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INTRODUCTION: BACKGROUND TO CBAE PROJECT

THIS "CBAE GUIDE TO CLASSROOM MANAGEMENT" WAS DEVELOPED

AS A RESULT OF A 310 SPECIAL DEMONSTRATION & TEACHER TRAINING

PROJECT CONDUCTED IN BREVARD COUNTY DURING 1984-85 WHEN

BREVARD WAS SEEKING TO SET-UP A CBAE HIGH SCHOOL COMPLETION

PROGRAM FOR THE FIRST TIME. IT WAS RECOGNIZED BY THIS

PROJECT THAT EXCELLENT CBAE PROGRAMS WERE BEING CONDUCTED

IN OTHER DISTRICTS/COMMUNITY COLLEGES. WE SOUGHT TO SHARE

THAT EXPERTISE; CLARIFY STATEWIDE CONCEPTIONS ABOUT CBAE;

AND TO IMPLEMENT A MODEL PROGRAM IN BREVARD. OUT OF THAT PRO-

JECT, WE DEVELOPED A MANAGEMENT GUIDE FOR COMPETENCY-BASED

ADULT EDUCATION. THE KNOWLEDGE OF 18 DISTRICTS AND COMMUNITY

COLLEGES ASSISTED WITH THIS ENDEAVOR. MAJOR CONSULTANT SERVICES

AND VIEW OF A MODEL CBAE PROGRAM WERE GIVEN BY MR. NED RICHARDSON,

PRINCIPAL, AND HIC FACULTY AT LEE ADULT HIGH SCHOOL IN LEESBURG,

IN THE SPRING OF 1985, BREVARD HAD REALIZED TRAINING OF ITS

ADULT EDUCATION STAFF IN CBAE PROCESSES, BUT FOUND ITSELF WITH-

OUT A CURRICULUM GEARED TO THE CBAE MODE OF INSTRUCTION. AT

THIS TIME THE STATE MANDATED CURRICULUM FRAMEWORKS AND COURSE

PERFORMANCE STANDARDS WERE DISTRIBUTED BY THE DEPARTMENT OF

EDUCATION, SINCE ADULT EDUCATION WAS NOW UNDER THE SAME GRADUA-

TION REQUIREMENTS AS DAY SCHOOL PROGRAMS, IT WAS IMPERATIVE THAT

ANY NEW CURRICULUM BE DESIGNED TO MEET THESE GUIDELINES.

THE 310 PROJECT FOR 1984-85 LAID THE GROUNDWORK FOR WHAT

FOLLOWED IN BREVARD. THROUGH THE COLLEGE, THE OPEN CAMPUS
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WAS AWARDED A GRANT OF $24,000 FROM STAFF AND PROGRAM DEVELOP-

MENT FUNDS. FROM APRIL-SEPTEMBER/ 1985, QUALIFIED TEACHER/

WRITERS WERE CONTRACTED TO WRITE CBAE CURRICULUM BASED ON A

STANDARD FORMAT FOR INDIVIDUALIZED INSTRUCTION. THE STATE'S

CURRICULUM FRAMEWORKS AND COURSE PERFORMANCE STANDARDS WERE

USED TO CREATE INDIVIDUAL STUDENT LEARNING GUIDES (MODULES)

FOR EACH COURSE PERFORMANCE STANDARD. BY OCTOBER, 1985, 18

COURSES HAD BEEN WRITTEN/ TYPED, REPRODUCED AND DISTRIBUTED

TO ADULT CENTERS.

THIRTY-EIGHT COURSES WERE WRITTEN BY NOVEMBER, 1385. MANY

OF THESE MODULES WERE BACK-LOGGED IN EITHER TYPING OR REPRO-

DUCTION BY DECEMBER, 1985. HOWEVER, THE CONCEPT OF CBAE WAS

STILL PUT IN PLACE BY SEPTEMBER. TEACHERS WERE GIVEN IN-

SERVICE TRAINING; COPIES OF THE COURSE PERFORMANCE STANDARDS

AND CURRICULUM FRAMEWORKS; A FORMAT FOR WRITING THEIR OWN

LEARNING GUIDES; AND OTHER RELATED INFORMATION ON CBAE. PRE

& POST-TESTS FOR EACH STANDARD AND FINAL EXAMINATIONS BECAME

THE RESPONSIBILITY OF INSTRUCTORS WHO DID NOT HAVE COPIES OF

MODULES FOR COURSES NOT YET WRITTEN OR COMPLETED.

BREVARD BECAME THE FORE-RUNNER IN CBAE MODEL WRITING GEARED

TO THE NEW COURSE PERFORMANCE STANDARDS. OVER 30 DISTRICTS

AND COMMUNITY COLLEGES HAVE EITHER RECEIVED SETS OR SAMPLE

COPIES OF COURSES. OTHER DISTRICTS HAVE CONTINUED WITH BREVARD

IN MODULE WRITING AND SHARING OF EACH OTHER'S PRODUCTS

(ORANGE, PASCO, HILLSBOROUGH, PALM BEACH). IT IS EXPECTED

THAT 50 COURSES WILL BE READY FOR DISTRIBUTION BY THE END or

THE SUMMER, 1986. THESE COURSES ARE ALL SELECTED FROM THE

ADULT & SENIOR HIGH SCHOOL SECTION OF THE STATE COURSE CODE

DIRECTORY.



A 310 GRANT FOR 1985-86 ON CBAE HIGH SCHOOL CURRICULUM

WAS DEVELOPED COOPERATIVELY BY FLORIDA ATLANTIC UNIVER-

SITY AND BREVARD COMMUNITY COLLEGE. THIS GRANT'S OBJECTIVES

WERE TO (1) CREATE CBAE HIGH SCHOOL COMPLETION CURRICULUM

PACKAGES FOR STATEWIDE DISTRIBUTION, (2) DEVELOP A CBAE

CLASSROOM MANAGEMENT SYSTEM TO ACCOMPANY THESE PACKAGES, (3)

ORGANIZE A STATEWIDE CBAE WORKSHOP CONFERENCE, (4) CONDUCT

STATEWIDE AWARENESS SESSIONS ABOUT THE CBAE PROGRAM, AND

(5) PROVIDE SPECIAL TECHNICAL ASSISTANCE TO DISTRICTS WISHING

TO ADOPT THE PROGRAM. LOCAL TASK TEAMS WERE ALSO TO BE

CONTRACTED UNDER THIS GRANT TO DO MAJOR REVISIONS FOR SE-

LECTED MODULES. VALIDATION OF THESE CURRICULUM PACKAGES IS

BEING DONE LOCALLY AND IN FIVE 01NER DISTRICTS,

IN CONCERT WITH IMPLEMENTATION OF CBAE IN BREVARD, A

MAJOR NEED WAS IDENTIFIED IN THE AREA OF CLASSROOM MANAGE-
MENT. MOST INSTRUCTORS ARE PART-TIME AND NOT CONTRACTED FOR

INSERVICE TRAINING PRIOR TO ENTRY INTO A CBAE CLASSROOM. A

CORE OF STAFF HAS BEEN TRAINED WHICH SERVES TO PROVIDE

OPPORTUNITIES FOR NEW STAFF TO OBSERVE THE PROGRAM IN ACTION.

HOWEVER, IT WAS FELT THAT A "TRAINING GUIDE" OR REFERENCE

MANUAL WAS NEEDED TO PREPARE NEW INSTRUCTORS, THIS GUIDE WAS

DESIGNED TO BE USED IN A FORMAL/INFORMAL TRAINING SESSION

OR INDIVIDUALLY BY THE INSTRUCTOR,

MAJOR EMPHASISES OF THIS "CLASSROOM MANAGEMENT GUIDE

ARE IN THE AREAS OF UNDERSTANDING THE CONCEPT OF CBAE; HOW

STUDENTS PROGRESS THROUGH INDIVIDUALIZED INSTRUCTION;

SELECTION OF APPROPRIATE INSTRUCTIONAL MATERIALS; ORIENTA-

TION OF STUDENTS TO THE CBAE MODE OF INSTRUCTION; MANAGEMENT

OF LEARNING GUIDE MATERIALS AND RECORD KEEPING; AND GENERAL

INFORMATION THAT THE INSTRUCTOR NEEDS TO KNOW ABOUT STUDENTS,

AND PROGRAMATIC DIFFERENCES.
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OTHER RESOURCES ON CBAE DEVELOPED BY THESE TWO 310

PROJECTS ARE:

CBAE MANAGEMENT GUIDE FOR TEACHERS, COUNSELORS,

AND ADMINISTRATORS

BREVARD COUNTY CBAE STUDENT SERVICES GUIDE

ACADEMIC COURSE MODULES (STUDENT LEARNING GUIDES)

CURRICULUM PACKAGES

FOR HIGH SCHOOL CREDIT

TRAINING/TECHNICAL ASSISTANCE FOR CBAE HIGH SCHOOL COMPLE

TION IS AVAILABLE THROUGH THE 1985-86 GRANT. LIMITED

ASSISTANCE CAN BE GIVEN AFTER JUNE 30, 1986. CONTACT DR.

LUCY GUGLIELIMINO AT FLORIDA ATLANTIC UNIVERSITY, ADULT

EDUCATION, BOCA RATON, FL 33432 OR BETTE SINGER AT BREVARD

COMMUNITY COLLEGE, 1519 CLEARLAKE ROAD, COCOA, FL 32922.

STUDENT LEARNING GUIDE
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A

COMPETENCY-BASED

CLASSROOM MANAGEMENT SYSTEM

111M115.

THE COMPETENCY-BASED APPROACH TO EDUCATION TS A VERY

REWARDING WAY TO WORK WITH ADULT LEARNERS. IT IS AN EFFI-

CIENT AND EFFECTIVE ANSWER TO THE NEED FOR INDIVIDUALIZED

INSTRUCTION AND A SOLUTION TO THE PROBLEMS CREATED BY OPEN

ENTRY, OPEN EXIT PROGRAMS. BECAUSE IT IS FIRMLY BASED ON

DIAGNOSIS AND PRESCRIPTION, IT IS IDEAL FOR ADULT LEARNERS,

WHO COME IN WITH A WIDE RANGE OF SKILLS, KNOWLEDGE, AND

EXPERIENCE.

A BRIEF REVIEW OF CBAE

FOCUS: CBE FOCUSES ON ACADEMIC SKILLS AND LIFE SKILLS.

THESE CBAE ADULT SECONDARY MATERIALS INCORPORATE FEWER LIFE

SKILLS THAN nsT CBE APPROACHES BECAUSE THEY ARE BASED ON

STATE-MANDATED PERFORMANCE STANDARDS AND COMPETENC'ES.

