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INTRODUCTION
 

The revised ABE Florida Resource Guide 2005 is the result of a Florida 

Department of Education Division of Community Colleges and Workforce 

the Florida ABE Frameworks. 

year’s revision was to offer at least one activity per benchmark for each of 

by the Adult Basic Education Practitioners’ Committee. 

Education State Leadership Grant 2003-2005 and two years of hard work T The goal for this 

All materials in the Resource Guide have been approved for distribution 

for non-commercial educational purposes. The resources have been 

designed to enhance adult basic education programs and contribute to 

program accountability. 

If you have questions or comments concerning the Resource Guide, 

contact Lynn Cunill, cunilll@Ace-Leon.org or 850-922-5343. 

For updates and new resources, visit the ABE Florida webpage at 

www.ABEFlorida.org. 
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TEACHING
 
THE
 

ADULT LEARNER
 



 

  

How Adults Learn
 
This selection is a summary of the second chapter of William Draves’ book How to Teach Adults.
 
It is reprinted by permission from the Learning Resources Network (LERN), the leading
 
association in lifelong learning.  For more practical, how-to information, E-mail info@lern.org or visit
 
www.lern.org.
 

Emotional Characteristics 

An adult must be emotionally comfortable with the learning situation to learn.  Many adult learners 
come to our classrooms with a low self-image and a recognition that they have failed in some way. 
There are natural feelings about inadequacy that stem from growing older; some feelings are 
artificially induced by society; some feelings come from past personal experiences with family, 
peers, and educators.  It is important to recognize that adult students must feel welcomed, encour
aged and enabled. They should not be judged or criticized. 

Physical Characteristics 

Adults are attuned to comfortable surroundings and more sensitive to discomfort than younger 
learners.  Set up your room so that it is as comfortable as possible.  Set no one to face the sunlight; 
be sure charts, board writing, overhead materials and handouts can be read by everyone, even 
those with limited vision; remove any sources of noise, or seat learners as far away as possible 
from them.  Be sure that not only you can be heard, but that individual learners can be heard when 
they talk as well. 

Mental Characteristics 

Mentally, adults are eager to learn.  Part of that readiness to learn may be a natural growth process 
in which “true learning” – self-study, personal inquiry, or self-directed learning – is more welcome 
than formal schooling.  Adult learning is problem-centered.  Adults come to class to address a 
particular problem, and are more satisfied with their learning if it applies to their everyday experi
ences, is practical, or is current. Adults are aware of their limited time and prefer what can be 
learned today or in the near future to what can be learned over a longer period of time.  Adults’ 
interest in solving problems within this time perspective makes them value specific, narrow topics 
of relevance over broad, generalized or abstract subjects. 

Social Characteristics 

The most important social characteristic of adult learners is an abundance and variety of 
experiences.  Adults come with both positive and negative experiences of group interaction, so that 
some will see the group (the class) as an opportunity to display talent and knowledge while others 
will see it as a possible threat to exposing their lack of talent and knowledge.  Every adult will come 
to your class with some perception about the subject to discuss.  Social psychologist Gardner 
Murphy says that adults, contrary to common assumption, are not able to detach themselves 
emotionally from the subject at hand. This means the backgrounds and value systems and current 
living situations of your adult learners greatly influence how you must teach them in the classroom. 
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30 Things We Know For Sure
 
About Adult Learning
 

By Ron and Susan Zemke 

Things We Know About Adult Learners and Their Motivation 

1.	 Adults seek out learning experiences in order to cope with specific life-changing events 
such as marriage, divorce, a new job, a promotion, being fired, retiring, losing a loved one 
or moving to a new city. 

2.	 The more life-changing events an adult encounters, the more likely he or she is to seek 
out learning opportunities. 

3.	 The learning experiences adults seek out on their own are directly related – at least in 
their own perception – to the life-changing events that triggered the seeking. 

4.	 Adults are generally willing to engage in learning experiences before, after, or even during 
the actual life-changing event. 

5.	 Adults who are motivated to seek out a learning experience do so primarily because they 
have a use for the knowledge or skill being sought.  Learning is a means to an end, not an 
end in itself. 

6.	 Increasing or maintaining one’s sense of self-esteem and pleasure are strong secondary 
motivators for engaging in learning experiences. 

Things We Know About Designing Curriculum for Adults 

1.	 Adult learners tend to be less interested in, and enthralled by, survey courses. They tend 
to prefer single-concept, single-theory courses that focus heavily on the application of the 
concept to relevant problems. 

2.	 Adults need to be able to integrate new ideas with what they already know if they are 
going to keep - and use - the information. 

3.	 Information that conflicts sharply with what is already held to be true, and thus forces a 
re-evaluation of the old material, is integrated more slowly. 

4.	 Information that has little “conceptual overlap” with what is already known is acquired 
slowly. 

5.	 Fast-paced, complex or unusual learning tasks interfere with the learning of the concepts 
or data they are intended to teach or illustrate. 

6.	 Adults tend to compensate for being slower in some psychomotor learning tasks by being 
more accurate and making fewer trial-and-error ventures. 

7.	 Adults tend to take errors personally, and are more likely to let them affect self-esteem. 
Therefore, they tend to apply tried-and-true solutions and take fewer risks. 

8.	 The teacher must know whether the concepts and ideas will be in concert with or in 
conflict with the learner and his/her values. 

9.	 Programs need to be designed to accept viewpoints from people in different life stages 
and with different value “sets.” 

10. A concept needs to be “anchored” or explained from more than one value set and appeal 
to more than one developmental life stage. 

11. Adults prefer self-directed and self-designed learning projects over group-learning experi
ences led by a professional. 

12. Non-human media such as books, programmed instruction and television have become 
popular in recent years. 
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13. Regardless of media, straightforward how-to is the preferred content orientation. 
14. Self-direction does not mean isolation.	  In fact, studies of self-directed projects show they 

involve an average of 10 other people as resources, guides and encouragers. Lectures 
and short seminars are well-received if they give the learner face-to-face, one-to-one 
access to an expert. 

Things We Know About Working with Adults in the Classroom 

1.	 The learning environment must be physically and psychologically comfortable.
 
Adults report that long lectures, periods of interminable sitting and the absence
 
of practice opportunities are high on the irritation scale.
 

2.	 Bad experiences in traditional education, feelings about authority and the preoccupation 
with events outside the classroom all affect in-class experience. 

3.	 Adults have expectations, and it is critical to take time up front, during the intake process, 
to clarify and articulate all expectations before getting into content.  It is important for both 
student and teacher to state expectations. 

4.	 Open-ended questions are useful for drawing out relevant student knowledge and 
experience. 

5.	 New knowledge has to be integrated with previous knowledge; that means active learner 
participation.  Since only the learner can tell us how the new fits or fails to fit with the old, 
we have to ask them. 

6.	 The instructor must balance the presentation of new material, debate and discussion, 
sharing of relevant student experiences, and time restraints. 

7.	 The instructor has to protect minority opinion, keep disagreements civil and unheated, 
make connections between various opinions and ideas, and keep reminding the group of 
the variety of potential solutions to the problem. 

8.	 Integration of new knowledge and skill requires transition time and focused effort. 
9.	 The trainer of adults needs to take an eclectic rather than a single theory-based approach 

to developing strategies and procedures, as many offer valuable guidance when matched 
with an appropriate learning task. 

Overall, adults want their learning to be problem-centered, personalized and accepting of their 
need for self-direction and personal responsibility. 

Summarized from Training, June 1981. 
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Using Adult Learning Principles in Adult
 
Basic and Literacy Education
 

ABSTRACT 

Most adult education students (74%) leave their educational program during the first year.  A num
ber of reasons exist for this high attrition rate, but one overlooked reason may be that too many 
adult education programs resemble school.  Structuring programs around Adult Education Prin
ciples may help to better involve adults in their own education and give them a more compelling 
reason to return day after day. 

APPLICATION 

Adult Education Principles 

1.	 Involve learners in planning and implementing learning activities. This can begin with an 
intake that allows the learner to assess his/her own needs and set goals and objectives 
that the educational program can meet. 

2.	 Draw upon learners’ experiences as a resource.  Not only do adult learners have 
experiences that can be used as a foundation for learning new things but also, 
in adulthood, readiness to learn frequently stems from life tasks and problems. 

3.	 Cultivate self-direction in learners. When adults are encouraged to become self-directed, 
they begin to see themselves as engaged in their own recreation and not simply shaped 
by uncontrollable outside forces (Brookfield 1986, p. 19) 

4.	 Create a climate that encourages and supports learning. The classroom environment 
should be characterized by trust and mutual respect among teachers and learners. 

5.	 Foster a spirit of collaboration in the learning setting.  Adult learning is a cooperative 
enterprise that respects and draws upon the knowledge that each person brings to the 
learning setting. 

6.	 Use small groups.  Groups promote teamwork and encourage cooperation and collabora
tion among learners. 

Recommendations for Practicing the Adult Education Principles 

1.	 Create classroom activities that reflect students’ lives and are student centered; consider 
allowing students to take turns leading the class in learning about something that is 
important to them. 

2.	 Ask students to assist with the orientation of new students, perhaps pairing new students 
with a mentor for a limited amount of time. 

3.	 Create a record keeping system that allows students to set their own goals and keep 
track of their own progress towards those goals. 

4.	 Appoint an advisory board for your classroom, allowing students to solicit suggestions for 
learning activities and work with you in implementing them. 

5.	 Develop and/or use instructional materials that are based on students’ lives. 
6.	 Develop an understanding of your particular learners’ experiences and communities. 

Ask questions, make writing assignments, direct reading, etc. to discover and allow your 
student to identify and communicate their experiences and communities to you. 
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7.	 Include your students’ communities in their learning.  Send work home with parents that 
can be done with small children; make assignments about aging for older students or for 
those caring for the aged; ask students to think about their community’s probable 
response to issues raised in class. 

8.	 Duplicate communal living by having students work in small groups.  Consider both long 
term groups and short term groups. 

9.	 Conference regularly with students and ask them to report to you both in writing and 
orally the progress they have made since the last conference. 

10. Establish student “experts” in class and use them as references for other students.	  For 
example, a student with children in school may become the resident expert on public 
school issues and a student aiming to join the military may become the resident American 
military expert. 

For complete, original article, see Doc. Code/Section:  AB0052 / PT 01 
ERIC Clearinghouse on Adult, Career & Vocational Education – Practical Application Brief by 
Susan Imel, 1998; Available online through OTAN 
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Teaching Adults:  Is It Different? 

Types of Adult Learning 

Subject-oriented adult learning makes the primary goal, to acquire content 
information. This can be teacher-directed or student-directed. 

Through consumer-oriented adult learning, in which students set their own 
learning goals and teachers act as facilitators or resource persons. 

Emancipatory adult learning is transformative education in which the educator 
plays an active role in fostering critical reflection. They challenge learners’ 
assumptions,values, and beliefs in an effort to free them from the forces that 
limit their options. 

What do Adult Learners Expect from their Teachers? 

To be knowledgeable
 
To show concern for student learning
 
To present material clearly
 
To motivate
 
To emphasize relevance of class material
 
To be enthusiastic
 
To create a comfortable learning atmosphere
 
To use a variety of techniques
 
To adapt to meet diverse needs
 
To be dedicated to teaching
 

For full text article see this online source:  Path:  OTAN Resources/Document Library/Adult 
Educational AE0338/Teaching Adults 
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For Adult Learners…Remember…
 

First impressions are the most lasting: 
First class sessions are very important.
 
Thorough preparation is vital.
 
Awareness of student needs is critical.
 

Adults remember pleasant experiences better than unpleasant ones: 
Make class interesting and vivid.
 
Provide for continuous success.
 
Avoid dull presentations.
 

Practice makes perfect: 
A skill that is not practiced is soon forgotten.
 
That which is being practiced must be correct.
 
Practice should follow instruction as soon as possible.
 

Adults learn what is meaningful to them: 
Base instruction on stated needs.
 
At each session provide new information or a skill that can be used immediately.
 
Present information on the level of an adult.
 
Incorporate the background and experience of the adult student.
 

Allow for the transfer of information: 
Learning is easier when new facts are related to known facts.
 
Move from the simple to the complex.
 
Teach the concrete, then the abstract.
 

Adults enjoy an informal, friendly, secure climate: 
Be enthusiastic.
 
Give praise.
 
Be willing to learn from adult students.
 
Allow for interaction.
 
Demonstrate respect.
 

The greater the degree of student involvement with instruction, the more likely the 
student will learn: 

Allow for participation in the various phases of instruction.
 
Provide opportunities for students to help one another.
 
Encourage students to learn cooperatively.
 

Source:  Leon County Schools Adult and Community Education Retention Guide. 
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Identification List for At-Risk Adults
 

Effective intervention decreases the risk of dropping out. The characteristics listed here indicate the 
degree or intensity of the problems facing the adult student.  Students with characteristics in the 
“Danger Risk” profile need immediate attention or the student will be lost from the program. The “High 
“Risk” student requires regularly scheduled assistance and support to find solutions to problems. 
“Moderate Risk” students require periodic checks to monitor progress.  At all times, attention must be 
given to insure that additional problems are not compounding the student’s level of risk. 

DANGER RISK 
Work schedule conflict
 
Childcare problem
 
No transportation
 
Loss of transportation
 
Spouse/significant person opposed to participation
 
Absence from first class
 
Late entry to program
 
Failure on a test
 
Three consecutive absences
 
Trauma
 
Record of leaving programs
 
Substance involvement
 
Uncertain housing
 

HIGH RISK 
No goal
 
Unrealistic expectations
 
Personal health problems
 
Family health/hygiene problems
 
Nonreader
 
Teen pregnancy
 
No history of overcoming obstacles
 
Frequent absences
 
Absent from first week of class
 
Change in work schedule
 
Experiencing a “plateau” in progress
 
Mandatory attendance
 
No phone number
 

MODERATE RISK 
Unclear expectations of self or program 
Limited work experience 
Limited family support 
No friend to talk to 
Lack of confidence/self doubt 
Teen parent 
Communication problems 
External motivation 
Lack of knowledge of how program can help them reach a goal 
Periodic absences 
Isolation in class 

9ABE FLORIDA RESOURCE GUIDE - 2005 



STRATEGIES FOR
 
COOPERATIVE LEARNING




  

Five Levels of Cooperative Learning
 
Activities for Adult Learners
 

By Linda Thistlethwaite, Western Illinois University
 
Adaptation by Margaret Wright-Cleveland
 

Original text published in:	 Exploring Adult Literacy 
Adult Learning Division, CRA 
Ohio Literacy Resource Center 
Research 1 – 1100 Summit Street 
Kent State University 
Kent, Ohio  44242-0001 

Original text found online at:	 http://literacy.kent.edu/cra/cooperative/coop.html 

Cooperative learning is a natural for the adult education classroom (Thistlethwaite, 1994).  After all, 
group problem-solving is how adults handle most real-world problems.  Cooperative learning also 
mirrors how adult education teachers themselves learn.  Being able to work cooperatively contrib
utes to an individual’s success as a member of the workforce as well. 

Definitions of Cooperative Learning 
•	 Generally, any venture where people are sharing the learning experience in some manner 

is a cooperative venture.  More specifically this includes face-to-face interaction, positive 
goal interdependence, individual accountability, and demonstration of interpersonal and 
small group skills (Johnson and Johnson 1981). 

•	 Collaborative learning is different from cooperative learning.  Generally, collaboration is 
less-structured than cooperative learning, often with learners entering into collaborations 
of their own free will.  Cooperative learning is more often structured by someone other 
than the learners and usually requires that individuals “give up” something for the good of 
the group.  In collaborative learning each learner gains without compromising.  BOTH 
TYPES OF LEARNING ARE HELPFUL TO ADULT LEARNERS. 

Adult Education – Special Considerations 
•	 In adult education classrooms, learners frequently are NOT working on the same general 

task; therefore, there is no necessity for everyone being in a cooperative learning group at 
the same time.  Only a part of the class may be working in a small group format. 

•	 Individual accountability is tied to progress towards personal goals, not group grades. 
•	 The social skill aspect of cooperative learning is very important in the adult education 

setting.  A teacher cannot assume that just because the learners are adults that they will 
know how to work together.  Also, both teachers and students must be aware that opin
ions about and reaction to group learning may be culture-specific. 

•	 It’s a good idea to start small.  Don’t force adults to participate in cooperative learning 
groups.  Instead, set one up and have it open to others who may want to join as they 
observe the activity and find it appealing.  Begin with pairs; work up to groups of three or 
four, perhaps simply by combining pairs. 
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Cooperative and Collaborative Activities 

Level A 
Adult learners can participate in Level A cooperative learning activities even if they are not in the 
same place at the same time and regardless of their skill level. 

1.	 A group poem:  Select a topic for the poem, such as influential people.  Each student 
selects a person to be added to the first line and then writes a stanza to be added 
anywhere in the poem. This can be added to by learners in different classes, for no 
consultation between writers is needed. 

2.	 Learner-generated lessons:  One learner reads a story and writes questions about the 
plot, theme, characters, etc.  Learner two reads the story and answers the questions. 
Learner one checks learner two’s answers.  Alternately, learner one could choose places 
for learner two to stop and predict what will happen next in the story, giving the same kind 
of feedback as above.  Learners one and two can repeat the exercise changing roles. 

3.	 News Sheet: The class or a combination of classes or learners from various classes may 
create a quarterly or monthly newsletter.  Adult learners can establish and commit to 
contributing certain columns; adult learners can select the focus; adult learners can try on 
the roles of writer, editor, proofreader. 

4.	 Anthology:  Adult education students from various classes in the program could contribute 
to an anthology of writings. The writings can cover all subject areas.  Again students can 
try on roles of writer, editor, and proofreader as well as designer and publicist. Teachers 
can host an authors’ signing party when the anthology is published. 

Level B 
Adult learners of varying abilities can still work together cooperatively in Level B.  However, Level B 
groups must meet face-to-face, if only for a session or two. The work may involve sharing indi
vidual work already done or meeting to learn a new skill/strategy.  Because of the face-to-face 
interaction, Level B groups do allow members to experience firsthand that people access and apply 
the same skills in very different ways. 

5.	 Knowledge Guide: Groups can meet to learn to use the Knowledge Guide Strategy for 
reading.  Adult learners will be taught the strategy as a small group; they will then practice 
the strategy on their own; finally they will return to the small group to share their experi
ences using the Knowledge Guide Strategy and to work out any questions that came up 
as they practiced it. The second group meeting may actually provide answers to ques
tions learners generated for column 4 of the Knowledge Guide. 

Knowledge Guide Strategy:  Learners divide their papers into four columns.  In the first 
they list what they already know about the topic that they are going to read about.  In the 
second they list 3 – 5 questions that they think might be answered by this reading.  In the 
third they record their answers to the questions from column 2.  In the fourth column 
readers record questions that they still wonder about. 

6.	 Vocabulary Columns:  Groups can meet to learn to use Vocabulary Columns strategy. 
They can then practice it independently or as a group or in pairs and return to the larger 
group to use the strategy as a study guide.  All levels of learners can work together to 
learn the Vocabulary Columns Strategy, but learners working on similar levels work better 
together to complete the strategy and study from it. 

Vocabulary Columns Strategy: The learner divides his paper into 4 columns.  In 
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column 1, the learner writes the word to be learned.  In column 2 is written a 
special association (a hint) related to the meaning of the word.  In column 3 an 
antonym is listed and in column 4, a synonym or definition is written. 

Level C 
At this level learners participate in share activities on a regular basis, which means these are 
ongoing groups that learners may enter and leave as they see fit; the organization of the group is 
very loose and doesn’t require stable attendance.  Level C groups can still accommodate a variety 
of skills levels. 

7.	 Status of the Class:  Using the class as a large group, an opening routine could be to get 
a brief verbal commitment by each class member regarding what he or she is going to be 
working on that day. This might lead to more focused work, to people wanting to work 
together on an activity, and to the teacher better keeping up with who is doing what. 

8.	 Daily News Update:  Small groups can meet at the opening or closing of class to discuss 
interesting topics in the news.  Having current newspapers handy is helpful and if stu
dents list this activity as a goal for the day other students can read the article during class 
and join in on the discussion at the end of class. 

9.	 Math Concepts Checkup:  Adult learners working on the same math skills can meet once 
or twice a week to discuss which skills they have mastered and which ones are giving 
them trouble.  Learners can then share expertise, explain particular problems to each 
other, etc. 

10. Writing Workshop:	  Adult learners working on writing projects can meet weekly or more to 
get feedback.  Group members may read each other’s writing and respond orally or in 
writing to content issues, structure issues or grammatical issues.  Each adult learner 
would be responsible for bringing his or her own writing to the group. 

Level D 
In this level group members need to be at approximately the same skill level and working on the 
same material. The teacher plans and implements the lessons. These groups meet more than 
once and attendance is necessary; however, long-term attendance is not required. 

11. Story Impressions: The teacher gives the group a set of key phrases from a story or 
article and has the group write its own story or article using the given phrases in the 
given order. Then they read the authored version and discuss how their version is the 
same and different. The same general format can also be used as an after-reading 
summarization activity. 

12. DR-TA: The three questions that form the basis of the Directed Reading-Thinking Activity 
are:  1) What do you think is going to happen next?, 2) Why do you think so?, and 3) Were 
you right?  The teacher selects several stopping points during the story and at each point 
asks the readers to predict what will happen next and provide support from the text or 
their general knowledge about the situation as proof of their prediction being a logical 
one. Then learners read to find out if they predicted what actually happened. 

13. ReQuest:	  In ReQuest, the readers determine how far in an article they can read before 
they need to stop and discuss. The discussion begins with the learners asking questions 
of the teacher. When the learners can think of no more questions to ask, the teacher 
asks questions of them. The teacher decides when the important ideas have been 
discussed and then directs the learners to read again. 

14. Structured Writing:	  Bio-Poem allows students who have read the same text to work 
collaboratively on writing something about that text. The Bio-Poem is a poem about an 
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historical figure or a fictional character.  Line 1 is the person’s first name, line 2 contains 
four adjectives describing the person, the second to last line notes a location and the last 
line contains the person’s last name.  Lines in the middle begin with such stems as “Who 
likes...,” “Who wants...,” “Who works for...,” “Who dreams about...,” etc. 

Level E 
This is the highest level of cooperative learning and requires a time commitment from those in
volved.  Regular attendance is necessary as is timely completion of the work the group requires 
because members’ individual work contributes to the work of the group as  a whole and is not 
duplicated by another group member. 

15. National Issues Group:	  Group members consider an important social problem and weigh 
the advantages and disadvantages of several solutions. This includes the group mem
bers doing research and working to come to a consensus about the most viable solution. 

16. Literature circles: This group commits to meet over several sessions as the study group 
for the reading of a novel.  Adult learners read and discuss the novel, using questions that 
invite dialogue rather than those that require specific right/wrong answers.  Many novels 
come with book group discussion guides.  Roles such as discussion leader, fact checker, 
expert on historical context, and word expert may be assigned, adopted, or rotated. 

17. Theme studies: Teacher and students decide on a topic of study and a group goal for 
learning (to understand all sides of an issue; to understand the history of an issue; to 
understand the arguments against an issue; to develop a position in response to the 
issue, etc.). The various group members read different relevant materials, including 
informational texts, newspapers, stories and novels, maps, charts, etc.  Group members 
share their research with the whole group as it works to meet the group goal for learning. 
Thematic studies underscore the interrelatedness of learning and group members listen, 
speak, read, write, and think independently and as a group. 
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Cooperative Learning:
 
Structures for Developing Cooperative Learning Exercises
 

Resources: Brenda Andrews and Rownia Watson from Akron, OH 
William Draves, How to Teach Adults 
Sharon Rose McMarr of Harbor Community Adult School in Los Angeles, CA 

Brainstorming 
Cooperative Brainstorming makes use of 3 leadership roles:  stimulator, monitor, and recorder. 

The stimulator can lead in asking questions to develop an idea or to lead the group on to new 
ideas. The monitor may lead in questioning the appropriateness of an idea, keeping the group on 
task, and possibly helping to reword suggestions so that they fit the task at hand better, or, the 
monitor may be assigned to make sure each student contributes something to the brainstorming 
session. The recorder makes sure all ideas are recorded as intended by the students who shared 
and discussed them.  At the end of a cooperative brainstorming effort, each student should have 
offered at least one idea and every student should receive a long list of ideas related to the topic 
about to be assigned for further work.  Some brainstorming lists should be published in the class
room for all to use as inspiration. 

Exercises that include Cooperative Brainstorming 
1.	 Solving of a classroom problem 
2.	 Beginning a writing project 
3.	 Beginning a research project 
4.	 Responding to a current event reading 
5.	 Planning entry into the workforce 
6.	 Planning a class social function 

Corners 
In Corners students are grouped by nature of their opinion on a given topic.  Students of 

differing opinions are paired up in designated corners to discuss their opinions.  Each student must 
sufficiently understand his/her partner’s view and then paraphrase the partner’s opinion to other 
members of a group of four.  Members may ask questions for clarity, but no debate is allowed. 

Exercises using Corners as a Cooperative approach 
1.	 Preparing a paper where the writer must argue a point 
2.	 Researching controversial points in history:  different students could read different 

viewpoints about women’s rights and then role-play their author, teaching the rest of 
their group 

3.	 Forming an opinion on an issue to be decided by vote, such as a presidential elec
tion, city election, etc. 

4.	 Reading a controversial author 

Roundrobin 
This is an information sharing structure in which team members take turns contributing in oral 

fashion to their team effort.  No consensus must be reached or compromise made, but each team 
member gets to add information to the answer of a question or the working out of a problem, hope
fully making the answer more complete and correct. 
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Exercises that incorporate Roundrobin as a learning tool 
1.	 To understand a current event, each group member reads a different article on the 

event and reports to the group. This is a good research activity. 
2.	 Students read only one article, preferably a controversial one. They get to hear 4 or 5 

perspectives on this article in Roundrobin discussion. This can be a paper writing 
preparation exercise. 

3.	 Students discuss big topics about which consensus is rarely reached, such as abor
tion, capital punishment, gun control, gay marriage, etc. in an effort to discover all the 
points of view held. 

4.	 The working out of certain math problems may allow students to approach the right 
answer in different ways.  A Roundrobin discussion of that problem would expose the 
variety of ways a right answer may be found and the particular procedures which are 
not flexible, which everyone must do the same way to get the right answer. 

5.	 Exploring language.  For example, work with adjectives can be shared in a 
Roundrobin discussion, either where each writer is asked to describe the same thing 
independently and therefore different adjectives and structures are shared or where 
each writer is asked to add to a description begun by the first Roundrobin participant. 

Jigsaw 
This is an intense model of cooperative learning based on task specialization that creates 

interdependence among students by making team members reliant upon each other for success. 
Students you doubt will do their work and fulfill their responsibility to the group should not be as
signed a jigsaw exercise. 

