator:center program are not full-time adult educato or if adult(

- 27 -
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education is-their only edudational employment, 'training

must-be provided prior, to the establishment of the center.

Without question, the best training program for personnel

engaged in a center -based instructional program should be

provided through practical experience in an'already existing

center., As there are a number of center-based programs

currently operating in' the state ,t_zit is suggested that

local systems wishing to initiate a center-based program

provide pre-service training for their potential center

personnel in these existing Centers. Once a local center

has been established by these trained individuals, they may

initiate training for future employees within their own.

program.

Basically., the major areas of training for a center-based

*r-?instructional program should include: .

a. Understanding the adult student and striving to meet

his needs.

b. Understanding and developing skill in using all equip-

ment, espetially in a reading lab, and materials of
.

instruction. 1

c. Knowledge of the arrangement of materials and equipment.

:d. Developing poise and tact in Working with the adult

student.

e. Understanding of a center program's philosophy and

operation.

-28- (
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f. Understanding and -developing skill in proper

placement, diagnosis, and assignment of individual

prescrilption. program of instruction.

t

The time required to give the trainee a chance _to familiarize

himself with these areas is, approximately ten to twelve hours.

Howelier,in order for the trainee to feel confident working with

,
the students, additional work timvnay be required, depending on

the individual.

F. Evaluation

P.

...

In order to continually seek to improve the center

program, constant evaluation activitipst should be imo1lemented

such as:
/ I

1. Administrative personnel should insure that accurate,

up-to-date records and reports are maintained in order

to provide a correct statistical base for evaluating

the success of the pi-ogram. i .04

2. Instructional personnel shouls: be continually trying

out new instructional materials to evaluate their

success, maintaining a continuous ch&ck on each student'-s

progress, and updating supplementary materials based
-.* .

upon various student interests.

I. 14tudent evaluations should be encouraged by the staff

. to .aissils.friiin determining strengths and weaknesses, of the

4ogram.

4. Center personnel should be evaluated periodically by

. . A
.

their immediate supervisors. (A copS, of a sample personnel

evaluation form is enclosed on page 58.)

4...........

-29-
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V. COST ANALYSIS .

As mentioned previously, the cost for establiShing and

:operating a mint-center program would vary for each local

.system. The following schedules are ener9sed as an estimated

cost which the local syi terns 'nay as a guide.

A. Schedule A - "Instructional- Costs for Mini-Center Program

Without Reading Laboratory"

The itemized expenditures indicated on Schedule k, p..57,

) are for two pai-t7time professional instructors and two

part -time paraprofessional personnel with retirement benefits

Ilandin-service costs for twelve Hours of training. The

:instructional materials costs are estimated for a mini-center

utilizing a software reading program based upon the materials

listed_on page 59. These expenditures are, based on the

operation of a mini-center program for four night's per

week, three hours per, night, for a full 36-week or nine-month

-program.

B. Schedule,B - "Instructional Cbst for Mini-Center program

With Reading Laboratory"

The itemized expenditures indicated on ,Schedule B, p. 60,

are for the same number of personnel, length of program,

etc.; as explained above; however, the materials of

instruction and equipment costs are included for a complete

'readiness through the eighth grade level reading laboratory.

'30
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m

yr

C. Schedule £ - "Fuli,Tiffe Coordinator Costs"

Schedule C, p. 61, reflects the estimated 'cos'ts for a

full-time Adult Education Coordihator on a local level with
.

$1,000.00 for travel expenses; prorated retiNment benefit's;
t

and indirett costs. This administrative cost schedule is

once again variable in figure. For example; if a local

systeM wishes to hire an individual and designate. his

position as Supervisor of Adult Education, the local system.

Would have to Pay the difference between the $9,000.00 basic

grant anti the normal rate of pay>, for the supervisory
1j A

position in that system. If a 1oCal system receives funds',

for a ftill-tiffe.coordinator, it must be understood that the

individual employed mist devote 100 per cent of his tiMe,to

adult education and is the sole adminitrative personnel for

the local adult education program. Some local systems may

'wish to utilize the full -time coordinator of Adult Education

as one of the professional instructional personnel for the

mini-center program, and thergfore cut in half theinstruc-

tional personnel cost for the mini-center. (See Schedule C, -

page 61-.)

- 31 .c
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MATHEMATICS AND LANGUAGE' ARTS.

PROGRAM



urt-Brace and World

4640° ry Hi nes Boulevard

Dallas, xas 75235

Language Arts Material

. t

Quantity

,

Uni t Complete Description Unit Pri 'fiotal

_

- 20 ; 'ea English 2200,.314008 -9., w/o '
tests, plperbound 1`.,9 , - 39400 , t:

--"':' I '' 10 ea Tests, Er(91 ish 2200, 314040-5 ,' . .45 .4.50 .`

-3 ea - . Teacher's Manual, English 2200 ..30 .90

15 ea English 2600, 314345 -2, w/o .

.)

tests, paperbound 2.64 . 39.60
. , :

10 ea . English 2600, 314355 -X, tests' .54 , 5.40

3 ea Teacher's Manual, English 2600 .30 .90

3 - ea English 3200 ( B14848-9 ) , .w/o -

tests, paperbound a.85 8.55

1 ea Tests for English 3200,3l4869-13200, ,45 .45

1 ea Teacher's Manual, English 3200
314858-6 '.30 .30

99.60

=

I

O



.
.t

. 7 ,

Language, Arts. Material
,.