INSTRUCTOR: ThE INSTRUCTOR ACTS PRIMARILY AS A FACILITATOR

OF LEARNING RATHER THAN AS A TEACHER. THE LEARNING FACILI-

TATOR RECOMMENDS LEARNING ACTIVITIES BASED ON TEST OUVCOMES,

SUGGESTS MATERIALS, RESPONDS TO QUESTIONS, SCORES TESTS,

GIVES FEEDBACK, AND KEEPS RECORDS, HE/SHE MAY "TEACH" A

DIFFICULT OR ESPECIALLY INTERESTING POINT TO AN INDIVIDUAL,

A SMALL GROUP, OR PERHAPS EVEN OCCASIONALLY THE ENTIRE CLASS,

BUT MOST OF THE TIME STUDENTS ARE WORKING AT THEIR OWN PACE

INDIVIDUALLY OR IN SMALL GROUPS.

LEARNER: THE STUDENTS ACCEPT RESPONSIBILITY FOR THEIR OWN

LEARNING. THEY BECOME FAMILIAR WITH THE SYSTEM AND THE

11
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LOCATION OF MATERIALS. THEY PARTICIPATE IN SETTING GOALS

FOR THEIR PROGRESS AND MAINTAIN THEIR OWN COPY OF THE

INDIVIDUAL PERFORMANCE STANDARD CHECK SHEET (SEE FORM C).

THEY AGREE TO WORK ON THEIR Ov1N, BUT THEY ALSO AGREE TO SEEK

HELP RATHER THAN BEING BLOCKED WHEN THEY ENCOUNTER SOMETHING

THAT IS DIFFICULT FOR THEM.

OBJECTIVES: THE OBJECTIVES ARE MEASURABLE AND THEY ARE

SPECIFIED UP FRONT, WITH MEASUREMENT CRITERIA FULLY EXPLAINED.

IN MOST CBE PROGRAMS, THE OBJECTJVES ARE JOINTLY DETERMINED

BY THE LEARNER AND THE FACILITATOR. FOR THESE ADULT SECONDARY

MATERIALS, THE COMPETENCIES AND PERFORMANCE STANDARDS ARE

STATE-MANDATED.

NEEDS ASSESSMENT: NEEDS ASSESSMENT IS CONTINUOUS IN CBE,

THE LEARNER IS ASSESSED BEFORE BEGINNING THE PROGRAM TO DE-

TERMINE READINESS AND AREAS OF WEAKNESS AND STRENGTH. READ-

ING LEVEL IS ESPECIALLY IMPORTANT. STUDENTS WHO ARE READING

BELOW THE EIGHTH GRADE LEVEL SHOULD NOT BE ADMITTED UNTIL THEY

HAVE RECEIVED REMEDIAL INSTRUCTION. LEARNERS TAKE THE PRETEST

BEFORE THEY BEGIN EACH LEARNING GUIDE; THE PRACTICE TEST OR

SELF-CHECK WHEN THEY BELIEVE THEY HAVE ATTAINED THE COMPETENCIES

IN THE GUIDE; AND THE POST-TEST AFTER SUCCESSFULLY COMPLETING

THE SELF-CHECK. AT ANY POINT THE FACILITATOR CAN PRESCRIBE

REMEDIAL MATERIALS OR ENRICHMENT MATERIALS AS NEEDED.

INSTRUCTION: INSTRUCTION IS INDIVIDUALIZED, WITH EACH STUDENT

COMPLETING ONLY THE ACTIVITIES WHICH THE PRE-TEST SHOWS THAT HE/

SHE NEEDS TO ACHIEVE MASTERY. IDEALLY, SEVERAL CHOICES OF

LEARNING ACTIVITIES APPROPRIATE FOR A VARIETY OF LEARNING

STYLES ARE AVAILABLE. (See CBAE Flow Chart on page 3).

12
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CBAE LEARNING GUIDE FLOW CHART

INTRODUCTION:

BREVARD

PRIOR TO BEGINNING YOUR FIRST LEARNING GUIDE, READ ALL OF
THE INTRODUCTORY MATERIALS REGARDING THE COURSE.

REVIEW THE PERFORMANCE STANDARDS AND THE SEQUENCE OF
THE STANDARDS TO BE ADDRESSED FOR THE ENTIRE COURSE.
IF YOU STILL HAVE ANY QUESTIONS ABOUT THE FORMAT OF THE

GUIDES AND THE PROCEDURES TO BE FOLLOWED IN THE CLASS, ASK
YOUR INSTRUCTOR AT THIS TIME. YOU SHOULD NOW BE READY TO
BEGIN WORK ON THE LEARNING GUIDES.

FLOW CHART

TAKE PRE-TEST FOR FIRST LEARNING

,...._.....1...._
SCORE BELOW x902

DO ACTIVITIES IN LEARNING
GUIDE

DO SELF CHECK

I---i
TAKE POST-TEST

SCORE LESS THAN 70% SCORE 70% OR MORE

i
TEACHER ASSIGNED

REMEDIAL ACTIVITIES

I
TAKE NEW POST TEST
(TEACHER DESIGNED)
(REPEAT REMEDIATION
OBTAINED)

I

GUIDE

SCOARE 90% OR MORE

00 ON TO NEXT GUIDE AND
TAKE PRE-TEST. IF SCORE

IS 90% OR MORE, GO ON TO
THE NEXT GUIDE, IF LESS
THAN 90%, FOLLOW FLOW
INDICATED IN LEFT COLUMN
(CONTINUE SAME
PROCEDURE FOR ALL
GUI DES)

Note to Other Cistricts /C.Colleges:

--Recommended that you not have
score on Posttest less than
85%.

BEGIN NEXT GUIDE
FOLLOW SAME PROCEDURES AS
OUTLINED FOR THIS ONE

AND POST TESTING UNTIL EVIDENCE OF MASTERY IS

NOTE: UPON COMPLETION OF ALL GUIDES, YOU MUST TAKE THE FINAL EXAM FOR
THE COURSE. PASSING SCORE FOR FINAL IS 702.
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MEASUREMENT: TESTS ARE CRITERION-REFERENCED, NOT NORM-

REFERENCED. EACH LEARNER'S ACHIEVEMENT IS MEASURED AGAINST

THE PRE-SET STANDARD, NOT AGAINST THE PERFORMANCE OF OTHERS.

THERE IS NO "CURVE" IN CBE!

TIME REQUIRED FOR MASTERY: THE TIME REQUIRED TO SUCCESSFULLY

COMPLETE THE LEARNING GUIDES IS VARIABLE. EACH LEARNER WORKS

AT HIS/HER OWN PACE. A STUDENT WITH A STRONG BACKGROUND MAY

COMPLETE A UNIT A DAY. ANOTHER MAY REQUIRE SEVERAL DAYS.

CBAE ADULT SECONDARY MATERIALS

ARRANGEMENT OF CBAE MATERIALS:

EACH COURSE FOR ADULT HIGH SCHOOL COMPLETION HAS BEEN

WRITTEN TO ACCOMMODATE INDIVIDUALIZED INSTRUCTION. THESE

COURSE PACKAGES CONTAIN THE FOLLOWING:

o A COPY OF THE COURSE CURRICULUM FRAMEWORKS &

PERFORMANCE STANDARDS

o A BIBLIOGRAPHY OF ALL RESOURCES USED TO WRITE

THE INDIVIDUAL LEARNING GUIDES FOR EACH PER-

FORMANCE STANDARD

PRE-TEST FOR EACH LEARNING GUIDE/PERFORMANCE

STANDARD

* INDIVIDUAL STUDENT LEARNING GUIDES WITH LEARN-

ING ACTIVITIES FOR EACH PERFORMANCE STANDARD

O SELF-CHECKS FOR STUDENT PRACTICE PRIOR TO TAKING

POST-TEST

o SEMESTER EXAMINATIONS

EACH COURSE, WHERE APPLICABLE, IS DIVIDED INTO SEMESTERS

WITH AN EXAM TO TEST THOSE COMPETENCIES MASTERED WITHIN A

SEMESTER. ONE-HALF CREDIT IS AWARDED FOR EACH SEMESTER OF

14
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A COURSE, CBAE IS OPEN ENTRY/OPEN EXIT, SEMESTERS ARE SET

UP FOR THE CONVENIENCE OF REGISTRATION AND TRACKING OF STU-

DENTS, YOU SHOULD STUDY CAREFULLY THE BREVARD ADULT EDUCATION

STUDENT SERVICES GUIDE IN ORDER TC BETTER UNDERSTAND STUDENT

PROGRESS RATES AND GRADING, OBTAIN A COPY OF THIS GUIDE

FROM THE ADULT CENTER DEAN,

ORIENTATION OF STUDENTS NEW TO CBAE:

THE FIRST DAY OF CLASS

o EXPLAIN THE CBE APPROACH, USING THE OVERVIEW IN
THIS PACKET,

o Go OVER APPENDIX A AND THE FIRST LEARNING GUIDE
WITH THEM,

o GIVE ALL NEW STUDENTS COPIES OF APPENDICES A & B
TO KEEP IN THEIR FOLDERS FOR REFERENCE

4 ENCOURAGE QUESTIONS,

o POST CLASSROOM EXPECTATIONS AND RULES AND EXPLAIN
THE CBAE FLOW CHART,

EXPLAIN

o LOCATION OF MATERIALS

o STUDENT RESPONSIBILITIES FOR SELF PACING

o TESTING TIMES AND PROCEDURES

o RECORD KEEPING (SEE APPENDIX C: PERFORMANCE STANDARD
CHECK SHEET)

o THE GRADING SYSTEM

STUDENT RESPONSIBILITIES FOR REFILING OF MATERIALS

o CLASSROOM EXPECTATIONS AND RULES

EXPLAIN THE REQUIREMENTS FOR CO-ENROLLED STUDENTS (THOSE

STUDENTS ENROLLED IN BOTH THE REGULAR HIGH SCHOOL AND THE

ADULT HIGH SCHOOL) IF DIFFERENT FROM REQUIREMENT FOR ADULT

STUDENTS, SUGGESTED GUIDELINES CAN BE FOUND ON PAGES 17-19,

15
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AFTER THE FIRST DAY OF CLASS

THE FACILITATOR WILL NOT ALWAYS BE ABLE TO DEVOTE SulIFI-

CIENT TIME TO ORIENTING THE STUDENT WHO IS UNFAMILIAR WITH

CBAE WHILE ALSO TRYING TO MEET THE NEEDS OF THE OTHER STU-

DENTS. THERE ARE SEVERAL OPTIONS FOR ACCOMPLISHING THIS

BY PROVIDING:

o INDIVIDUAL ORIENTATION BY THE FACILITATOR OR TEACHER

AIDE.

o ORIENTATION BY THE COUNSELOR (INDIVIDUAL OR WITH OTHER

NEW STUDENTS WHO ARE BEGINNING THAT EVENING),

o ORIENTATION BY A FELLOW STUDENT WHO IS WORKING IN THAT

AREA.

o THE USE OF A SELF-STUDY ORIENTATION MODULE (SEE APPENDIX

B & J) .