Exercises built on the jigsaw concept of cooperative learning: 
1.	 To explore what is required to apply for a job, make a jigsaw group out of the entire 

class.  Have one small group read about resume writing, another about using classi
fied ads, another about cover letters, and another about interviewing. The small 
groups then report to the class on their area of specialty.  In response, each student 
in the class must individually complete a project using the information they received 
from the small groups.  In this example, students could choose classified ads for jobs 
they are interested in, and then write cover letters and resumes for their chosen job 
and role-play an interview for it in front of the class. 

2.	 Research projects work well using the jigsaw concept.  A research project on the 
Revolutionary War could have individual students researching different areas includ
ing weapons and ammunition, daily activities of soldiers, home life during those 
years, the British response, opposition to, etc. The finished project could be a power 
point presentation where each student is responsible for completing a particular part 
of the presentation and a test, where each student must demonstrate knowledge of 
each part of the researched information. The collaboration could also come in the 
form of a group paper, the writing and presentation of a skit, the staging of a debate, 
or an illustrated timeline. 

3.	 Math related projects done jigsaw style can include the planning of a large party 
which would involve preparing a budget, converting recipes, organizing the space 
used and managing the helpers; the planning and building of a garden/tool shed/ 
bookshelf, etc. that must fit into a certain place, be completed within a certain 
timeframe and budget, and serve a certain purpose; or the organizing and collecting 
of goods for a service project, which would include researching needs, figuring costs, 
and planning solicitation, collection and distribution. 
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Numbered Heads Together and Pairs Check 
These structures are used to develop or assure mastery of a specific skill.  Numbered Heads 

Together assigns students to teams which compete to answer questions.  It is important that the 
teams be even in skill level so that every member will feel comfortable contributing.  Numbered 
Heads Together teams discuss and then agree on an answer before they give it, so students can 
share expertise, correct each other’s mistakes and assure each other of right answers.  Pairs 
Check has students work in pairs sharing and checking answers to particular assignments.  Pairs 
may meet with other pairs for more sharing and checking. 

Suggestions for using Numbered Heads Together: 
1.	 Test preparation/study time for students at the same skill level 
2.	 Working of Math Word Problems 
3.	 Review of text read (novel, newspaper article, etc.); may be done with or without 

access to the text 
4.	 Spelling or grammar skill review 
5.	 Preparation for a whole class interview with a coming speaker 

Suggestions for using Pairs Check: 
1.	 Checking written class work 
2.	 Checking interpretations of texts read 
3.	 Checking explanations of how math problems are worked 
4.	 Checking memorization for a presentation 
5.	 Using flashcards 

Role Playing 
Role playing involves two or more class members acting out a real or hypothetical situation, 

usually taking roles not normally associated with that person. The objective is to see from 
another’s point of view. 

Suggested scenarios for role-playing: 
1.	 Historical event 
2.	 Right and wrong ways to deal with conflict 
3.	 Interviews 
4.	 Talking to a child’s teacher 
5.	 Talking to a doctor 
6.	 Characters in a story or novel recently read 
7.	 Conversation with a historical figure or a famous figure, which allows students to 

show off knowledge gained through research 

Case Incidents and Panel Exercise 
These are useful in responding to current events that have caught students’ interest.  Case 

incidents allow students to expand their point of view by asking several students to analyze a real 
life situation or case incident.  In the Panel structure, class members are chosen to engage in a 
discussion in front of the rest of the class, usually with one person serving as moderator and 
fielding questions from the rest of the class. 

Suggested topics for Case Incidents and Panels 
1.	 Presidential elections 
2.	 Current controversies, such as the presence of U.S. military in Iraq, tax changes, etc. 
3.	 Current movies, especially ones controversial for some reason, like The Passion 
4.	 Current awards given, such as Emmys, Grammys, and Oscars. 
5.	 Verdicts in famous lawsuits 
6.	 School policies/classroom policies 
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Listening Team 
The Listening Team structure divides the class into small groups of three, with each small 

group member assuming a particular role of speaker, listener or observer.  One person relates his 
or her experiences or ideas on a topic to another person, with the listening person questioning, 
repeating, and restating key phrases for clarification. The third person observes the entire process, 
and after a time limit, reports to the other two on what he observed. The people then shift roles 
and repeat the exercise so that each person has a chance to be speaker, listener and observer. 
This is another way for students to try out ways of approaching a subject in a safe setting. 

Suggestions for using Listening Team: 
1.	 Reacting to and processing text 
2.	 Interpreting word problems, with a new problem discussed by each new speaker 
3.	 Discussing controversial topics 
4.	 Sharing student writing 
5.	 Brainstorming ways to deal with situations, such as talking to a child’s teacher, or 

dealing with a landlord, etc. 

Support Group 
This is a long term group that involves 4 or 5 students.  Students should exchange phone 

numbers, email addresses and check in with each other each day in class, phone when one mem
ber is absent, keep up with homework assignments for those absent, read each other’s portfolios, 
and help with personal problems when appropriate.  Unless problems develop, these groups 
should remain stable for as long as the class meets. These groups promote stability and account
ability in students. 

Information Gap 
Students who have incomplete sets of information interact with others who have the missing 

pieces, asking and answering questions, clarifying, and confirming to get the information they need 
and fill in the missing parts or “gaps” in their information set. Partners or other groups do the same 
because their information sets have “gaps”, too. 

Suggested Information Gap Activities: 
1.	 Coupon Shopping - Student pairs or small groups A and B each receive or compose 

their own different shopping lists and different sets of actual coupons. They ask each 
other if there is a coupon matching items on their lists, the coupon value, expiration 
date, etc. More advanced classes might find prices of items, deduct “double” coupon 
savings, etc. to estimate total cost.  Comparisons of stores can be made. 

2.	 Internet Version of Coupon Shopping:  Students can find and go to good coupon 
sites, review offerings, and determine if a coupon matches what a partner needs. If 
so, the coupon can be printed and then roles reversed. 

Scavenger Hunt 
Students are given a task and asked to generate and prioritize criteria for that task and then 

complete it.  Students must share information to get the best plan and solution for their group, for 
their group members must establish the criteria together. 

Suggested Scavenger Hunt Activities: 
1.	 Apartment Hunting:  Group members define their preferred type of housing by listing 

their room/size needs, their ideal rental cost, location, amenities, etc. Then they 
review the Classifieds section of their area newspaper and try to find a location that 
can best satisfy all of their needs and wants.  Results are reported to the rest of the 
class, including the compromises made. 
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2.	 Web Quality of Living Hunting:  Group members define the amenities they want in the 
city in which they live. They then review city government websites, quality of living 
evaluations, weather reports, job availability and cost of housing to determine which 
city would best meet the needs and wants of all the group members.  Results are 
reported to the rest of the class, including the compromises made. 

Survey 
Students are either given a survey topic or pose one of their own and determine ways to get 

information (Question/answer, scale of agree to disagree, counting the number of occurrences of 
something, measurement, etc.). Students gather the data, visualize it (pie charts, bar graphs, line 
graphs, etc.), analyze and interpret results, and present findings to the class. 

Suggested Survey Activities: 
1.	 National Weight Recommendations: The survey topic is “To what degree do mem

bers of this class conform to national recommendations for weight in relation to 
height?” Students weigh themselves and measure their height. They report this 
anonymously to a record keeper. Different groups sort data and visualize it in com
parison to a national table. Students create pie charts, bar graphs, and line graphs 
and report on results and recommendations for weight management, as needed. 
This kind of survey requires research which can be accomplished in class using the 
Internet. Students can find the national height/weight by gender table on the Internet. 
Student graphs and charts can be created on the computer and tips for weight man
agement can be found, printed, and shared with the class. 

2.	 Family Tree Survey:  Individual students survey their family members for information 
such as years living in the state, types of education, types of jobs, number of children, 
length of marriages, etc.  Actual survey questions should be determined by the sur
vey group. The data is then collected and reported through graphs or charts and a 
short presentation to those taking part in the survey. 

Treasure Hunt 
Students read and follow “go to and find” or “go to and do” directives and receive points or 

prizes or recognition for completion of tasks with correct answers or finished tasks. Treasure Hunts 
are task-based, usually with only one correct answer, but the whole group is charged with finding 
the answer. 

Suggested Treasure Hunt Activity: 
1.	 Tax Forms:  Students receive and review packets of State and Federal tax forms and 

instructions and use these to locate answers for a list of questions or complete tasks 
for directives. (What is an exemption? On what line do you sign your name? etc.) 
Some of this research can be done on the Internet. 

2.	 Voter Registration:  Students are charged with the task of getting all of their class 
members (or school members) registered to vote. They must find out the procedure 
for registering, administer that procedure at school, and report their results to the 
class. 
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The Eight Intelligences
 

FOCUS ON BASICS 
World Education / NCSALL 
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Volume 3, Issue A, March 1999
 
If you would like more information on Focus on Basics, you can e-mail us at FOB@WorldEd.org.
 

Linguistic Intelligence 
Involves perceiving or generating spoken or written language
 
Allows communication and sense-making through language
 
Includes sensitivity to subtle meanings in language
 
Encompasses descriptive, expressive, and poetic language abilities
 

A great deal of linguistic intelligence is required if you are a novelist, stand-up comedian, journalist, 
lawyer, poet, news correspondent. Linguistic intelligence is not about being bilingual, but does 
include facility with learning languages; nor is it being talkative or liking to talk. 

Logical/Mathematical Intelligence 
Enables individuals to use and appreciate abstract relations
 
Includes facility in the use of numbers and logical thinking
 

A great deal of logical-mathematical intelligence is required if you are a mathematician, scientist, 
engineer, or architect. This intelligence is not only about numerical reasoning but, as the name 
implies, includes logical reasoning abilities that might not involve numbers at all. 

Spatial Intelligence 
Involves perceiving and using visual or spatial information
 
Transforming this information into visual images
 
Recreating visual images from memory
 

You need a lot of spatial intelligence if you are a sculptor, architect, surgeon, cab driver, dancer. 
Spatial intelligence is not necessarily visual. Blind individuals develop excellent spatial ability. 

Bodily/Kinesthetic Intelligence 
Allows an individual to use all or part of one’s body to “create”
 
Refers to the ability to control all or isolated parts of one’s body
 
Includes athletic, creative, fine, and gross motor movement
 

You require a great deal of bodily kinesthetic intelligence if you are a dancer, surgeon, athlete, 
sculptor. Bodily kinesthetic intelligence is not merely moving, or “working off energy.” A student who 
cannot sit still in the classroom does not necessarily possess a strength in this intelligence. 
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Musical Intelligence 
Involves creating, communicating, and understanding meanings made out of sound (music 
composition, production, and perception) 
Includes ability in dealing with patterns of sound 

A great deal of musical intelligence is required if you are a musician, conductor, sound engineer, or 
choreographer. Musical intelligence is not engaged by playing music “in the background.” In fact, 
background music often interferes with the work of those who excel in this area because they tend 
to focus actively on the music. 

Naturalist Intelligence 
Involves the ability to understand the natural world 
Includes the ability to work effectively in the natural world 
Allows people to distinguish among, classify, and use features of the environment 
Is also applied to general classifying and patterning abilities 

A great deal of naturalist intelligence is required if you are a botanist, biologist, gardener, farmer, 
chef. The naturalist intelligence is also brought to bear in other non-natural classification and pat
terning activities. 

Interpersonal Intelligence 
Involves the capacity to recognize and make distinctions among the feelings, beliefs, 
and intentions of other people 
Allows the use of this knowledge to work effectively in the world 

A great deal of interpersonal intelligence is required if you are a teacher, mediator, salesperson. 
Interpersonal intelligence is not simply working, or preferring to work, in a group, being well liked, 
or having manners. Rather it emphasizes an individual’s ability to understand social situations and 
the actions of others within that context. 

Intrapersonal Intelligence 
Enables individuals to understand themselves and to draw on that understanding to make 
decisions about viable courses of action 
Includes the ability to distinguish one’s feelings and to anticipate reactions to future 
courses of action 

A great deal of intrapersonal intelligence is required if you are a therapist, poet, minister. 
Intrapersonal intelligence is not related to comfort with or preference for working alone. Consider 
the individual who knows that he is or she is the type of person who likes to work in groups. 

Existential ability remains under consideration for designation as an intelligence. It refers to 
the human inclination to ask very basic questions about existence, such as: Who are we? Where 
do we come from? At this time this ability does not sufficiently meet the criteria discussed earlier to 
be considered an intelligence (Gardner, 1999, p. 9). The question remains as to whether existential 
abilities are not an amalgam of logical and linguistic intelligences. 
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What Would That Lesson Look Like?: 
Teaching to Verbal/Linguistic Intelligence 

Reading 
Keep a journal of new words and their definitions 

Write a new ending to a story just read 

Give a speech about a text 

Use crossword puzzles or word searches to highlight main ideas; better yet, 
have students create the puzzles 

Writing/Grammar 
Keep a journal of grammar mistakes and the rule that corrects them 

Write an explanation for each change you suggest in a partner’s writing 

Write instructions for someone reading your writing; tell them what to notice and where 

Mathematics 
Write out instructions for solving math problems 

Keep a diary of your successes and struggles with understanding math concepts 

Research and write about a famous mathematician 

Write a dialogue between two people trying to solve a math problem and make sure they 
figure out how to solve it 

Write out the questions you have about daily math assignments. Before the next math 
lesson, answer the questions you wrote from the previous assignment. You may get the 
answers from your book, from a classmate or from your teacher. 

Have a spelling bee with only mathematical terms 
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What Would That Lesson Look Like?: 
Teaching to Logical/Mathematical Intelligence 

Reading 
Make an outline of what happens in the plot 

Make a timeline of the plot 

Make equations out of the ideas, showing how the thinking grew from one point to the next 

Compare and contrast characters in the reading 

List all the cause and effect pairings you can find in the reading 

Describe patterns you find in the reading 

Writing/Grammar 
Write your ideas so that you create a pattern of thinking and/or writing


 Organize your thoughts by problem and solution or cause and effect
 

Map out the progression of the development of your idea and then use that as an outline for 
writing 

Count the number of verbs, nouns, adjectives, etc. in a paragraph 

Count the number of words in each sentence and the number of sentences in each 
paragraph.  Comment on how much or little variety you find.
 

Write word equations to explain the parts of speech
 

Make a chart or graph of the parts of speech and examples of each
 

Mathematics 
Write and solve an original word problem every day 

Describe a “What If…” situation and then make a plan to test it out; report on the results 

Do a logic puzzle each day 
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What Would That Lesson Look Like?: 
Teaching to Visual/Spatial Intelligence 

Reading 
Draw the floorplan for the story you are reading and map out the action
 

Draw a map of the settings used in the story and map out the plot accordingly
 

Play Pictionary with vocabulary words generated by the reading
 

Create a collage expressing the theme of the story
 

Describe visually each character; include more detail than the author
 

Writing/Grammar 
Color code different parts of speech 

Draw a map of the ideas in your essay 

Choose a shape that describes the movement in each of your paragraphs and explain; 
OR choose a shape that describes the development of ideas in your entire essay and explain 

Write so there is a visual detail in each sentence of your essay 

Categorize adjectives by visual or tactile category such as color, shape, texture, size, etc. 

Mathematics 
Do a survey of students in your class and graph the results 

Practice math facts with manipulatives 

Estimate measurement using sight and touch and then measure to check your estimates 

Color code mathematic operation signs 

Create an interlocking jigsaw puzzle that shows how a math problem is solved; make sure 
the appropriate steps lock into each other
 

Keep a notebook of patterns you notice outside of class; bring in samples to class
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What Would That Lesson Look Like?: 
Teaching to Bodily/Kinesthetic Intelligence 

Reading 
Act out scenes from a story 

Play charades to describe characters from a story 

Make a human sculpture representative of the theme of the story 

Read aloud while moving around the room; all must move and all must listen to the one 
reader; the reader should change after an agreed upon number of lines. 

Writing/Grammar 
Assign different parts of the room for writing different parts of an essay (introduction, 
conclusion, body) 

Have a sign language spelling bee 

Learn sign language for parts of speech; have students make the appropriate sign as 
you say words; work to do this as quickly as possible 

Make up a “How to Write an Essay” or “Parts of Speech” or “Comma Rules” folk dance, 
matching words to movements 

Mathematics 
Make up a playground game that uses math operations
 

Make human sculptures of geometric shapes
 

Act out equations and their solutions
 

Act out word problems and their solutions
 

Make a “to-scale” model of something in the classroom
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What Would That Lesson Look Like?: 
Teaching to Musical/Rhythmic Intelligence 

Reading 
Illustrate a story or poem with music 

Write a rap summarizing a story 

Choose music to represent each character in a story 

Align the movement of the plot with the movement of the music, shaping the music so 
that its climax is the story’s climax, etc.
 

Read poetry out loud and clap out the rhythm
 

Take a popular tune and give it new words that summarize a story
 

Writing/Grammar 
Create songs or raps to teach parts of speech, certain speech rules, etc.
 

Sing a spelling bee
 

Read your own writing out loud to a partner and assign each punctuation mark a sound;
 
be sure to read the punctuation marks out loud, too.  Have your partner check your 
use of punctuation. 

Use musical terms to describe how you have put the ideas in your essay together. 

Read your essay out loud and notice the places where you have rhythm and the 
places where you do not; rewrite the places lacking rhythm. 

Mathematics 
Drill and learn math facts to drum beats 

Make up sounds for different math operations and then read and solve problems aloud 
reading the operations signs as sounds 

Write songs to explain mathematics operations 

Learn to read music rhythm to clarify division 
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What Would That Lesson Look Like?: 
Teaching to a Naturalist Intelligence 

Reading 
Describe the nature used in the story you just read; how is the nature used?
 

Write a short essay relocating the story you just read to another setting; how would the
 
story be changed?
 

 Tell which animal each character is most like and explain your choice based on
 
information in the story
 

What are the characters’ feelings about nature?
 

Using the food chain as a model, decide who is the most powerful in the story.
 

Writing/Grammar 
Write about environmental issues 

Use a tree image to map out your ideas for an essay 

Describe the natural cycles that seem to develop in your writing; decide if they are 
negative or positive and omit or keep accordingly
 

Assign each season a part of speech and explain why
 

Mathematics 
Write story problems with settings and actors in nature 

Graph positive and negative influences on the environment 

Keep track of and chart weather patterns in a certain geographical area for one month 

Use natural elements as units of measurement and record measurements based on your 
choices (Example:  your math book is 8 oak leaves long) 
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What Would That Lesson Look Like?: 
Teaching to an Interpersonal Intelligence 

Reading 
Analyze the message of a story with a group; reach a consensus 

Take a class survey of student reaction to each character in the story 

Role play a character and engage in conversation with another student; have that student 
figure out which character you are 

Discuss with a small group why certain characters make the choices they do; record as 
many points of view as are offered 

Writing/Grammar 
Use a small group to write a story; have one person begin, and then each write one 
paragraph until the story is complete. 

Get a partner and drill grammar skills
 

Choose verbs to describe a person you know, then choose nouns, then choose
 
adjectives, etc.
 

Rewrite your essay in dialogue form; what new ideas did you create?
 

Read your essay aloud to a partner and get his/her feedback on the strengths and
 
weaknesses of it.
 

Mathematics 
Solve complicated story problems in a group 

Work as a group to survey the class and summarize the results in percentages 

Orally describe to a partner everything you do to solve a math problem 

Each group member take turns teaching a math skill to the small group 

Work in teams to write word problems that the other teams can’t solve but you can 
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What Would That Lesson Look Like?: 
Teaching to an Intrapersonal Intelligence 

Reading 
Imagine yourself as a particular character in the story; explain what you would do 
differently and what you would do the same 

Explain how the story relates to you and other modern day readers 

Keep a diary of how you feel while reading a novel 

Write an explanation of why you like or dislike a certain character 

Writing/Grammar 
Write an autobiography explaining what you think is the most important thing others should 
know about you 

Keep a daily journal in which you ask and try to answer one question about yourself 
or your behavior 

Keep a record of the grammatical mistakes you make in writing, reasons for making the 
mistakes,  ways to correct the mistakes and reasons why correction is important 

Keep a journal that describes your writing process, keeping tabs on what you want to 
improve, progress you are making and writing strengths that make you proud. 
Try to write at least once a week 

Mathematics 
Keep a journal tracking your emotional reaction to learning new math skills 

After each new skill is mastered, write a paragraph explaining how this skill can be useful 

Track your thinking process for solving a particularly difficult problem 

Chart the patterns of emotions you notice about yourself 
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MI, the GED, and Me
 
by Martha Jean 

FOCUS ON BASICS 
World Education / NCSALL 
Connecting Research and Practice, 
Volume 3, Issue A, March 1999
 
If you would like more information on Focus on Basics, you can e-mail us at FOB@WorldEd.org.
 

Perhaps you’ve been in the same place I was in 1996. I was a teacher, preparing students to 
take the tests of General Educational Development (GED). We spent much of class time using 
GED workbooks. Many of my students, most of whom were homeless, had great difficulty giving 
long-term attention to academic subjects and retaining the information being taught. Many students 
with these problems did not stay in the program long enough to reach their GED goals, yet I could 
see that these learners had abilities that made the world a better place. Then, I heard about the 
NCSALL’s Adult Multiple Intelligences (MI) Project. I wanted to join the project because I had read a 
little bit about MI and was anxious to give some time and thought to how it could serve my learners. 

Howard Gardner’s multiple intelligences theory fit my observations of the students in my 
classrooms. MI theory proposes that there are eight and maybe more identifiable intelligences. The 
learners in my classrooms were smart in many different ways. Gardner defined intelligence as an 
ability to solve problems or fashion products that are valued in one or more cultures. He acknowl
edges the two traditionally accepted intelligences, which he calls mathematical/logical and linguis
tic, but he also theorizes the existence of the interpersonal, intrapersonal, spatial, musical, bodily/ 
kinesthetic, and naturalistic intelligences as well. Drawing, fixing cars, singing, resolving conflicts, 
or composing a poem, skills my students possessed, all fit this model. I wanted to figure out a way 
for students to use their multiple intelligences to connect productively with GED material. 

First Year 
In the first year of the AMI project, my teacher research question was whether GED-based, 

MI-informed activities would help students use their intelligences as learners and GED test-takers. 
I taught two classes of four to seven students; each class met twice a week for a total of six hours 
a week. I would use MI activities with one of my two classes, and my usual approaches with the 
other as a comparison group. 

Angles 
1.	 In 2-5 minutes, list as many angles as you see (inside or outside). 

Make a graph showing each type you found. 
Which angle is most common? Why? 

2.	 Using your arm and elbow, make five angles. 
Draw those angles and write approximate measures for each. 
Are there any kinds of angles that cannot be made with an elbow? 

3.	 Discuss with someone and write a response: What does someone mean when they say, 
“What’s your angle?”  If you were on an icy road and did a 360, what happened to you? 
Why do you think this angle is called a right angle? 

4.	 Using Play-Doh and/or paper show the angles 180, 135, 90, and 45 degrees. 
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5.	 Find or make five triangles. Measure and total the angles in each. 
6.	 Draw, make with Play-Doh, or paint a place you know and mark and measure the angles. 
7.	 Write a poem, song, chant, or rap using some of the following words about angles:  figure 

formed by two lines, intersection, elbow, notch, cusp, fork, flare, obtuse, acute,  point of view, 
perspective, viewpoint, outlook, slant, standpoint, position,  purpose, intention, plan, aim, objec
tive, approach, method. 

In that first year, I stumbled around a bit trying to figure out how to make an MI-informed lesson 
that would help GED test takers. I read David Lazear’s Seven Ways of Teaching and Seven Ways of 
Knowing (1991), Thomas Armstrong’s Seven Kinds of Smart (1993), and Bruce Campbell’s The 
Multiple Intelligences Handbook (1994) to get ideas for my first MI lessons. After initial attempts 
that had every student trying activities in every intelligence, I realized that requiring work in each 
domain was not in the spirit of MI. I had to let my students choose activities. Their choices would 
probably mirror the intelligences in which they were strongest. I decided to use an MI-informed 
approach at least one day a week. I started to design “Choose 3” lessons on broad topics, such as 
math, for example. Each “Choose 3” consists of choices based on the eight intelligences: at least 
one choice for each intelligence. Students picked the three activities they would do alone, with a 
teammate, or in a group. 

I created lessons about home, travel, plants, math review, writing, and angles. I was trying to 
find topics that could reflect some of the GED subjects in each lesson or a lot of choices from one 
GED subject. For example, the math review had choices about angles, word problems, and perim
eter, area, and volume. Students did do these lessons enthusiastically, but a couple of problems 
arose. The content of the lessons was too broadly defined; I could not connect the activities to a 
specific area of the GED for review. Also, the students did not always choose activities that cen
tered on the content that they needed most. I began to address those shortcomings by creating 
lessons that were more narrowly defined by content. For example, angles from the GED math 
became the topic of one “Choose 3” lesson, and all the activities related to angles. Brainstorming, 
a pre-writing skill became the topic of another “Choose 3” lesson. This way, after students 
completed a “Choose 3” lesson, I knew the content had been covered and everyone could move 
into the workbook for review. I also found that the “Choose 3” lessons could be used to review 
material already taught or to introduce a new topic. 

Tracking Progress 
I kept track of learners’ progress with student daily logs that asked what materials they had 

completed and how they had scored on GED workbook material. Students also recorded their 
views on what was or wasn’t working in MI lesson in multiple intelligence logs. I kept a teacher’s 
daily log of my observations. The data show that, from the start, having choices increased students’ 
involvement in class. Fewer students were going home early, taking lots of breaks, or just not doing 
anything. After I fine-tuned the “Choose 3” activities, I observed that, although learners’ choices 
differed, individuals thought they had chosen the easiest activities. Students who said they liked 
math often chose the logical/mathematical activities and students who said they liked discussions 
often chose the interpersonal activities, and so on. My conclusion was that learners were using 
their strongest intelligences to help them understand each GED topic. 

Brainstorming 
Take 15-20 minutes to do each of the three you choose. 
1.	 Trace your hand. On the fingers write two or more sentences that express the main ideas you 

would use for an essay about one of the following: List choices why I like hands-on activities: 
I am handy at...  I like the way I handled this situation... 
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2.	 Pick a graphic from the “GRAPHICS” folder. Color it. 
Write three things you see in the graphic. Write six sentences about what you think the graphic 
is about or what it makes you think about. 

3.	 Using one of these: keyboard, magnet words, numbers, shapes, clay, Play-Doh, paint, markers, 
crayons, or paper pieces, show how you would design a five paragraph essay about “My Favor
ite Classroom Activity.” 

4.	 Draw three rooms from a house you lived in as a child. In each room, write two or more sen
tences about what you remember in that room. 

5. Pick three life symbol graphics (see folder) that represent your life right now. On another sheet of 
paper, trace the picture and write two or more sentences in each picture about why you chose 
that graphic. 

6. Choose an animal picture that most reminds you of yourself. Trace the picture, or draw your own 
image, or make the animal out of clay or Play-Doh. List everything you can think of that de
scribes that animal: how it looks, where it lives, family, food, movement, sounds it makes, how it 
acts, etc. Put a check next to the things that are like you and explain how they are similar. 