General Learning ,,CorpOration

250 Jame,stSireet.,

Morristovi6, New ler:Sey 07960

Quantity Unit

..__
5 ea

,

.

Ir
;

"to

1.

t . ,

Colnpl ete be's ori ptron ..Unit Price Total ,

BS
.. $.

'

UsageEnglish. Usage Lessons 1-20 .

,(CAP 152) 14.75 73.75. ,

a.

ft.

4.

1

- 33 -
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-
Mathematics and ,Language Arts Material

' Order Depaarrent ./
Science Research- Associates
.259 East ie Street
Chicago., Its) inoit. 60611 ,

19

Quantity Unit

1 kit

ki t

s

Complete Descri pti on Unit t Pri ce Total

COMPutati orial- Skil 1 D(ve4 op-
meat Ki at (33350 ) 72 50 72.50

, We Are Bl ack Ready Lab
(3-62B0) 55.65 55.65

128-.15

1.

ti

I

- 34
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Mathematics and Language Arts Material

McCormick-Mathers Publishing Company

300 Pike Street'
Cincinpati,%Ohio.'

fI

I.

Quantity Unit Complete Descriptions Unit'Price
'1.

-,.

5 . ea Making Mathematics Plain (9 -12)

'(B9879=000-9) _ : '..

5 ea, ! Answer Book - Making Mathematics
.1 Plain (B9879-051-3)

3'

ea Essentials of English-Firs

. ea

ea

ea
1.35

ea

4C1

Gr 9 (B9651-0009)

Teacher's Card Manual:(Box)
Book 1 (B9651-1595) .

Essentials of English - Second
Book (B9652-0004)

Teacher's Card Manual for'Second
Book (B9652-159=0)

Plain English Handbook
(B9816-000-5) -

ea- Plain English (51-'7) (A9807-000-9)

ea Plain English 7 - Teacher's
Annotated Edition

44-

-35-

Total

>1.95 9.75'

.36 1.80

1.29 '3.17

4.05

1.29 3.87

4.05

1.17 5.85

.99' .4.95

1..29 1.29

illfr?,

39'. 48-
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t.



Mathematics and. Language Arts Material

1

Cambridge Bobk Company
488 Madison Avenue
New York, New York 10022

Quantity

15

5

,15

1

3 ,

,

ea 'Interpretation of Reading
Materials in the Social Studies
(26150X)

3 --. ea,
Iriterpretation of Literary Materials

(261305) f,

Si

r

Unit -'Complete Description'

ea Introduction to Arithmetic
(890017)

r

Unit Price Total

ea General ,Mafhethati Cal Ability

(261208)

ea Introduction to English

ea

- (890009)

Correctness and Effectiveness
of Expression -(261607)

2.95 14.75

,I' 2.22 33.3ft-

2.95 14.75

2.95' 8.85

2.95 8.85

122.65

4
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McGraw Hill
Elm at Houston
Dallas, Texas 75202

Mathematics Material

Quantity ,Uni t Complete Des cri ptioi

5 ea _ 061-8736, Book -12; Understand-
rrg -A-1-geb rya

5 ea 061-8744, Book 13, Using
Al gebra

- 37. -

r

r -
$

0

Unit Price Total ,

1.29 6.45

1.29 6.45

,f4

.12.90
41-



Mathematics .and Supplementary Interests Material
.

Steck Vaughn Company.
P. 6. Box 2028
Austin, Texas

Quantity Unit Complete Description. Uni tj Price Total

W6rking with Number's - Math
Refresher (0-8114-0086-7) 1.14

5 ea Algebra, Book I 1.14 5.70

2 ea English (0352-1) 1.44. 2.88

2 ea- Social Studies (0353-X) 1:44 2.88

2 ea Natural Science (0354 -8) 1.44 2.88

2 ea Literary Materials (0355-6) 1.44 2.88

2 ea.
,

Mathethatits (0356-4)' 1.44 2.88

5 ea Basic Science for Living
Book I (0191-X) .99 4.9'r

5 'ea Basic Science for Living
Book II (0192-8 .99 4.95

58.59
4
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Supplementary Material

Reine Stationery Company
-4001 Florida Boulevard
Baton Rouge, Loilisiana 70896

Quantity Uni.t Complete Description Unit Price Total

3 ea Webster's-Seventh "New
Col 1 egi ate Di cti onary

Supplementary Materials

'Field EdocationalPublications, Inc.
680 Forrest Road, .N. E.

.Atlanta, Georgia- 30312

7.95 23.85

14,

4

Quantity Unit Complete Description 1 Unit Price Total

_ 1 er Ciao - Teacher Lea ing Aid
,

(03501) 49.50 49.50

- 39 -
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Supplementary. Materi al

A. J. Nystrom & Co.

3333 ilston Avenue
Ghicago, ILL. 60618

Complete Description Unit *ice TotalQuantity Unit

1 Wn2000 Geographic Concepts Program
/ 10 Cassettes,pdiagnostic tests,

Map Symbols, Teacher's Guide 115.00 % 115.00

1 9-376 Globe, 12", Phys.- Political
.Vacuum formed, gyro-disc

\ .

laminated, raised relief . 28.25 28.25

1 FM1 Learning to Use a'Map 15.50 19.50

1 FG1 Learning to Use a Globe (set 1) 19.50 19.50

1 FG2 Learning to Use a Globe (set 2) 19.50 19.50

20.14,75

t,

- 40
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Supplementary G.E.D. Materials.