NOTE: SOME CENTERS WILL GREET AND TEST STUDENTS AT ANY TIME

THE CENTER IS OPEN, BUT WILL SCHEDULE OPIENTATION SESSIONS

ONLY ONCE OR TWICE A WEEK. THE STUDENT MAY BEGIN THE STUDENT

LEARNING GUIDES ONLY AFTER PARTICIPATION IN AN ORIENTATION

SESSION.

ORIENTATION FOREACH COURSE

o PROVIDE A LIST OF COURSE PERFORMANCE STANDARDS TO EACH

STUDENT.

o USE A COURSE MAP FOR APPROPRIATE SEQUENCES OF INSTRUCTION.

o DEVELOP A "LEARNING/PROGRESS AGREEMENT" WITH THE STUDENT.

LIST YOUR AGREEMENT IN THE "COMMENTS" SECTION ON THE

PERFORMANCE STANDARD CHECK SHEET (APPENDIX C).

16
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MANAGEMENT OF MATERIALS

PHYSICAL ORGANIZATION AND STORAGE

EGJIPMENT NEEDED FOR EACH CLASSROOM

Two OR THREE FILE CABINETS AND ONE LARGE STORAGE CABINET ARE

SUGGESTED FOR EVENING CENTERS USING DAY SCHOOL FACILITIES.

THE FILES AND STORAGE CABINETS MUST BE ABLE TO BE SECURELY

LOCKED. THE FILE CABINETS ARE FOR STUDENT LEARNING GUIDES

AND TESTS. THE STORAGE CABINET IS FOR THE INSTRUCTIONAL

MATERIALS. THIS EQUIPMENT IS SUGGESTED AS MINIMAL FOR AN

EVENING CENTER USING A DAY SCHOOL FACILITY. DAY CENTERS WITH

TOTAL USE OF A FACILITY CAN BE FAR MORE SOPHISTICATED IN USE

OF EQUIPMENT TO SET UP A LAB SITUATION.

LEARNING MODULES (STUDENT LEARNING GUIDES)

USE INDIVIDUAL MANILA FILE FOLDERS FOR EACH PERFORMANCE STANDARD.

EnstishiA to DS

PLACE A MINIMUM OF 15 COPIES IN EACH FOLDER. REPLACE IF STUDENTS

TAKE HOME THE LEARNING GUIDE OR THE COPIES BECOME WORN. PLACE

FOLDERS IN ORDER NUMERICALLY BY THE STANDARD NUMBER AS SHOWN

ABOVE.

17
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TESTS

PRE/POST-TESTS AND EXAMS ARE KEPT IN A SEPARATE, LOCKED FILE CABINET.

ARRANGE IN MANILA FILE FOLDERS BY NUMBER AND HAVE A MINIMUM

OF 10 TO 15 ON FILE. NUMBER EACH TEST FOR TRACKING. SOME

TESTS ARE CONSUMABLE BY THE STUDENT, KEEP USED TESTS IN A
SEPARATE FOLDER. DO NOT GIVE COPIES OF A COMPLETED (USED)

TEST TO STUDENTS TO KEEP. LAMINATION OF TESTS IS A GOOD IDEA.

ri?"

1;.ipaleo

..,

A little of the "old" and a little of the new!

18
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INSTRUCTIONAL MATERIALS

ARRANGE INSTRUCTIONAL MATERIALS IN THE STORAGE CABINETS FOR

EASY ACCESS BY STUDENTS. HAVE STUDENTS RETURN MATERIAL TO

THE APPROPRIATE PLACE IN THE CABINET AFTER USE. FOR LEARNING

LABS, ARRANGEMENT OF MATERIALS IS MUCH EASIER THAN FOR

EVENING PROGRAMS IN A DAY SCHOOL FACILITY. FILMS, SOFTWARE,
AND OTHER MEDIA AND EQUIPMENT CAN BE MORE EASILY INCOR

PORATED. CODE MATERIALS WITH COLOR DOTS AND POST A CHART

SHOWING STUDENTS HOW TO FIND RESOURCES.

IF UCING AUDIO VISUALS AND PROGRAMMED MATERIALS, YOU MAY WANT

TO STORE THESE SEPARATELY AND ESTABLISH A SIGNOUT SYSTEM.

SEE APPENDIX D FOR A SAMPLE FORM WHICH COULD BE USED.

EVENING FACILITY

LANGUAGE ARTS LABORATORY

LOCKED

C=1

CBAE TESTING

English

1=7

English IV

Student
Files

English II American
Literature

C=1

Teacher
Files

English III Writing I

C:D

Resources for Student Learning

Guides

Lock All File/Storage Areas After Use
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FILING AND RETRIEVAL

o STUDENTS OBTAIN THE LEARNING GUIDES FROM THE FILE FOLDER

AND OBTAIN THE APPROPRIATE INSTRUCTIONAL AIDS AS OUTLINED

IN THE LEARNING GUIDE. THEY FOLLOW THE DIRECTIONS IN THE

IN THE LEARNING GUIDE. A PRE-TEST IS ADMINISTERED FOR

EACH PERFORMANCE STANDARD. DIRECTIONS ARE FOUND IN THE

GUIDE.

[F THE STUDENT PASSES THE PRE-TEST AT THE PRESCRIBED

SCORE, HE/SHE REFILES THE LEARNING GUIDE AND GOES ON

TO THE NEXT STANDARD. (CBAE MAINTAINS THAT STUDENTS

SHOULD NOT BE REQUIRED TO REPEAT KNOWLEDGE THAT THEY

HAVE ALREADY MASTERED).

o IF THE STUDENT DOES NOT PASS THE PRE-TEST, HE/SHE PROCEEDS

THROUGH THE LEARNING GUIDE, COMPLETING ALL ACTIVITIES AND
THE PRACTICE TEST. STEP-BY-STEP DIRECTIONS ARE FOUND IN
EACH LEARNING GUIDE. ThE STUDENT DISCUSSES HIS/HER PRO-

GRESS WITH THE FACILITATOR AFTER COMPLETING THE GUIDE AND
PRACTICE TEST. (THE FACiLITATOR IS ALWAYS AVAILABLE FOR
ANY OTHEP SPECIAL HELP THE STUDENT NEEDS WHILE PROGRESSIAG

THROUGH THE LEARNING ACTIVITIES).

o THE FACILITATOR MAKES THE DECISION AS TO WHETHER THE STU-

DENT IS READY TO TAKE THE POST-TEST.

NOTE: FACILITATORS SHOULD WEIGH "ERY :.REFULLY THE ADMINI-
STRATION OF THE POST-TEST. IF THE STUDENT FAILS THE TEST,
HE/SHE WILL HAVE TO BE REMEDIATED AND RETAKE ANOTHER POST-
TEST. THIS MAY MEAN THE FACILITATOR WILL HAVE TO DEVELOP

A NEW POST-TEST IF EXTRA TESTS ON THE STANDARD ARE NOT
AVAILABLE.

4°0



o PRE/POSTTESTS AND FINAL EXAMS ARE ACCESSIBLE TO ONLY THE

TEACHER OR TEACHER AIDE. FILING OF THESE IS NOT DONE BY

THE STUDENT. IT IS SUGGESTED THAT EACH TEST BE NUMBERED

AND KEPT IN ORDER WITHIN THE FILE FOLDER. WHEN THE STU

DENT IS GIVEN A TEST, MARK DOWN THE NUMBER AND THE STANDARD

CODE FOR RETRIEVAL.

21 BEST COPY AVAILABLE



CHECK-IN AND CHECK-OUT

o IF ALLOWING STUDENTS TO CHECK OUT TEXTBOOKS OR OTHER

MATERIALS TO COMPLETE LEARNING GUIDES AT HOME, YOU MAY

WANT TO USE THE FORM FOUND IN APPENDIX 1

o SOME CENTERS TAKE DEPOSITS ON TEXTBOOKS TO ASSURE RETURN.

TESTING

LEVELS OF MASTERY REQUIRED MAY VARY BY COUNTY. SUGGESTED LEVELS

ARE:

a IF USING A TEN-ITEM TEST, THE STUDENT SHOULD SCORE 90%

OR ABOVE ON THE PRE-TEST. THE STUDENT DOES NOT HAVE TO

COMPLETE THE LEARNING GUIDE FOR THAT STANDARD. IF BELOW

90%, THE STUDENT COMPLETES THE LEARNING GUIDE.

IT IS SUGGESTED THAT IF USING A TEN-ITEM POST-TEST, THE

STUDENT SCORE 90% OR ABOVE TO DEMONS-IRATE MASTERY OF THE

STANDARD.

IF A MORE COMPREHENSIVE POST-TEST IS BEING ADMINIGIERED,

THE LEVEL OF MASTERY CAN DROP TO THE 70% LEVEL OR ABOVE

FOR EACH STANDARD.

NOTE: THE TESTS DEVELOPED UNDER THIS PROJECT ARE IN A TEN-ITEM

FORMAT. YOU WANT TO BE SURE THAT THE STANDARD HAS BEEN

MASTERED BEFORE SIGNING YOUR NAME TO THAT EFFECT.

IF ACCEPTING LOWER TEST ACHIEVEMENT LEVELS, FACILITATORS

NEED TO USE OTHER MEASURES OR OBSERVATIONS TO MAKE SURE THE

STUDENT HAS MASTERED THE STANDARD.

ADMINISTERING, SCORING, AND PROVIDING FEEDBACK ON PRE/POST-TESTS

ARE MAJOR TASKS OF THE CBAE FACILITATOR OR TEACHER AIDE. IF TWO

FACILITATORS SHARE A CLASSROOMS DIVISION OF RESPONSIBILITIES IS

HELPFUL, WITH ONE HANDLING TESTING AND ONE HANDLING CONSULTATION.
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OPTIONS:

° TESTING AS THE STUDENTS ARE READY - THIS IS THE IDEAL FOR

THE STUDENT, BUT MAY RESULT IN LONG WAITING LINES AND MAY

HINDER INDIVIDUAL CONSULTATION FOR PLANNING AND ASSISTANCE,

MONITORING CAN ALSO BECOME A PROBLEM, 'IF TESTING IS

AVAILABLE AT ANY TIME, DESIGNATE A SPECIFIC TESTING AREA

TO MAKE MONITORING EASIER AND TO LET STUDENTS KNOW THAT

THE INDIVIDUAL IS BEING TESTED.

IF SETTING ASIDE A TESTING AREA IS NOT FEASIBLE, TRY HAVING
A BICYCLE FLAG TO PLACE ON THE DESK OF A STUDENT TAKING
A TEST. THIS WAY, YOU WILL KNOW AND OTHERS WILL KNOW WHO'S
BEING TESTED. IT WORKS!