By the end of that class year I was seeing something else that I thought was significant. Not 
only did I observe students using their strongest intelligences to learn GED materials, but I also 
noticed that students who traditionally drop out, those with learning disabilities (LD) and attention 
deficit disorder (ADD) appeared to be involved in learning in ways that I had never seen before. 
These students were coming to class and starting the Choose 3s immediately. They were more 
willing to go into the workbook material that was related to a Choose 3 activity they had done. 
Compared to the non-MI-informed class, and to the period before I started the MI project, there 
was less complaining, less protesting: “I don’t understand!” and less avoidance of any classroom or 
workbook activity. 

When I looked back at my classroom observations and attendance records, I noticed that, 
although usually students with ADD attended no more than a few weeks, one of my students with 
ADD had stayed on from enrollment in December to the end of class in May. Another LD student 
had attended regularly and gotten her GED, unlike past students with LD who never came to class 
long enough to be test-ready. A third student had excellent attendance compared to other LD 
students in a class where I was not trying MI-informed lessons. 

Second Year 
In the second year of the project, my research question was: How do MI-informed lessons 

affect the attendance and progress of adult learners with LD or ADD? I also liked the idea that I 
could develop and refine the Choose 3 lessons to help students pass the GED tests. I planned to 
add some math activities and also design Choose 3s for science, social studies, grammar, and 
writing. Examples of the lessons are given on pages 3-5. I was so pleased by the results of MI-
informed instruction the first year that I could not deny it to either group of students, so both 
classes subsequently received MI-informed instruction. 

The students had struggled with doing daily and MI logs in year one. In the second year, they 
talked and I recorded their MI activities, which included their views on the MI lessons. I also kept 
my teacher’s log. I also kept my MI activities log. At intake and during the year, I recorded students’ 
self-disclosures about LD or ADD diagnoses through school or agency testing, and I compiled 
attendance data. 

The second year of the project was especially exciting. I had the whole year to incorporate MI 
theory into my GED lessons and could be more attentive to how learners with LD and ADD were 
responding to an MI-informed class. 
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The Planets Choose 3 of the activities below.
 
Do any by yourself, with a partner, or in a group.
 
Read handouts: size, geography, distance of the planets.
 
Look at mobile and press on pictures. Look at books about planets.
 
1.	 List the distance of each planet to the sun in scientific notation. 
2.	 Describe the planets musically - use keyboard, song, song titles, etc. 
3.	 Using the paper roll, compare the distance from the planets to each other and the sun. 
4.	 Compare the size and look of each planet using Play-Doh, paper, or balloons. 
5.	 Using mime, dance, or a play, show what would happen to you if you were standing on each 

planet.
 6. Write a description or create a poem that compares yourself to the planets you think you are
 

most like and most different from.
 
7.	 Design two different aliens: One who looks like s/he could live on a planet closest to the sun 

and another who looks like s/he could live on a planet the farthest away from the sun. Use any 
materials to make each alien. 

8.	 Make a list comparing the size, colors, distance from the sun, moons, and temperature of each 
planet. 

This is what a class looked like: Students came in and started reading the Choose 3 for that 
day. Play-Doh, markers, a keyboard, rulers, Legos, pen or pencil, paper, and maybe a partner or a 
group would be collected to do the chosen activities. Lots of discussion, movement, concentration, 
debate, questions, and answers filled the room. Learners who finished before the others did related 
workbook activities. When everyone completed their three activities, the whole group gathered. Ev
eryone identified their choices. Anyone who wanted to, which was usually everyone, shared what 
they did. I distributed a GED worksheet on the subject, which students read and answered silently. 
Then they shared, debated, and checked their answers. The remainder of the class and the next 
class included some writing exercises and lots of workbook practice. 

My records showed that students with LD and ADD had excellent attendance. They not only 
attended more regularly than in other years, but they also were actively participating in the activi
ties while in class. Because they attended more regularly and were doing the workbook reviews 
more willingly, they made progress toward individual GED tests. This, of course, was also true of all 
the GED students that year. 

Positive Outcomes 
By the year’s end I had learned much about how MI-informed lessons affect the attendance 

and progress of adult learners with LD or ADD. In interviews with these students, one student said, 
“To know something is one thing. To know something and do it is another.” He continued, “I prefer 
hands-on because it clarifies everything. If it was all workbook, I wouldn’t do well cause I’d lose 
interest. I wouldn’t stay long cause I’d lose interest. If you make work fun, it wouldn’t be work.” 
Another student who had just passed her GED math said about working only in the workbook: “I’d 
probably still be on the math in the beginning. I concentrate more on those [points to Choose 3 
lessons]. My mind drifts if I just do the workbook.” She said of the Choose 3, “These give you a 
different way of looking at problems.You go through the problems more this way. In the workbook 
you just do the problems, that’s it, and with this you can work together.” 

The words and reactions of students in my MI-informed classes have stayed with me. I believe 
that choices should always be a part of the learning experience. I know that allowing students to 
learn through their strengths is successful. I’m beginning to think about how MI will help learners 
with the GED 2001. It’s a never-ending quest. 
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Multiple Intelligences Survey 
© 1999 Walter McKenzie, The One and Only Surfaquarium 

http://surfaquarium.com/MI/inventory.htm 

Part I 

Complete each section by placing a “1” next to each statement you feel 
accurately describes you. If you do not identify with a statement, leave the space 
provided blank. Then total the column in each section. 

Section 1 
______ I enjoy categorizing things by common traits 
______ Ecological issues are important to me 
______ Hiking and camping are enjoyable activities 
______ I enjoy working on a garden 
______ I believe preserving our National Parks is important 
______ Putting things in hierarchies makes sense to me 
______ Animals are important in my life 
______ My home has a recycling system in place 
______ I enjoy studying biology, botany and/or zoology 
______ I spend a great deal of time outdoors 

______ TOTAL for Section 1 

Section 2 
______ I easily pick up on patterns 
______ I focus in on noise and sounds 
______ Moving to a beat is easy for me 
______ I’ve always been interested in playing an instrument 
______ The cadence of poetry intrigues me 
______ I remember things by putting them in a rhyme 
______ Concentration is difficult while listening to a radio or television 
______ I enjoy many kinds of music 
______ Musicals are more interesting than dramatic plays 
______ Remembering song lyrics is easy for me 

______ TOTAL for Section 2 
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Section 3 
______ I keep my things neat and orderly 
______ Step-by-step directions are a big help 
______ Solving problems comes easily to me 
______ I get easily frustrated with disorganized people 
______ I can complete calculations quickly in my head 
______ Puzzles requiring reasoning are fun 
______ I can’t begin an assignment until all my questions are answered 
______ Structure helps me be successful 
______ I find working on a computer spreadsheet or database rewarding 
______ Things have to make sense to me or I am dissatisfied 

______ TOTAL for Section 3 

Section 4 
______ It is important to see my role in the “big picture” of things 
______ I enjoy discussing questions about life 
______ Religion is important to me 
______ I enjoy viewing art masterpieces 
______ Relaxation and meditation exercises are rewarding 
______ I like visiting breathtaking sites in nature 
______ I enjoy reading ancient and modern philosophers 
______ Learning new things is easier when I understand their value 
______ I wonder if there are other forms of intelligent life in the universe 
______ Studying history and ancient culture helps give me perspective 

______ TOTAL for Section 4 

Section 5 
______ I learn best interacting with others 
______ The more the merrier 
______ Study groups are very productive for me 
______ I enjoy chat rooms 
______ Participating in politics is important 
______ Television and radio talk shows are enjoyable 
______ I am a “team player” 
______ I dislike working alone 
______ Clubs and extracurricular activities are fun 
______ I pay attention to social issues and causes 

______ TOTAL for Section 5 

37ABE FLORIDA RESOURCE GUIDE - 2005 



Section 6 
______ I enjoy making things with my hands 
______ Sitting still for long periods of time is difficult for me 
______ I enjoy outdoor games and sports 
______ I value non-verbal communication such as sign language 
______ A fit body is important for a fit mind 
______ Arts and crafts are enjoyable pastimes 
______ Expression through dance is beautiful 
______ I like working with tools 
______ I live an active lifestyle 
______ I learn by doing 

______ TOTAL for Section 6 

Section 7 
______ I enjoy reading all kinds of materials 
______ Taking notes helps me remember and understand 
______ I faithfully contact friends through letters and/or e-mail 
______ It is easy for me to explain my ideas to others 
______ I keep a journal 
______ Word puzzles like crosswords and jumbles are fun 
______ I write for pleasure 
______ I enjoy playing with words like puns, anagrams and spoonerisms 
______ Foreign languages interest me 
______ Debates and public speaking are activities I like to participate in 

______ TOTAL for Section 7 

Section 8 
______ I am keenly aware of my moral beliefs 
______ I learn best when I have an emotional attachment to the subject 
______ Fairness is important to me 
______ My attitude effects how I learn 
______ Social justice issues concern me 
______ Working alone can be just as productive as working in a group 
______ I need to know why I should do something before I agree to do it 
______ When I believe in something I will give 100% effort to it 
______ I like to be involved in causes that help others 
______ I am willing to protest or sign a petition to right a wrong 

______ TOTAL for Section 8 
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Section 9 
______ I can imagine ideas in my mind 
______ Rearranging a room is fun for me 
______ I enjoy creating art using varied media 
______ I remember well using graphic organizers 
______ Performance art can be very gratifying 
______ Spreadsheets are great for making charts, graphs and tables 
______ Three dimensional puzzles bring me much enjoyment 
______ Music videos are very stimulating 
______ I can recall things in mental pictures 
______ I am good at reading maps and blueprints 

______ TOTAL for Section 9 

Part II 
Now carry forward your total from each section and multiply by 10 below: 
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Section Total Forward Multiply Score

1 X10
 ________________________________________________ 

2 X10
 ________________________________________________ 

3 X10
 ________________________________________________ 

4 X10
 ________________________________________________ 

5 X10
 ________________________________________________ 

6 X10
 ________________________________________________ 

7 X10
 ________________________________________________ 

8 X10
 ________________________________________________ 

9 X10
 ________________________________________________ 



Part III 
Now plot your scores on the bar graph provided: 
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Part IV 
Now determine your intelligence profile! 

Key: 
Section 1 – This reflects your Naturalist strength 
Section 2 – This suggests your Musical strength 
Section 3 – This indicates your Logical strength 
Section 4 – This illustrates your Existential strength 
Section 5 – This shows your Interpersonal strength 
Section 6 – This tells your Kinesthetic strength 
Section 7 – This indicates your Verbal strength 
Section 8 – This reflects your Intrapersonal strength 
Section 9 – This suggests your Visual strength 

Remember: 

• Everyone has all the intelligences! 
• You can strengthen an intelligence! 
• This inventory is meant as a snapshot in time – it can change! 
• M.I. is meant to empower, not label people! 

© 1999 Walter McKenzie, The One and Only Surfaquarium http://surfaquarium.com 
This survey may be printed, used and/or modified by educators as long as the copyright tag 
remains in tact. 
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The Intake Interview
 
The student intake interview is important in ensuring student success in adult education.  Even so, 
it may be done well in as many different ways as there are different teachers.  Here are some goals 
and strategies for the intake interview used by established adult education practitioners. 

1.	 Put all of your classroom policies, the form requirements of your agency, book informa
tion, contact information and important dates on a PowerPoint presentation to share with 
each new student. This guarantees you won’t forget an important point and helps stu
dents understand that they are embarking on a serious, business-like adventure. 

2.	 Meet individually with each student and give them printed handouts of information you 
find inspirational or practical.  Discuss future goals with the student and make notes for 
yourself.  Be sure to get contact information for the student.  End by introducing the stu
dent to each member of the class. 

3.	 Ask students to fill out an interest and personal history questionnaire. 

4.	 Begin a student work file and show your student how to use it. 

5.	 Ask other students to help with the intake by orienting the new student to the classroom, 
the building (where the bathroom is, parking rules, etc.) and your policies. Then meet with 
the new student to discuss goals, test scores, etc. 
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STUDENT INTAKE FORM
 

NAME:___________________________________	 DATE: _________________ 

1.	 How did you find out about this class? 

2.	 Why did you enroll in this class? 

3.	 What do you want to do when you get your diploma? 

4.	 Have you thought about going to a vocational school, community college, or university? 

5.	 What would you be interested in studying? 

6.	 What do you like to do in your spare time? 

7.	 Are you working now? 
Do you plan to keep working at this same job? 

8.	 What other types of jobs would you like to do? 

9. What types of careers would you like to know more about?
 

10.What are your plans for the future?
 

11.What would you like to be doing one year from now?
 

12.What is your plan for achieving these things in one year?
 

13.What would you like to be doing three years from now?
 

14.What is your plan for achieving these things in three years?
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STUDENT SURVEY
 

A student survey utilized periodically will assess student perception of progress and re-evaluate 
student needs. This gives the teacher a unique opportunity to conference with each student on an 
individual basis and foster rapport, which is a crucial element in retention. This form can be 
especially useful with a long-term student. 

SECTION 1: Background Information 

Name: ________________________________________________________
 

Age: ________ Sex: Male ___ Female ___
 

Race: White ___ Black ___ Hispanic ___ American Indian ___ Asian ___
 

Employment: Full-time ___ Part-time ___ Unemployed ___ Retired ___
 

Highest grade completed: 1  2 3 4 5 6 7 8 9 10 11 12
 

SECTION 2: Class Information 

1.	 Do you attend     � day classes � night classes � both 

2.	 Who influenced you to enroll in this program? Parent, Spouse, Friend, Counselor, Employer, 
Other. 

3.	 Why did you enroll in adult education? 
� To get a GED	 � To get an adult high school diploma 

� To improve math, reading or English skills � To earn or make up credits for high school 

� To meet court requirements	 � Other 

4.	 Is this your first time enrolling in adult education classes? Yes ___ No ___ 

If no, when was the last month and year that you were enrolled in classes? 

5. How many classes are you now taking? 

6.	 Are your classes what you expected them to be? If not, how are they different from what 
you expected? 
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7. Are you satisfied with your rate of progress? 

8. Which of these statements describes you? 
� My progress has been as good as I expected. 

� My progress has been better than I expected. 

� My progress has been worse than I expected. 

9. How do you feel about your instructors? 
� Satisfied with all of them 

� Satisfied with some of them 

� Not satisfied with any of them 

10. In your opinion, have your instructors shown a personal interest in you? 

11. Students often have problems in the following areas.  Check any that describe your feelings. 

Problem  Not a Problem       Not Sure 

Managing my time 

Classwork too difficult 

Classes meet too often 

Teacher/student relations 

Health/medical problems 

Transportation to class 

Finding child care 

Teachers don’t have any time for me 

Other (please describe): 

12. Do you think the services of a counselor would help you in this program? 

13. Please use the space below to make any comments you have about the adult education 
program, classes, instructors or other staff and how the program could better meet your goals. 
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Suggested Resources for a Student Packet 

•	 Teacher’s business card 

•	 Local school calendar 

•	 Brochure about Adult Education services in area 

•	 Brochure or information sheet on social services in the area 

•	 School newsletter 

•	 List of local contact people in Adult Education (GED testing coordinator; principal; admissions 
office or registrar; local library; computer support team) 

•	 Your class schedule with procedures and appropriate phone numbers for dealing with absences 
(You may want to leave blank spaces students may fill in with other student phone numbers so 
there is a contact besides you.) 
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Creating the Structure
 
Adult Learners Need
 

Louise Collins
 
Leon County Schools Adult & Community Education
 

When Louise Collins welcomes her students to her adult education class, she meets with them 
individually or with their parents or spouse in a formal but friendly business meeting.  Armed with 
her PowerPoint presentation, Ms. Collins goes over rules for attendance, acceptable classroom 
behavior, needed forms and contact information. This business-like introduction to Adult Education 
gives adult students structure and shows students that learning is important.  Such an introduction 
suggests that the habits and attitudes gained in Ms. Collins’ class are transferable to the workplace. 

Once the ground rules are established, Ms. Collins backs her policies with an understanding that 
holds students accountable without humiliating them. When one student phoned in to say she was 
going to be late, Ms. Collins thanked her for calling, reminded her that this would be her fourth 
tardy, and told her that her paperwork would be ready for her when she got to school so that she 
could transfer to another class. The student managed to make it to class on time after all! 

Of course Ms. Collins does consider individual student needs when she enforces the rules, but 
consideration of individual needs does not imply a lack of standards or structure.  Ms. Collins is in 
charge of her class by setting the rules and enforcing the rules.  Her adult learners gain ownership 
of the class by mastering the rules and applying them to create their own successful work ethic. 
You may not be able to kindly hold to a three-tardy rule, but you can kindly hold to whatever rules 
you set and the more you do, the better off your students are. 

Remember that a professional, clear presentation of rules and expectations, whatever they may be, 
is essential to student success.  Look at Louise’s rules about tardies, attendance and class conduct 
and consider how clear, thorough and brief they are.  Adopt or adapt what you will and consider 
what your rules would be for assignment deadlines, room maintenance, small group work, record 
keeping and class participation. 

Tardies 
Class starts at 8:30 a.m. sharp and ends at 11:30 a.m. 
You are allowed 2 tardies per semester. 
After the 3rd tardy you will be dismissed from class for 2 days. 
On the 4th tardy you will be transferred to another class. 

Attendance 
You are allowed 2 absences per semester. 
The 3rd absence results in a 2-day dismissal. 
Next absence, transfer to another class, please! 
If you’re sick, you still come!!! 
Please bring documentation if you were at the doctor, dentist, court, etc. 
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Class Conduct 
Students are reminded that participation in all programs is voluntary.
 
Failure to observe these rules may result in administrative withdrawal from the program.
 
Sign in and out on the attendance sheet located on the board.
 
Students are expected to report to classes on time and remain for the entire class period.
 

Leaving early results in an absence. 
Call in if late or tardy.
 
Be awake; sit professionally, and work on task at all times.
 
Do not hang out or smoke in the parking lot.
 
Students are expected to dress appropriately for school/work environment.
 

Guys:  No hats, muscle shirts, sagging pants, or boxers showing.
 
Girls:  No tank tops, short shorts or short skirts.
 

Illegal substances and alcohol are prohibited at all class locations.
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Organizing Your Classroom:  Paperwork
 
and Procedures
 

By Frances Riotte 

Good for you!  You are one of the selected facilitators for an adult education class in Florida. 
You are looking forward to meeting your students, preparing your classroom, and making a differ
ence in the world of education. Then someone mentions classroom management and paperwork 
and your enthusiasm turns to dread. 

Those of us who love to see the lights go on in students’ eyes as we reveal the mysteries of the 
universe are sometimes bogged down by the mundane tasks that must be incorporated into run
ning an efficient and productive classroom.  Help is here! 

General Decorum 
1.) Give all directions in a positive mode.  Avoid negative words like DON’T, NOT, NO whenever 

possible. 
2.) Expect adult behavior and accept nothing less.  Direct a student displaying inappropriate behav

ior to leave the session.  Be matter-of-fact, not angry or blaming.  Count on your other students 
to support you; they will. 

3.) If the students can share classroom responsibilities, see that they are given the opportunity. 
Students can empty the trash, clean the tables, straighten the bookshelves.  Developing their 
self-reliance builds their self-esteem — a basic element of the curriculum. You then become co
workers in education. 

4.) Vary your teaching techniques between individual, small group and whole class presentations 
and activities. 

Paper Work:  All Those Teacher Files 

Efficient organization in the classroom requires a filing cabinet or two to hold certain records 
and materials that you, your substitute, and your supervisor will want at hand. 

Student Records 
Set up current student files, making use of alphabetical dividers.  Use a letter-size manila file for 

each student labeled last name first, followed by first name and nickname, if any.  Open that file by 
stapling to the left hand side your copy of the student registration.  Add to that side the following 
items as they become available and applicable: 

•	 Placement test answer sheet 
•	 Placement test results 
•	 Any re-registrations (should the student be dropped and then re-enroll) 
•	 DO NOT STAPLE ANY OTHER ITEMS. This keeps secure and available those forms you 

and your supervisor will most frequently need. 
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Other items kept in this folder need not be affixed with staples. They might include some or all 
of the following: 

•	 Student’s incoming survey (if you use one) 
•	 Privacy notification form 
•	 Field Trip Permission form 
•	 High School Withdrawal Form 
•	 Examples of student work and literacy completion point form 
•	 Personal observations notations 
•	 Completed GED Pretest Answer Sheet 
•	 Copy of the Referral to Test on the GED 
•	 Any other personal data required by your district or community college. 
•	 Within this file you have secured all confidential information on a student.
 

This should not be accessible to other students.
 

Index Card File 
On the first day of class, or at registration, have each student write on an index card his or her 

name, identification or student number, and phone number. This serves as a handy resource when 
filed alphabetically in a card file close at hand.  Refer to it to complete weekly and monthly paper
work or to call a student. You might also wish to add to the card the Placement test scores, student 
number and demographic information, such as race and gender.  Keep one alphabetical file on 
current students. When a student withdraws, move that student’s file card into another alphabetical 
group to the rear. When a particular student re-enrolls, the card can be moved back into the active 
file. 

Student Work Files 
Locate each student’s work file in a set of hanging files in a file cabinet drawer or in a plastic 

crate located near the entrance to your classroom.  Inside the hanging files, which are tabbed 
alphabetically with the students’ last names, each student can keep his or her personal work file 
with its attached assignment sheet. The assignment sheet organizes tasks by standards and 
benchmarks so that literacy completion points can be documented.  As the student arrives each 
class day, he or she removes the manila folder from the hanging file, picks up books from the 
bookshelf, and immediately begins work.  Completed assignments, assignments in progress and 
handouts accumulate in this file. The teacher can return checked assignments to this work file. 

At the end of the class day, the student returns the manila work folder to the hanging file where 
it will be available for the next day’s work. 

When a student withdraws from the class, remove that student’s hanging file and work folder. 
Store the work folder in a place where it can be retrieved if the student returns.  Recycle the hang
ing file for a new student. 
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Procedures:  Directing Students to Direct Themselves 

Taking Attendance 
Place a sign-in sheet at the entrance to the classroom, preferably next to the students’ work 

files. The following format works well and a sample for you to copy follows at the end of this article: 

DATE:______________	 ATTENDANCE SIGN-IN 

NAME	 TIME IN TIME OUT TOTAL TIME 

Wide spacing on this form will encourage signatures large enough that you will be able to read the 
names from a standing position. That is a good way to refresh your memory when you have forgot
ten a new student’s name. You will want to use a student’s name frequently in conversation, espe
cially when greeting him/her upon arrival each day. 

This sign-in sheet affords you accuracy in completing the Daily Attendance report.  It also 
serves as a record of students in the classroom should you be required to vacate the room for a 
safety reason such as a fire. 

SAVE THE SIGN-IN SHEETS. They will be valuable as a reference for attendance questions. 

Registering Students 
Completing a substantial amount of paperwork on Day One of student attendance will make 

your life easier and give your student a task he or she can complete successfully. 
Prepare about 50 new-student packets before the semester begins.  Replenish the supply as it 

dwindles to ten or fewer packets. 
I recommend a student packet include the following. It is best to have the student complete the 

forms in pencil to allow for correction. 

1.	 Letter-size manila file folder with a blank file label.  (Direct the student to print his/her name 
— last name first— on the label.) 

2.	 Blank assignment sheet stapled to the inside left of the folder. 
3.	 Registration form. (Observation of the ability to  complete this form gives you an early
 

clue to the student’s literacy level.  Offer help if it  seems needed.)
 
4.	 Index card and instruction sheet. This index card is a shorthand key to student information 

(see Index Card File section above). The instruction sheet can be saved and reused the 
next time you compile a packet. 

5.	 Other forms required by your district or community college, possibly a Privacy form, a
 
Field-trip Permission form, and Internet Permission form.
 

6.	 Initial Interview Form. 
7.	 Printed classroom policies and safety instructions. 
8.	 Your business card indicating a phone number your students can give to childcare providers 

or can use to leave messages for you. 
Clip the entire new-student packet together.  After a student completes these papers, sort them 
as follows: 
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To the Teacher’s File: 
Registration 
Internet form 
Index card and instructions 
Other district or community college required forms 
Interview sheet 

To the Student’s Work File: 
Folder with attached assignment sheet 
Classroom policy and safety instructions, signed 
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Attendance Sign-In 

Date: _____________________ 

NAME TIME-IN TIME-OUT TOTAL INITIALS 
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Things to Consider
 
as You Plan for Adult Learners
 

Classroom Arrangement 
Do the desks and chairs provide space for both independent and collaborative learning?
 
Are any of the desks or chairs too isolated, too near a vent, or too near a busy entrance?
 
Are any of the desks or chairs uncomfortable?
 
Where will you meet with students to discuss confidential matters?
 
Where will groups work that will not disrupt quieter, more individualized study?
 
Is the lighting good enough?
 
Is there adequate workspace?
 
Are there any distracting noises that could be eliminated, such as a loud air-conditioner
 

or a squeaky door? 
Where is the clock? 
What of interest do you have on the walls? 
What message is sent through colors, images, and words in the room? 
Are books easily available and easily storable? 
Where will you keep student records, your gradebook, forms that will be needed more than 

once and other paper resources?
 
Where will you put the sign-in sheet?  Where will you file it at the end of the day?
 

Classroom Management 
How much of the classroom agenda do you set and how much do students get to set for 

themselves? 
How flexible is your agenda? 
What is the daily routine and how will your students know about it? 
What are the classroom rules and how will your students know about them? 
What are the consequences of breaking the rules and how will your students know about 

these consequences? 
How will students learn each other’s names? 
How will you celebrate student successes? 
How will you prepare your students for visits from professional members of the community? 
How will you and your students keep track of their progress?  What filing system will you use? 

Where will records be kept and who will have access to them?  Will there be only certain 
times that students may access records, like the beginning and end of class?
 

How will books be shared, borrowed, returned?
 
How will computer time be arranged?
 
What optional activities are you offering?
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Student Interaction (For consideration after class has begun) 
Which students consistently sit near each other? 
Do students interact voluntarily or only after direction from you? 
Do students interact with everyone else in the class or only some people? 
Which students rely on you too much? 
Which students ask you too few questions? 
Which students are strong in language? Math? Writing?  Reading? 
Which students have a strong need to be physically active?  What accommodations

 can you make for their kinetic intelligence? 
Which students show leadership? 
Which students offer humor to the classroom? 
Which students are expected by their peers to always have the right answer? 

Professional Development 
What new strategy have you tried this term? 
What new lesson plan have you prepared this term? 
What established practice did you modify? 
What new idea have you read about adult education this term? 
What other practitioner have you worked with, shared ideas with, asked questions 

of this term? 
What have your students taught you this term? 
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Sample Daily Schedules
 

11:00 a.m. -1:30p.m. Two days a week
 

11-12:15 Individual work 
Self determined 
Reading, Language, Math 

12:15-12:45 Group activity 

12:45-1:30 Individual work 
Self determined 
Reading, Language, Math 

9 a.m.-12 p.m. Five days a week 

9-10	 Writing 
Journals, Computer (Resumes), Affirmations 

10-11	 Math 
Work Force Readiness 

11-12	 Reading 
Newspapers, Short stories, PassKey 

First 15 minutes – writing in journal 
Everyone gets computer time 
Individualize lessons and be flexible 

8 a.m.-11 a.m. Five Days a Week 

8-9	 Math 
Large group instruction 
Small group/Individual assignments 

9-10	 Language Arts 
Journals Grammar 
Essays Spelling 
Reading 

10-11	 Workforce Readiness (one day) 
Independent work (word processing; SkillsBank; silent reading) 
Newspapers (one day) 
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8:30 a.m.-11:30 a.m. Five Days a Week
 

8:30-9:30 Reading 
9:30-10:30 Writing 
10:30-11:30 Math 
On Fridays drop one subject and do Workforce Readiness 

6 p.m. -9 p.m. Three Days a Week 

6:00-6:45 Math (Individual)
 
6:45-7:30 Language (Individual)
 
7:30-8:15 Reading (Individual)
 
8:15-9:00 Workforce Readiness (Group)
 
This schedule is flexible to the individual needs of the student.
 