Acadiana Educational Media, Inc.
P. 0. Box 2999
Lafayette, LA 70501

Quantity Unit Complete Description , Unit Price Total

5 kits Self-Development Computers $307.00 $1,535.A0
(includes computer, electric
pack unit, and cassette
player/recorder)

2 series G.E.D. Skill Pack Series
(includes English, Math,
Science, and Social Studies
instructional materials)
(It, is suggested that the
program lesson sheets be
laminated, back and front,
to reduce wear with perfo-
rations made after. the
sheets have been laminated.)

-11

- 41 -
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1,035.00 2,070.00
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Testifig Materials

California Test Bureau
McGraw Hill Publis,ing Company
Manchester Road
Manchester, Missouri 63011

. .

Unit Price TotalQuantity Unit Complete Description' ,

1 box TABE Level D Scoreze (467) 22.50 22.50

:

1 box TABE Level D Scoreze (468) 22.50 22.50

1 box_ TABE Level D Scoreze (469) 22.50 22.50

5

;'

,.,

pkg.

of 25
Profile Sheets/Analysis Of
Learning Difficulties, Level E . 1.00 , 5.00

.5 pkg. Profile Sheets/Analysis of
of 25 Learning Difficulties, Level M

4r ..

1.00' . 5,00

10 pkg. Profile Sheets/Analysis of
25 Learning Difficulties, Level D 1.00 10.00

1 pkg. C.A.T. Advanced 9-14, Form W
1 of 35 Test Booklets. 9.10 . 9.104 .

1
e

pkg. C.A-T. Advanced 9-14, Form Y
of 35 Test Booklets 9.10 9.10

1 pkg. TABE Level E
of 25 ' Test Booklets ; 6.00 6.00

1 pkg. `TABE Level M
of 25 Test Booklets 7.40 7.40

1 . pkg. TABE Level D
of 25 Test Booklets 7.40.. 7.40

1 . pkg.
. Practice Exercises & Locator

of 25, Test (TABE) 2.50 2.50
, .

1 box Advanced Level Scoreze #570 22.50 22.50

No
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California Test Bureiu
(conti nued)

Quantity Uitit . Complete Description 'Unri t Price Total

j

i

1

2

2

box Advanced Level Scoreze #580 22 :.50 22:50--

box 'Advanced Level ;Scoreze #590 22.50 22.50

ea Examiner's Manual for
Advanced Level

pk Student Profile Sheets
with Diagnostic Analysis

- 43

75 ):50

2.00 '4%00
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Sc ence Research Associates, Inc.
25 rie Street
Chicago, Ill. 60611

'Unit Price Total.Quantity- Unit Complete Description

1 kit -Reading for Understanding
(RFU Junior Edition) 3-3500 44.55 44.55

'30 each Student Book 33510 .33 9.90

1 kit RFU General 3-5375 44.55 44.55

30 each Student Book 3-5376 -.33 9.90

1 kit Reading-for IA 3-1800 69'.95 69.95

4

20 each , "MY Own Book for Reading and
k Listening" 3-1811 .81 16.20

1

1 kit Reading for Lab IIC- 3-5250. 74.95 74.95

20 each Student Record Book 3-5272 .58 11.60

1 kit Reading Lab IVA 3-2200 74:95 74.95

40 each Student Record Book 3-2210 .58 23.20

4,
379.75

7

-44
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',I-1.3,-1es E. Me rill Publishing Company,
13070 Al Um Dri' 4.

CO1 umbus , Oh pr) 43216

Quantity Unit Complte Des cri pti

10 each Modern Ski 1 leTextbook I
# 6316

10 each Modern Skill Textbook I-I-

# 6326.

10 each Modern Skill Textbook III

# 6336

1 TE ea #' 63i 6 , # 6326, # 6336

a

).

Unit Price Total

/15.00'

1:50 :15.00

1.50 15.00

1.50 4.50

49,50

45



Field Educational Publications, Inc.
680 Forrest .goad, N.E.
Atlanta, Georgia 30412

4.

.
quantity Unit v Complete Description

0

Uhit Price Total'

kit # 06001 Target Red : 192.00 ..4.192.00 :
.. . .

kit # 0610114 Target Brue ',
..

.192.0D., 192..00

kit

kit'

kit

kit

# 06050 -6 Target Yellow , 12.00

# 06201 farget.Gfeen 192.00

# 06301 Target Orange 192.00

# 06401 Target Purple
4

196;50

.;

..1

,r 461c-
ti

192.00

19.2.00
- ,

192.00

'196..50

1,152.00,



Dolta Visual, Inc.
715 GirOd
New Orleans, LA 70,130

Quantity Unit Complete Description

1

1

1

.1

1

1

- 1

1

1

1

,1

Unit Price Total,.

33700-7

337004-5 .

337005-3-

' Study Skills Kit C

Study 'SkiM Kit D

Stu is Kit E

18.40

18.40

18.4Q

18:40

18.40

18.4o

337006-1

437023-i

Study Ski ls Kit F

Study Skills Kit CC

18.4O,

18.40

.18.40

18.40

37024-X Study Stalls Kit , 18.40 18.40

337025-8 ,Stbdy Skills Kit EP- 18.40 18.40

337026 -6'

337043-6

Study S4 611s Kit FF,

Study Skills Kit CCC'

18.40

118.40

18.40

18.40

337044-4 Study Skills Kit DDD 18.40 18.40

337045r2 'Study Skills Kit EEE 18.40 18.40

537046-0 Study Skills Kit FFF 18.40 18.40

337901-8 Teacher's Guide 1.00

sil 221.80

- 47 -

,
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a

Reader's .Digest

Educational Divisi-on

Pleasantville, N.Y. . 10570

Supplementary Material ,

.4 ...