NOTE: TAKE TIME TO MIX THE QUESTIONS ON ... TEST TO MAKE SEVERAL

VERSIONS WITH QUESTIONS IN DIFFERENT ORDER OF SEQUENCE. THIS
WILL HELP AVOID CHEATING. YOU ACTUALLY NEED AT LEAST THREE
TO FOUR 10-QUESTION TESTS FOR EACH STANDARD, WORD GETS
AROUND!

IDEALLY, A COMPUTER TEST BANK FOR EACH PERFORMANCE STANDARD

SHOULD BE AVAILABLE. THIS IS DOWN THE ROAD!

° TESTING AT SPECIFIED TIMES SCHEDULE THE FIRST HOUR AND THE.

LAST HOUR OF A SESSION AS TESTING TIME OR SCHEDULE TESTING

ONLY FOR CERTAIN DAYS DURING THE WEEK. REMEMBER THAT STU-
DENTS SHOULD NOT BE TESTED IMMEDIATELY UPON COMPLETION OF
THE ACTIVITIES FOR ASTANDARD. LET AN HOUR OR SO LAPSE
AFTER COMPLETION OF THE ACTIVITIES AND SELF-CHECK. STUDENTS
COULD BE ASKED TO REVIEW INFORMATION OR START WORK IN THE
NEXT LEARNING GUIDE.

FOR EVEN BETTER VALIDITY, STUDENTS SHOULD WAIT AT LEAST A

DAY BEFORE TAKING THE POST-TEST ON A STANDARD. THIS COULD
WORK WELL IF THE STUDENT IS ATTENDING DAILY AND IN A FULL-
TIME CENTER. HOWEVER, THIS IDEA IS UNREALISTIC FOR EVENING
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CENTERS WHERE STUDENTS MAY ATTEND CLASS ONC' PER WEEK,

o SPECIFIED TESTING TIMES WILL ALLOW YOU MORE TIME TO WORK WITH

STUDENTS NEEDING INDIVIDUAL HELP, MONITORING ALSO BECOMES
LESS OF A PROBLEM,

o SCHEDULE TESTING TIMES OFTEN ENOUGH SO THAT STUDENT PROGRESS

CAN OCCUR. STUDENTS CAN GO ON TO THE NEXT LEARNING GUIDE WHILE

WAITING TO BE TESTED.

RECORD KEEPING

' STUDENT INFORMATION STUDENT RECORD INFORMATION MAY VARY

AS TO TYPE OF FORM USED BY EACH COUNTY, APPENDIX F CONTAINS

A SAMPLE STUDENT INFORMATION FORM.

o PERMANENT RECORD THE INDIVIDUAL PERFORMANCE STANDARD CHECK

SHEET IN APPENDIX C IS THE FORM USED FOR TRACKING OF MASTERY
OF PERFORMANCE STANDARDS. BOTH THE LEARNER AND FACILITATOR
KEEP A COPY OF THIS, THE LEARNER TO BE AWARE OF HIS PROGRESS,

AND THE FACILITATOR AS A PERMANENT RECORD.

THE INDIVIDUAL PERFORMANCE STANDARD CHECK SHEET INCLUDES:

BASIC INFORMATION

o STUDENT NAME

o COURSE TITLE

o COURSE NUMBER

o ADULT CENTER

o YEAR

o TERM

PERFORMANCE LOG

o PERFORMANCE STANDARD NUMBER

o PROPOSED COMPLETION DATE

o PRETEST SCORE (USUALLY RECORDED AS A PERCENTAGE) AND DATE
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o LEARNING ACTIVITIES TO BE COMPLETED (NUMBER OF ACTIVITIES

AGREED ON BY FACILITATOR AND LEARNER DURING SHORT-TERM

GOAL SETTING)

o SELF-CHECK (CHECKED OFF BY STUDENT WHEN SUCESSFULLY COMPLETED)

o REVIEW EXERCISES (FILLED IN ONLY IF NEEDED AFTER UNSUCESSFUL

SELF-CHECK OR POSTTEST)

o POST-TEST SCORE (USUALLY RECORDED AS A PERCENTAGE) AND DATE

o INSTRUCTOR'S INITITALS

FINAL GRADE AND COURSE CREDIT

TEST AVERAGE INCLUDES:

o ALL FINAL POST-TEST GRADES (UNSUCCESSFUL POST-TESTS ARE RE-

COPDED AT THE END OF THE RECORD, BUT ARE NOT INCLUDED IN

THE FINAL AVERAGE).

o PRETEST GRADES ONLY IE AI 01ABOVE 90%,

o FINAL EXAMINATION GRADE. THIS GRADE MUST MEET OR EXCEED THE

DESIGNATED LEVEL OF MASTERY. IT IS SUGGESTED THAT THE FINAL

EXAM COUNT 10% OF THE FINAL GRADE AVERAGE.

EXAMPLE: 9 X POST-TEST AVERAGE EXAM GRADE =

DIVIDED BY 10 = COURSE AVERAGE GRADE

FINAL COURSE GRADE (NUMBER OR LETTER GRADE AS DESIGNATED

BY COUNTY).

VERIFICATION OF CREDIT INCLUDES:

o INSTRUCTOR'S SIGNATURE ON PERFORMANCE STANDARD CHECK SHEET

o DEAN/PRINCIPAL'S SIGNATURE

o DATE CREDIT AWARDED
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UNSUCCESSFU_ POST-TESTS ARE RECORDED FOR THE LEARNER'S

AND FACILITATOR'S INFORrATION, BUT ARE NOT INCLUDED

IN THE FINAL AVERAGE.

PURPOSE OF THE PERFORMANCE STANDARD CHECK SHEET IS

o TO SERVE AS A PERMANENT RECORD FOR FACILITATOR AND

LEARNING CENTER.

o To SERVE AS A GUIDE AND PROGRESS CHART FOR THE ADULT

LEARNER.

o To SERVE AS A SHORT-TERM LEARNING AGREEMENT OR CONTRACT

BETWEEN THE LEARNER AND FACILITATOR.

To REMAIN IN STUDENT'S PERMANENT CUMULATIVE FOLDER

AS A RECORD OF COURSE MASTERY.

NOTE: SOME FACILITATORS CHOOSE TO USE A SEPARATE LEARNING

AGREEMENT FORM SUCH AS THE ONE IN APPENDIX G, BUT THE AGREE-

MENT CAN BE DOCUMENTED BY RECORDING THE PERFORMANCE STANDARD

NUMBERS, SCHEDULED CONPLETION DATES, AND THE RECOMMENDED

LEARNING ACTIVITIES ON THIS FORM. THIS CREATES A PERMANENT

RECORD FOR THE LEARNER AND THE FACILITATOR AND ELIMINATES THE
NEED FOR KEEPING UP WITH OTHER FORMS,

ADDITIONAL ACTIVITIES OR EXCERCISES ASSIGNED TO MASTER THE

PERFORMANCE STANDARD CAN BE JOINTLY NOTED IN THE REVIEW

EXERCISES SECTION OF THE FORM.

ATTENDANCE RECORD

ALTHOUGH A CERTAIN NUMBER OF DAYS OF ATTENDANCE IS NOT
REQUIRED IN ORDER TO OBTAIN CREDIT IN A CBAE PROGRAM, STUDENTS

SHOULD BE ENCOURAGED TO SET AND FOLLOW A REGULAR SCHEDULE FOR
THEIR WORK.
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ATTENDANCE RECORDS SHOULD BE KEPT ON EACH STUDENT. A CARD

FILE SYSTEM IS AN EASY WAY TO KEEP RECORDS OF HOURS/ATTENDANCE

IN A BUSY CLASSROOM/LAB. STUDENTS PICK UP THEIR CARDS; ThE

FACILITATOR RECORDS THE TIME. WHEN LEAVING THE LAB, THE

STUDENT TURNS IN THE CARD AND THE FACILITATOR NOTES THE

TIME. IT IS DROPPED IN A BOX. THESa RECORDS ARE ALSO

VALUABLE FOR THE FACILITATOR AND COUNSELOR IN KEEPING UP

WITH THE STUDENT'S INTEREST AND EFFORT.

SUGGESTED GUIDELINES FOR CO- ENROLL) STUDENTS IN CBAE CLASSES

SOME SCHOOL DISTRICTS MAY REQUIRE REGULAR HIGH SCHOOL STU-

DENTS (THOSE EARNING CREDITS TO BE APPLIED TOWARD REGULAR

DAY SCHOOL GRADUATION) TO COi'iPLETE BOTH A TIME IN CLASS RE-

QUIREMENT AND MASTERY OF THE PERFORMANCE STANDARDS. IN

MEETING THAT REQUIREMENT FOR CO-ENROLLED STUDENTS, THE

FOLLOWING GUIDELINES WILL BE FOLLOWED:

1, ATTENDANCE

o ACCURATE ATTENDANCE RECORDS MUST BE MAINTAINED BY THE

INSTRUCTOR.

o STUDE"TS MUST HAVE NO UNEXCUSED ABSENCES ( A FULL NIGHT'S

ABSENCE) FROM CLASS AND A MAXIMUM OF NO EXCUSED

ABSENCES.

o EXCUSED ABSENCES ARE AS FOLLOWS:

COIJE REASON EVIDENCE REQUIRED

1 ADMINISTRATIVE APPROVAL SIGNATUREOF DEAN OR
COUNSELOR (STUDENT OR
PARENT MUST PRESENT EVIDENCE
OF UNAVOIDABLE, EXTREME,
UNUSUAL PROBLEM WHICH WOULD
PREVENT ATTENDANCE).

2 MEDICAL PROBLEM NOTE FROM DOCTOR, HOSPITAL,
DENTIST, OR OTHER PROFESS-
IONAL MEDICAL AUTHORITY
LISTING SPECIFIC DATES TO
BE EXCUSED. NOTE MUST BE ON
OFFICIAL STATIONERY OR MEMO
PAD.
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CALCULATION OF ABSENCES

THE FOLLOWING SYSTEM WILL BE USED:

MISSED 2/3 OF NIGHT OR MORE (90 MIN) = 1 ABSENCE

TARDY PRIOR TO BREAK TIME (1 TO 10 MIN) = 1/4 AriSENCE

TARDY AFTER BREAK (1 TO 10 MIN) = 1/4 ABSENCE

MISSED CLASS PRIOR TO BREAK (11 MIN. OR MORE) = 1/2 ABSENCE

MISSED CLASS AFTER BREAK (11 MIN OR MORE) = 1/2 ABSENCE

ALL EXCUSED ABSENCES MUST BE MADE UP IN THE CLASS MISSED

BY DOING ASSIGNED LESSONS WHICH ARE A PART OF THE COURSE,

ARE EVALUATED, AND ARE MADE A PART OF THE STUDENT'S GRADE BY

THE INSTRUCTOR.

MISSED TIME CANNOT BE MADE UP BY STUDENTS SITTING IN THE

OFFICE OR DOING TASKS WHICH ARE NOT RELATED TO THE OBJECTIVES

OF THE COURSE OF STUDY. TIME AND CONSTRUCTIVE EDUCATIONAL

ACTIVITIES MUST NOT BE SEPARATED. UNEXCUSED ABSENCES CANNOT

BE MADE UP AT ALL AND WILL RESULT IN AN "F" FOR THE COURSE.