9 a.m. -12 p.m. Five Days a Week 

9:00-9:15	 Silent Reading 
9:15-10:00	 Individual folders (students have work in all subjects and can choose 

the subject they want to work on) 
10:00-10:30	 Group Activity (Mon-essay writing;  Tuesday-computer skills;  Wednesday-Workforce 

Readiness; Thursday-Newspaper; F riday-Grammar) 
10:30-10:45	 Journal Writing 
10:45-11:15	 Math group 
11:15-12:00	 Individual folders 
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Name: _________________________________ 

Site:___________________________________ 

Date: __________________________________ 

Individual Student Schedule 

Time Monday Tuesday Wednesday Thursday Friday 
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Sample Individual Student Schedules
 

Monday Tuesday Wednesday Thursday Friday 

9:00-9:15 Reading Reading Reading Reading Reading 

9:15-10:00 Math Group Math Group Math Group Math Group Math Group 

10:00-10:30 Group 
Activity: 

Essay 
Writing 

Group 
Activity: 

Workforce 
Readiness 

Group 
Activity: 
Computer 

Skills 

Group 
Activity: 

Workforce 
Readiness 

Group 
Activity: 

Language 

10:30-11:15 Indiv. Folders Indiv. Folders Indiv. Folders Indiv. Folders Indiv. Folders 

11:15-12:00 Computer 
Skills; WFR 

Computer 
Skills; WFR 

Computer 
Skills; WFR 

Computer 
Skills; WFR 

Indiv. 
Folder 

Individual Folder time includes working in workbooks doing Math, Reading, Writing,
 
Science, and Social Studies.
 

Monday Tuesday Wednesday Thursday Friday 

9:00-9:15 

9:15-10:00 

Reading 

Computer 

Skills; WFR 

Reading 

Computer 

Skills; WFR 

Reading 

Indiv. 

Folders 

Reading 

Computer 

Skills; WFR 

Reading 

Computer 

Skils; WFR 

10:00-10:30 Group 
Activity: 

Essay 
Writing 

Group 
Activity: 

Workforce 
Readiness 

Group 
Activity: 
Computer 

Skills 

Group 
Activity: 

Workforce 
Readiness 

Group 
Activity: 

Language 

10:30-11:15 Indiv. Folders Indiv. Folders Indiv. Folders Indiv. Folders Indiv. Folders 

11:15-12:00 Math Group Math Group Math Group Math Group Math Group 

Individual Folder time includes working in workbooks doing Math, Reading, Writing,
 
Science, and Social Studies.
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Dealing With Disruptive Behavior
 

First:	 Let your students know that you are aware of what is going on in the classroom, espe
cially if it disruptive, but also if it is positive.  Be aware and comment on students’ behav
ior and work habits frequently. 

Second:	 Plan the transitions of your class.  Make sure that students know how to end one task 
and begin another and move from group work to independent work.  Confusion about 
how to change tasks can result in disruption. 

Third:	 Alter the composition of small groups as needed or at random. You may move students 
to prevent a bad situation from getting worse, or you may move students so that they 
develop skills in forming relationships and working with a variety of people. 

Fourth:	 Challenge students to good work habits and behavior.  Acknowledge their strengths and 
then make a plan with rewards for improving weaknesses.  For example, a student who 
struggles staying focused on reading silently could be rewarded with 5 more minutes of 
group reading time for every extra 5 minutes he spends reading silently and correctly 
answering questions. 

Fifth:	 Keep your assignments interesting and applicable to real-world situations. The more 
interested students are in an assignment, the less likely they are to be disruptive. 
If your student needs to work on reading skills and your student loves baseball, find an 
appropriate baseball book for her to read. 

Source:  Managing Disruptive Student Behavior in Adult Basic Education. Overview. ERIC Digest 
No. 54.  ERIC Identifier: ED272700;  Author: Harrison, Cheryl 
Source: ERIC Clearinghouse on Adult Career and Vocational Education Columbus OH. 
Found online at http://www.ericfacility.net/databases/ERIC_Digests/ed272700.html 
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Project Success
 
Submitted by Kathy Lowe
 

Brevard County’s Exceptional Student Education and Adult Education began classes this year 
for adults with mild disabilities called “Project Success.”  I highly recommend this project. 

What has been most successful for our students and what is being endorsed as a model for 
ABE classes in adult education are simple classroom procedures followed every day. The class
room procedures are posted in the room on a poster along with a Lifeskills poster and a Lifelong 
Guidelines poster from the Susan Kovolik model, an integrated thematic instruction  model.  (The 
source for these posters is listed below and a sample follows this article.)  Besides these posters, a 
daily quote is posted which students read as they enter the room each day and respond to by 
writing in journals and by writing affirmations, such as “I can…” and “I will…” The daily quote is 
discussed in small group discussion. 

The teacher in one of our Project Success classes said that this quote of the day activity has 
been the number one attitude changer in her class.  She also said that the posted procedures are 
good for her and for the students, making procedures clear, stable and objective instead of murky, 
changing and subjective. 

I highly recommend trying this model in your classroom.  It is easy to implement and all the 
lifeskills and lifelong guidelines are really employability skills, too. 

Poster Source: 
ITI:   The Model 
Integrated Thematic Instruction by Susan Kovalik 
Distributed by Books for Educators 
P.O. Box 20525 
Village of Oak Creak, AZ 86341 
(602) 284-2389 
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Classroom Procedures Project Success
 
(To be posted in each classroom for all to see!) 
Class motto posted on separate piece of paper: 

4  Be Punctual 
4   Be Prepared 
4  Be Courteous 
4   Be Your Best 

1. Fill in your time card with date and time entered each day you are in class. 
2. Read the “Quote of the Day” and “Vocabulary Word of the Day.” 
3. Go to seat and write in your journal thoughts about the quote of the day and what 

you think the word of the day means. Write three affirmations in your journal…ex. 
I am thankful for….I will…. 

4. Class meeting and discussion of quote of the day and interesting events. 
5. Break into centers or folder/seat work. 
6. Group activity/activities/instruction (Career Quest or Life Centered Career 

Education, etc.) 
7. Evaluation of the day discussion. 
8. Fill in time card with time before leaving. 

For teachers: 
Can post a daily agenda if differing from procedures or listing actual group activities. 
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Utilization of Classroom Volunteers 
By Frances Riotte 

Your teaching will be enhanced and your stress level will be lowered by using the volunteers 
who may come to you from the community.  Council of Volunteer Reading Tutors, Literacy Volun
teers of America, and other groups are anxious to help.  Other sources include your own friends 
and acquaintances who show a positive interest in your work.  If you make volunteering a reward
ing and productive time for an individual, they will bring others to serve in your classroom.  Most 
volunteers are excited about working directly with a student.  Others are willing to help with house
keeping and clerical tasks.  Be sure to contact your county school office or adult education volun
teer coordinator for any needs you have. You, however, are the best resource for finding the type of 
person with whom you can most easily work. 

Volunteer help in teaching your students is NOT a negative reflection on your abilities.  Keep 
in mind that, in a three-hour class of 15 students, you only have available about 12 minutes per 
student for individual attention.  Many of your students will need much more than that.  In addition, 
some volunteers enjoy helping with clerical and organizational tasks — copying and collating, 
putting shelves and cupboards in order, even cleaning. These volunteers benefit your student by 
showing how interested others are in their success and they free your time to teach.  USE THEM! 

I have learned from experience that there are some keys to making work with volunteers 
successful for me, the volunteer, and the students. Try my ideas, but adapt them as necessary. 
Talk about your program to others.  At every opportunity, invite prospective volunteers to visit your 
class.  Do not allow a prospective volunteer to commit to work with you until he or she has a feel for 
what the experience will be like. 

Have each classroom visitor complete a personal information form.  Most counties have their 
own form, which they are using in elementary and secondary schools. This form is necessary for 
several reasons: 

1. To allow you or your office to contact the volunteer when necessary 
2. To submit to the school board for approval in some counties 
3. To provide workman’s compensation coverage for volunteers in the performance 

of their duties. 
Keep a copy of this form for yourself and submit the original to the appropriate office. 
Keep a written record of volunteer hours —even for just a single visit. Post each volunteer’s 
volunteer hours form in an easily accessible place so that the volunteer can record his/her hours 
upon leaving the classroom.  Suggested locations include the back of a door or the side of a filing 
cabinet. 

Treat each volunteer as a professional and demand that your students do the same. 
Volunteers not only help teach and organize; they build the self-esteem of your student and 
enhance the value of the adult education program in the eyes of the community.  Introduce the 
volunteer individually to each student.  (Ask the volunteer if he/she prefers to be called by first 
name or formal title.) 

Provide your volunteer with a printed summary of expectations and procedures.  Encourage 
the volunteer to ask questions about anything, anytime.  Do not abandon your volunteer to figure 
out what to do — although many will eventually fall into the pattern of developing procedures of 
their own.  As long as they complement what you do, rejoice.  If you feel a volunteer’s manner or 
method is hurting the student, do not hesitate to discuss it with the volunteer. Your STUDENT is 
your first responsibility. 

Show flexibility. If a volunteer cannot keep a scheduled time commitment, be gracious. This 
encourages the volunteer to return without guilt. 

Give the volunteer something to do!  On the first visit, they may choose only to observe. 
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But, if possible, engage the person immediately with a student.  Explain your assignment system 
and ask the volunteer to simply sit with the student.  Provide the volunteer with a duplicate book, if 
possible, and just ask them to follow along and offer help if the student so requests. 

Once you are familiar with the volunteer’s demeanor and capabilities, you may wish to 
assign him or her to work with a particular student.  In that case, consult privately with both parties 
before and after their first session together to assure yourself that the relationship is satisfactory to 
both. Try to at least get a general feel after each volunteer tutor visit of how things are going.  DO 
NOT HESITATE to terminate student/volunteer commitments if either party seems dissatisfied. 
There is always another student who needs help and another volunteer who will fill a need. 
Encourage the student and volunteer to exchange phone numbers so that they can notify each 
other directly if one or the other will not be able to make their scheduled session together. 
Try to build their reliance upon one another without you in the middle. You are not being replaced; 
you are being augmented. In some situtations volunteers do not wish to give phone numbers. 
There should be another alternative. 

Encourage your volunteers to be flexible enough to assist someone else if their particular 
student is absent. 

Thank your volunteers often, equally, and profusely.  Be sure you greet them each time they 
arrive and express your gratitude as they leave. You should encourage students to do the same. 
From time to time (holidays, Volunteer Appreciation Week) you may want to give them a small 
token of your gratitude, or your students can make or sign a card. 

Use volunteers to accompany you on field trips or to stay in the classroom with non-partici
pants when you are on a field trip. 

Often you will discover a particular teaching talent among your volunteers.  Ask the talented 
person to present a short lesson on something they love — a place they have visited, a math 
problem they have created, etc. The students will love it, and you will get a break. 

Each year, nominate one or more of your volunteers for Volunteer of the Year recognition. 
The experience will encourage them to increase their participation and to invite others to join them. 

Expect respect from your volunteer.  If you find yourself engaged in conflict or one-up
manship with a volunteer, it might be best for the volunteer to find another class in which to work. 
Refer such problems to the Volunteer Coordinator in your district as soon as possible. 
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Collaborating with Volunteer Agencies
 

The trend in grant funding is to award monies to grant proposals that show evidence of collabora
tion between agencies. This cuts down on duplication of services and helps our students get the 
most help they can.  Following are some tips for establishing a partnership between your school or 
classroom and a volunteer agency. The brochures “Partnerships for Powerful Proposals” and 
“Collaborative Connections” may not be copied but are available free to you by request.  Fax your 
request for brochures to the Palm Beach County Literacy Coalition, attention Darlene Kostrub, at 
(561) 265-3579. 

•	 Have all agencies committed to a common goal. 

•	 Designate a strong chairperson or facilitator. 

•	 Look at successful users of the system, and analyze what works. 

•	 Include target audience clients / participants / consumers on the team; their input is critical 
to the design. 

•	 Allow adequate incentives for members to attend meetings (i.e., meals, mileage). 

•	 Develop clear, detailed group goals, and a mission statement from the start of the project. 

•	 Build trust among members. Try to iron out turf issues early. 

•	 Keep group size manageable, so things get done more quickly and easily. 

•	 Enlist and maintain the support of top-level administrators with decision-making authority. 

•	 Train staff for interagency work. 

•	 Be flexible and open to possibilities, unforeseen events and new opportunities. 
Adjust to the changes, if necessary. 

•	 Develop common vocabulary terms. 

•	 Educate all team members about the range of services each agency provides. 

•	 Allow for adequate time to achieve group consensus, complete tasks and plan projects. 

•	 Maintain regular communication—meetings, correspondence, and phone contacts among 
members. 

•	 Recognize that each agency has a different set of priorities to take into consideration, 
but maintain a sense of equal importance for each agency on the team. 

•	 Ensure that funders will 1) remain involved in helping teams develop their plans and 
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2) provide on-going technical assistance. 

•	 Have a product or concrete results to show for the team’s efforts.  Share it among members 
so there is a sense of accomplishment.  Celebrate. 

SOURCE: 

Interagency Coordination and Collaboration:  Steps For Success by Diane Pecoraro, Minnesota
 
Department of Children, Families, and Learning, November, 1997.
 
From: Spring Institute for International Studies (ELT), Technical Assistance for English Language
 
Training Projects 1997-1998, Sponsored by the Office of Refugee Resettlement.
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Commonly Asked Questions
 
About Learning Disabilities
 

What is a Learning Disability?
 

A learning disability is a disorder in one or more of the basic psychological processes in
volved in understanding or in using language, spoken or written, which may manifest itself in 
an imperfect ability to listen, think, read, write, spell or to do mathematical calculations. 

The term includes such conditions as perceptual disabilities, brain injury, minimal brain 
dysfunction, dyslexia and developmental aphasia. 

The term DOES NOT include persons who have learning problems that are primarily the 
result of visual, hearing or motor disabilities, of mental retardation, of emotional disturbance, 
or of environmental, cultural or economic disadvantage. 

Joe Torgensen, Professor of Psychology at Florida State University, writes, “The core of 
learning disabilities is a biologically-based problem that occurs across cultural and socio
economic groups.  If you’re an adult with a learning disability, you’ve had it your whole life.  It 
has nothing to do with levels of general intelligence.  It only affects a small group of things, 
but sometimes that range of things can be devastating, like reading problems.” 

How may learning disabilities manifest themselves in the classroom? 

Adults with learning disabilities may: 
•	 have had restricted educational/training opportunities in the past 
•	 have experienced limited vocation options 
•	 feel isolated at work and in the community 
•	 exhibit a poor self-concept 
•	 experience an inferior quality of life 
•	 be caught in a cycle of failure, lack of motivation, frustration and fear of risk-taking. 

On the other hand, adults with learning disabilities may have: 

•	 Superior problem-solving skills. Since successful adults with learning disabilities must often 
seek creative solutions that are “outside the box,” they develop skills to construct imaginative 
answers to difficult problems. 

•	 An out-going personality. As a result of their history of failure, many adults with learning 
disabilities develop gregarious personalities to help hide their learning problems. 

•	 Strong compensatory skills. Individuals with learning disabilities often compensate for 
literacy deficits by developing strong skills in other areas. 

•	 Empathy. Because they can relate to the pain of failure, adults with learning disabilities 
can often provide strong emotional support to others going through crisis. 

•	 Persistence. Persistence is the hallmark of many adults with learning disabilities who have 
refused to give up despite their difficulties and frustrations.  If channeled appropriately, this 
experience can contribute to an active sense of dedication and purpose. 
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What makes adults with learning disabilities successful?
 

Research indicates that the factors that increase the likelihood of success focus on the following 
conditions: 
•	 Being informed that they have the disability 
•	 Accepting the disability 
•	 Developing approaches to education and employment that acknowledge the disability and do 

not attempt to avoid the problems or label them as “learning differences ” or 
“learning difficulties ” 

•	 Desire to succeed 
•	 Goal orientation 
•	 Reframing past learning disability experiences in more positive and productive manners 

How do I decide if one of my students has a learning disability? 

The National Adult Literacy and Learning Disabilities Center recommends that all adults who 
suspect they may have a learning disability should have an assessment by a qualified professional. 
An adult is assessed because of problems in employment, education and/or life situations.  It is 
important for the adult to be fully involved in the assessment process. 

The first stage of an evaluation is a screening.  Screening tools use abbreviated, informal methods 
to determine if an individual is “at risk ” for a learning disability. When conducting the evaluation, a 
qualified professional may first refer to the results of the screening in order to plan which tests to 
administer. Teachers may screen their own students.  A screening tool and instructions are 
included on pages 190-204 in this Resource Guide. 

Teachers should consult their principals to locate professionals qualified to administer and interpret 
assessments for learning disabilities. 

What should I know about assessment to share with my student? 

Teachers of students waiting to be assessed may want to ask the professional the following ques
tions about the process: 

Have you tested many adults with learning disabilities? 
How long will the assessment take? 
What will the assessment cover? 
Will there be a written and an oral report of the assessment? 
Will the results help this student understand both why he/she is having trouble and give 
instruction on how to compensate for the disability? 
Is there a fee?  Who is responsible for paying the fee? (Student, insurance, county, etc.) 

What should I look for before screening a student for learning needs? 

Consult the “Characteristics of Adults with Learning Disabilities” that follows on page 183.  It lists 
specific behaviors and attitudes in regards to reading, writing, listening, speaking, mathematics 
and thinking that suggest an adult student may have a learning disability. 
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How confidential is information about learning disabilities? 

Disability-related information should be treated as medical information and held in strict confi

dence. 

Disability-related information includes any documentation that a person with a disability must 

provide to establish the existence of a disability and needed accommodations. 

Disability-related information should be collected and stored in locked files with limited access. 

Such information should only be shared when the need to know directly relates to some specific 

aspect of this confidential information and the person with the disability has signed a statement of 

release for that specific request for information. 
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Learning Disability Terminology
 

Dyslexia – a language processing disability that is manifest through difficulty with reading, writing 
and spelling.  For example, letters and words may be written backwards and words may be pro
nounced backwards. 

Dyscalculia – a math skills disability that is manifest through difficulty with computation, remem
bering math facts and using concepts of time and money.  For example, a student may have diffi
culty counting by 2s, 3s, or 4s or may not be able to tell if it is a.m. or p.m. 

Dysgraphia – a written expression disability that is manifest in problem handwriting, incorrect 
spelling and disorganized composition.  For example, a student may not be able to write standard 
letters or create transition ideas between ideas. 

Dyspraxia – a fine motor skills disability that is manifest in difficulty with coordination and manual 
dexterity.  For example, buttons, scissors or keyboards may be difficult for the student to use. 

Auditory Processing Disorder – an interpreting auditory information disability that manifests itself 
in difficulty with language development and reading.  For example, a student may have difficulty 
predicting how a sentence will end or interpreting connections in a speech. 

Visual Processing Disorder – a visual interpretation disability that is manifest through  difficulty 
with reading, writing and mathematics.  For example, the student may have trouble distinguishing 
visually between “h” and “n” or may misread the symbols in mathematics. 

Attention Deficit Hyperactivity Disorder – a concentration and focusing disability that is manifest 
in over activity, distractibility and impulsivity.  For example, a student will have difficulty sitting still 
and will want to begin another task before one is finished. 

Source:  National Center for Learning Disabilities online at http://www.ld.org/LDInfoZone/pdf/ 
FactSheet_LD_Quick.pdf 
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Signs of Learning Disabilities
 

The National Center for Learning Disabilities recommends testing for a student showing some of 
the characteristics below.  Remember that the testing should be done by a qualified professional 
trained in the assessment of learning disabilities. 

Often spelling the same word differently in a single document 

Reluctance to take on reading or writing tasks 

Trouble with open-ended questions on tests 

Weak memory skills 

Difficulty in adapting skills from one setting to another 

Slow work pace 

Poor grasp of abstract concepts 

Inattention to details or excessive focus on them 

Frequent misreading of information 

Trouble filling out applications or forms 

Easily confused by instructions 

Poor organizational skills 

“Many people experience some of these signs from time to time and do not have learning disabili
ties. The time for concern is when a person repeatedly has these troubles that result in a negative 
effect on everyday life.” 

Source:  National Center for Learning Disabilities online at http://www.ld.org/livingwithld/ 
doihaveld_home.cfm 
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Auditory Processing Disorders 

Teenagers & Adults 

Common difficulties: 
• Talks louder than necessary 
• Has trouble remembering a list or sequence 
• Often needs words or sentences repeated 
• Poor ability to memorize information learned by listening 
• Interprets words too literally 
• Hearing clearly in noisy environments. 

Accommodation & modification strategies: 
• Find or request a quiet work space away from others. 
• Request written material when you attend oral presentations. 
• Ask for directions to be given one at a time, as you go through each step. 
• Take notes or use a tape recorder when getting any new information, even little things. 

Source:  National Center for Learning Disabilities online at  http://www.ld.org/LDInfoZone/ 
InfoZone_FactSheet_AuditoryPD.cfm 

Visual Processing Disorders 
Teenagers & Adults 

Common difficulties: 
• Accurately identifying information from pictures, charts, graphs, maps, etc. 
• Organizing information from different sources into one cohesive document 
• Finding specific information on a printed page (example: getting a number out 

of the phone book) 
• Remembering directions to a location 

Accommodation & modification strategies: 
• Color code important information. 
• Have a proof-reading buddy for all written materials. 
• Use a tape recorder when getting important information. 
• Before writing letters or essays, create an outline to simplify and organize ideas. 

Source:  National Center for Learning Disabilities online at http://ncld.org/LDInfoZone/ 
InfoZone_FactSheet_VisualPD.cfm 
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Characteristics of
 
Adults with Learning Disabilities
 

Reading Characteristics What it Looks Like in an Adult 

Does not read for pleasure. Engages in leisure activities other than 
reading magazines or books; prefers 
more active pursuits. Doesn’t read 
stories to his/her children. 

Does not use reading to gather information. Cannot easily use materials like 
newspapers and classified ads to 
obtain information. 

Has problems identifying individual sounds 
in spoken words. 

Does not attempt to sound out words in 
reading or does so incorrectly. 

Often needs many repetitions to learn to 
recognize a new or unused word. 

May encounter a newly learned word in 
a text and not recognize it when it 
appears later in that text. 

Oral reading contains many errors, 
repetitions and pauses. 

Reads slowly and laboriously, if 
attempts at all. 
May refuse to read orally. 

Efforts in reading are so focused on word 
recognition that it detracts from reading 
comprehension. 

Loses the meaning of text, but under
stands the same material when it is 
read aloud. 

Has problems with comprehension that go 
beyond word recognition.  May have 
limited language skills that affect 
comprehension. 

Does not understand the text when it is 
read to him/her. 

Has limited use of reading strategies. 
Is an inactive reader; not previewing text, 
monitoring comprehension or summarizing 
what is read. 

When prompted to do so, does not 
describe strategies used to assist with 
decoding and comprehension of text. 

Rarely practices reading, which may 
compound reading difficulties.  Lacks 
complex language and word knowledge. 

Recognizes and uses fewer words, 
expressions and sentence structures 
than peers. 
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Writing Characteristics What it Looks Like in an Adult 

Has difficulty communicating through writing. Rarely writes letters or notes. 
Needs help completing forms such 
as job applications. 

Written output is severely limited. Struggles to produce a written product. 
Produces short sentences and text 
with limited vocabulary. 

Writing is disorganized. Omits critical parts or puts information 
in the wrong place. Writing lacks 
transition words. 

Lacks a clear purpose for writing. Does not communicate a clear 
message. 
Expresses thoughts that don’t 
contribute to the main idea. 

Does not use the appropriate text structures. Uses sentences that contain errors in 
syntax or word choice. 
Fails to clearly indicate the referent 
of a pronoun. 

Shows persistent problems in spelling. Spells phonetically. 
Leaves out letters. 
Refrains from writing words that are 
difficult to spell. 

Has difficulties with mechanics of 
written expression. 

Omits or misuses sentence markers 
such as capitals and end punctuation, 
making it difficult for the reader to 
understand the text. 

Handwriting is sloppy and difficult to read. Has awkward writing grip or position. 
Letters, words and lines are misaligned 
or not spaced appropriately. 

Demonstrates difficulties in revising. Is reluctant to proofread or does not 
catch errors. 
Focuses primarily on the 
mechanics of writing, not on style 
and content. 
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Listening Characteristics What it Looks Like in an Adult 

Has problems perceiving slight distinctions 
in words. 

Misunderstands a message with a word 
mistaken for a similar word.  Might say, 
“Pick up the grass,” instead of, 
“Pick up the glass.” 

Has a limited vocabulary. Recognizes and uses fewer words than 
peers when engaged in conversation or 
when gathering information by 
listening. 

Finds abstract words or concepts difficult 
to understand. 

Requests repetitions or more concrete 
explanations of ideas.  Frequently asks 
for examples. 

Has difficulty with nonliteral or figurative 
language such as metaphors, idioms 
and sarcasm. 

Does not understand jokes or comic 
strips. 

Confuses the message in complex sentences. Will eat lunch first if given the direction, 
“Eat lunch after you take this to the 
mail room.” 

Has difficulty with verbal memory. Doesn’t remember directions, phone 
numbers, jokes, stories, etc. 

Has difficulty processing large amounts of 
spoken language. 

Gets lost listening in classroom or large 
group presentations, complaining that 
people talk too fast. 
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Speaking Characteristics What it Looks Like in an Adult 

Mispronounces words. Adds, substitutes or rearranges 
sounds in words, as in phemomenon 
for phenomenon or Pacific for specific. 

Uses wrong word, usually with similar sounds. Uses a similar-sounding word, like 
generic instead of genetic. 

Confuses the morphology, or structure, 
of words. 

Uses the wrong form of a word, such 
as calling the Declaration of  Independence 
the Declaring of Independence. 

Has a limited vocabulary. Uses the same words over and over 
in giving information and explaining ideas. 
Has difficulty conveying ideas. 

Makes grammatical errors. Omits or uses grammatical markers 
incorrectly, such as tense, number, 
possession and negation. 

Speaks with a limited repertoire of phrase 
and sentence structure. 

Uses mostly simple sentence construction. 
Overuses and to connect thoughts. 