.

Quantity Un'it Complete Description' Unit Price -total

1 kit Adult Reading

4

t

I

- 48-
,

A

ti

48.50 48.50 -

I
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EDUCATIONAL DEVELOPMENTAL LABORATORIES
INSTRUMENTS & FURNITURE FOR MINI-LAB

UNIT
QUAN. .i. ORDER # DESCRIPTION PRICE TOTAL

'2 110015 Aud-X Mark 4 Projector and Cassette $ $
Audio Units .

530.00 1,060.00'

2- 116010 Aud-X Table Top Pr'.Ojection Screens 12.50 25.00

18 '.A-0483 Wolensak Headphones" (600..Ohms) 12.9'5 233,10

1
*
110022 ControlledReader Senior (EDL) 260.00 260.00.

1 110025 ContrOlqed Reader Processing Motor, 120.00 120.00
, 4

2 110018 Cohtrolled Reader Juniors (EDL) 210.00 420.00
r ,1

1 ', 110026 Tach-X Tachistoscope 198%00 198.00

6 170062 Dust Cover for CR, TX, & Aud-X 1.00 6.00

2 170004 Dust Covers for CR 1.00 2.00

2 A-0510 Smoked Plexiglass Dust Covers for
Wollensak-25152AV Decks 9.95 19.90

2 2515AV WofTens&Cassette becks mountedin
Learning Stations and specially wired

, ,Three-year warranty on 0-peripheral
eDriy 179.95 355.90

.

--

10 , 1.075 100 Flash-X Tachistocope (EDL) 8.80 88.00
yr-

4 CYK Spare (amps for-Aud-X Unit (400 Watts
Rated it 200 Houri- of operation) 7.05 31.40

L _
. Spare Lamps for TX, & CR Seniors 6.40 .25.60

, -

-,.

.. 4 CAX Spare,LamPs'for CR Jr. 4.00 t16.00

175523 Mobile Instrument Cart with Walnut end
Panel and Power 'Cord 96.65 - 96.65

2 175512 d-X Table, Secondary- 128.00 256:00

2 175514. Two Position Learning Stations with
one set cut for 2515AV Cassette pecks
and specially, wiredv

1 Model B DaLite Lenticular Screen Mounted with
Brackets (Installed)

g.

275.50 551;00

54.50 54.50



23,

EDUCATIONAL DEVELOPMENTAL LABORATORIES
LEARNING 100 COMMUNICATION SKILLS SYSTEM
MATE }IALS OF INSTRUCTION ,'

UNIT
QUANT. ORDER # DESCRIPTION PRICE

1 319000 Instructor's Manual L-100 7.50

0.

1 319301 Cycle Lesson Plans RA-AA .

1 319302 Cycle Less n Plans BA t

1 319303 Cycle Lesson Plans CA

1 319304 Cycle Lesson Plans DA

1 319305 Cycle Lesson Plans EA

1 319306 Cycle Lesson Plans FA

1 319600 Scope and Sequence Bulletin L-100

1% 319601 ' Performance Objectives Bulletin L-100

.1
801906 Reading 300 Teacher's Manual

1 201051 Set CR-MT Motility Training Filmstrips

I 201050 Set CR-AD Controlled Reading ACcelerated/
Discrimination Filmstrips

I 207100 Set TX-ABC Accuracy Fi4mstrips
. .

1 337061 Study Skills Orientation Kit D-J

1 20/101 Set TX-DEF Accuracy Filmstrips

1 219045 Set AX-DEFA Word Attack Review Cassette/
Filmstrips DA-FA

3 30750i Flash-X Discs Set. X -3 31.75

3 307504 Flash-X Discs Set X-4 -3.75

,,..

'307W9,_, Flalh-X et:X;-9. 3.75,
ts--- ,-

, ,- . . I

10 319005 .. Aud-X Word Attack Review DEFO3ooks .90

219104 Set TX-DEFA Word-Recognition and Spelling
Filmstrips DA-FA

50- .

1

TOTAL"

'7.50

3.00

3.00

3.00

3.00

3.00'-

3.00

.75

.75

7.5s)

52.50

/

35.00

62.50

6.00

62.50,

234.00'

55.00

14.25 -.

11.25 4'-

4
11.25 .,.,

MP -=--
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EDUCATIONAL DEVELOPMENTAL LABORATORIES
LEARNING 100 COMMUNICATION SKILLS SYSTEM.
MATERIALS OF INSTRUCTION.'

gs

OANT. ORDER # DESCRIPTION UNIT PRICE TOTAL

1 219041 Set AX-RA Word Introduction

I- Cassettes /Filmstrips, 163.00
:-, I

2 1 . ® 219042 Set AX -AA Word-ltxtroducti-on

Cassettes/ Filmstrips 468.00

7
-. 219101' Set TX-AA Word Recognition:Filmstrips . 25.00

1 219221 Set CR-PT-AA Prdcessing Filmstrips 87.50
1

1 219201 Set CR-AA Story Filmstrips 87.50

1 3149411 .GO Answer Key AA 1.00

3 319501 Set FX-AA Flash-X Word Recognition Discs 6.00 `18.00

2 4953 -337K Ryton Kit (To Make Books Non-Consumable) 16.40 32.80

6

1

,4-.. Ryton,Cleaner (6 Units, 4 oz. ea. ) 6.60

219043 t et' AX-BA Ward i4ntroduction Cissettes/ '