2, PROCEDURES FOR STUDENTS WHO COPLZTE THE PERFORMANCE STANDARDS

PRIOR TO COMPLETING THE TIME REQUIREMENT FOR THE COURSE:

SPECIFIC LESSONS SHOULD BE PLANNED FOR THESE STUDENTS WHO

CONTINUE TO BUILD UPON THE KNOWLEDGE BASE FOR THE COURSE

THEY ARE ENROLLED IN, THESE LESSONS SHOULD BE A PART OF

THE OVERALL EVALUATION AND GRADE FOR THE STUDENT. INSTRUCTORS

MUST PLAN SUCH ACTIVITIES AND MAY WORK WITH THE STUDENT ON

OPTIONS. RESEARCH WORK, REPORTS, AND CREATIVE PROJECTS ARE

POSITIVE AND CONSTRUCTIVE TYPES OF ENRICHMENT ACTIVITIES.
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o COENROLLED STUDENTS SHOULD BE INFORMED AT THE VERY BE

GINNING OF THE CLASS THAT THEY WILL DO ALL OF THE GUIDES

FOR THE SPECIFIC STANDARDS AND IF TIME REMAINS IN THE

COURSE THEY WILL WORK ON ENRICHMENT LESSONS FOR THE COURSE.

"BUSY WORK" OR JUST PUTTING IN TIME MUST NOT BE PERMITTED.

o THE FINAL EXAMINATION SHOULD NOT BE GIVEN UNTIL ALL TIME RE

QUIREMENTS AND MASTERY OF STANDARDS REQUIREMENTS ARE MET.

3. PROCEDURES FOR STUDENTS WHO COMPLETE THE TIME IN CLASS

REQUIREMENT BUT HAVE NOT MASTERED ALL OF THE COURSE PER-

FORMANCE STANDARDS:

o FOLLOW THE REGULAR ADULT EDUCATION GUIDELINES (I.E., IF AT

THE END OF A TERM, 85% OF THE STANDARDS ARE MASTERED, GIVE

THE STUDENT AN"I" (INCOMPLETE) AND ALLOW THE STUDENT TO

FINISH THE REMAINING STANDARDS DURING THE NEXT TERM. Do

NOT REREGISTER A STUDENT WITH AN "I". THE INSTRUCTOR IS

RESPONSIBLE FOR SEEING THAT WORK IS COMPLETED AND THE "I"

CHANGED TO A LETTER GRADE BY THE END OF THAT TERM. IF THE

"I" IS NOT CHANGED BY THE END OF THE FOLLOWING TERM, IT

IS CHANGED TO AN "F" AND THE STUDENT WILL HAVE TO RETAKE

THE COURSE FOR CREDIT.

THIS SECTION IS THE BREVARD POLICY FOR COENROLLED STUDENTS.

THE IDEAL WOULD BE TO HAVE COENROLLED STUDENTS PROGRESS THROUGH

CBAE THE SAME AS ADULT STUDENTS.
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PLACEMENT OF STUDENTS IN CBAE

A CAUTION MUST BE MADE AT THIS POINT, THE CBAE STUDENT

LEARNING GUIDES ARE WRITTEN ON A HIGH SCHOOL LEVEL WITH

READING LEVELS RANGING FROM THE 9TH TO 11TH GRADES, AL-

THOUGH 50% OF THE INSTRUCTIONAL MATERIAL IN A HIGH SCHOOL

COURSE'CAN BE BELOW GRADE LEVEL, THE COURSE CODE NUMBERS

AND TITLES FOR THE COURSES USED FOR THESE MODULES ARE FOR

9 - 12 READING LEVELS. STUDENTS READING BELOW THE 8TH GRADE

LEVEL WILL HAVE GREAT DIFFICULTY AND BECOME DISCOURAGED IF

PLACED IN AN ACADEMIC COURSE (I.E., AMERICAN HISTORY).

TESTING AND PLACEMENT ARE AN IMPORTANT COMPONENT FOR CBAE.

THIS TOPIC IS NOT COVERED IN THIS GUIDE TO ANY GREAT DEGREE

BECAUSE OF THE ASSUMPTION THAT THE STUDENTS WERE TESTED

BEFORE ENTERING AN ACADEMIC COURSE, THE BREVARD CBAE STUDENT

SERVICES GUIDE ADDRESSES IN DETAIL THE PLACEMENT OF STUDENTS

AND THE ROLE OF THE COUNSELOR,

STUDENTS READING BELOW THE 8TH GRADE LEVEL CAN BE PLACED IN

ELECTIVE COURSES WHICH DO NOT REQUIRE HIGH READING LEVELS
WHILE BEING REMEDIATED.
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SPECIAL HINTS FOR THE CBAE

FACILITATOR

0000 As THE INSTRUCTOR/FACILITATOR IN CBAE, YOU CAN USE SEVERAL

INSTRUCTIONAL METHODS. THE PROGRAM IS DESIGNED PRIMARILY TO

BE INDIVIDUALIZED; HOWEVER, YOU CAN SET ASIDE CLASS PERIODS FOR

THE ENTIRE CLASS TO BE INSTRUCTED ON A PERFORMANCE STANDARD

THAT IS NOT SUITED FOR TOTAL INDIVIDUALIZATION,

EXAMPLES: THE INQUIRY METHOD, SCIENCE LAB DEMONSTRATION, STU-

DENT REPORTS. THIS INSTRUCTIONAL PROCESS SHOULD BE ANNOUNCED

AHEAD OF TIME OR POSTED TO ALERT THE CLASS SO THAT ALL STUDENTS

WILL BE PRESENT AT THE SAME TIME. GROUP ACTIVITIES CAN ALSO BE

USED. STUDENT MAY AT TIMES BE ABLE TO WORK TOGETHER WHEN ASSIGNED

TO THE SAME PERFORMANCE STANDARD. THIS WOULD BE VERY APPROPRIATE

FOR SOCIOLOGY, SCIENCE PROJECTS, HISTORY COURSES, AND SPEECH.

YOU WILL FIND THAT MANY OF THE PERFORMANCE STANDARDS REQUIRE

SOME SORT OF GROUP INTERACTION.

0000 STUDENT PROGRESS THROUGH LEARNING GUIDES WILL VARY DE-

PENDING UPON MOTIVATION, TIME SPENT IN CLASS WORKING, ACHIEVE-

MENT LEVELS, PREVIOUS KNOWLEDGE OF THE SUBJECT, AND OTHER

VARIABLES. AN AGREEMENT BETWEEN THE STUDENT AND THE FACILITATOR

SHOULD BE MADE AS TO HOW MUCH WORK SHOULD BE ACCOMPLISHED BY

A SPECIFIED TIME. STUDENTS SHOULD REALIZE THAT THEY ARE PRO-

GRESSING EITHER NORMALLY OR NOT DOING AS WELL AS EXPECTED.

0000 WATCH OUT FOR STUDENTS WHO CONSCIOUSLY OR UNCONSCIOUSLY DO

THE FOLLOWING:

0

COME TO YOU AND WANT TO ATTEMPT TO POST-TEST BEFORE GOING
THROUGH THE ACTIVITIES IN THE GUIDE.

0 COME TO YOU CONTINUALLY FOR INFORMATION AND INSTRUCTTONS

THAT ARE CONTAINED IN THE GUIDE AND RESOURCES.
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CHEAT ON THE SELF-CHECKS AND HAVE DIFFICULTY PASSING

THE POST-TESTS,

o CONSISTENTLY SKIP OVER USING RESOURCES CALLED FOR IN THE

LEARNING GUIDE.

BECOME FRUSTRATED DUE TO LACK OF PROGRESS.

INTERFERE WITH OTHER STUDENTS' LEARNING.

o FAIL TO USE TIME WISELY,

o APPEAR TO NEED MORE RESOURCES AND STUDY NOT CONTAINED IN

THE LEARNING GUIDES BUT WANT TO TAKE THE POSTTEST.

o LOOK FOR EXCUSES TO MOVE AROUND OR LEAVE THE ROOM,

0000 AVOID THE TEMPTATION TO TEACH EVERYTHING YOURSELF IF IT IS

IN THE LEARNING GUIDES AND RESOURCES,

0000 AVOID THE TENDENCY TO TRY TO KEEP THE ENTIRE GROUP TOGETHER

ALL THE TIME UNLESS THERE IS A GOOD EDUCATIONAL REASON FOR DOING

SO. ONCE SUFFICIENT GUIDES ARE AVAILABLE, STUDENTS SHOULD BE

ABLE TO SPEED UP AND SLOW DOWN AS THEIR LEARNING NEEDS DICTATE,

0000 AS YOU GET NEW LEARNING GUIDES, GO THROUGH THEM AND THE RE-

SOURCES REFERRED TO SO THAT YOU BECOME FAMILIAR WITH THEM.

0000 IF YOU DO NOT HAVE THE TOOLS, SUPPLIES, OR EQUIPMENT

NEEDED FOR STUDENTS TO ACTUALLY PERFORM THE TASK HANDS-ON AS

CALLED FOR IN THE GUIDE, AT LEAST HAVE STUDENTS GO THROUGH ALL THE

RESOURCES AND REFERENCES AND TAKE THE POSTTEST.

0000 KEEP IN MIND THAT THESE MATERIALS ARE NOT PERFECT, THERE

WILL BE MISTAKES AND OMISSIONS. OCCASIONALLY, YOU WILL FIND

SOMETHING MENTIONED OR PICTURED THAT IS NOT APPROPRIATE FOR YOUR

SETTING. THIS PROJECT DEVELOPED A TREMENDOUS AMOUNT OF LEARNING
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MATERIALS IN A RELATIVELY SHORT PERIOD OF TIME (6 MONTHS).

AT THIS RATE, MISTAKES ARE BOUND TO OCCUR. SIMPLY ALERT

YOUR STUDENTS TO THESE POSSIBILITIES AND NOTE THEM SO THEY
CAN BE CORRECTED,

0000 IF YOU SINCERELY FEEL THAT THIS APPROACH TO INSTRUCTION

WILL NOT WORK, IT WON'T! ON THE OTHER HAND, IF YOU BELIEVE

THAT SHOWING STUDENTS EXACTLY WHAT THEY ARE TO LEARN AND

GIVING THEM THE TIME AND HELP TO LEARN IT IS A BETTER WAY TO

GO, THE CHANCES ARE GREAT THAT YOU WILL FIND A WAY TO MAKE

THIS APPROACH WORK!