Has difficulty organizing what to say. Has problems giving directions or 
explaining a recipe; talks around the 
topic (circumlocutes), but doesn’t get 
to point. 

Has trouble maintaining a topic. Interjects irrelevant information into 
story. Starts out discussing one thing 
and then goes off in another direction 
without making the connection. 

Has difficulty with word retrieval. Can’t call forth a known word when it 
is needed and may use fillers, such as
 “ummm,” and “You know.” 
May substitute a word related in meaning 
or sound, as in boat for submarine or 
selfish for bashful. 
May use an “empty word,” such as stuff. 
May describe rather than name, as in a 
boat that goes underwater. 

Has trouble with the pragmatic or social 
use of language. 

Does not follow rules of conversation like 
turn-taking. 
Does not switch styles of speaking when 
addressing different people. 
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Mathematics Characteristics 

Doesn’t remember and/or retrieve math facts. 

Doesn’t use visual imagery effectively. 

Has visual-spatial deficits. 

Becomes confused with math operations, 
especially multi-step processes. 

Has difficulties in language processing that 
affect the ability to do math problem-solving. 

What it Looks Like in an Adult 

Uses a calculator or counts on 
fingers for answers to simple 
problems; e.g., 2 X 5. 

Can’t do math in his/her head and 
writes down even simple problems. 
Has difficulty making change. 

Confuses math symbols. 
Misreads numbers. 
Doesn’t interpret graphs or tables 
accurately. 
Has trouble maintaining a checkbook. 

Leaves out steps in math problem-
solving or does them in the wrong order. 
Can’t do long division except with a 
calculator. 
Has trouble budgeting. 

Doesn’t translate real-life problems 
into the appropriate mathematical 
processes.  Avoids employment 
situations that involve this set of 
skills. 
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Thinking Characteristics What it Looks Like in an Adult 

Has problems with abstract reasoning. Asks to see ideas on paper. 
Prefers hands-on ways of learning new 
ideas. 

Shows marked rigidity in thinking. Resists new ideas or ways of doing 
things and may have difficulty 
adjusting to changes on the job. 

Thinking is random as opposed to orderly, 
either in logic or chronology. 

May have good ideas that seem 
disjointed, unrelated or out of sequence. 

Has difficulty synthesizing ideas. Pays too much attention to detail and 
misses the big picture or idea when 
encountering specific situations at 
home or at work. 

Makes impulsive decisions and judgments. “Shoots from the hip” when arriving at 
conclusions or decisions.  Doesn’t use 
a structured approach to weigh 
options. 

Has difficulty generating strategies to 
acquire/use information and solve problems. 

Approaches situations without a game 
plan, acting without a guiding set of 
principles. 
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“Other Difficulties” Characteristics What it Looks Like in an Adult 

Has problems with attention, which may be 
accompanied by hyperactivity, distractibility 
or passivity. 

Doesn’t focus on a task for an 
appropriate length of time. 
Can’t seem to get things done. 
Does better with short tasks. 

Displays poor organizational skills. Doesn’t know where to begin tasks or 
how to proceed. 
Doesn’t work within time limits, failing to 
meet deadlines. 
Work space and personal space are 
messy. 

Has eye-hand coordination problems. 

Demonstrates poor fine motor control, usually 
accompanied by poor handwriting. 

Omits or substitutes elements when 
copying information from one place to 
another, as in invoices or schedules. 
Avoids jobs requiring manipulation of 
small items. 
Becomes frustrated when putting 
together toys for children. 

Lacks social perception. Stands too close to people when 
conversing. 
Doesn’t perceive situations accurately. 
May laugh when something serious is 
happening or slap an unreceptive boss 
on the back in an attempt to be friendly. 

Has problems establishing social relationships. Does not seem to know how to act and 
Problems may be related to spoken language what to say to people in specific social 
disorders. situations and may withdraw from 

socializing. 

Lacks “executive functions,” including self-
motivation, self-reliance, self-advocacy and 
goal-setting. 

Demonstrates over reliance on others for 
assistance or fails to ask for help when 
appropriate. 
Blames external factors on lack of success. 
Doesn’t set personal goals and work 
deliberately to achieve them. 
Expresses helplessness. 
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Instructions for
 
Assessing Learning Disabilities
 

Source: “The Assessment Process” from Keys to Effective LD Teaching Practice, published on the 
Center for Literacy Studies website at http://cls.coe.utk.edu/. The Center for Literacy Studies 
website is compiled and updated by the Center for Literacy Studies and The University of 
Tennessee, and is hosted by Southern LINCS with funding from the National Institute for Literacy 
LINCS project. 

The following is a brief summary of “The Assessment Process.”  For the complete text which 
includes numerous classroom examples, visit the text online at http://cls.coe.utk.edu/curriculum/ 
keys_ld.html. The entire text of Keys to Effective LD Teaching Practice is available here as well for 
free downloading. 

First, it is important to remember that LD Diagnostic testing must be done by a licensed 
psychologist; LD Screening can be done by the teacher. The tool provided in this Resource 
Guide is a Screening tool for teacher use and it will only tell you if your student needs to be referred 
for diagnosis of a learning disability. Testing by a licensed psychologist is required for all kinds of 
funding and academic support opportunities your student will need throughout his life.  A teacher’s 
claim of LD supported only by a screening will not get the student access to any special support 
services in college, the armed services, or on the GED exam, etc.  So please, use this screening 
tool to BEGIN the process of determining LD. 

The screening process should include four components: Teacher Observation Screening;   Learner 
Input; Teacher-Learner Conference; and Interpretation of Checklists. 

1.   Teacher Observation Screening 

This observation is done over a period of several weeks.  It involves the teacher making note 
of vision/hearing or auditory/visual process problems; academic performance in reading, 
writing and math; and behavior concerning attention, organization and social interactions. 
Ideas for what to observe may be garnered from the student self-assessment “Analyzing My 
Learning.” The Florida’s Bridges to Practice Web-based Training suggests the kinds of 
things to look for in adults with possible LD. 

2. Learner Input 
Adults know a lot about how they learn best and what stands in their way. “Analyzing My 
Learning:  Strengths and Struggles” parallels the Screening for Adults With Learning 
Disabilities that teachers use to observe behavior.  Students should answer these first-
person questions about themselves. 

3.   Teacher-Learner Conference 
This conference allows the teacher and student to compare notes.  Possible questions 
include: “You checked (or wrote about) _____. Tell me more about that.” And “I noticed 
_______.  Have you ever noticed that?  What do you think about that?”  Remember, this is 
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simply an information gathering discussion to get as complete a picture of this learner as 
possible. 

4.  Interpretation of Checklists 
Health/Medical/Family Factors that Might Affect My Learning 

Items checked in this area are not necessarily indicators of learning disabilities, nor 
do they rule them out. They do point to other possible reasons for struggles in 
learning that may need to be addressed.  If no items are checked here and the 
student is struggling with learning, this lends weight to the possibility of a learning 
disability.  Because learning disabilities are often genetic, a checkmark under the 
family factors section may be significant.  If a student marks this one, ask her to tell 
you more.  For example, “What kind of problems did your dad, brother, sister, mother 
have with reading, math, spelling?” 

Vision/Hearing 
Items noted in this section may be due to physical causes or they may be processing 
problems.  Arrange hearing and vision screenings if at all possible.  If physical 
problems are ruled out, problems in this area may indicate learning disabilities. 

Reading,  Writing and Spelling, and Math 
Several check marks in any of these areas are red flags that indicate a possible 
learning disability.  Pay particular attention if one or more areas received a number of 
check marks, while another area received none. This inconsistent picture is, itself, a 
red flag of possible LD. 

Note regarding oral language: This particular screening checklist does not include oral 
language irregularities, but you may observe them. While many are simply learned 
language patterns, some may indicate learning disabilities.  If you observe the following, 
please make a note on your check list as they can indicate learning disabilities: 

Difficulty pronouncing multisyllabic words:  leaving out a syllable, mixing up the order 
of syllables (e.g., vin-ge-nar for vinegar, cat-I-pal for capital). 

Difficulty getting a thought into spoken language.  Frustration and a few key phrases 
may be a tip off: “Oh, you know – I mean. – Oh, I can’t explain it!” 

Note regarding students whose native language is not English:  It is especially difficult to 
determine if an ESOL student also has learning disabilities.  Consider discussing your 
screening with an ESOL specialist in order to determine if further testing is needed. 

Other Factors that Can Affect Learning 
As behaviors in attention, organization, or social interactions are observed over a 
period of time, you may see indicators of learning disabilities or related conditions. 
As a teacher, you are making observations that can support a referral for
 diagnostic evaluation.  If an adult learner makes the decision to do that, this 
kind of documentation can provide helpful information.  It also opens a discussion 
between you and your student about helpful and harmful behaviors. 
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_____________________________________________________________________________ 
_____________________________________________________________________________ 

_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

  

LEARNING NEEDS SCREENING
 

INTERVIEWER NAME: ________________ 

INTERVIEW DATE: ___________________ 

CLIENT NAME: _________________________________________________________________ 

DATE OF BIRTH ________________________________________ GENDER:  MALE FEMALE 

SOCIAL SECURITY NUMBER _____________________________________________________ 

HOW MANY YEARS OF SCHOOL HAVE YOU HAD?	 ___________________________________ 

CHECK ALL EARNED: �  HIGH SCHOOL DIPLOMA 
�  GED 
� TECHNICAL/VOCATIONAL CERTIFICATE 
�  AA DEGREE 
�  OTHER (SPECIFY): ____________________________________ 

WHAT KIND OF JOB WOULD YOU LIKE TO GET? _____________________________________ 

DO YOU HAVE EXPERIENCE IN THIS AREA?   �   YES �  NO
 

WHAT MAKES IT HARD FOR YOU TO GET OR KEEP THIS KIND OF JOB?
 

WHAT WOULD HELP? ___________________________________________________________ 

BEFORE PROCEEDING TO THE QUESTIONS, READ THIS STATEMENT ALOUD TO 
THE CLIENT: 

The following questions are about your school and life experiences. 

We’re trying to find out how it was for you (or your family members) when you were in school or 
how some of these issues might affect your life now. Your responses to these questions will help 
identify resources and services you might need to be successful securing employment. 

See final page for directions and scoring.	 The Learning Needs Screening is not a diagnostic tool 
and should not be used to determine the existence 
of a disability. 
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SECTION A 

1.	 Did you have any problems learning in middle/junior high school? �   YES �  NO 
2. Do any family members have learning problems?	 �   YES �  NO 
3. Do you have difficulty working with numbers in columns?	 �   YES �  NO 
4. Do you have trouble judging distances?	 �   YES �  NO 
5. Do you have problems working from a test booklet to an answer sheet? �   YES �  NO 

Count the number of “Yeses” for Section A  __ x 1 = 

SECTION B 

6.	 Do you have difficulty or experience problems mixing arithmetic 
sign (+/x)? �   YES �  NO 

7.	 Did you have any problems learning in elementary school? �   YES �  NO

 Count the number of “Yeses” for Section B __ x 2 = 

SECTION C 

8.	 Do you have difficulty remembering how to spell simple words 
you know? �   YES �  NO 

9. Do you have difficulty filling out forms? �   YES �  NO 
10.Did you (do you) experience difficulty memorizing numbers? �   YES �  NO 

 Count the number of “Yeses” for Section C __   x 3 = 

SECTION D 

11.Do you have trouble adding and subtracting small numbers in 
your head? �   YES �  NO 

12.Do you have difficulty or experience problems taking notes? �   YES �  NO 
13.Were you ever in a special program or given extra help in school? �   YES �  NO 

Count the number of “Yeses” for Section D __ x 4 = 

TOTAL YESES MULTIPLIED BY FACTOR INDICATED 
FOR SECTIONS A, B, C, D 

See final page for directions and scoring.	 The Learning Needs Screening is not a diagnostic tool 
and should not be used to determine the existence 
of a disability. 
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__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

 

 

14. Check to see if the client has ever been diagnosed or told he/she has a learning
 
disability.  If so,
 

By whom?
 

When?
 

Notes: _____________________________________________________________________ 

LEARNING NEEDS SCREENING DIRECTIONS
 

1.	 Ask the client each question in each section (A, B, C, D) and question #14. 

2.	 Record the client’s responses, checking “Yes” or “No.” 

3.	 Count the number of “Yes” answers in each section. 

4.	 Multiply the number of “Yes” responses in each section by the number shown in the section 
subtotal.  For example, multiply the number of “Yeses” obtained in Section C by 3. 

5.	 Record the number obtained for each section of the “=” sign in the section subtotal. 

6.	 To obtain a Total, add the subtotals from sections A, B, C and D.  If the Total from sections 
A, B, C and D is 12 or more, refer for further assessment. 

Note:  It is recommended interviewers ask an additional set of medical/health-based questions 
to gather more complete background information. 

The Learning Needs Screening was developed for the Washington State Division of Employment and Social Services 
Learning Disabilities Initiative (November 1994 to June 1997) under contract with Nancie Payne, Senior Consultant, 
Payne & Associated, Olympia, Washington. 

The Learning Needs Screening is not a diagnostic tool 
and should not be used to determine the existence 
of a disability. 
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______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

ADDITIONAL QUESTIONS WHICH MAY BE ASKED:
 

GLASSES: 
Does the client need or wear glasses? �   YES �  NO 
Last examination was within two years? �   YES �  NO 

HEARING: 
Does the client need or wear a hearing aid? �   YES �  NO 

MEDICAL/PHYSICAL: 

Has the client experienced any of the following: 

• multiple, chronic ear infections �   YES �  NO 

• multiple, chronic sinus problems �   YES �  NO 

• serious accidents resulting in head trauma �   YES �  NO 

• prolonged, high fevers �   YES �  NO 

• diabetes �   YES �  NO 

• severe allergies �   YES �  NO 

• frequent headaches �   YES �  NO 

• concussion or head injury �   YES �  NO 

• convulsions or seizures �   YES �  NO 

• long-term substance abuse problems �   YES �  NO 

• serious health problems �   YES �  NO 

Is the client taking any medications that 

would affect the way he/she is functioning? �   YES �  NO 

If yes, what is the client taking? __________________________ 

How often? __________________________________________ 

Does the client need medical or follow-up services? �   YES �  NO 

Referrals needed/made: ___________________________________________________ 
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____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

  

LEARNING NEEDS SCREENING
 
CLIENT COPY
 

How many years or schooling have you had? 

Check all earned: 
�  High School Diploma 

�  GED 

� Technical/Vocational Certificate 

�  Other (specify):______________________________________________________ 

What kind of job would you like to get? ______________________________________________ 

Do you have any experience in this area? ___________________________________________ 

What makes it hard for you to get or keep this kind of job?_______________________________ 

What would help? ______________________________________________________________ 

The following questions are about your school and life experiences.
 
We’re trying to find out how it was for you (or your family members) when you were in school or
 
how some of these issues might affect your life now. Your responses to these questions will help
 
identify resources and services you might need to be successful securing employment.
 

1. Did you have any problems learning in middle school or junior high school? 

2. Do any family members have learning problems? 

3. Do you have difficulty working with numbers in columns? 

4. Do you have trouble judging distances? 
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5. Do you have problems working from a test booklet to an answer sheet? 

6. Do you have difficulty or experience problems mixing arithmetic signs (+/x)? 

7. Did you have any problems learning in elementary school? 

8. Do you have any difficulty remembering how to spell simple words you know? 

9. Do you have difficulty filling out forms? 

10.Did you (do you) experience difficulty memorizing numbers? 

11.Do you have trouble adding and subtracting small numbers in your head? 

12.Do you have difficulty or experience problems taking notes? 

13.Were you ever in a special program or given extra help in school? 
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Teaching Suggestions
 
for Adults with Suspected Learning
 

Disabilities/Differences
 

Dr. Susan A. Vogel prepared the following list of pointers as a contribution to
 
Literacy Volunteers of America’s training guide for tutors
 

Some adults with severe learning disabilities (LD) or learning differences may need specialized and 
intensive instruction in order to learn how to read and write; but most will be able to make slow, 
steady progress. The following are some general teaching suggestions based on principles of 
learning. They are not unique to the field of learning disabilities. All learners will benefit when you 
use them, but especially adults with LD. 

1.	 Break tasks down into a logical sequence of discrete steps. 

2.	 Pre-test, teach, test, reteach, as needed, and review. 

3.	 Provide multiple opportunities to respond, interact with the teacher and classmates, and 
participate. The more active the learner, the more learning is taking place. 

4.	 Be sure mastery has been achieved before moving on to the next step in the sequence of 
learning tasks. 

5.	 Provide frequent feedback that describes what was done well and how it might be improved. 

6.	 Encourage students to tell you how they learn best, and use this information to design future 
lessons. 

7.	 Use color, highlighter, enlargement of print, and underlining to strengthen the visual input 
and enhance visual memory. 

8.	 De-emphasize oral reading as this may interfere with comprehension and also embarrass 
the student. Use oral reading only for select purposes and in private. When instruction takes 
place in small groups, call on students with LD only if they volunteer to participate. Preparing 
passages for oral reading in advance of the group instruction may help prevent failure and 
embarrassment. Choral reading may be helpful. 

9.	 De-emphasize closely timed tests and tasks. 

10.Slow down the rate of your speech (assuming it is usually rapid) emphasizing important 
points. Maintain eye contact in order to assess level of comprehension, encourage 
participation, give and get feedback, and maintain attention. 

11.Maximize success and enhance self-esteem by providing opportunities for the student to be 
successful. 
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12.Encourage the use of compensatory strategies (e.g., tape recording sessions, directions, 
assignments, and discussions) as aids for those with memory deficits. 

13.Teach word processing skills, use of spelling and grammar checkers, and other software. 

14.Use multi-media approaches such as audio cassette with text or video tape to preview story 
line of novel to supplement information from print. 

15.Teach memory enhancement strategies that will aid recall, such as listing, rewriting,
 
categorizing, alphabetizing, visualizing, and use of associations and acronyms.
 

The specific strategies of choice should be individualized based on the individual’s profile and the 
effectiveness of each strategy. This segment of the adult education population is one of the most challenging 
to work with, and you may also want to reach out for assistance and refer the adult with a suspected 
learning disability to specialists for a full assessment, career counseling, and further literacy training. 

Published in the National Institute for Literacy Newsletter, Volume 3, Number 4, Spring 1996.  Found online 
at http://novel.nifl.gov/newsletters/nspr96.htm and available through subscriptions. 
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INSTRUCTIONAL ACCOMMODATIONS FOR
 
STUDENTS WITH LEARNING DISABILITIES
 

GENERAL TECHNIQUES 
•	 Present information in small manageable steps 
•	 Rephrase questions both during discussions and on exams 
•	 Teach new materials in concrete ways (give examples) 
•	 Teach organizational skills such as color coding and filing 
•	 Relate new material to student’s everyday life 
•	 Discuss and study new vocabulary words before they appear in the instructional material 
•	 Prepare handouts in typewritten form 
•	 Provide frequent feedback 
•	 Experiment with the use of large print 
•	 Provide outlines for lessons on new material 
•	 Prepare students for changes in routines 
•	 Teach students to proofread for each other 
•	 Make frequent eye contact 
•	 Encourage student questions 
•	 Structure activities 
•	 Use graph paper to help with letter spacing in writing 
•	 Set up instructional space away from distractions (away from the door, windows, or 

heating/air-conditioning units) 
•	 Restate information on test questions in a variety of ways 
•	 Use a sheet of colored transparency to change the contrast between ink and paper on dupli

cated materials 

TO CAPITALIZE ON VISUAL STRENGTHS: 
•	 Use graphics to reinforce learning 
•	 In math, encourage the use of a number line 
•	 Use color coding 
•	 Write directions for assignments 
•	 Use a highlighter to call attention to key words or phrases, especially during testing 
•	 Teach the use of alternative notetaking systems such as outlining, graphing, flow-charting, and 

diagramming 
•	 Form a mental picture of words or facts to be memorized 

TO CAPITALIZE ON AUDITORY STRENGTHS: 
•	 Use Books on Tape from Recordings for the Blind and/or Talking Books from state libraries for 

the blind 
•	 Encourage students to read along with taped texts 
•	 Use interactive activities during class time 
•	 Use oral testing 
•	 Use oral as well as written directions 
•	 Let students read together aloud 
•	 Ask students to repeat directions orally 
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• Have students read aloud or subvocalize (form the words without saying them out loud) 
• Speak in even, measured tones 
• Use music and rhythms to reinforce learning 
• Encourage students to read first drafts of written work aloud 
• Encourage students to tape “write” first drafts and/or tape test answers 

TO CAPITALIZE ON KINESTHETIC (relating to movement) AND TACTILE 
(relating to touch) STRENGTHS: 

• Use hands-on activities 
• Use simulation and board games 
• Pair students to work together on assignments 
• Allow for frequent breaks from studying 
• Change activities frequently 
• Touch students on the arm or shoulder to re-focus attention 
• Trace letters and words to learn spelling 
• Use the computer (i.e., word processing spell checks) 
• Memorize and drill for rote learning while walking or exercising 
• Provide opportunities for touching and handling instructional materials (manipulatives) 
• Use a calculator or abacus in math 
• Use index cards rather than notebooks for notetaking 

Source: “A Learning Disabilities Digest for Literacy Providers,” 
published by the Learning Disabilities Association of America. 
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Recommended Resources for
 
Dealing with Learning Disabilities
 

Florida Bridges to Practice - www.floridatechnet.org/bridges 

The National Adult Literacy and Learning Disabilities Center 
Academy for Educational Development
 
1875 Connecticut Avenue, NW
 
Washington, DC 20009-1202
 
Phone: 202-884-8185; 800-953-2553
 
Fax: 202-884-8422
 
Info@nalldc.aed.org
 

National Institute for Literacy 
1775 I Street, NW, Suite 730
 
Washington DC 20006-2401
 
Phone: 202-233-2025
 
Fax: 202-233-2050
 
NIFL Hotline: 800-228-8813
 
http://www.nifl.gov
 

National Center for Learning Disabilities 
http://www.ncld.org/
 
This site provides free information on LD and resources to parents, professionals and
 
adults with LD in the community.
 

LD Online:  Learning Disabilities Resources 
http://www.ldonline.org/
 
This site includes weekly links to current articles about LD and monthly topics.
 

Americans With Disabilities Act (ADA) Hotline:  800-949-4232 

Equal Employment Opportunity Administration:  800-669-3362 

Job Accommodations Network (JAN):  800-562-7234 (TTY) 

GED National 24-Hour Hotline: 800-626-9433 
Provides information on local GED classes, testing services and accommodations for 
Learning Disabilities 

National Library of Education:  800-424-1616 
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GAINING RECOGNITION
 
FOR YOUR
 

ADULT & COMMUNITY
 
EDUCATION PROGRAM
 



  

 

  

  

  

 

  

10 Ways to Do Marketing
 
Through Your Classroom
 

Your classroom is an ideal place to show off the benefits of Adult Education programs. With prepa
ration and coaching, your students are the best marketing tool you have.  Here are some ways to 
show off your thoughtful, articulate adult education students to the community at large.  Consider 
working them into your lesson plans. 

1.	 Have students research a current local issue.  Make part of the process of their research the 
development of questions to ask an elected public official.  Invite an elected public official to 
class for an interview.  Have students ask their questions and take notes on the answers. 
Students may then incorporate their interview into other types of writing about their research. 
Students should also write thank-you letters to the official who visited. 
RESULTS:  Having elected officials experience your classroom lets them see first-hand what 
adult education is and reminds them of the voters in your classroom. 

2.	 Have students prepare for a particular job interview.  Ask a local business leader to come to 
your classroom and conduct mock interviews with your students. 
RESULTS: This exercise shows local business owners how serious your students are about 
being good employees. 

3.	 Have students do research on health issues and/or health professions.  Invite a local nurse or 
doctor to your classroom to be interviewed.  Again, be sure to have students write thank-you 
notes. 
RESULTS:  A member of the professional community gets to see the hard work of adult 
education students and hear their input in public civic issues such as healthcare. 

4.	 Have students research the history of the American flag.  As part of the research, have some
one from the American Legion or a similar organization come and demonstrate the proper 
care of and disposal of an American flag.  Invite the media to come and cover the event. 
RESULTS: This exposes a powerful volunteer agency/civic group to the positives of adult 
education and gets both adult education and the civic group some positive media exposure. 

5.	 Have your students consistently prepare and submit letters to the editor for your local newspa
per.  Be sure they identify themselves as an adult education student.  Have someone from the 
editorial board of the newspaper come and talk to your students about what they look for in a 
letter they choose to publish. Throw a party when one of your students gets published and 
invite the editor who visited your class.  Again, be sure to write thank-you notes. 
RESULTS:  Media personnel get to see the work of adult education.  More exposure may 
follow. 

6.	 Select a student to monitor student successes in your program and report them to the appro
priate section of your local newspaper. 
RESULTS: The community reads consistently of success in adult education. 
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7.	 Have your class select, organize and implement a service project that serves your local com
munity.  Consider collecting books, or clothing or food; consider tutoring/mentoring elementary 
students; consider signing up for hours to work at a local volunteer agency, perhaps agreeing 
to commit 10 hours per week.  As the project nears completion, invite the local media to write 
an article about it.  If they are not interested, have your students write a news release about 
what they have done and then research how to submit their release to the media. 
RESULTS: The community at large sees adult education students as competent adults who 
are involved in and giving back to their local community. 

8.	 Allow your students to invite guests to class once per term. The guests must be adults who 
are considering adult education programs and they must agree to participate fully in the class 
activities the day they visit.  Have the class prepare a special welcome for the guests, perhaps 
bring food, and be prepared to tell about their own successes and trials in adult education. 
RESULTS:  Candidates for adult education get a first-hand look at programs and a personal 
welcome. 

9.	 Have your students examine the different ways churches have influenced America.  Some 
students may research math issues, such as percentages of people involved in worship over 
the last twenty years, numbers of churches in particular denominations and geographic loca
tions, percentage of income given to churches.  Other students may want to research histori
cal people or events that were tied to churches, such as John F. Kennedy and Catholicism, the 
bombing/burning of churches, use of churches to protect immigrants, the connection between 
black leadership in politics and black leadership in the church.  Invite several local ministers to 
your class to talk about how their congregations work together or independently for social 
justice in your community.  Have students prepare questions ahead of time and prepare a 
reception for afterwards.  Again, be sure to have students send thank-you notes. 
RESULTS:  Local religious leaders are exposed to thoughtful adult education students. 

10.	 Have students write about their concerns about public education for their children or siblings. 
Help them organize their concerns by issues and then consolidate their questions into one list 
for each issue.  Invite your local school board members or superintendent to class to hear 
these concerns and answer questions about them.  Invite the local media.  Have students 
prepare a reception for afterwards and write thank-you notes.  If your local news does not do 
so, follow up with your own news release. 
RESULTS:  Local school officials better understand the dual role of adult education students 
as both parent/voting adult and student. 
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Gaining Recognition for your 
Adult & Community Education Program 

Get Your Message Out! 