39.60,

Filmstrips 468.00

1 219102, Set TX-BA Word Recognition Filmstrips 18.00

1 219222 Set \CR -PT -BA Processing Filmstrips 87.50

1 219202 Set CR-BA Story Filmstrips 87.50

1 319412 GO Answer Key BA I) 1.00

3 319502 Sei FX-BA Flash-X Word Recogniti-onDiscs 4.50 13.50

1 219044 Set AX-CA Word Introduction Cassette/
--I Filmstrips 468.00

1

.
-;-Set TX-CA Word Recognition Filmstrips2191687 1/00 7)

ft,
,-,...,-,...a

1

,
1..,-,219223 Set cR-PT-CA Processing Fi Tms tri ps 87.50

1 219203 Set CR-CA Story Filmstrips 87.50

1 319413 GO Answer Key. CA 1.00

3 319503 Set FX-CA flash-X Word Recognition Discs 4.50 13.50

- 51
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EDUCATIONAL DEVELOPMENTAL LABORATORIES
LEARNING 100 COMMUNICATION SKILLS SYSTEM
MATERIALS-OF INSTRUCTION

? UNIT

QUANT. ORDER # DESCRIPTION PRICE TOTAL

1 337403 Study Skills C Science, Small-Group
Use Kit

1 337423 Study Skills CC Sod-al- Studies, Small
Group Use Kit

1 , 337443 Study SkillsCCC Reference, Small Group
Use K

1 419005 Set L -DA Listen Cassettes

, 1 337404 Study Skills D Science, Small Group
Use Kit

1 337424 Study Skills DD Social Studios, Small Group
Use Kit -

43.00

43.00

43.00

115.00

43.00

43..00

1 337444 Study Skills DDD Reference, Small Group,
Use Kit

i

;43A0

1 219204 Set CSR -DA Story Filmstrips 87.50
- -te

1 319414 GO Answer Key DA 1.00

.3 319504 Set FX-DA Flash-X Words Discs 3.85 11.55

)
219244 Set CR-CPDA Comprehension Power Filmstrips 52.50

1 419016 Set LR-EA Listen and Read Cassettes /7"--."- 115.00

, .

1 337405 Study Skills E Science, Small Group Use Kit 43.00

1 337425 Study Skills EE Social Stu es,'SRal' l

Group Use Kit 43.00

1 337445, Study Skill's EEE Reference, Small up
,

Use Kit '. 43.90 ,

1 219205 Set CR-EA Story,rilmitrips 87.50

1 319415 GO Answer Key EA - 1:00

,

3 319505 Set FX-EA Flash4 Words Discs 4 3.85 11.55

52 -

) . .
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EDUCATIONAL DEVELOPMENTAL LABORATORIES
LEARNING 100 COMMUNICATION SKILLS SYSTEM
MATERIALS OF INSTRUCTION

QUANT. ORDER #
UNIT

DESCRIPTION PRICE TOTAL

1 219245 , Set CR-CPEA Comprehension Power
Filmstrips

1 419027 Set LR-FA Listen and Write Cassettes

1 337406 Study Skills F Science, Small Group-

:337426 Study Skills FF Social Studies, Small

(

Use Kit 43.00

'11' 52.50

115.00

Group Use Kit 43.004,

337446 StudySkills FFF Reference, ,Small Group
Use Kit

219206 Set CR-1-A Story Filmstrips

1 319416 GO Answer Key FA

3 319506 Set FX-FA Flash-X Words Discs

219246. Set CR-CPFA Comprehension Power
Filmstrips

10 301100 Look and Write Eye-Hand Coordination :
Workbook

Aud-X Study Guide RN

Aud-X Study Guide AA

Tach-X Word Recognition Book RA-AA

CR Study Guide.AA

319401 GO Volume AA (Including RA)

Set FX-XO Blank Flash-X Discs

10 319001

10 319002

10 319101'

10 319201-

10

3 307500

10 311003

10 319102

10 319202

Aud-X Study Guide BA

Tach -X Word Recognition Book BA

CR Study Guide BA

10 319402. 430 Volume BA

43.00

87.50

1.00

3.85 11.55

52,50

1.85 18.50

.90 9.00

1.90 19.00

1.55 :15.50

1.15 11.50

2.25 22.50

3.75 .11.25

1.90 19.00

1.55 15.50

1.15 11.50

2.00 20.00



EDUCATIONAL DEVELOPMENTAL LABORATORIES
LEARNING 100 COMMUNICATION SKILLS SYSTEM
MATERIALS OF INSTRUCTION

UNIT
QTY. ORDER # DESCRIPTION PRICE TOTAL

10. 319004 Aud...X Study Guide CA

10 319103 lach -X Word Recognition Book CA

0 319203 ck StUdy Guide CA,

10 319403 GO Volume CA

10. '319354 L.:DA Listen Lesson Book

10 319104 Tach-X Word Recognition Book DA

10 319204 CR Study.Guide DA

10 319254 Reading Efficiency Check DA

10 319404 GO Volume DA

10 319355 LR-EA Listen and 'Read Lesson Book

10 319105 Tach-X Word Recognition Book EA

10 319255 Reading Efficiency Check EA

10 319405 GO Volume EA

10 319356' LW-FA Listen and Write Lesson Book

10 319106 Tach-X Word Recognition Book FA

10 319206 CR Study Guide FA

10 319256 Reading Efficiency Check FA

10 319406 GO Volume FA

1 233101 Aud -X Dictionary Series 1-15 Cassette/
Filmstrips Set

1 32303b Aud-X Act-O-Masteri Replacement Copy

10 323101 Aud-X Oictionary Skills Lesson Book

1 219605 Controlled Reading Multi -Media Set MM-EA

-54-

1.90 19.00

..1.55 15.50

1.7Q 17.00

.2.00 20.00

1.68 16.50 ,

2.30 23.00

.1.70 17.00

7.00

2.25 22.50

1.65 16.50

2.30 23.00

.70 ,7.00

2.25 22.50

1.65 16.50

2.30 23.00

1.70 17.00

.70 7.00

2.25 22.50

1,05

185.00

5.00

10.50

202.00



eti

EDUCATIONAL DEVELOPMENTAL LABORATORIES
READING 300 COMMUNICATION SKILLS SYSTEM
MATERIALS OF INSTRUCTION'