SPECIAL NOTE: IF YOU FIND MISTAKES IN INDIVIDUAL LEARNING

GUIDES OR OMISSIONS OF PRE/POST-TESTS ETC PLEASE KEEP THESE

SEPARATE IN A FOLDER. MARK IN RED INK THE CHANGES THAT NEED

TO BE MADE. EVERY WEEK, SEND THESE BY COURIER TO THE COCOA

CAMPUS ADULT/COMMUNITW EDUCATION CENTER, BCC. NOTE ATTENTION

TO MARY WALLIS, (PLEASE SEE APPENDIX M)
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APPENDICES

APPENDIX A STUDENT INFORMATION SHEET-USING LEARNING GUIDES

APPENDIX B STUDENT TRAINING STUDENT LEARNING GUIDE

APPENDIX C-1 . . , INDIVIDUAL PERFORMANCE STANDARD CHECK SHEET

APPENDIX C-2 . , . , PERFORMANCE STANDARD CHECK SHEET FOR GROUP

APPENDIX D MATERIAL CHECK-OUT/CHECK-IN SHEET

APPENDIX E CBAE TEST'NG FORM

APPENDIX F CBAE STUDENT INFORMATION SHEET

APPENDIX G CBAE LEARNING CONTRACT

APPENDIX H EXCUSED ABSENCE (CO-ENROLLED STUDENT)

APPENDIX I CEIE LABORATORY APPROACH

APPENDIX J CBAE (MATH LAB) GUIDELINES

APPENDIX K STUDENT INFORMATION SHEET COUNSELOR INFORMATION

APPENDIX L STUDENT DIAGNOSTIC PROFILE SHEET

APPENDIX M REVISIONS /VALIDATION OF LEARNING GUIDE -HELP!
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APPENDIX A

STUDENT INFORMATION SHEET USING THE LEARNING GUIDES

AT THE BEGINNING OF EACH COURSE, YOU WILL FIND A LIST

OF COMPETENCIES OR PERFORMANCE STANDARDS WHICH MUST BE

ATTAINED TO COMPLETE THE COURSE, THE LEARNING GUIDES ARE

INSTRUCTIONAL PACKETS THAT GUIDE EACH STUDENT INDIVIDUALLY

THROUGH THE LEARNING PROCESS TO MEET THE PERFORMANCE STAN

DARDS. IN MOST :ASES YOU WILL FIND ONE GUIDE PER PERFORMANCE

STANDARD.

OVERVIEW OF THE LEARNING GUIDE

THE FIRST PAGE OF EACH LEARNING GUIDE CONTAINS THE

FOLLOWING INFORMATION:

1, IDENTIFYING INFORMATION

o SUBJECT AREA

o COURSE CODE DIRECTORY TITLE AND NUMBER

PERFORMANCE STANDARD NUMBER

o CREDIT FOR THE COURSE

2. THE PERFORMANCE STANDARD, OR COMPETENCY WHICH

THIS MODULE IS DESIGNED TO DEVELOP

3. AN INTRODUCTION, WHICH BRIEFLY EXPLAINS THE

PURPOSE OF THE GUIDE, WHY IT IS IMPORTANT,

AND WHAT YOU WILL LEARN.

4. PREREQUISITES (I.E., ALGEBRA 1 BEFORE ALGEBRA II)

5. LABORATORY ACTIVITIES (IF APPLICABLE)

6. PERFORMANCE OBJECTIVES

CONDITIONS (THE GIVEN)

o PERFORMANCE (WHAT WILL BE DONE)

CRITERION (HOW WELL)
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APPENDIX A (CoN)

AN EXAMPLE OF A PERFORMANCE OBJECTIVE MIGHT BE

"GIVEN 10 PROBLEMS INVOLVING THE MULTIPLICATION OF

FRACTIONS (CONDITIONS), THE STUDENT WILL BE ABLE TO

COMPLETE THEM (PERFORMANCE) WITH 90% ACCURACY

(CRITERION)."

PAGE TWO, LEARNING EXPERIENCES, IS THE HEART OF THE GUIDE.

ON THIS PAGE ARE:

1. THE PERFORMANCE STANDARD (REPEATED FOR EASY REFERENCE)

2. LEARNING ACTIVITIES AND RESOURCF3 --- SPECIFIC INSTRUC-

TIONS FOR WHAT TO DO AND WHICH MATERIALS TO USE. YOU

AND YOUR LEARNING FACILITATOR !''ILL JOINTLY DECIDE WHICH

OF THESE YOU SHOULD COMPLETE, BASED ON PRETEST RESULTS,

EXAMPLES OF LEARNING ACTIVITIES MIGHT BE TO READ A

PASSAGE AND ANSWER QUESTIONS, COMPLETE A LAB, VIEW AN

AUDIOVISUAL PRESENTATION, OR PREPARE A SPEECH.

NORMALLY, THE LEARNING ACTIVITIES WILL INCLUDE .

o PRESENTATION OF MATERIAL

o PRACTICE IN APPLYING IT, AND

o FEEDBACK ON HOW THE WORK 4S DONE

3. THE SPECIAL INSTRUCTION PAGE PROVIDES NECESSARY IN-

FORMATION SUCH AS THE ORDER IN WHICH ACTIVITIES SHOULD

BE SCHEDULED, WHERE SPECIAL MATERIALS ARE LOCATED, OR

WHEN TO ASK THE FACILITATOR TO ASSIST YOU IN ARRANGING

FOR A GROUP EXERCISE.

THE INSTRUCTION SHEET MAY NOT APPEAR IN EVER'! LEARNING GUIDE.

IF ONE IS TO BE USED, YOU WILL BE REFERRED TO IT BY ONE OF
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27 APPENDIX A (CoN)

THE LEARNING ACTIVITIES, INSTRUCTION SHEETS MAY CONTAIN

GRAPHICS OR PICTU;ES TO CLARIFY A PROCESS OR CONCEPT

BEING PRESENTED, THIS SHEET MAY ALSO PROVIDE DETAILED

INSTRUCTIONS FOR A WRITING ASSIGNMENT OR LAB ASSIGNMENT

OR PRESENT A CHECKLIST FOR EVALUATING A TASK YOU HAVE BEEN

ASKED TO DO.

4, THE SELF-CHECK, OR PRACTICE TEST, GIVES YOU A CHANCE

TO MEASURE YOUR PROGRESS BEFORE TAKING THE POSTTEST

ON A LEARNING GUIDE, You COMFLETE IT AND GRADE IT YOUR-

SELF, USING THE SELF-CHECK ANSWER KEY ON THE NEXT PAGE,

No GRADE IS RECORDED,

IT IS IMPORTANT TO CHECK YOURSELF FAIRLY, IF YOU LOOK

AHEAD AT THE ANSWER KEY OR SKIP ITEMS, YOU MAY THINK

YOU ARE READY FOR THE POSTTEST WHEN YOU ACTUALLY NEED
MORE STUDY, SHARE THE RESULTS OF YOUR SELF-CHECK WITH

YOUR FACILITATOR AND MOVE ON TO THE POST-TEST OR TO
ADDITIONAL LEARNING ACTIVITIES.

USE "STUDENT TRAINING GUIDE," APPENDIX B
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IPLEASE DO NOT WRITE OR MARK ON THIS GUIDE I
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STUDENT LEARNING GUIDE
********STUDENT TRA1N-ING********

APPENDIX B

BREVARD COMMUNIP. :OLLEGE

ADULT HIGH SCHOOL COMPLETION

(SUBJECT AREA)

LISTED HERE

_-----"'///

SUBJECT AREA: TITLE OF COURSE LISTED HERE

COURSE CODE DIRECTORY TITLE AND NO.: THESE NUMBERS ARE IDENTIFIERS FOR THE
STATE COURSE CODE DIRECTORY & COLLEGE
COURSE CODE

PERFORMANCE STANDARD NO.: 1,01 (SEE YOUR COURS5, CREDIT: .5 = 1/2 FOR THIS
STANDARD SHEET COURSE

Ar

PERFORMANCE STANDARD: THE PERFORMANCE STANDARD APPEARS HERE .

INTRODUCTION: READ THIS CAREFULLY. IT EXPAINS THE PERFORMANCE STANDARD
AND EXPECTATIONS YOU ARE TO PERFORM.

PREREQUISITES: IN SOME CASES, A PREVIOUS COURSE MUST BE TAKEN IN ORDER TO ENTER
THIS COURSE. (I.E., ALGEBRA I BEFORE TAKING ALGEBRA II) ALSO,
YOU MAY BE REQUIRED TO HAVE A READING SCORE APPROPRIATE FOR
TAKING THIS COURSE.

LABORATORY ACTIVITIES:

THIS AREA IS FOR SPECIAL LABS, LECTURES, DEMONSTRATIONS, THAT
MIGHT BE REQUIRED FOR MASTERY OF THE PERFORMANCE STANDARD.

END -OF- COURSE OBJECTIVE:

THE FOLLOWING !LLUSTRATES:
Conditions:

GIVEN 10 PROBLEMS INVOLVING THE MULTIPLICATION OF FRACTIONS

Performance: (CONDITIONS), THE STUDENT WILL BE ABLE TO COMPLETE THEM

Criterion: (PERFORMANCE) WITH 70% ACCURACV (CRITERION).
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LEARNING EXPERIENCES
PERFORMANCE STANDARD:

THE PERFORMANCE STANDARD IS REPEATED HERE

LEARNING ACTIVITIES

115111111Miiimma
SPECIAL INSTRUCTIONS

PLEASE DO NOT WRITE OR MARK ON THIS GUIDE 1

HERE WILL APPEAR SPECIFIC INSTRUCTIONS
FOR WHAT TO DO AND WHICH MATERIALS TO
USE.

YOU AND THE INSTRUCTOR WILL JOINTLY
DECIDE WHICH OF THESE YOU SHOULD COMPLETE
BASED ON PRETEST RESULTS.

AN EXAMPLE OF LEARNING ACTIVITIES MIGHT
BE TO READ A PASSAGE AND ANSWER QUESTIONS
COMPLETE A LAB, VIEW AN AUDIO-VISUAL
PRESENTATION, OR PREPARE A SPEECH.

THREE THINGS HAPPEN HERE:

PRESENTATION OF WHAT TO DO

PRACTICE IN APPLYING IT

FEEDBACK ON HOW THE WORK WAS CONE

NOTE: YOUR INSTRUCTOR MAY GIVE YOU
ADDITIONAL ACTIVITIES NOT
WRITTEN IN THIS GUIDE.

THE INSTRUCTOR ALSO ASSESSES WHEN YOU
ARE READY TO TAKE THE POST-TEST.

YOU MAY FIND THAT YOU NEED TO WORK
THROUGH ALL THE ACTIVITIES PRESENTED
HERE, PLUS HAVE ADDITIONAL ASSIGNMENTS
BEFORE TAKING THE POST-TEST.

THIS SPACE IS FOR
SPECIAL INSTRUCTIONS
RELATIVE TO NECESSARY
INFORMATION YOU NEED
TO KNOW TO PERFORM THE
LEARNING ACTIVITIES.