Defining Public

Relations/Marketing

Customer Service

Definition of Terms 

I. Introduction 



to get a message out…one just needs to 

This how-to guide is intended for use in Adult & Community Education programs. It outlines the processes 
and tools needed to promote an organization’s programs and successes.  The guide should be used as a 
tool to help practitioners promote their schools in an effective manner. 

Whether or not someone has overseen an institution’s publicity efforts in the past, this guide will 
help that person handle them in the future. Marketing is easier than it looks – to GET A MESSAGE 
OUT…one just needs to know the basics. 

What is Public Relations? 
know the basics!

Very simply, the practice of public relations is interaction and communication with the public. Good 
public relations must be ongoing and every person involved with the organization should be aware of the 
role they play in creating its public image. 

What Can Public Relations do for an Organization? 
• Prove that an organization exists 
• Educate the public who might benefit from programs provided by the organization 
• Gain support for the organization when it is needed the most 
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List some of the good things your organization has done, or 
is currently doing…things you have not shared with the public. 

What is Marketing?
Marketing is communication with various audiences, primarily the people who use the services of an 
organization. For adult and community education programs, there are multiple audiences: 

• Students 
• Businesses 
• Community 
• Schools 

While it’s important for individuals who specialize in marketing to follow guidelines for effective 
communication, it is crucial that everyone in the organization is aware of good public relations and marketing 
techniques: 

• The actions of all involved speak for the group (i.e. the friendliness and helpfulness of the
 receptionist is just as important as a well-written press release) 

• The personal contact of volunteers and staff, talking to others about the organization – even in
 social situations – is invaluable. 

THE TRICK TO EFFECTIVE MARKETING IS TO MAKE EACH GROUP 
FEEL LIKE YOU ARE SPEAKING DIRECTLY TO THEM! 

When you hear the word marketing, 
what words or statements come to mind? 



 

Where to Begin
Planned communication is the most important component of a successful public relations/marketing 
program. Use the following steps: 

Step #1 – UNCOVER ISSUES 
• Facts (enrollment, program success stories) 
• Issues (going back to school, taking the GED, illiteracy) 
• Opportunities (what types of media are available?) 
• Challenges (limited budget) 
• Organizational goals (who will handle communications?) 
• How the audience(s) feels about the organization 

Mission Statements 
Before members of an organization can begin a marketing campaign or strategic planning, they must have 
a clear understanding of the organization’s mission.  Often these thoughts are presented in a statement that 
defines a group’s values, and helps determine goals and objectives.  Mission statements provide direction 
that serves as the basis for further planning and marketing approaches. 

What are the challenges or issues facing your program? 
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Step #2 – IDENTIFY RELEVANT AUDIENCES 
When beginning a marketing plan, one of the most important questions that needs to be answered is 
“Who is the target audience?”  The target audience is the group of people who need to be reached by 
all marketing efforts. It is often made up of individuals from many groups: 

• Employees 
• Community members 
• The news media 
• The government 
• Business leaders 
• Future or current students 

Target audiences can also be grouped into two segments: 
• Internal audiences (inside the organization) 
• External audiences (outside the organization) 

Which audience (internal or external) is currently more
important for your organization to target? 



 

 

 

Once the target audience is determined, the organization can see what facts are already known about this 
group, and what research needs to be done in order to effectively communicate the organization’s message. 

Examples: 
• If the organization is sending a newsletter to potential students, it should include information on

 classes and opportunities of interest to students. 
• If the organization is sending a newsletter to potential businesses, it should include information about

 job mentoring, interviewing, potential future employees, etc. 

This is your chance to be creative…
 
Think of the best ways to reach target audiences
 

in your community.  Where do they shop?  Where do they eat, etc?
 

Step #3 – SELECT METHODS OR TOOLS 
• Brochures, newsletters, press releases or flyers. 
• The technique or tool used to reach an audience is often just as important as the message itself. 

Step #4 – MONITOR FEEDBACK 
• People communicate to elicit responses from others and to build relationships. 	Communication

 should be behaviorally based. If an organization wants to reach a particular audience, there should
 be a way to measure that objective (i.e. increased program enrollment, special event
 attendance, etc.). 

Step #5 – IDENTIFY DESIRED RESPONSES 
• People’s perceptions influence their behavior. The trick is to turn negative images into

opportunities and maintain positive images. Gear the messages toward the audiences and
   develop strategies designed to reach them individually. 
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I n addition to standing for public relations, the letters PR also stand for personal relations, or customer 
service. Customer service is a skill that is absolutely essential in the workplace. An organization’s image 
depends on how its employees and volunteers deal with the public, and each person’s perceptions and 
attitudes have a potential impact on the organization as a whole. 

If a customer (i.e. potential student, parent, reporter or businessperson) communicates with only one 
individual, that person will most likely form an image of the organization based on that sole interaction. 
Therefore, every member of the team must be aware of the organization’s mission, purpose and guidelines 
for customer service. 

Know the Basics 
Telephone Etiquette 

• When employees answer the phone, make sure they identify themselves and the organization
 in the greeting. 

• If the person who they need to speak to isn’t available, make sure that the employee asks if they
 can be of assistance. 

• If someone cannot answer the question being asked, tell him or her to admit it, then offer to have
 someone else speak to the person, and direct him or her promptly to that individual. 

• At the very least, make sure employees take a message and make sure the message gets to the
 proper person upon their return. 

Personal Service 
• When someone visits the office, employees should be friendly, and assist the visitor as


 soon as possible.
 
• All employees should conduct themselves in a respectable manner when visitors are present, as

 they are representing the organization. 

Nametags 
Nametags are a helpful tool for communication, and an increasing number of organizations require their 
employees to wear them. Many groups choose to list just the employee’s name, not their title. This 
communicates that everyone is a piece of the puzzle! 

• Anyone visiting the building immediately knows that the wearer of the nametag is an employee of
 the organization, in case people have a question. 

• Nametags are helpful in situations where employees are representing the organization, such as
 community meetings, business gatherings, special events, etc. 
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Remember... 
When someone has a 

nametag on, they 
represent the organization 

and should conduct 
themselves in an 

appropriate manner. 
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T he following reference guide includes definitions for many of the terms found in this guide: “Get Your 
Message Out: Gaining Recognition for your Adult & Community Education Program”. 

Advertising:  time or space (TV, radio or print) purchased to display a message - buyer controls content, 
placement, time and duration the ad is run 

Angle: direction taken in a news release or article to make it interesting or newsworthy 

Audience: individuals who receive the message, see also public 

Background: in-depth information on a topic, usually factual, often historical in nature 

Boilerplate: paragraph(s) inserted at the bottom of news release or article to identify the organization, services 
it provides and contact information 

Brochure:  printed piece of material, up to seven pages long, published and distributed to special publics for 
a single purpose, usually to persuade, inform or educate 

Camera-ready: printing term used to describe clean, laser-printed material that is preferable for copies. 
NOTE: check with printer for specific guidelines 

Campaign:  program with specific beginning/ending points - can last several weeks, months or years. Includes 
many events and builds to a decision point, like an election 

Concept:  the idea for a campaign, publication, advertising, etc. 

Copy:  text for any material that is produced 

Cover letter: letter or memo distributed with media kits or packages, to explain why an event or organization 
deserves attention - provides a synopsis of materials included, and details of upcoming event, etc. 

Demographics: classifies people by objective traits - age, gender, education, race and income level 

Direct mail: mailed forms of advertising (letters, postcards, booklets, brochures, etc.) 

Event: one-shot occurrence that targets one or more publics 

External communication: communication to groups outside the organization 

Fact sheet: list of fundamental facts about an organization - should be readily available for any media contact 

Feature: a story, or potential story with a human-interest angle 

Flyer: one-sided promotional material, with text and graphics - used to direct people’s attention to an 
upcoming event, or advertise programs offered by an organization 

Goals:  more specific than a mission statement, while still general in nature - unspecific time frame or numerical 
targets 

Headline: line of text to capture a reader’s attention and summarize information featured in the article – should 
be simple, direct and written in an active voice 

Internal communication: communication to groups within the organization 

Lead:  first paragraph in a news release or news story - gives quick indication of the story’s subject and 
importance 

Logo: the symbol or “signature” of an organization 
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Mailing list: a valuable tool for Public Relations, segmented by audience to target particular groups
 

Marketing: communicating with one or more people who use the products and services of an organization
 

Mass media: magazines, books, newspapers, radio, television and the Internet - used individually, or integrated
 
for communication with a general target audience
 

Media advisory: used to alert the media about an upcoming event
 

Media kit: pocket folder containing information for print and/or broadcast media about an organization or
 
special event - usually contains a fact sheet, organization backgrounder, newsletter, press release, photos, etc.
 

Medium: means for distributing message to the public (TV, radio, newspaper, etc.)
 

Memo:  informal reminder of an important occurrence - usually for internal use
 

Message: important information to be conveyed to the public - one element of communication over which the
 
writer has complete control
 

Mission statement: a very general statement of goals and objectives from which all further planning begins
 

Objectives:  adapted from goals - specify a time frame and number of people or projects affected - all
 
objectives must be measurable
 

Positioning:  the concept that communication can only take place at the right time and under the right 
circumstances 

Press release: advance article, written by an organization - complete with quotes and information explaining an 
event or announcement, informing the public of something that has occurred or is currently taking place 

Program:  similar to a campaign - includes many events, but it has no pre-set end point – usually initiated 
because of a need for continued dissemination of information 

Promotion:  used to gain favorable name or product exposure through contests, etc. 

Psychographics:  classifies people by their thoughts and behavior 

Public:  any group of people that is tied together by a common factor [Internal publics - within the organization 
(employees), and external publics - groups outside the organization (media, customers and legislators)] 

Publicity:  information with news value, provided to a public without charge - supplier controls content, but 
relinquishes control beyond that point 

Public Relations (PR): management of communication between an organization and its publics 

Public Service Announcement (PSA): information in the form of a free advertisement 

Sound bite: a quote or partial quote used in the television and radio mediums 

Strategies: statements of what organizations want to occur in campaigns or programs 

Target audiences: groups considered most important for a communication effort 

White space: unused part of the total space in a brochure, newsletter, ad or other printed material 
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Gaining Recognition for your 
Adult & Community Education Program 

Get Your Message Out! 

II. Tools & 
Techniques 

Media Kits

Press Releases

Media Advisories

Feature Stories

Fact Sheets

Fax Cover Sheets 

Logos

Brochures

Newsletters

Billboards/Outdoor

Advertising

Flyers/Posters 



Alogo is probably one of the most effective public relations tools. It is a graphic symbol that represents 
an organization and gives its message a central focus. It’s the first thing an organization should produce, 
and it should go on EVERYTHING to ensure that the organization will gain the market’s attention and main
tain their interest. 

Tips for Logo Use: 
Keep it Simple! 

• A logo needs to be simple enough to retain legibility over a wide variety of reproductions, such as 
letterhead, business cards, shirts, etc., and it must appear legible when faxed or copied. 

• Adding bars, lines, distinctive type, and one or two colors to an organization’s name can produce an 
effective logo. 

• Many logos are based on illustrations, but they don’t have to be graphically intricate. 
• A simple logo can help employees stay within budget. 

Continuity 
• Logos should retain color and design continuity with other organizational materials. 	People will start 

to recognize the logo and associate it with the organization. 
• All employees should use the logo on a regular basis on fax sheets and memos – an easy task if it’s 

stored on the computer. 

Make a Clear Connection 
The best logos reflect the nature of the business in which they are involved. If a connection cannot be 
made, use the name itself. 

1. Does your organization have a logo? 

2. Is there continuity in your organization’s logo color and design?
 

3. Do you use your logo on all of your internal and external materials?
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TRY DESIGNING A LOGO FOR YOUR ORGANIZATION: 



M     ost people probably already know the basics about brochures, but in the world of publicity, there are 
many types of printed materials that fall under this category.  Producing a brochure can sound like a daunt
ing task, but it is actually very easy when the proper steps are followed. 

The most familiar style of brochure is called a “tri-fold,” which is: 
An 8 1/2 x 11 piece of paper, 
folded in thirds, 
containing pictures and text, and a 
self-mailing label on the back. 

This is one of the easiest types of brochures to produce. In fact, almost any graphics software (i.e. Microsoft 
Publisher, Microsoft Works) will include shortcuts on how to create a tri-fold brochure.  However, bro
chures can take on many shapes and sizes, and serve many purposes. 

Brochure Production – Six Steps: 
1. Clearly define the purpose and strategy 
2. Organize and define the concept 
3. Write the copy 
4. Design the layout, choose a font, visuals, paper, space and color 
5. Produce and print 
6. Distribute 

Step #1 - DEFINE THE PURPOSE AND STRATEGY 
Decide why a brochure is needed and what message the organization wishes to convey. The purpose 
should be stated in a simple sentence and the writer should be able to clearly answer the following 
questions: 

Who is the audience? Who should read this brochure? 
Is the organization trying to reach current or potential students, community or business leaders, etc? Re
member which groups the organization chose as target audiences. While the focus for each brochure may 
be different, the organization’s overall mission should be kept in mind at all times. 

What does the organization want to accomplish? 
Does the organization want to increase class attendance or educate the community about a program? 
Use the information to define a tone: 

• Persuasive - recruiting students or potential business partners 
• Informational or Educational - information on programs 

What kind of brochures has your organization produced…for what purpose? 
Are they persuasive, informational or educational? 

How will the organization distribute the brochure? 
The method of distribution affects the overall campaign, and needs to be decided at the beginning of the 
design process. If the finished piece isn’t a self-mailer, it must fit in an envelope.  If it is a self-mailer, the 
piece needs to have the back page or panel designed with a return address and an area for postage and 
the address. 
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Step #2 – ORGANIZE AND DEFINE THE CONCEPT 
Identify an effective concept that will help organize words, visuals, color and space so that the brochure 
will grab the attention of its readers. The purpose must be clear and the concept should be carried throughout 
the finished brochure. 

• Create a headline that captures the message 
• Choose a visual to complement the headline 
• Give the information a new and different twist 
• Ensure that information is accurate and the product of credible sources 

Step #3 – WRITE THE COPY 
Outline information and write the copy – pay attention to grammar and consistent style. 
Grammar 

• The rules of grammar always apply.  	If words are misspelled, readers may react in a negative way 
towards the organization. 

• Make sure to read the text carefully – spell check doesn’t correct misusages of words. 
• Always keep a dictionary, thesaurus and The Associated Press Stylebook and Libel Manual handy at 

all times. 
• Have more than one set of eyes look at the materials! 
• Check and double-check facts to ensure accuracy.  This is a must for good brochure copy. 

Style 
• Organizations usually adopt a particular style. The best way to determine a style is to read other 

publications produced by the organization. 
• Develop an overall tone for the brochure. This often depends on the subject, but the tone should be 

appropriate for the brochure’s purpose: light, heavy, formal or informal. 
• Keep copy short and to the point. Brochures become boring when they are weighed down with too 

much copy. 

Step #4 – DESIGN THE LAYOUT AND FORMAT 
Design is the fourth step to creating a brochure. As a rule, it is usually easier to write brochure copy, then go 
back and replace paragraphs with pictures.  Decide what pictures to use and place them accordingly. 

Or to cut down on time, an alternative would be to write the copy and put it on a disk, then take it to a 
company that specializes in graphics production. The organization needs to decide if it is more cost 
effective to outsource, or produce materials in-house. 

Elements of design: 
• Format: size of paper used, and how it will be folded when finished 

• Type: size and type of font used 
-	 Brochures can be more creative – but remember to stay consistent! 
-	 Typefaces are usually available in 6- to 72-point size. 
-	 A typeface can affect a brochure’s overall appearance. 
-	 Masculinity, femininity, formality, delicacy and other


 moods can be suggested with a type.
 
-	 MAKE SURE THE SELECTED FONT IS READABLE! 

• Paper: paper choice is very important.
 
(See “produce and print” below)
 

• Space: a variety of spacing techniques can create a
 
visually appealing piece
 

-	 Margins 
-	 White space (unused portion of page) 
-	 Space between columns 
-	 Lines of type 
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• Color: the use of color enhances a publication 
- Spot color can be used sparingly alongside the normal color 
- A four-color process can be used.  However, this is usually expensive 
- Photos may need to be kept to black and white if the budget is limited 

Step #5 – PRODUCE AND PRINT 
Depending on the complexity of a brochure, and the availability of printers in the office (inkjet, laser, etc.), brochures 
can be printed in-house, or taken to a commercial printer. This costs more, but saves time and energy, and the finished 
piece will be more professional looking. 

Tips for Success: 
• Get Quotes: 

Gather two or three quotes/estimates for printing the job. 

• Check References: 
Ask around to see if anyone has used a printer and has had a favorable/unfavorable experience with them. 

• Qualifications: 
If the job is 4-color (full-color photographs or lots of spot color) and is complex, or if a large quantity is being 
produced, the brochure might need to be taken to a printer who uses a printing press. 

Using a Printer: 
Make sure the printing company knows the following: 

• Job description: 
What is the purpose of the brochure? What will it be used for? 

• Desired size: 
For Example: 8-1/2 x 11 with two folds, to a finished size of… 

For Example: Four colors on the front and one color on the back, would be 
4/1 color.  Two colors on the front and 2 colors on the back would be
 
2/2 color.  Also, do the colors bleed? This refers to color if it ex
tends to the edge of a page. If color appears to run off the page 
with no border, then it bleeds. A bleed typically costs more.
 

• Color (front and back of page): 

• Paper type: 
The printer can help decide what type of paper is best,
 
including thickness, coating (whether or not it is
 
glossy) and the color.
 

• Quantity: 
How many brochures will be printed? 

• Desired completion date: 
When does the organization need the brochures in
 
hand?
 

• Method of transmission: 
How will the brochure be provided to the printer?
 
Many ask for a camera-ready printout, or they re
quire the finished brochure on disk.
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Step #5 – DISTRIBUTE 
Once the organization finalizes a mailing list, mailing companies can save time. Mail services are useful for 
labeling and mailing brochures and other mailed materials, or the employees of an organization can do it them
selves. All of these decisions depend on time and budget! 

Brochure Templates 
The following pages contain samples of the two template brochures found on 
the CD- ROM accompanying this manual. A template is a computer document with 
an existing graphic layout, which allows for quick and easy production of materi
als. In this case, the graphics and the format have been designed for two tri-fold 
brochures. 

TO USE THE TEMPLATES: 
1. Locate the template on the accompanying CD-ROM. 
2. Double click on the icon “Brochure 1” or “Brochure 2”. 
3. When the file opens, all graphics will be displayed on 

the computer screen. 
4. Highlight the text currently found on the brochure. 

Delete the existing text, and add appropriate text for 
the organization being promoted. 

5. Repeat for each section. 
6. Use the program’s formatting options to change font 

size and style. 
7. When finished, select “Save As” from the “File” tab on 

the toolbar.  Rename the brochure. 
8. By choosing “Save As” instead of “Save”, the original 

template can be maintained for future use. 
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Newsletters are an effective form of communication with external audiences (people found outside the 
organization) or internal audiences (within the organization). The information in a typical newsletter varies in con
tent and style, depending on the audience. It is helpful to have a specific person on staff that handles newsletter 
content. They must have the knowledge, skills and time to produce a newsletter. In addition, they must be skilled at 
writing, editing, designing, coordinating and visualizing. 

Successful Newsletters 
There are several tips that should be followed when producing a successful organizational newsletter: 

• Accomplish tasks not available through other mediums 
• Catch a reader’s attention 
• Reach an intended audience during a desired time period 
• Follow a specific schedule (published monthly or quarterly, etc.) so the content remains timely in the 

eyes of the reader 

Internal Newsletters 
1. Communicate policy and organization news in a personal format 
2. Convey a common experience and promote identification and unity within the group. Content 
should be carefully selected and written 
3. Promote accomplishments, both individual and for the whole organization 
4. Transmit standards, organizational culture, achievements and plans of the organization, sharing ideas 

with co-workers and building pride among employees 

List some ideas for sections/features in an ACE employee newsletter: 

External Newsletters 
1. Allow the organization to communicate on a regular basis with current, inactive and potential 

consumers 
2. Expand the public’s awareness of the organization’s program, logo and activities 
3. Periodically survey readers to make sure they are getting the information that they need or want, and 

that the format is acceptable 

Newsletter Ideas  (Internal or External Audiences) 
• Welcome letter from the principal 
• Calendar of events 
• Table of contents 
• Holiday greetings 
• Employee, student or alumni profiles 
• Future plans or goals for the organization 
• New classes or programs 
• Organizational staff changes 
• Achievements and awards 
• Special events 
• Business partnership program update 
• Enrollment update 
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Writing and Reporting 
Writing for newsletters can be informal or formal but always focused on audience interests.  Budget is a key factor 
when deciding what kind of newsletter to produce. Remember - it’s the content, not appearance that matters most! 

REPORTING SKILLS 
• Useful Information 
Tell readers something they don’t already know. 

• Angle
 
Find an angle that sets the organization apart from similar newsletters.
 

WRITING SKILLS 
• Mission
 
What should the newsletter accomplish? Should it inform or solicit response?
 
Approach production with that in mind.
 

• Grammar 
Standard rules of grammar, punctuation and spelling always apply (make sure more than one set of eyes sees 
the newsletter before distribution). Stylebooks are helpful. Sentences for newsletters usually consist of a sub
ject, verb and object. Adjectives, adverbs and compound sentences are rarely used. 

• Length
 
Use the KISS method - Keep It Short and Simple!
 

• Facts
 
Include the facts, but make it interesting. Use the “who, what, when, where, why and how” approach to
 
writing. However, while copy is important, make sure to not crowd the newsletter with words only – headlines,
 
indentations and generous paragraphing can make a newsletter more pleasing to the eye.
 

What do you want to accomplish with your newsletter? 

Graphic Design 
Computer software has motivated people and organizations to produce their own materials instead of hiring a 
designer or graphic artist. New programs make the process easier than ever: 

GENERAL STYLE 
• Specifics
 
How many pages will there be?
 
What kind of visual frame will hold the copy and other information?
 

• Consistency 
The design format should be consistent with the logo and other printed materials (letterhead/business cards), 
but distinctive from other organizations’ newsletters. Once an acceptable format is found, save the template 
on the computer and change the copy for each issue. Consistency is the key – it creates a visual identity for a 
newsletter! 
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• Creativity 
Use teasers on the cover to draw attention to the inside of the newsletter. (i.e. table of contents or articles that 
begin on the front and are continued on other pages.) Also try pulling interesting quotes out of the text with 
shaded boxes. 

• Theme
 
Use tasteful clip art, photos or scanned images to dress-up newsletter
 
pages. Make sure this theme is carried throughout the newsletter.
 

Popular software programs, used for newsletter layout and design, in-
clude: Microsoft Publisher, Adobe PageMaker and QuarkXPress. A local 
computer store can recommend programs that are best suited for the 
needs of the organization. Become familiar with the organization’s desk-
top publishing software and practice using it – the more practice 
employees have, the better the newsletter will look. 

FONT CHOICE 
Thousands of typefaces are available. Pick a few and stick with them: 

• Serif fonts 
Many organizations use serif fonts (i.e. Times New Roman, Palatino, Garamond, Goudy and Century School
book) for publications, because sans serif fonts (like Arial) are often difficult to read in small type. 

• Effects
 
Use italics and bold to help important words stand out.
 

• Headlines 
Select a display face for headlines. It isn’t necessary to use another serif font – instead, complement the copy 
with a sans serif font such as Arial, Franklin Gothic, Futura or Helvetica. 

• Nameplate/Title 
Devote thought to a simple design for the nameplate (the part of the newsletter that provides visual identifica
tion and communicates the newsletter’s importance). 

- It should be easy to recognize and it should stand out.
 
- The organization’s nameplate can go on the top, on the side, or even in the middle of
 
the page.
 

Printing 
Any commercial printer can print a newsletter – but it is good to get several quotes to determine who can do the 
best job for the least amount of money. 
PLAN AHEAD 
Economical formats include: 

• Four 8-1/2” x 11” pages, made from an 11” x 17” sheet 
• OR eight 8-1/2” x 11” pages made from two 11” x 17” sheets 

PAPER CHOICE 
Choose a paper that can be used consistently, preferably of an off-white or pastel color. (Stay away from dark and 
florescent colors, as they are difficult to read). 

MAILING CONSIDERATIONS 
If the newsletter is a self-mailer, the bottom of the back page must have room for the address label, return address 
and postage. All mailings MUST meet U.S. Postal regulations – check with the local post office or have them look at 
the newsletter before they are printed to make sure they meet postal specifications. Also indicate in the postage 
area if the mailing is 1st class or 3rd class, and to avoid licking stamps, include a postal permit number if applicable. 
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Distribution
 

MAILING LISTS 
A mailing list is one of the most impor
tant tools for distribution of newsletters 
and other printed pieces. Include all current 
and former consumers as well as audiences 
that could potentially be served by the 
organization’s programs. Constantly update 
this list! 

NEWSLETTER DESIGN 
The method of distribution often dic
tates the way a newsletter is designed. 
There are two important factors to con
sider: 

• Should the newsletter be folded 
or sent full size? Folded costs less. 

• Should the newsletter be sent in 
an envelope or as a self-mailer? 
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B   illboard advertising is an effective way to reach a large audience. However, it can be costly. If an organization has 
room in its budget, outdoor advertising may be a viable option. 

Tips for Outdoor Success 
DECIDE ON QUANTITY 

• Before calling a local outdoor advertising company - decide how many billboards the
 
organization can purchase.
 

• The more boards desired and the longer the “rental” period, the lower the price per board will be. 

• Outdoor companies usually sell boards in showings. 

For example, a #25 showing is the number of boards it takes for at least 25% of a 
city’s population to see it.  Outdoor companies sell in #25, #50, #75 and #100 
showings. Sometimes an outdoor company will not sell a single board, but by the 
showing. Through Lamar Outdoor Advertising, in Tallahassee the fewest number of 
boards that can be purchased is 4 – a #25 showing. 

DETERMINE TIMEFRAME AND AVAILABILITY 
• Billboards are rented monthly, or by a yearlong contract.  Outdoor advertising companies usually
 
don’t have a certain length of time they require for rentals.
 

• Most outdoor advertising companies will supply non-profit organizations with pro bono (free)
 
billboards at locations that were not sold for a particular month. The organization:
 

-	 Will have to pay labor costs for posting the board (usually around $50) 
-	 Will have to pay for the poster (around $80, depending on design) – which the

 company can produce 
-	 Must give 4-6 months advance notice

 But remember…there is no guarantee of board location or posting date. 

• Ask a sales representative to gather a list of “avails,” or a list of all available boards and their 
locations, on the specified date that the organization wants to begin a campaign. For each
 

board, this list will summarize:
 
-	     The street location 
-	     Which direction it is facing 
-	     If it is illuminated or not 

Outdoor companies do not have a standard for listing avails. There are some differences in the ways outdoor 
companies list their avails, but they can be deciphered pretty easily.  Sales representatives are always available for 
help. 

Examples: 
An avail with Lamar Outdoor in Panama City, Florida, reads like this: 
Washington County, FL
 
HWY 77 S/O JCT 273 F/N – Chipley
 
Translation:
 
The board is located on Highway 77, South of Junction 273, facing N, in Chipley.
 