1 =

1

1

10

l
10

1

10

1

10

4

3
,

10..

ORDER # DESCRIPTION

431029 Listen and Ftead GHI, Album, 1 Cassette 115.00

331009 Listen andead GHI, Album, 1, Lesson Bk. 1.40 14.00

431030 Listen and Read GHI, Album 2, Cassettes 115.00

331010 Listen and Read GHI, Album 2; Lesson Bk. 1.4.0 14.00

246027 Tach-X Filmstrip {Set V-789 55.00

Controlled Reading Paperback Filmstrip
Set 1 (4 Albums.)

Controlled Reading Paperback Filmstrips
Set 2 (4 Albums)

Controlled Reading .Paperback Fi lmstrip
Set 3 (4 Albums) . 200:00

202084 'Controlled Reading Paperback' Filmstrip
Set 4 (4 Albums) ..200.00

211006 Controlled Reading SD-D Album, 15'Lessons 105.00

311006 Study Guide SD-D . 1.25 12.50

211012 Controlled Reading SD-G Album, 15. L'essoC 105.00

311012 Study Guide SD-G (Skill Development) _1;25 12.50

211014 Cont rolled- Reading SD-H Album, 15 Lessons 1'05.00
1 ,

311014 StVdy Guide SD-H 1.25 12.50

202082

202083

UNIT
PRICE . TOTAL

202081
200.00

200.00

211016 Controlled Reading SD-I Album, 15 Lessons 105 00

311016 Study Guidd.SD-I - 1.25 12. %0

301137 Individual. Progress Charts (pkt. of 30) .50 2: +0

346007 Word Clues Book G 2.25 22.5

346527 Flash -x Vocabulary Disci X -27 3.75 11.25

346008 Wprd :Clues, Book H 2.25 22.50

55 -



EDUCATIONAL 'DEVELOPMENTAL LABORATORIES
READING 300 COMMUNICATION SKILLS SYSTEM
MATERIALS OF INSTRUCTION

QTY. ORDER # DESCRIPTION

3 346528

1 .201027

10 301107

1 201028

10, 301108

10 301420

1 425027

10 325007

1 I4215028

10 -325008

1 337407

1 337427'

1 337447

337408

337428
_

337448

2' 337660

1 201067

1 301507

Flash-X Vocabulary Discs X-28

Controlled-Reading Filmstrip-Set GH

Controlled Reading Study Guide GH

Controlled Readin9Filmstrip Set HG

Controlled Reading itudQuide HG

Reading Efficiency Check GH-HG

Listen, and Think G Cassettes

listen and Think G Lesson Book

Listen and Think H Cassettes

Listen and Think H Lesson Book

Study Skills, Science G, Small-Gr040
Use Kit

Study Skills, Social Studies GG, Small

Group Use Kit

Study Skills, Reference GGG, mall Group
Use Kit

Study Skills, Science H Small Group
Use Kit

Study Skills, Social Studies HH, Small
Group Use Kit

Study Skills, Reference NHR, Small Grouri'

Use Kit

Study Skills Record (pkt of 35)

Comprehension POwer-fritst;ips Set,7 -8

Reading 300 Library GH

- 56 -

UNIT

. PRICE TOTAL

3.75 11.25

4, 87.50,
4

2105 '20.50

87.50

2.05 20.50

.70 7.00

115.00

.90 9.00

115.00

.90 9.00

1..50

43.00 ,

43.00

43.00

43.00

43.00

3.00

87.50

50.50



EDUCATIONAL DEVELOPMENTAL LABORATORIES
COST SUMMARY FOR MINI-LAB

INSTRUMENTS AND FURNITURE 3,823.05

MATERIALS OF INSTRUCTION - L;VELS RA - 8th 7,587.65

TOTAL 11,410.60

ADD APPLICABLE FREIGHT 342.32

ADD APPLICABLE TAX OF PARISH.(5%)- 570.53

I

GRAND TOTAL $ J2,323.45

"---""

-57-
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EWLOYEE EVALUATION

ti

Name of Employee

School'

Code: NI - Needs Improvement

S 7SatisfactorY

I. AT

1.,,11eadiness to profit from suggestions
, 4,,

2. Willingness to. accept responsibilities

Date

4
-

Area

NI S

NI S

3. Ability to work harmoniously with fellow employees NI S

II. TEACHER-PUPIL RELATIONS

f.. Exhibits personal interest in all pupils . NI

2. Secures cooperation, interest and respect of
pupils NI S

3. Uses mature and effect ive methods of discipline , NI ,S

III. CLASSROOM WORK

1. Knowledge of ALC Curriculum

2. Knowledge of adult learning Characteristics

IV. PERSONAL TRAITS

1. General appearance

2. 'Emotional control

3. -Initiative

4. Enthusiasm

5. 'Dependability

6% Punctuality

V. COMMENTS.

4

NI S-

NI S

NI S'

NI S

NI S

NI S

'NI S

NI S

- 58 -
Appraiser
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PLAN AND REQUEST FOR'
AN ALLOCATION OF FUNDS

, ACT 252
DE .507 R (7.731

SCHEDULE A .MINI-CtNTER COSTS WITHOUT READING. LAB'
STATE OF LOUISIANA

DEPARTMENT.OF EDUCATION
DIVISION:OF COMMUNITY SERVICES

ADULT EDUCATION BUREAU
BATON ROUGE, LOUISIANA..