INFORMATION MIGHT BE
THE ORDER IN WHICH
ACTIVITIES SHOULD BE
SCHEDULED, WHERE
SPECIAL MATERIALS ARE
LOCATED, OR WHEN TO
ASK THE INSTRUCTOR TO
ASSIST IN ARRANGING
FOR A GROUP EXERCISE,

INSTRUCTION ON WHEN TO
TAKE THE SELF-CHECK
AND POST-TEST WILL
ALSO BE PROVIDED HERE.
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INSTRUCTION SHEET
PERFORMANCE STANDARD NO.: 1.01

PLEASE DO NOT WRITE OR MARK ON THIS GUIDE

THIS SHEET MAY NOT APPEAR IN EVERY STUDENT LEARNING GUIDE. IF ONE

IS liaED, YOU WILL BE REFERRED TO IT BY ONE. OF THE LEARNING ACTIVITIES

PRESENTED ON THE PREVIOUS PAGE.

THIS SHEET USUALLY CONTAINS GRAPHICS OR PICTURES TO CLARIFY A PROCESS

OR CONCEPT BEING PRESENTED.

IT MAY ALSO PROVIDE DETAILED INSTRUCTIONS FOR A WRITING ASSIGNMENT OR

LAB ASSIGNMENT, OR MAY PRESENT A CHECKLIST FOR EVALUATING A TASK YOU

HAVE BEEN ASKED TO DO,
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SELF-CHECK
PERFORMANCE STANDARD NO.:

1.01
DIRECTIONS

SPECIAL DIRECTIONS ARE PRESENTED HERE. READ CAREFULLY.

PLEASE DO NOT WRITE OR MARK ON THIS GUIDE

THE SELF-CHECK GIVES YOU A CHANCE TO MEASURE YOUR PROGRESS

BEFORE TAKING THE POST-TEST ON THIS LEARNING GUIDE. YOU

COMPLETE IT AND GRADE IT YOURSELF, USING THE SELF-CHECK

ANSWER KEY ON THE NEXT PAGE.

NO GRADE IS RECORDED. THE INSTRUCTOR MAY REQUIRE THAT YOU

DISCUSS THE SELF-CHECK WITH HIM/HER. IT IS IMPORTANT TO

CHECK YOURSELF FAIRLY. IF YOU LOOK AHEAD AT THE ANSWER KEY

OR SKIP ITEMS, YOU MAY THINK YOU ARE READY FOR THE POST-TEST

WHEN YOU ACTUALLY NEED MORE STUDY,

AFTER SUCCESSFULLY COMPLETING THE SELF-CHECK AND DISCUSSING

YOUR PROGRESS WITH THE INSTRUCTOR, YOU WILL BE ASSIGNED A

TESTING TIME TO TAKE THE POST-TEST,

YOU WILL NOT BE GIVEN THE POST -'TEST IMMEDIATELY, BUT WILL

PC:3SIBLY TAKE THE TEST DURING THE NEXT CLASS PERIOD OR AT

LEAST WAIT A MINUMUM OF 24 HOURS,

WHILE YOU WAIT TO TAKE YOUR POST-TEST, DO THE FOLLOWING:

** REVIEW THE INSTRUCTIONAL MATERIAL

** Go ON TO THE NEXT PERFORMANCE STANDARD

4
4.
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SELF-CHECK ANSWER SHEET

PERFORMANCE STANDARD NO.: 1,01

PLEASE DO NOT WRITE OR MARK ON MIS GUIDE

REMEMBER, DO NOT LOOK AT THIS SHEET UNTIL YOU HAVE COMPLETED

THE SELF-CHECK TO YOUR SATISFACTION,

AFTER GRADING YOUR SELF-CHECK, DISCUSS YOU PROGRESS WITH THE

INSTRUCTOR AND MAKE ARRANGEMENTS FOR:(1) ADDITIONAL ACTIVIT-

IES TO ASSURE MASTERY OF THIS COMPETENCY, OR (2) TAKING THE

POST-TEST FOR THIS COMPETENCY,
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INDIVIDUAL PERFORMANCE STANDARD
STUDENT NAME:

APPENDIX C_1

-----
YEAR:

CBAE
TERM:

HIGH SCHOOL COMPLETION

COURSE TITLE:

NO.:

CENTER:

COURSE

ADULT

Performance
Standard

PRETEST Learning
Date/Score- Activities

Self-Check Review
Exercises

POSTTEST

Date/Score
instructor
initials

COMMENTS

Instructor Signature:

Dean's Signature:

Date:

Test Average:
Exam Grade:
Final Grade Ave:
Credit: j

Page of

4Z



Instructor's Name:.

Course Title & Number:

Adult Center:

CBAE INSTRUCTOR'S

PERFORMANCE STANDARD

CHECK SHEET

APPENDIX C-2

Directions: Place the Performance
Standard Number in the box provided

at the top. Place the date in the
corresponding box to indicate
completion.

STUDENTS' NAMES

PAGE OF
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MATERIAL CHECK-OUT/CHECK-IN

TERM
LAB INSTRUCTOR

APPENDIX D

NAME MATERIAL TAKEN DATE OF
CHECK-OUT

TIME DATE OF
CHECK-IN

TIME INITIAL

. :
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APPENDIX E

CBAE TESTING FORM

INSTRUCTOR:

COURSE:

STUDENT NAME:

PRETEST NUMBER

POSTTEST NUMBER

FINAL EXAMINATION

CIRCLE NUMBER OF QUESTIONS MISSED (PRETEST AND POSTTEST):

1 2 3 4 5 6 7 8 9 10

WRITE IN NUMBERS OF ITEMS MISSED (FINAL EXAMINATION):
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CBAE STUDENT INFORMATION SHEET

SUBJECT(s)

ENTRY DATE:

ENTRY TERM:

STUDENT NAME:

ADDRESS:
STREET CITY ZIP

PHONE: MARITAL STATUS: No, OF
CHILDREN

BIRTH DATE: S.S.#

LAST SCHOOL ATTENDED:

LAST GRADE COMPLETED: EMPLOYED?

IF SO, WHERE? PART-TIME FULLTIME

NOT EMPLOYED: ARE YOU SEEKING EMPLOYMENT?

ARE YOU HANDICAPPED? TYPE:

ARE You RECEIVING PUBLIC ASSISTANCE? LIMITED ENGLISH PROFICI-

ENCY?(FOREIGN BORN)

PURPOSE OF PROGRAM ENTRY:

WHAT OTHER COURSES ARE YOU TAKING THIS TERM?

WHAT ARE YOUR HOBBIES AND INTEREST?

WHAT DO YOU PLAN TO DO AFTER _EARNING YOUR DIPLOMA?

SSAT # 1 STATUS: SSAT # II STATUS:
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CBAE LEARNING CONTRACT

TERM: DATE:

SUBJECT:

STUDENT NAME:

FACILITATOR:

v

I PLAN TO COMPLETE PERFORMANCE STANDARD
NUMBERS

BY . I WILL COMPLETE AND CHECK
DATE

THE FOLLOWING ACTIVITIES SEEKING HELP IF I NEED IT:

PERFORMANCE STANDARD

NUMBER

LEARNING ACTIVITIES

NUMBERS

SIGNATURE OF LEARNER

FACILITATOR ENDORSEMENT
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APPENDIX H

EXCUSED ABSENCE (CO-ENROLLED STUDENTS)

ADULT/COMMUNITY EDUCATION CENTER:

STUDENT NAME:

DATE: DATE OF ABSENCE:

DEAN/COUNSELOR APPROVAL:

COMMENTS:

NOTE: MEDICAL EVIDENCE FOR EXCUSED ABSENCES MAY BE PRESENTED

DIRECTLY TO THE INSTRUCTOR.
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THE CBAE LABORATORY APPROACH
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41 APPENDIX J

CBAE STUDENT GUIDELINES (MATH LAB)

WELCOME TO THE MATHEMATICS LEARNING LAB. IN THIS ROOM YOU
WILL FIND STUDENTS TAKING SEVERAL DIFFERENT COURSES, SUCH AS
GENERAL MATH 1.. 11, 111, PRE-ALGEBRA, ALGEBRA 1 & 11, GEOMETRY,

TRIGONOMETRY, AND CONSUMER MATH, BY USING STUDENT LEARNING
GUIDES, EACH PERSON LEARNS AND PROGRESSES AT HIS/HER OWN PACE
THROUGH THE REQUIRED COURSE PERFORMANCE STANDARDS (COMPETENCIES)
SET FOR EACH COURSE,

THERE IS A STUDENT LEARNING GUIDE FOR EACH COURSE PERFORMANCE
STANDARD.

YOU WILL WORK ON ONE GUIDE AT A TIME. PERFORMANCE STAN-

DARDS ARE NUMBERED IN SEQUENCE (I,E., 1.01, 1.02, 1.03,
ETC.). COURSES WILL VARY AS TO THE NUMBER OF PERFORMANCE

STANDARDS REQUIRED,

THE STUDENT LEARNING GUIDE WILL TELL YOU WHAT YOU ARE

SUPPOSED TO DO TO MASTER THE STANDARD (COMPETENCY).

INCLUDED IN EACH LEARNING GUIDE ARE ACTIVITIES (ASSIGNMENTS),

PRACTICE TESTS AND ANSWERS,

IN SOME CASES YOU WILL BE GIVEN ADDITIONAL ACTIVITIES,

TESTS, STANDARDS.

ALL WORK ISINDIVIDUALIZED WITH NO ORGANIZED LECTURES.

LEARNING GUIDES ARE SET-UP IN INDIVIDUAL FOLDERS IN

NUMERICAL SEQUENCE FOR YOUR EASY ACCESS IN A FILE CABINET.

YOUR LEARNING FACILITATOR (INSTRUCTOR) WILL SHOW YOU

WHERE THE GUIDES CAN BE FOUND AND THE LOCATION OF

INSTRUCTIONAL MATERIALS,
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YOUR LEARNING GUIDE WILL TELL YOU TO TAKE A PRE-TEST BEFORE

STARTING THE ACTIVITIES.

IF THIS TEST INDICATES THAT YOU HAVE ALREADY MASTERED

THIS PARTICULAR STANDARD, THEN YOU PROCEED TO THE

NEXT STANDARD,

MOST STUDENTS PREFER TO TAKE THE PRACTICE TEST FIRST

TO SEE WHAT IS ON THE MONITORED TEST.

IF YOU DO NOT PASS THE PRE-TEST, THEN YOU MUST PROCEED

THROUGH THE OUTLINED ACTIVITIES IN THE LEARNING GUIDE,

A MONITORED POST-TEST IS GIVEN WHEN YOU AND THE LEARNING

FACILITATOR DECIDE YOU ARE READY TO DEMONSTRATE MASTERY

OF A STANDARD.