Eller Media in Jacksonville, Florida, lists avails like this: 
I-10 500 FT W/O Lenox Avenue
 
Translation:
 
The board is on I-10, 500 feet West of Lenox Avenue.
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DETERMINE CONTENT/MATERIAL 
What should go on the board? 
In most cases, outdoor companies can design the layout and produce the board themselves. Too much copy 
on a billboard is ineffective.  The human eye can read approximately seven words while driving by.  Follow that 
rule when writing copy. 

Using paper, vinyl or paint? 
• Paper is the most economical, but it depends on the length of a showing. 

- Paper must be replaced (re-posted) about every thirty days, especially when the 
weather has been particularly rainy. 

- The cost for printing paper also depends on the color or colors used. 
- If the design calls for something simple like 2 colors, the paper will be relatively 

inexpensive, maybe $40-$75 per board. If something more intricate is done, like a 4
color design, production will be more expensive, approximately $75-$150 per board. 

• If an organization is doing a yearlong contract consider using vinyl. 
- The good thing about vinyl is the one-time production fee, and its durability allows for 
a longer shelf life than regular boards. 
- Vinyl is charged by the square foot of the board, usually anywhere from $2.00 to $5.00 
per square foot. A 30-sheet board which measures 10’6” x 22’8” will cost anywhere 

from $483.00 to $1,200.00. 

• Fewer outdoor companies are selling paint boards. However, if available, they figure the same as a 
vinyl board, but are less expensive per square foot. 

- Paint can be harmed outdoors, so take showing length into consideration. 
- Boards usually need to be repainted about every six to eight months, once again, 

depending on the weather. 

APPROVE ARTWORK 
Make sure the artwork is approved soon enough to meet posting deadlines, especially if the boards need to be 
sent to other cities for posting. After everything has been approved and signed, wait for the posting date. 

YOU’LL BE SO PROUD WHEN YOU SEE YOUR BILLBOARDS… AND EVERYONE 
DRIVING BY WILL SEE THEM TOO. YOU’LL BE GAINING RECOGNITION FOR YOUR 
ORGANIZATION ALL DAY, EVERY DAY…ONE AUTOMOBILE AT A TIME! 

Billboard Slogan Ideas 
• FREE HIGH-SCHOOL DIPLOMAS! 

• HELP STOP ILLITERACY 

• YOU HAVE THE POWER TO STOP ILLITERACY 

• ILLITERACY CAN BE STOPPED 

• HELP FIGHT ILLITERACY 

• THERE IS A CURE FOR ILLITERACY 

• LEARN ENGLISH...IT’S FUN. IT’S EASY.  IT’S FREE. 

• THERE’S ONLY ONE THING WORSE THAN ILLITERACY...IGNORANCE. 

• WHO SAYS YOU CAN’T GET SOMETHING FOR FREE? 
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Both flyers and posters are effective means of communication. However there are several differences. Determin
ing which one is best for each organization depends on where it will be seen, and who will be seeing it. 

FLYER (or circular): usually a single-sheet piece printed on one side that is mailed, posted, or distributed directly 
like those stuck on a car’s windshield. 

POSTER: usually larger in nature, an advertisement designed to grab attention and get a message out to a large 
number of people. 

Why are Posters and Flyers Effective? 
• They persuade, inform and educate. 
• They attract and hold an audience’s attention. 
• They are their own delivery systems. 

Checklist for Success 
DEFINE THE PURPOSE
 
What does the organization hope to accomplish?
 

• Try to create posters for topics that will be used again. Literacy or GED awareness, for example. 

CREATE THE MESSAGE 
Is the text simple? Have as few words as possible been used? 

• When a flyer or poster is posted in the community, it is a reflection of the organization. It is always a 
good idea to have more than one set of eyes check the piece to ensure there are no mistakes or 

misspellings. 

DESIGN THE LAYOUT
 
Has the format been considered, and use of graphics, paper and color?
 
Is it visually attractive?
 

BEGIN PRODUCTION
 
Is cost an issue?
 

• Consider involving a business partner who could help with printing costs. Select an organization that 
ties in with the target message. For example, if literacy is being promoted, ask a local bookstore for 

support. Include the sponsoring company’s logo as an added benefit for their partnership. 
• Posters can be used for longer periods of time if they are designed in a way that is not time specific. 

Don’t use dates or names that may change. 
• Use a contact line at the bottom that can be filled in as needed. 

DISTRIBUTION
 
How and where will the flyers or posters be placed?
 

• Place posters on city buses or in convenience stores. 
• Distribute flyers in grocery stores, salons, laundromats or local businesses. 
• Ask the utility or phone company to include a flyer with monthly statements. 
• Send flyers to past and present students or other target audiences. 
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The flyer on the next page is saved as a template on the 
CD-ROM accompanying this manual. 



T    ypically, media kits are pocket folders containing information for print and/or broadcast media. They 
give the reporter all of the information necessary to become familiar with a topic. Media kits are often used 
by organizations for distribution of basic information at special events, news conferences and during crises. 

Media Kit Contents 
Media kits contain a combination of the following: 

• Press release 
• Organizational/company profile 
• Schedule of events (if an event is being publicized) 
• Promotional photo 
• Fact sheet 
• Brochure 
• Previous news coverage clippings 
• Promotional items (bumper stickers, pencils, etc.) 

It’s important to always be aware of the audience. Different elements may need to be included for different 
situations. Reporters may need specialized information for a particular event or story. 

What materials are available to you? 

Could they be used as part of a media kit?

NOTE: An organization’s media kit projects an image of the organization. It is important to remem
ber that, in the absence of a spokesperson, the media kit is doing all the talking…be sure that the 
organization is represented well! 
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Press releases communicate announcements, special event information, spot news, features and reactions 
to events, and bad news. Unfortunately, the press release is one of the most overused tools in the PR 
business. That is why it is important to use it only when there is actual news to announce. 

Prepare the release as a reporter would, and write it in the same form and style as the publication where it 
is going to appear.  A press release is not a sales tool or a method to receive free advertising. 

Is the Subject Newsworthy – Is a Press Release Necessary? 
• Is this information relevant to the general public? 
• What are the most important points? 
• Is there any new data? 
• Is there new information being presented? 
• Who can be quoted in order to make the article more credible? 
• Is there a human-interest angle to this story? 

The best way to develop a relationship with the local paper is to read it daily.  Find out names of the editors 
and reporters and study the style, tone and format of their writing. Talk to the education editor and ask him/ 
her about their preferred press release format, deadlines, and how to submit photos. 

Formatting Guidelines 
There is no specific format for press releases, but there is a loose guideline of information that is typically 
included before the actual text of the release. 

Use the organization’s letterhead or stationery for all media advisories and releases. While some releases 
require two pages, the most effective ones are typed and double-spaced on one side of the paper.  Also 
include: 

Contact Information 
Place the contact name and telephone number at the top of the release. This is useful for the media in case 
they need more information. 

FOR IMMEDIATE RELEASE 
Should be placed with the date near the top of the release on either the right or left side. If the information 
in the release can’t be published immediately, wait to distribute it, or include an embargo date.  Releases 
should not be sent too far in advance or they could get lost. 

Dateline 
Include a dateline (in all caps) before the lead to the article, indicating what city the release is coming from 
(i.e. JACKSONVILLE, Fla.) 

• According to the AP Stylebook and Libel Manual, the only city in Florida not followed by the state 
abbreviation is Miami, the rest of the cities in Florida will have the city name in all caps, followed by Fla. 

Grammar 
Standard rules of grammar, punctuation, and spelling always apply (make sure more than one set of eyes 
sees the release before distribution).  Dictionaries and AP Style books are extremely helpful and necessary. 

Editorial Directions 
• Put “Page Two” at the top of the second page and do the same for all successive pages along with 

a key word or shortened version of the headline, in case the pages become separated. 
• Center the word -more- at the bottom of the first page if the release is longer than one page. Do not 

break a sentence or a paragraph from one page to another. 
• Center this symbol: -###- at the end of the text to indicate the end of the release. 
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Press Release Elements 
Headline 
A short, clear title to help direct the editor’s attention to the article. 

• This should appear in capital letters, centered above the first paragraph. 
• The editor will most likely rewrite the headline, but it is still necessary to include one so that the editor 

knows what the article is about. 
• Make sure to leave sufficient space between the headline and the text of the release, so that the 

editor can use it to write special instructions. 

The Lead 
Should contain the most important points in the press release and summarize the article in an unbiased and 
factual way. 

• Place as much information in the lead as possible, in case the editor doesn’t read any further. 
• The lead should be strong and concise and answer the “who, what, when, where, why and how” of 

the article, in the first paragraph. 

Try writing a lead paragraph for a press release about one of your upcoming events: 

Angle 
Emphasize a local angle, or use an issue or event as a tie-in to a hotly debated or talked-about local story. 

• Find a way to relate it to a particular audience and emphasize the relevance in the article. 
• A local angle will greatly improve the chance of actually being published. 

The “Inverted Pyramid “ 
Arrange information in an inverted pyramid style, starting with the most important information at the begin
ning of the release and the least important at the end.  This way, the editor is able to drop off the last few 
paragraphs and readers will still understand the story. 

The “KISS” Method 
Keep It Short and Simple. Try to keep the release to one page, but sometimes the subject matter requires 
two or three pages. Write in layman’s terms.  Don’t use jargon or phrases that are not recognizable to the 
general public. 

Quotes 
One way to make a press release more credible and/or interesting is to quote a spokesperson from the 
organization, an expert on the topic, or a participant in the event. 

• It is okay to create a quote as long as the person to whom the quote is attributed has approved it. 
• Quotes can also state your organization’s view in a release that otherwise must be “factual” in order to 

appeal to an editor as “news.” 

Boilerplate paragraph 
This closing paragraph, describes and identifies the campaign’s purpose and/or slogan, an organization or 
program briefly.  This should be used in every material that the organization distributes. If reporters aren’t 
familiar with an organization’s purpose, they will look for a boilerplate paragraph for a quick synopsis. 
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BE SURE TO CHECK AND DOUBLE-CHECK ALL FACTS AND WORDS FOR ACCURACY AND 
MISTAKES. THERE IS NOTHING MORE EMBARRASSING THAN SENDING A RELEASE, 

THEN NOTICING AFTERWARDS THAT THERE WAS AN ERROR. 
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Sample Press Release 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

(ORGANIZATION LETTERHEAD HERE) 

Contact: 

Phone: 

Date: 

FOR IMMEDIATE RELEASE 

LOCAL STUDENTS COLLECT BOOKS FOR LITERACY PROGRAMS 

(City, Fla.) — A local public service campaign is giving (city) citizens the opportunity to 

help the fight against illiteracy.  “Books For Literacy,” a campaign organized by students in 

name of county County Schools’ Adult and Community Education (ACE) programs, will 

distribute donated books to local literacy programs in name of county County to pro

mote International Literacy Day on September 8. 

The “Books For Literacy” campaign was the idea of students in ACE’s Adult Basic Edu

cation course – adults who know too well the importance of reading. This literacy course 

helps strengthen basic reading, writing and mathematical skills at no cost to participants, 

giving them a second chance at finding a job and earning a decent wage. ACE will partner 

with area libraries to collect the donated books, which can be dropped off at designated 

locations from Aug. 1 - Sept. 8. 

(Insert quote here – this is an example) 

“Our students are very excited about this project,” said ACE principal 

________________. “They feel that it is a great way to promote literacy throughout (city) 

while giving something back to the community.” 
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- more 

Books for Literacy 
Page Two 

(Use the following information if applicable, or insert your own facts) 

Adult and Community Education is the primary provider of adult education programs 

held in county name County.  ACE offers a variety of programs to the city community, 

including Adult Education for Adults with Disabilities, English for Speakers of Other Lan

guages and Childbirth Education. ACE is also the official county name County testing 

center for the GED examination. Classes are held during day and evening hours at more 

than (number) locations throughout the county. 

Anyone interested in making a donation to the “Books For Literacy” campaign, or for 

more information about ACE, call contact person at phone number, extension ____, or 

email at email address. 

(Program Boilerplate Information Here) 

- ### 
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A       media advisory is a variation on a news release. However, it is used to contact the media about an 
event and let them know if there will be photo opportunities, etc. 

An advisory includes all the important information about an organization’s event or campaign, but instead 
of a paragraph form (used in a news release), media advisories are organized with bullets and short sen
tences and paragraphs. As always, remember to Keep It Short and Simple. 

Media Advisory Elements: 

• Who is the 
primary contact? 

• Who is sponsoring the event, 
participating or speaking? 

• When is the event? 

• Where is it being held? 

• Why is it important to a particular 
audience or publication? 

• What parts of the event will make 
for interesting television or photo 
opportunities? (i.e. a job fair where more than 

50 employers participated, a literacy fair, graduation, etc.) 
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Sample Media Advisory 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

(ORGANIZATION LETTERHEAD HERE) 

TO: 

Name: Assignment Desk 
Company: TV Station Name 
Date: Day/Month/Year 
Fax #: XXX-XXX-XXXX 
Pages: 1 (including transmittal form) 

FROM: 

Name: ACE Program 
Fax #: XXX-XXX-XXXX 

MESSAGE: 

MEDIA ADVISORY 

The ______ County Schools Adult and Community Education (ACE) will hold its annual 
graduation ceremony on _______, at _______ in the _______________________________ 
auditorium. Approximately ### students who earned their high-school diploma from ACE 
during the ________ school year will be eligible to attend the ceremony. 

This event is an excellent photo opportunity and provides a perfect chance to interview 
graduates. It is an appealing human interest story about people who have overcome 
obstacles with hard work and dedication to achieve their dream of receiving a high-school 
diploma. 

Adult and Community Education (ACE) is the primary provider of adult education classes 
held in the ______ County school district. ACE offers a variety of programs to the _________ 
community, including GED Preparation and Testing, Adult Basic Education (literacy), Adult 
Education for Adults with Disabilities and English for Speakers of Other Languages. Classes 
are held during day and evening hours at more than ## locations throughout the county. 

For more information, please call ______________ at ___________. 

- ### 
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F    eature stories are slightly different than press releases, where information is provided for media pur
poses or used as a resource. Feature stories, allow organizations to control a story’s angle, or focus. In print, 
a feature story is often used in its entirety for a newspaper column or organizational newsletter. In televi
sion, feature stories are longer, more in-depth pieces about programs or organizations. Most often, these 
stories are positive in nature. 

A sample feature story/template about ACE has been provided in this manual. Below is a list of ideas that 
can be used to pitch ideas to newspapers or television programs. If the media outlet is interested in a 
particular subject, an organization can offer to prepare a full-length story (print) which adheres to the 
publication’s editorial requirements, or  the organization can make program representatives available for an 
interview about a specific topic (television). 

The following statements are general in nature. They can be adapted for any ACE program, and sent out to 
local media with a letter about booking interviews or doing feature stories. 

Feature Story Ideas 

1. “______ Adult and Community Education Offers a Wide Variety of 
Opportunities” 

Education is not just for the young – _______ adults can continue their education at 
Adult and Community Education (ACE), ________ County Schools’ primary provider 
of adult education classes. A wide variety of courses, from Senior Adult Learner to 
Childbirth Education, are offered at more than ____ area locations at convenient times 
during the day and evening. 

2. “ACE Prepares Students for High-School Diploma” 
_______ County adults over age 16, who withdrew from high school without a di
ploma, can take advantage of ACE’s GED Preparation Program. The course familiarizes 
students with the GED test format, subject areas and scoring, while building confi
dence and strengthening academic skills. GED candidates who pass the examination 
are awarded a State of Florida high-school diploma. 

3. “High School Dropouts Get Second Chance To Earn Diploma” 
The Adult High School Credit Program offers a variety of courses to assist students in 
receiving a standard ________ County high-school diploma. Any person who is 16 
years of age or older and has withdrawn from their high school or is a currently enrolled 
high-school student with permission from his or her principal is eligible to enroll. This 
open-entry/open-exit program allows students to work at their own pace while earn
ing credits to meet graduation requirements. 

4. “Senior Adults Continue Education with ACE” 
Older adults learn how to enhance their daily lives with valuable academic skills in 
ACE’s Senior Adult Learner Program. Classes meet at area retirement and community 
centers and encourage active learning in many academic areas, including exploration 
of issues that surround the aging process. 
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5. 	“Childbirth Education is Part of the ‘Healthy Start’ Initiative” 
ACE’s Childbirth Education Program offers pregnant women the opportunity to learn more 
about the childbirth experience and how to have a healthy baby.  Program topics include 
relaxation exercises, signs of labor, growth and development of the fetus, birth options 
and how a coach can help with the birthing process. The program is provided free to 
anyone eligible for Medicaid benefits. 

6. 	“Speakers of Other Languages Learn Practical English Skills at ACE” 
ACE’s English for Speakers of Other Languages Program (ESOL) teaches listening, speak
ing, reading, writing and grammar skills to adults with limited English. Classes are of
fered at the beginner, intermediate and advanced levels in order to help students 
develop practical communication skills and a deeper understanding of the American 
culture. 

7. 	“Kids First Helps Divorced Parents Make Important Decisions” 
Kids First, a four-hour course offered by ACE, teaches divorcing parents more effective 
ways of communicating with each other to make decisions in the best interest of their 
children. The course also meets the parenting class requirements of the Family Law 
Division of the Circuit Court of ________ County for divorcing parents with children 
under 18 years of age. 

8. “Literacy Program Opens a New World of Opportunities to _____ 
County Adults” 

Adult Basic Education (ABE) is a literacy program offered by ACE for adults who want 
to improve reading, writing, math and everyday skills. Students learn to become more 
aware of their own capabilities while developing communication, critical thinking and 
employability/job-related skills. 

9. 	“ACE Helps Adults with Disabilities Succeed in Society ” 
The Adults with Disabilities Program assists adults with a wide variety of disabilities in 
developing the skills needed to become contributing members of society. Different 
techniques are used to match ability levels and learning capabilities of students. The 
program offers literacy courses, horticulture and food service programs and a leisure 
program. 
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Sample Feature Story 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

(ORGANIZATION LETTERHEAD HERE)

 Contact name: 
Phone number: 

Date: 

FORMER DROPOUTS OVERCOME OBSTACLES 

For thousands of teen-agers each year, high-school graduation is the definitive rite of 

passage — the first step toward achievement and independence. But for the thousands 

of students who receive diplomas, there are also those who never make it. While students 

drop out of school for a variety of reasons, the impact is the same — they leave school 

without skills that will be key to their future success. Three local students however, 

_________ , _____________ and _________________, are beating the odds as they re

turn to earn their high-school diplomas this week from the _________________ Adult and 

Community Education program. 

STUDENT #1 dropped out of school on the first day of 11th grade. After moving from 

school to school, which made adjusting difficult, and having a hard time finding transpor

tation to her high school, she decided it was easier to quit. 

After dropping out, STUDENT #2 worked at a variety of businesses, including a con

struction company, fast food restaurant, smoke shop and a grocery store.  Tired of working 

minimum wage jobs — the only kind usually available to high-school dropouts – she de

cided to go back to school, with her husband, to earn their high-school diplomas. “My 

husband and I wanted to make a better life for our son,” said STUDENT #2. “We knew we 

couldn’t do that without a diploma.” 

The couple has fulfilled their dream. They’ll be joined by more than 50 other students 

in the ______________ auditorium on DATE as they receive their diplomas at the Adult 

and Community Education graduation ceremony. 

- more 
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Adult and Community Education 
Page 2 

STUDENT #1 has made his mother very happy.  STUDENT #1 will be receiving his high-

school diploma this week after dropping out of school in YEAR, just six credits shy of 

graduating from _________ High School. “I hung out with the wrong crowd,” said STU

DENT #1.  “Some of my teachers were negative toward me, which made staying in school 

very difficult.” After working minimum wage jobs for a few years, STUDENT #1 knew he 

had to get his diploma if he wanted a better job, and eventually, to attend college. 

After seeing a sign on a city bus about Adult and Community Education’s free Adult 

High School Credit program, he decided it was time to go back. After a year-and-a-half of 

working at his own pace, STUDENT #3, now AGE, will be a high-school graduate. “I think 

Adult and Community Education is a great alternative for students, whether they dropped 

out or are just having problems learning in the traditional high school environment,” STU

DENT #3 said. He plans to enter the Army in the Fall and says he would like to be a chef or 

an electrician. 

Adult and Community Education (ACE) is the primary provider of adult education 

classes held in the ________, offering a variety of educational services to the ___________ 

community such as GED Preparation and Testing, Adult Basic Education (literacy), English 

for Speakers of Other Languages, Kids 1st, Senior Adult Learner, Childbirth Education and 

Adult Education for Adults with Disabilities. 

For more information or to register for an Adult and Community Education program, call 

_________, extension ___.

 ### 

(NOTE TO EDITOR: For more information about ACE programs or to set up a personal 
interview with an ACE faculty member or student, please contact ____ at ___ - ____ ) 
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A fact sheet is simply that – a list of facts about an organization, campaign or special event. There are three types 
of fact sheets: standard, historical and special event. Fact sheets are typically presented in a bulleted format, and 
are worded in short, concise statements. 

Standard Fact Sheets 
• Present fundamental facts about the organization 
• Should be constantly updated, readily available and included in the organization’s media kits, and 

distributed along with other handouts 
• Include facts about the organization that could be used by the media and general public for stories 

or quick reference 

Historical Fact Sheets 
• Include historical information about the organization or special event. 
• Include significant dates or milestones in the organization’s history, such as when it was founded, 

how many years has it been holding the event, past sponsors, or money earned, etc. 

Special Event Fact Sheet 
• Should contain the “who, what, when, where, why and how,” information that people will need 

to know about a special event 
• Include the day, date, time and duration of each activity and the name and title of the person 

responsible for each event 
• Once a timetable has been drafted, add historical background, logistics and lists of sponsors and 

contact people, along with phone numbers where they can be reached 
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List instances where fact sheets would be useful 
for your organization: 



Fact Sheet Starter 
USE THE FOLLOWING TEMPLATE/QUESTIONNAIRE TO BUILD A FACT SHEET 
FOR YOUR PROGRAM. 

What is (YOUR PROGRAM)? 

What programs does (YOUR PROGRAM) offer students?
 

When and where are classes held?
 

Who can attend (YOUR PROGRAM) classes?
 

How many people are enrolled in (YOUR PROGRAM) classes?
 

How did (YOUR PROGRAM) begin?
 

What special events does (YOUR PROGRAM) hold each year?
 

How is the community involved with (YOUR PROGRAM)?
 

Who can I contact to find out more information about (YOUR PROGRAM)?
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Sample Fax Sheet 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

ADDRESS, PHONE AND FAX NUMBERS HERE 
LOGO HERE

Fax 
To: From: 

Fax: Pages: 

Phone: Date: 

Re: CC: 

Urgent For Review Please Comment Please Reply  

Comments: 

Use a professional fax cover sheet when sending a fax to someone. The organization’s logo 
should be placed at the top, as well as contact information for the organization. The person 
receiving the fax will know where it’s coming from. 
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144ABE FLORIDA RESOURCE GUIDE - 2005 



       

W hen focusing on recruitment, the most important question is "who is the target audience?" Once this 
question is answered, marketing efforts can turn to effectively reaching pre-determined groups with specific 
recruiting materials.

 How to Reach Students 
There are several ways to reach a target audience. In Adult and Community Education programs, this audience is 
most often potential and current students. Most methods utilized by ACE programs don’t require a large budget, 
but can produce significant results. 

Newspaper Insert 
This is an effective way to reach a wide segment of the community. 

• Inquire about a local newspaper’s costs and procedures for placing an insert about an ACE
 
program or initiative in the paper.
 

• Confirm the newspaper’s limitations – each paper’s rules are different. An insert can be a flyer or a
 
newsletter.
 

Student Letters 
• Send letters to former ACE students who did not complete the program. 

• Send letters to current students about upcoming classes or new programs. 

• Distribute congratulatory letters to newly registered students and/or program graduates. 

• Identify students who are continually absent from ACE programs. Send a letter saying the program
 
has missed them and ask if the organization can help get them back on track. Include a contact number.
 

Flyers 
• Design a flyer with tear-off contact numbers.  Interested parties can take the information with them
 
and call for details at their convenience.
 

• Include a flyer or brochure in the electric or phone company’s monthly statement.  Depending on 
the size of the city or town, it may be necessary to produce several hundreds or thousands of copies. 

• Place flyers in grocery stores, libraries, beauty parlors, barber shops, laundromats, convenience
 
stores and other local businesses.
 

• Contact local discount and/or grocery stores to inquire about putting flyers in grocery bags for a
 
specified amount of time.
 

• Place flyers or signs in city buses (with prior permission) to reach potential students, as well as
 
increase awareness about the organization throughout the community.
 

What other ways can you think of to increase student enrollment?
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Direct Recruitment 
Have members of the organization’s staff serve as recruiters, or call on reliable, well-informed volunteers 
to help. 

• Contact students who did not complete the ACE program. Encourage them to return to class. 

• Pass-out flyers at grocery stores over the weekend, visit retirement homes, PTA meetings and 
school open houses and local stores. 

• Consider setting up a table up at a local mall with organizational displays and program information. 

Scholarships 
Give a scholarship for free GED testing or other paid certification. 
This can be done in a number of ways: 

• Award the top students in an ACE graduating class. 

• Make sure to advertise the winners in newsletters and local newspapers. 

• Award at least one scholarship each semester.  	This will motivate students,
 
especially those who may have trouble paying for the GED test.
 

Do you have any other scholarship ideas?
 

Giveaways 
Giveaways are a budget consideration. However, if money is available to produce bumper stickers, refrig
erator magnets, bookmarks, etc., they are an effective means for getting an organization’s name out into the 
community. 

Churches/Misc. Organizations 
Many local churches or community groups permit other organizations to submit short articles about local 
programs (including contact information) for use in their newsletters or bulletins. This is a good method for 
reaching a large amount of people at one time. If asked, many organizations will accommodate a request 
to run the article for an extended period of time. 

Interest cards 
Many organizations mail postcards to gauge program interest. 

• Consider using volunteers to distribute the cards by hand. 
• If possible, use self-addressed postcards. 
• Ask questions that will help build a potential student database (address, name, etc.) 
• Ask recipients if they want to receive specific materials, and identify particular areas of interest. 

List FIVE ways to market your program.
 
Use the above suggestions or come up with your own.
 

1. 
2.
 
3.
 
4.
 
5.
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     Sample Volunteer Form 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

(ORGANIZATION LETTERHEAD HERE) 

Name: 

Address: 

Phone: Email: 

Occupation: 

I would like to help in the following areas: 

___ Participate in Speakers Bureau (speaking to local business and 
civic groups about ACE) 

___ Contact local business leaders with phone calls, letters, postcards 
and/or emails 

___ Write letters to the editor of local newspapers 

___ Participate in local Editorial Board visits on ACE issues 

___ Write opinion articles for local newspaper’s “My View” section 

___ Appear on TV news/radio talk shows (morning and midday features 
interview segments) 

___ Serve as a media spokesperson on matters relating to ACE. 

Thank you for your support. 
We will be contacting you to discuss participation. 