Siibtni; in Quadruplicate To:
Stet* Director of Adult gducation

State Department of Education

Baton Rouge. Louisiana

Request .s hereby made for an allocat.on of funds for a program of adult education in
par.sh,(city) school system to be operated in conformity weth the State Plan as approved by the,State Boatel of Education,
under'State Act 252 of 1950.

1
Sb weeK Program - le flours a week - 14.54 instructional Flours 'MAK.) tA)b I

.
1. Teachers' Salaries Full Time

No:, of Glasses Rate Per,Class'

-.
.

,
2. Te'achers' SaFaries Part Time

No. of Classes

2
Rate Per Class`

3%014.00 - $7 hr. -S 6',048..00 -

3. Paraprofessional Salaries, Full Time Past Time

ement (Indicate Yearly Amount)

No. of Cl4ses
42 "
6 )1E 'x

Rater:Mien*
'' 1 ,1 80.00 - $2.50 hr.

7 g 9,

$ 2,360.00

466.20 14. Employer's Ccntr'bution to Reti

5. Employer's Contribution to Social Security (Indicate Yearly AmoOnt) .2 c $15 914 141.80,42.0
. ,

. 46. Teacher Travel (Indicate Total Amount for Travel Per Year, If Any)
.

7. In Service Education 12 hrs. X $7 X 2 = $168.00 12 hrs. X 2.56 X 2 = $60.00 228.00
Math.& Langliate Arts ,:- $80.00

8. Teaching Materials, Supplies (Indicate Yearly Amount, If My) Testing Materials 200.00- 2,900.00
Aoccorriaric with trachers tate of pay as app:ova Software Readin_g Materials - :1,1 -Oa
,h Stet f3oard o Education in the State Plan. - Instructional Goats ToTAL s 12,144.00

YEARS COST

i
9. Supervisors' Salaries - . No. of SupYl. Rite Per Year

Full Time CrPalt Time * '

10 Gurdsrice Personnels Salaries
Numbef Rate Per Year

Full Time 0 Part Time %

11. Supervisors's Travel (Indicate Total Artitunt for T ayel Per Year, if My)
No. of Slim. 1 Rats Per Year

-

12. Clerical Salaries
Number

I_ '3 te Pe' 'Y s "Cl Full Time 0 Plit*rilTalt *

13. Employer's Contribution to Retirement (Indicate Yearly Amotiot) x 96 .

14 Employer's Ccnttibution to Social,SecUrtty (Indicate Yearly Amount) x -
,

15. Utilities
No. of Rooms Rate Per Room Per Month

. '
No. of Months

.
16. Janitorial Services _. , .

No. of Rooms Rate Per Room Per Month No. of Mi3ntlis

17. Materials, Equipment, Supplies t
(Indicate Yearly Amount, If My)

.
,

. a .18. Rental of Building and Rental of Equipment ..
.

. , .

19. Other (SPeOlfY) 12,144..00' X 12% .Indirect Costs , . 1 ,458.00

Administrative Costs . ' SUB-TOTAL. 1,458.00 ,

- TOTAL ; 13,602.00,
DATE

-'.N.

SIGNATURE OF PARISH OR CITY EUPERINTENDENT
:

ii
State Office froptov's1

AMOUNT APP1,161110:) STATE DIRECTOR OF ADULT EDUCATION
t

DATE

.

ASST. SUPT. FOR COMMUN TV ,- AFFAIRS ASST. SUPT. FOR FINANdt

1
#



. '

PLAN. AN EQUEST FOR
AN ALLOCA ION OF FUNDS
AtT 252. ,

OE 507 R (7.73)

SCHECIPLE B MINI-CENTER COSTS WITH READING
STATE OF LOUISIANA

DEPARTMENT OF EDUCATION
ON OCOMMUNITY SERVICES

Ue-Vt13t1EATION BUREAU
' BATON ROUGE, LOUISIANA

LAB

Submit in Quadruplicate To;
State directOr of Adult EdugatIon

State Department .or Education

Baton Rouge.,Louisians

,Request :s hereby made for an allocation of funds for a program of adult education in
parish (city) school system to be operated in conformity with the State Plan as approved by the State Board of Education,'
under State Act 252 of 1950.

36-Week Program-- 12 hrs. ,week - 432 Instructional Hours
No. of mas'ses

1. Teachers' Salaries Full Time

2. Teachers' Salaries Pirt-Time
,No. of Classes

YEARS COST

Rate Per Claus
3,024.00. $7 hr.