AFTER YOU HAVE SUCCESSFULLY COMPLETED ALL COURSE STAN-

DARDS, A SEMESTER EXAMINATION WILL BE GIVEN.

YOU HAVE"A PERSONAL FOLDER IN THE VERTICAL FILE CABINET THAT

CONTAINS YOUR PERFORMANCE CHECKLIST, YOUR ASSIGNMENTS AND WORK,

THIS MEMO, AND YOUR SCHEDULE.

ALL PRE & POST- TESTS. AND FINAL EXAMS ARE KEPT IN FOLDERS
IN ANOTHER FILE FOR INSTRUCTOR USE ONLY,

WHEN YOU COME TO THE LAB, PICK UP YOUR F^LDER; AND WHEN

YOU LEAVE THE LAB, RETURN IT TO ITS CORRECT PLACE IN THE

FILE,

ATTENDANCE CARDS ARE KEPT IN A BOX NEAR THE LEARNING FACILITA'TOR'S

DESK.

* WHEN YOU COME IN THE LAB, TAKE IT FROM THE BOX AND FILL IN

THE DATE AND TIME.
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o KEEP THE CARD WITH YOU UNTIL YOU TAKE A MONITORED

TEST (GIVE CARD TO THE LEARNING FACILITATOR).

o WHEN YOU SIGN OUT, RETURN THE CARD TO THE BACK OF

THE BOX. RECORD TIME IN CLASS TO THE NEAREST WHOLE

5 MINUTES ONLY.

ATTENDANCE IS VERY IMPORTANT TO YOUR SUCCESS IN MATHEMATICS.

o YOU MAY OPT TO ATTEND EVERY DAY THE CLASS IS SCHEDULED.

o SET UP A REGULAR SCHEDULE FOR YOURSELF AND FOLLOW THAT

SCHEDULE

o PLACE THIS SCHEDULE IN YOUR PERSONAL FOLDER,

o You MUST STAY PT LEAST 50 MINUTES EACH TIME YOU COME

TO THE LAB. TAM: BREAKS AND MAKE OTHER ARRANGEMENTS

BEFORE YOU ENTER THE LAB. YOU MAY STAY AS LONG AS YOU

WISH, BUT BREAK TIMES ARE EVERY 50 MINUTES.

THE GRADING SYSTEM IS THE SAME FOR ALL CLASSES IN ADULT EDUCATION.

A = 94 100 B = 85 93 C = 76 84 D = 70 75

AT THE END OF A TERM, IF 85% OF THE MODULES ARE COMPLETED IN A

COURSE, YOU WILL RECEIVE AN "I" (INCOMPLETE). YOU COME BACK

THE NEXT TERM TO COMPLETE THE REMAINING MODULES AND THEN WILL

BE ASSIGNED A LETTER GRADE. YOU DO NOT RE-REGISTER FOR THIS

COURSE.

IF LESS THAN 85% OF THE MODULES ARE COMPLETED, YOU WILL RECEIVE

AN "N" (NON-COMPLETION) WITH NO CREDIT. You MUST RE-REGISTER

AND CONTINUE IN THE MODULES TO ATTAIN CREDIT.

IF WITHIN A TERM, YOU HAVE COMPLETED 30% OR LESS OF THE

MODULES, YOU WILL BE WITHDRAWN FROM CLASS, BUT CAN RE-

REGISTER THE NEXT TERM AND BEGIN THE COURSE OVER AGAIN.
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TESTING REGULATIONS:

o AFTER COMPLETING A MODULE, YOU MUST WAIT 8 TO 24

HOURS BEFORE TAKING THE POST-TEST, A SCHEDULE OF

TESTING TIMES IS POSTED.

o IF YOU COMPLETE A MODULE, YOU MAY SPEND TIME IN RE-

VIEW OR GO ON TO THE NEXT ONE DURING THIS WAITING
PERIOD.

o FINAL EXAMINATIONS CAN BE GIVEN AT ANYTIME AFTER THE
COMPLETION OF ALL THE MODULES, IT IS SUGGESTED THAT

YOU SPEND TIME REVIEWING PERFORMANCE STANDARDS FOR
AT LEAST ONE DAY,

NOTE: LABS ARE DIFFICULT TO KEEP QUIET BECAUSE OF THE

NECESSARY MOVEMENT TO COMPLETE ACTIVITIES, STUDENTS
MUST MAKE A GOOD EFFORT TO KEEP DOWN THE NOISE LEVEL,

YOUR LEARNING FACILITATOR IS HERE TO HELP YOU PROGRESS

RAPIDLY THROUGH COURSE PERFORMANCE STANDARDS, HE/SHE
IS AVAILABLE TO GIVE SPECIAL ASSISTANCE TO YOU AS YOU
WORK THROUGH ACTIVITIES,

I HAVE READ AND UNDERSTAND THE ABOVE INFORMATION:

STUDENT SIGNATURE: DATE:

58
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APPENDIX K
COUNSELOR INFORMATION

STUDENT INFORMATION FORM

THIS FORM IS TO BE COMPLETED AT INITIAL REGISTRATION AND ENTRY INTO THE

ADULT DIPLOMA PROGRAM AND RETAINED IN THE STUDENT'S CUMULATIVE FILE.

THE INFORMATION OBTAINED WILL BE USED TO ASSIST THE COUNSELOR AND THE

STUDENT IN PLANNING THE STUDENT'S EDUCATIONAL PROGRAM.

NAME-

LAST FIRST MIDDLE

ADDRESS-

PHONE: nATE OF BIRTH.

DATE OF ENTRY INTO ADULT ED. PROGRAM.

I. HIGHEST GRADE COMPLETED IN REGULAR SCHOOL-
2. LAST SCHOOL ATTENDED ( NAME AND ADDRESS):

SCHOOL NAME: ADDRESS:

3. BASED UPON YOUR PAST EDUCATIONAL EXPERIENCES, RATE YOUR
ABILITY /ACHIEVEMENTS IN THE FOLLOWING GENERAL SUBJECT
AREAS:

A. MATH

B. READING

C. WRITING

D. SPELLING

E. SOCIAL STUDIES

F. SCIENCE

CHECK APPROPRIATE BLANKS
HIGH AVERAGE LOW
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4. WHY DO YOU NOW WISH TO.OBTAIN A HIGH SCHOOL DIPLOMA?

A FOR EMPLOYMENT/PROMOTION

B FOR SELF IMPROVEMENT

C FOR IMPROVED SOCIAL ACCEPTANCE

D. OTHER (EXPLAIN)

5. HAVE YOU EVER BEEN IN AN EXCEPTIONAL EDUCATION
PROGRAM? YES NO

6. IF YOUR ANSWER TO NUMBER FIVE WAS 'YES", CHECK THE
PROGRAM YOU WERE IN:

FMH (EDUCABLE MENTALLY HANDICAPPED)

_EH (EMOTIONALLY HANDICAPPED`

SLD (SPECIFIC LEARNING DISABILITIES)

PI (PHYSICALLY HANDICAPPED)

GIFTED

OTHER (LIST OR EXPLAIN)

COMMENTS:

60



LS -,

Counselor Shares With
CBAE Instructor
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APPENDIX L

STUDENT DIAGNOSTIC PROFILE

STUDENT'S NAME-
LAST FIRST MIDDLE

I. FROM TRANSCRIPT

A. CTBS (NATIONAL
PERCENTILE)

TOT. RDG. SPELL TOT. LANG. TOT. MATH

TOT. BATTERY DATE TAKEN

B. PHASE LEVEL (ABILITY/ACHIEVEMENT GROUPING)

( LOW 1-2, AVERAGE 3, HIGH 4-5)

MATH: ENGLISH: SCIENCE: _______,

SOC. STUDIES-

C. OTHER DIAGNOSTIC TESTS ON RECORD:

TEST RESULTS

1 1

2. 2.

II. TABE ( TEST FOR ADULT BASIC EDUCATION)
(SEE ATTACHED STUDENT PROFILE FROM TABE)

1. LOCATOR TEST: LEVEL: VOCAB: MATH DATE:

2. TABE TEST: LEVEL: VOCAB: MATH- ORM-

RESULTS LISTED BELOW BY GRADE LEVEL

(A) READING: VOCAB. COMPR TOTAL-

(B) MATH: COMPU: , CNCPT. & PROB TOTA_
(C) ENG: MECH & EXPR:_, SPELL: TOTAL-

COMMENTS ( USE BACK IF NEEDED):
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APPENDIX M

USERS OF CBAE HIGH SCHOOL CURRICULUM MODULES . .

IT IS IMPORTANT FOR ALL OF US .

THAT TEACHERS IN THE ADULT EDUCATION PROGRAM USING THE CBAE

STUDENT LEARNING GUIDES FOR CREDIT SUBJECT AREAS BE ALERT TO

ANY ERRORS OR OMISSIONS IN THESE GUIDES. ANY GUIDES THAT HAVE

ERRORS/OMISSIONS SHOULD BE PULLED OUT AND SENT TO THE COCOA

CAMPUS ADULT/COMMUNITY EDUCATION CENTER, ATTENTION: MARY WALLIS,

Do THE FOLLOWING:

°°°MARK IN RED INK CHANGES THAT NEED TO BE MADE. IF A WRONG

REFERENCE FOR ACTIVITIES IS EVIDENT, NOTE THE CORRECT RE-

FERENCE,

°°°CHECK PRE/POST-TESTS CAREFULLY TO MAKE SURE THESE TESTS ARE

VALID AND ACTUALLY TEST THE STANDARDS. ALSO NOTE ANY WRONG

ANSWERS IN THE ANSWER KEY. Do THE SAME WITH THE FINAL EXAM.

°°°IF A PRE OR POST-TEST IS MISSING, PLEASE DEVELOP ONE AND SEND

IT TO US.

°°°IF STANDARDS DO NOT HAVE SUFFICIENT ACTIVITIES TO TEACH AD-

EQUATELY THESE STANDARDS, PLEASE MAKE A NOTE OF THIS. SEND A

COPY OF EACH STANDARD WITH SUGGESTED RESOURCES. TRY TO USE

ONLY THOSE RESOURCES THAT HAVE BEEN DESIGNATED FOR THE COURSE.

ONCE WE RECEIVE THIS INFORMATION, CORRECTIONS WILL BE MADE AND

COPIES OF REVISED STUDENT LEARNING GUIDES SENT TO ALL ADULT

CENTERS.

WHEN YOU RECEIVE THESE CORRECTED LEARNING GUIDES, DISCARD THE

OLD ONES.

PLEASE DO NOT WAIT TO SEND THOSE LEARNING GUIDES IN NEED OF

CORRECTIONS TO US. WE NEED TO BE CONSISTENTLY VALIDATING THIS

CURRICULUM.

WE ASK ALL DISTRICTS/COMMUNITY COLLEGES USING THIS CURRICULUM THAT

YOU PROVIDE US WITH ANY NEEDED CORRECTIONS AS OUTLINED ABOVE.
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