Rate Per Class*

3. Paraprofessipnal Salants 0 Full Time Part Time
No. of Classes

2
Rate Per Class*

1180.00 $2.5

s 6,048:00

4. Employer's Contribution to Reti ement (Indicate Yearly Amount) 6.211 Y 7.5

S

s 2,360.00.

s 466.20
,.<

5: "Employer's Contribution to Soci Security (Indicate Yekly Amount)V 2 42(1 6., x 5_851, 40

6. 'Teacher Travel (Indicate total A cunt for Travel Per Year, IrAny)

$ 141.80

s- -
a

$

7, -'
7. 'In Service Education 12 X $7 X 2 = 4,168.00 la hrs. X 2.50 r2-= 60.00 228.00,-

8. Teaming Materials, Supplies (Indicate Yearly Amount, If any), Matti & Language Arts -

in *dance with teachers rate of pay as approved
ti by h tate Bbard of Education in theState Plan.

Testing Materials
.ReadfriktAnNcsi al s

850.00
200.00

7,587gih-TOTAL

s 8,637.00.

s 17,881.00
. YEARS COST

/N.
9. Supervisors' Salaries

No. of Supvr. Rate Per Year
'0 Full Time 4PAt Time % $

lb. 4GCridaricp Personnei,s Salaries
Number Rate Pei Year

Full Time Part Time .Z%

11-Supervisors's Travel (Indicate Total Amount for Travel Per Year, if Any)
0
.,./
z. Cleri,cal Salaries

Number . Rate Per Year ,

No. of Supvr. Rate Per Year

Full Time Part Time
$

13. Employer's Cobtribution to Retirement (Indicate YearAnount) x 96

14 'Employer's Contribution to SociV Security (Indicate Yearly Amount) x

15. Utilities .
No. of Rooms Rate Per Room Per Month No. of Months

16. Janitorial Services
No. of Rooms Rate Per Room Per Month No. of Months

17. Materials, Eqdigment, Supplies ,.
(Indicate Yearly Amours, If Apy) 3,823.00

18,_fientaLof Baticting_arid_Rental_Ott quipm_ent_

19. Other' (Specify) $17,881.00 X 12% Indirect Costs 2,146.00 .

Administrative Costs SUB-TOTAL 5069.00

I. TOTAL 23,850.00
DATE SIGNATURE OF PARISH OR CITY SUPERINTENDENT

AMOUNT APPROVED
State Office Approval

STATE OA RECTOR OF ADULT EDUCATION
r 7y

A4ST. SUPT. FORCOMMUN TY AFFAIRS

,

* r .
DATE

ASST. SUPT. FOR FINANCE

60 - 0'
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PLAN AND REQUEST FOR
AN ALLOCATION OF FUNDS
ACT 252 '

E R (7.7:0

V.

SCHEDULE C - FULL -TIME, COORDINATOR COSTS
STATE OF 1i9UISIANA

DEPARIMENT OF EDUCATION
DIVISION OF COMNUNITYSERVICEg

ADULT EDTJCAT164,BUREAU
BATON ROUGel,LOUISIANA

Submit in Quadruplicate To.
State Direct°, of Adult Education

State Department of Education

Baton Rohe. Louisiana

Request is hereby made ipr an allocation offuncfs for a program of adult education in
parish ,city) school systern to be! operated in conformity with the State Plan as aprirovedly the State Board of Education, -
under State Act 252 of 19150.

YEARS COST

ill I
.

t. Teachers' Salaries Full Time
No. of Classes Rate:Bei Class* ..

2. Teachers' Sallies me . . . J
'..-f--Z,

No. of Classes Rate Per Class*

3, Paraprofessional Salaries
..,

73 Full Time 0 Part Time
No. of Classes Rate Per Class

' S l
ement (Indicate Yearly Amount)

'5 '
4. Employer's Contribution to Reti

5. Employer's Contribution to Social Security (Indicate Yearly Amount) x No

6. 'Teacher Travel (Ind;cate Total Amount for Travel Per Year, If Any) .

.

S

.

7. In Service Education:

5
8. Teaching Materials, Supplies (Indicate Yearly Amount, If Any) 134

I:1.

.

... f ).:-, acco:dan:e woh eachefs ta,o,of pay as appoved
by he S'a'e Board of EducatIon in h Stag Plan. _ Instructional Costs SUB-TOTAL S

YEARS COST

g. Supervisors' Salaries
No. of Supvr.

1

Rate Per Year
9,000

10 Guidance Personnel's Salaries.
Number Rate Per Year

11. Supervisors's 'Travel (Indicate Total Amount for T avel Per gear, if My) -

Number
12. Clerical Salaries

9 ontns
cit Full Time Part Time____%

$ 9,Q90.00

Full Time Part Time s.

No. of Supvr.
1

Rate Per Year
, 1 ,000' $ 1,000.00

ear
Full Time Part Time %

13. Employer'sContribOtiof to Retiriment (Indicate Yearly Amount) 9,000 x 7.5 675.00

'14 ..Employer's Contribution to Social, Security (Indicate Yearly Amount) a

15. Utilities No. of Rooms Rate Per Room Per Month

,Janitorial Services
No. of Rooms Ra er Room Per Month

No. of Months

No. of Months

17. Materials, Equipment, Supplies
- (Indicate Year)), Amount, If My)

18. Rental of Building and Rental of Equipment

lefOther (specify) Indirect Costs- (10:675 X 12%) 1,281.00

Administrative Costs SUB-TOTAL S.11,956.00

TOTAL $ 11;956:Q0,
DATE SIGNATURE OF PARISH OR CITY SUPERINTENDENT

State Office Approval
AMOUNT APPROVE6 °STATE DIRECTOR OF ADULT EDUCATION

.

DATE-

Asst SUPT. FOR COMMON TY AFFAIRSt ASST. SUPS FOR FINANCE

- 61 -
70.