ADDITIONAL IDEAS OR SUGGESTIONS: 
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S     pecial events are great ways to promote organizations.  However, the keys to a successful special event, 
are planning and organization. The plan of action must be detailed and contain a variety of information – 
including a press list and logistical details about necessary materials. 

Special Event Considerations 
Describe the event? 

• Outline an event; including a budget. 
• Decide if planning the event is worth the time and effort. 
• Choose a name and/or theme for the event. 
• Produce a logo for the event (if applicable). 

Where will the event be held? 
• Locate a venue that is the proper size for the number of attendees. 
• Check on lighting and audio-visual needs. 
• Contact area businesses for location ideas, or ask if they would be willing to donate space. 
• Area schools often make facilities available for little or no cost. This is free publicity for the school. 

Do you have access to any possible locations for a special event?
 
List your ideas here.
 

When will the event take place? 
• When choosing an event date, be aware of other community 

happenings, and important events in the state or nation. 

• When possible, link an event to another taking place at 
approximately the same time. For example, combining a local 
book drive with International Literacy Day festivities. This gives an 
event a better press angle. 

• Be aware of press deadlines! 	The media you invite will be more 
likely to attend and cover an event if it fits easily in their schedule. 
The best time is usually mid-morning. 

Who will attend the event? 
• Decide on a target market for the event, then tailor the message 

to attract that group’s attention. 

• Be creative – but don’t get carried away. Journalists hate publicity 
stunts. 

How will costs be handled? 
• If additional funding is needed for an event, try to solicit help 

from business partners, or get other area businesses to sponsor 
the event. 

• Determine a budget and stick to it. 
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How will the event be publicized? 
• Produce flyers and posters describing the event, 

and post them in areas frequented by target 
audiences. 

• Call local radio stations and publicize the event. 
DJ’s are always open to information that they can 
talk about on the air. They may also be willing to 
have an ACE representative visit the radio show 
and do a brief interview or announcement. 

• Send PSAs to local radio, television and cable 
stations. 

• Send a press release to the area media 
– Use local media guides for distribution 
– Try to make follow-up calls when possible 
– Send releases to the right person at each 

publication, this increases the chance of coverage. 

• Send a media advisory, a day or two before
 
the event.
 

• Make sure to highlight photo or TV opportunities 
and the “who, what, when, where, and why” of 
the event. 

Ideas for Events 
Program Showcase 
Open house for potential students to inquire about the types of programs that ACE offers 

Job Fair 
Held twice a year for ACE students and graduates, as well as the general community. ACE administration 
can work with the area Chamber of Commerce as well as other area businesses 

Interviewing Workshop 
Held twice a month. This is a good opportunity for ACE students and other members of the community 
to meet, exchange resumes, and conduct mock job interviews. 

Enrollment Drive 
Held prior to the beginning of each term 

Volunteer Drive 
To help with literacy program - recruit mentors that will work outside of class with people in 
the program 

Books for Literacy™ Campaign 
Series of events to promote International Literacy Day 

Talk Show Tour 
Book an ACE representative on various area radio and television talk shows 

Speakers Tour 
ACE representatives visit area civic club meetings 

150ABE FLORIDA RESOURCE GUIDE - 2005 



CASE STUDY: Implementing Marketing and Public Relations Techniques 
International Literacy Day offers a unique opportunity for ACE programs to attract local print and electronic 
media. However, this is just one subject for special event planning.  The following are suggestions for 
publicizing International Literacy Day: 

Focus on Success Stories 
Press Release 
Write press releases or feature stories about successful ACE students in the Adult Basic Education Program. 
Use International Literacy Day as the "angle." 

• Fax release/feature story/advisory/PSA, as appropriate, to all local media contacts approximately 
two weeks prior to International Literacy Day. 

• Send feature story/release to local television morning shows. 	Follow up with phone calls to see if 
producers will invite ACE "success students" in the Adult Basic Education Program to appear as 
guests on International Literacy Day. 

Note some interesting and newsworthy students in your program that would be 
good subjects for “feature” or success stories. 

Media Advisory/Written PSAs 
Write a short advisory or public service announcement (PSA) for radio stations that do not have guest 
programs. Most radio stations are unlikely to cover a feature story, but they may mention International Lit
eracy Day and ACE’s Adult Basic Education Program. 

• Call media contacts/editors a few days after sending the story to confirm that they received the fax. 
Ask if they plan on covering the story – try to sell them on a local angle, such as illiteracy rates in the 
area, and that illiteracy is a very important issue that deserves coverage. 

Books for Literacy™ Campaign 
In some communities, local residents can drop off donated (new or used) books at libraries, local 
businesses and ACE schools to be used by new readers. These books can be used at ACE with the 
Adult Basic Education Program, donated to local libraries and sent to other organizations that offer 
adult literacy programs. 

General Contact 
• Contact local libraries to get them involved in the "ACE Books for Literacy" drive to promote adult 

literacy. 

• Contact businesses about placing a donation box at their place of business for book drop-offs. 
They may also display a sign in their front window promoting the event and announce that their 
business is a book drop-off location. 

• Send letter to civic groups asking for help with the “Books for Literacy” drive. 

• Send a letter with information about “Books for Literacy” to local homeowner association 
newsletters. This should be done at least three months prior to kick-off (most of the newsletters 
are bi-monthly). 
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Event Flyer 
• Create a mini-poster and event flyer (containing information about the event and book drop-off 

locations) for libraries and businesses to display and distribute.  Save money by designing an 11 x 14” 
poster (legal size), copy it in-house and matte on a florescent poster board. 

• Talk to managers at local grocery stores and retail stores about placing event flyers in grocery bags/ 
shopping bags on Saturdays and Sundays. 

• Call bookstores about distributing flyers in bags and displaying posters. 

Public Service Announcements 
• Write several 15- and 30-second radio PSAs (with event and book drop-off location information) and 

fax or mail to radio station PSA directors. 

• Produce a 15- or 30-second TV PSA for airing on local broadcast stations. 

• Ask local television stations to produce/run PSAs 

News Release/Advisory 
• Write a media advisory/news release for local papers and fax to editors approximately one-to-two 

weeks before kicking off the event. 

Miscellaneous 
• Write a calendar announcement for the community news sections of local newspapers. 

• Use pro bono outdoor billboard space to create publicity for event. 
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          H       aving a representative from an organization speak at a civic group meeting is an inexpensive, yet
 effective way to reach a large number of community leaders. Civic groups are also excellent sources
 for recruiting program volunteers, mentors and business partners.

 

 Making Civic Presentations: 
CHOOSE SPOKESPEOPLE: 
Decide who will be the spokesperson and how many people should attend (a maximum of 2-3 people 
is acceptable). The people chosen should be:

 • Able to represent the interests of the organization
 • Knowledgeable about organizational goals and procedures
 • Able to speak in front of groups, large or small
 • Capable of motivating the public
 • Able to answer questions or to refer them to other representatives if he/she does not know the answers 

Who would make a good spokesperson for your organization? Why?

SCHEDULE SPEAKING ENGAGEMENTS: 
Targeting civic groups is the best way to schedule speaking engagements.

 • Contact the local chamber of commerce for a list of area civic groups.

 • Explain the purpose of the call and ask for a contact name and number.

 • Call the contact person for each group well in advance to schedule a date and time for a representative
 to speak to their organization (luncheon, monthly meeting, etc. Some groups schedule meetings months
 in advance).

 • If the contact person asks why the presentation is important to the group, be prepared to explain
 (i.e. offers a variety of educational services to the community) and point out that some of the services
 may benefit their members or someone they know.

 • Call the contact person a few days before to confirm details.

 • Find out how many people attend the meetings in order to prepare information kits.

 • Provide the name of the spokesperson and his/her title, and share/request any other information
     that would be beneficial to either party.

 • Inform the contact person that the speaker will be available for a question-and-answer session after the
 meeting, if time allows. 

List some groups who may benefit from a presentation about your organization: 
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PRESENTATION/VISUAL AIDS:

 Presentations are more interesting when accompanied by a visual presentation, or when they refer to

 materials developed by the organization.
 

• Create a portable, tabletop display for use at speaking engagements — with poster/fliers, large
   informational boards, photos of program activities (i.e. students using a computer, 

taking the GED test or baking in the Commercial Food Service Program) 
and brochures. 

• Develop a multi-media presentation (i.e. a slide show, PowerPoint
 
presentation and/or informational video).
 
NOTE: the organization may have to supply presentation equipment
 
talk to the group contact person about AV availability and capabilities.
 

• Have the spokesperson wear a nametag to the presentation and/or have

 them clearly identify themselves to the group.
 

• Produce and distribute a fact sheet and/or informational brochure
 
to each person in the audience. Each person should also receive
 
information on becoming a volunteer and/or mentor.
 

• Take business cards and distribute cards for employees that can be

   contacted about specific questions that the spokesperson cannot answer.
 

What presentation materials have you already produced?
 
What other materials would you still like to produce for these meetings?
 

PRESENTATION TOPICS: 
Overview of Adult and Community Education 

Summary of ACE’s Programs 
Volunteer/Mentor Opportunities 

Business Partnership Program 

Do you have other ideas for presentation topics? List them.
 
What issues are important to your organization?
 

MISCELLANEOUS NOTES FOR SPOKESPERSON: 
• It may be helpful to have an outline/series of note cards to use as a guide. 

• Have the spokes persons talk to their supervisor to ensure that they will be covering everything the 
organization wants to share with these groups. 

• Have them practice your speech before speaking to the group, so that they can work out the kinks 
and ensure a successful presentation. 

• Remember that it is impossible to control everything – time constraints, unavailable or broken AV 
equipment, etc., can always happen, so make sure the spokesperson is able to adapt the 
presentation accordingly. 
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Establishing relationships with local businesses is important to the future success of ACE programs.
 Businesses enjoy helping worthwhile institutions and they especially like receiving community recognition.
 In fact, there are several ways to motivate local businesses to participate in programs by giving them
 public relations exposure and an opportunity to approach future employees enrolled in ACE classes. 

Approach Local Businesses 
THE TWO MINUTE PHONE CALL:

“Hi my name is ________, and I am calling on behalf 
of your local Adult & Community Education program. Do 
you have a couple of minutes for me to tell you about our 
organization, as well as ways your company can become 
involved in our business partnership program? 

    • Explain the purpose  of Adult & Community Education
 • Discuss the business partnership program – benefits of involvement

     • Tell them why ACE is recruiting their business
 • Say that an information packet will be mailed shortly
 • Give them a contact and number if they should have further questions 

SEND AN INFORMATION LETTER 
Include the following in a packet accompanying an information letter:

 • ACE business partnership program information 

• A list of benefits of becoming a business partner
 
- Worthwhile contribution to education
 
- Increased community recognition and enhanced image
 
- Recruitment tool for potential employees
 

• A list of how they can contribute
 
- Donate used materials and equipment
 
- Provide space for events
 
- Incentive rewards and sponsorships
 
- Give mock interviews and resume help
 
- Mentoring and internship programs
 
- Hire ACE graduates!
 

• A list of existing partners, so new partners can ask questions, such as:
 
- What kind of time commitment does this require?
 
- How much money will this sponsorship cost?
 
- What are my responsibilities as a partner?
 

• Pamphlet, brochure, newsletter and/or flyer about the ACE Program 

List businesses that would be beneficial partners for your organization: 
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Promoting Business Partnerships
 • Send a letter to welcome businesses to the ACE partnership program
 • Include a list of current business partners in the information kit
 • Provide flyers, pamphlets, etc. to display at partners’ offices
 • Develop a special section in the newsletter to recognize partners
 • Regularly send partners issues of the ACE newsletter
 • Develop a network of student helpers – businesses can have the opportunity to have

 ACE students as interns.This could also be used as a recruiting tool for businesses looking
 for new employees. 

Thank Businesses 
There are a variety of ways to thank partners – of course, it all depends on budget. 
• Find out if the local newspaper has a recognition/announcement section 

• Plan a “Business Partner Appreciation Luncheon”. 
Have students in the Commercial Food Service 
Program (if applicable) make lunch or have a 
local restaurant (an existing Business Partner?) 
cater the luncheon for free. 

• Send a flower arrangement, fruit basket or 
other gift, including a thank-you card with 
the ACE logo to each partner. Have staff and 
students sign the card. 

• Design a plaque/certificate to be awarded 
to each partner. 

Chamber of Commerce
 
Involvement
 

The Chamber of Commerce offers 
several excellent opportunities to 
create awareness among leaders 
in the local business community. 
They also maintain a very useful 
mailing list. If an ACE program is 
not a member of the Chamber of 
Commerce, it may be in their best 
interest to join, or to ‘piggy-back’ 
on the local county school 
district’s membership.  Call the 
local Chamber to inquire about 
the opportunities available to 
promote ACE to the local 
business community. 
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W    riting a good letter is a timeless skill, even in this age of technology, when quickly written emails and 
faxes seem to be the most common forms of written communication. Letter writing will never go out of 
style, so here’s a refresher course:

 Typical Business Letters
 …are printed on company letterhead and include five sections: 
• Heading 
• Salutation 
• Body 
• Close 
• Signature 

Heading 
The purpose of a heading is to identify the sender, the date and the recipient’s name, title and address. 

Salutation 
A letter’s salutation addresses the person to whom the letter is written.  If it is a promotional letter that will 
be sent to many people, salutations like “Dear Customer,” “Dear Client,” or “Dear Colleague” are appropriate. 
Also, be careful with salutations if the letter will be personalized. When in doubt, avoid using gender 
specific titles. 

Body 
The body of the letter is the actual text or message. Some letters will be more formal than others, depending 
on the purpose of the message. In general, the tone of the letter will be more formal if the letter is addressed 
to a person whose status is higher than that of the writer; it will be less formal if the writer’s status is higher 
than the recipient. 

Close 
A business letter closes with two main elements: an urge to action/offer for further help, and a complimentary 
statement, which appears above the signature. Most business letters close with “Sincerely,” but alternatives 
are available. 

Signature 
In a business letter, the name of the writer should always be typed.  A handwritten signature will appear 
just above it.

 Types of Letters
Some of the more common types of letters used in public relations/marketing are: 

Information: Primarily to let people know about an approaching event, a decision to be made or an action taken. 
This letter is straightforward in nature. 

Solicitation: Used to make a request (i.e. for money, support, vote, etc.). Always emphasize why the organization’s 
issue is important to the recipient. 

Promotion: Two main points: encourage acceptance and participation. Should almost always include a call to 
action (i.e. Please attend our benefit auction…) 

Transmittal: When sending a number of materials to someone, this type of letter reminds the recipient of what is 
being sent and why. It is very detailed in nature. 

Cover: Similar to transmittal, but very brief. This note, in letter format, tells the recipient what is being sent, why and 
how the recipient might be interested in using the information. 

Response: Often written to react to something that has occurred. The most important response letter is a “Thank 
You” note. 
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     Sample Business Letter 
This sample can be found as a template on the CD-ROM 
accompanying this manual. 

Adult & Community Education 
12345 Main Street • Your City, and State 12345 

Phone 123-456-7890 • Fax 123-456-7890 

March 28, 2001 

Mr. Steve Jones 
Company 
123 Main Street 
Anytown, FL 12345 

Dear Mr. Jones:
 Adult & Community Education is looking for business partners to be an integral part of 

our job-shadowing program. What exactly does this mean? Adult & Community Education 
would like you to allow selected students to shadow one of your employees for an agreed 
upon period of time (anywhere from one day to one week). No pay is involved. These 
students are strictly volunteering their time. Before these students shadow anyone, they 
will have been introduced to important work force readiness/employability skills 
so that they are prepared to go into the professional field.

   Part of our School-to-Work initiative is to prepare students to succeed in the working 
world. Our goal is to not only educate them in the classroom on these skills, but to provide 
them with hands-on experience as well. In doing this, the student will select the field 
where he or she wants to shadow and we will do our best to place them in the career they 
select. There are a wide range of benefits for the employers who participate. Opportunities 
include: 

• Interaction with potential future employees 
• Involvement with the educational process of future employees 
• Recognition as an ACE business partner 
• Help students to make informed decisions about the job market 
• Help students to realize what really transpires in the workplace 
• Keep potential future employees in the area by providing valuable job training

   Adult & Community Education requests your support in this endeavor. Help open the 
lines of communication between students and businesses. Please contact us at XXX
XXXX, ext. XX to let us know about opportunities with your business or if you have any 
questions regarding our services. 

Thank you for your consideration, we will be in touch with your business soon. 

Sincerely, 
John Smith 
Director, Adult & Community Education 
JS/no 
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Many broadcast stations have to fulfill FCC public service requirements by broadcasting a certain number 
of public affairs programs. These are ideal opportunities for non-profit organizations, politicians, commu
nity groups, or other industry spokespeople to garner publicity by being interviewed on a radio or televi
sion program. 

Scheduling An Interview 
Radio/Television 
Call or send letters to local public affairs programs. Outline the mission of the organization, and propose 
an idea for a program or segment. 

• Avoid calling TV stations during peak hours (4:00-6:30 p.m. before a newscast). Media
 
representatives are not very receptive listeners when they are on a deadline.
 

• Contact radio stations sponsored by universities and other school programs. Find out how ACE 
can schedule a spot on their program. Consider proposing a weekly show! 

Community Bulletin Board 
Another useful and free forum for advertising is the "Community Bulletin Board," or other related 
announcements on radio, cable or television stations. 

• A phone call, fax or simple letter describing the event and organization, can be sent to the station 
manager or person in charge of announcements. 

• Identify the contact by calling newsrooms at local papers, TV and radio stations. Find out who 
handles the community calendar and ask how ACE should send information to their attention. 

• This service can be used regularly to promote campaigns and special events. 

Be Prepared…
 
When making a phone
 

call, have organizational
 

facts at hand
 

and be prepared
 

to answer
 

questions and speak
 

about the organization’s
 

purpose and mission.
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Public service announcements (PSAs) are run free-of-charge for mostly non-profit organizations. They can 
be played on radio and/or television, and are most useful for heightening the public’s sensitivity to a prob
lem or issue. 

Media representatives run PSAs on a space- or time-available basis, often when paid advertising cannot be 
sold. This usually means late at night or during other off-peak hours. There is limited or no control over 
when the spot will be run, and it is rare to hear a PSA during drive time. The good news: many stations are 
required to allocate space for a specified number of nonprofit public service announcements. 

How Does It Work? 
If an organization has a PSA available for distribution, it should contact local 
radio and television stations and inquire about their PSA guidelines. Tailoring 
the PSA to a station’s requirements gives it a greater chance of being aired. 

Specific Questions 
What length PSA does the station prefer? 
• It’s a good idea to send the same spot in different lengths (10, 30 and 60 

second spots) to give the station more flexibility when filling unused slots. 
• Giving a station different length PSAs will help them with placement. 

What kind of tape do they like to receive? 
• All stations use different tape formats. 
• Sending a VHS tape is convenient, but it requires the station to 

transfer the PSA into their format before it can be used. 
• Radio stations prefer receiving spots on compact disc. 
• Consider contacting local stations to ask their preference ahead 

of time. 
• When pre-recording a radio spot – keep the following in mind: 

- Pre-recording can be expensive 
- Access to free production equipment can help with costs 

Does the station want a tape at all? 
• Most radio stations will read public service announcements over the air, rather than air a spot free of 

charge. 
• Many stations prefer that on-air hosts read PSAs…the organization only has to provide the script. 
• Consider writing scripts of different lengths and styles to increase the chances of frequent use. 
• Listeners will grow tired of the same spot – possibly tuning it out, if it’s always the same and played 

too often. 

Getting Help 
One way to get help with productions for radio or TV is to ask a local ad club or public relations asso
ciation to "sponsor" the organization’s effort. Communication professionals in these organizations often 
donate their services to worthy causes. 

Use this area to write notes about the requirements of different TV 
and radio stations. That way you’ll have it on hand! 
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Tips for Success 
The Script 
While much effort goes into the first couple words of a PSA, the entire script should be written in a way that 
keeps the audience listening. 

• Grab the listener’s attention with a creative opening, but don’t place any important information in 
the first couple seconds. 
• Use interesting sound effects or music, situations that intrigue the listener, or show relevance to 

interests or problems of the listener. 
• The "tag" at the end of the PSA is probably the most important part of the PSA. It is usually the
 
"call-to-action," and tells listeners what the organization wants them to do.
 
• List the name of the organization, a slogan and phone number, or important
 
dates. Always repeat the phone number at the end.
 

Production
 
Write the script in all CAPS.
 
This makes it easier for the
 

announcer to read.
 

Make sure the script is writ
ten in at least 12-point font.
 

Leave a large margin on one
 
side for the announcer to
 

write notes on.
 

Post-Production 
Once a PSA is written and produced, the organi
zation should meet or call public service directors
 
at local radio and television stations.
 
(Including cable)
 

• Be prepared to give a brief overview of the organization, campaign or event. 
• Public service directors get PSAs from hundreds of applicants. The more information he/she has 
about the program, the better he/she will be able to make an informed decision and hopefully, 
put it on the air. 

Measuring Success 
• If PSAs don’t air (and sometimes they may not) call the station and find out why it didn’t air. 
There may be a way to improve the chances next time. 
• Determine how to measure the impact of the PSAs. Use short surveys at the event to find out why 
people attended, etc. 
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     Sample Public Service Announcement 

 
 

 
   

  
 

 
 

 

This sample can be found as a template on the CD-ROM 
accompanying this manual. 

(ORGANIZATION LETTERHEAD HERE) 

MEDIA: RADIO 
LENGTH: :30 
TAG: IT’S NEVER TOO LATE FOR EDUCATION 

SO YOU QUIT HIGH SCHOOL? AT THE TIME IT SEEMED LIKE THE 
RIGHT THING TO DO…BUT NOW YOU’RE WONDERING HOW YOU’RE 
EVER GOING TO GET A JOB…RIGHT?  NO DIPLOMA…NO 
DEGREE…NO HOPES….NO WAY! YOU CAN GET A DIPLOMA – AND 
FAST TRACK YOUR WAY TO A BETTER FUTURE.  FINISHING 
SCHOOL IS EASY WITH THE G-E-D.  IT’S YOUR KEY TO GETTING A 
BETTER JOB AND EARNING MORE MONEY. CONTACT YOUR LOCAL 
ADULT AND COMMUNITY EDUCATION ORGANIZATION AT 1-800-222
4444, AND ASK ABOUT THE FREE G-E-D PROGRAM. THAT’S 1-800
222-4444. IT’S NEVER TOO LATE FOR EDUCATION. 

### 
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Booking appearances by ACE representatives on local radio and television talk show programs gives 
organizations opportunities to boost awareness and inform the public about programs. 

Scheduling an Interview: 
Start by calling local radio, television and cable stations and talking to producers of morning shows and 
special evening programs about becoming a guest. If there is not a specific issue facing the program, 
discuss general program information. 

Suggested Talking Points 
• The majority of the community is not taking advantage 

of ACE programs 
• ACE offers important skills such as basic reading, 

writing and arithmetic, as well as teaching English to 
those who speak other languages 

• ACE assists adults with disabilities in developing skills to 
become contributing members of the community, 
including daily on-the-job training. 

• ACE is the primary provider of adult education classes in 
the community (if applicable). 

List three more points that might increase a TV or radio station’s interest 
in your organization, and convince them to schedule an interview. 

Preparing for an Interview 
Inquire About Format 

• How long will the interview be? 
• Will there be an opportunity for general Q & A? 
• Can the organization bring students from ACE programs to be interview guests? How many guests 

total should attend the interview? 
• When scheduling a television interview, ask the contact person about appropriate dress for the 

TV studio. 

Prepare the Spokesperson 
• Choose a person from the organization to attend the interview.  	Inform the station of this
 

information ahead of time.
 
• Prepare index cards with speaking topics for the spokesperson 
• Encourage the representative to arrive early for the interview.  	Have them bring two ACE
 

information kits (one for him/herself and one for the host).
 

Keep Communication Flowing 
• Mail an ACE information kit to the show’s host prior to the interview, so that he/or she is familiar 

with the programs the organization offers. 
• Provide them with some background on the representative. 
• Call a few days before the interview to confirm the date and time. 
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Although most ACE programs deal with issues of local concern, the need to pitch a story with statewide 
appeal may arise. Program representatives may want to schedule an event, or distribute a local news release 
to accompany a statewide announcement or political initiative, possibly when a county or city is lobbying 
for increased support from the state Legislature during their annual session. The following summary provides 
tips that may be of assistance when pitching a television and newspaper story with statewide appeal. 

Any discussion of Florida media as it relates to statewide coverage of issues, should include the Capitol 
Press Corps. The Tallahassee-based Press Corps is one of the largest semi-organized collectives of state 
"beat" reporters in the nation. 

Either directly, or through news services, the 25 media outlets and the more than 80 reporters who comprise 
the Capitol Press Corps provide virtually all state news coverage. 

NEWS YOU CAN USE: 
A REPORTER BASED IN TALLAHASSEE, BUT REPRESENTING THE ST. PETERSBURG TIMES MAY 
COMBINE INFORMATION FROM A LOCAL NEWS RELEASE (SENT FROM THE ACE PROGRAM 
IN THEIR HOMETOWN) WITH AN EVENT OCCURRING IN TALLAHASSEE THAT DAY. 

Working with the Capitol Press Corps: 
• During the legislative session, the Corps is overworked and pulled in many directions at once. 	To

 get their attention, one must have genuine news stories and sell them compellingly and
   professionally. 

• One must also plan carefully around competing news stories (the Governor’s daily schedule is
   available on-line (www.myflorida.com), as is a legislative calendar and committee schedule. 

• Approximately half of the members of the Capitol Press Corps maintain offices in the Florida Press
   Center in Tallahassee. The Press Center operates a special press conference room that many

 consider an ideal spot to conduct a news conference in the capital area. A weekly list of events
 scheduled in this room can be obtaining by calling (850) 222-5790. 

• Once the legislative session ends, securing coverage of news is less difficult, provided it does not
 conflict with Cabinet meetings, legislative committee meetings and other state news events. 
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While the media can’t be forced to share the views of a particular organization, they do welcome input 
on issues of concern. In fact, most regularly schedule time for "editorial board meetings" with local citizens 
to gather accurate information about an issue for writing purposes. The editorial board most often includes 
writers and editors of the paper’s Opinion Section.  If an organization is involved in a controversy, a visit to 
the local newspaper’s editorial board may "tilt the scales" in a positive direction. The following guidelines 
outline the editorial board process: 

Schedule a Meeting
• Don’t wait! 	Sometimes it can take weeks to schedule a meeting. Refer to the list of statewide daily

 newspapers for editorial contacts. 

• No more than 3-5 people should attend the meeting. 

• Participants may include teachers, board members, students or business leaders who are familiar
   with the issues facing education in a particular community. 

Prepare the Presentation Team
• Choose a spokesperson (someone who will speak first, and summarize the meeting’s purpose and

 request for support). 

• Prepare information packets for each member of the editorial board. 

• Consider taking visual aids that convey the message quickly and clearly. 

Meeting Guidelines: 
• Have the spokesperson give a five- to ten-minute overview of the issue before involving


 the rest of the group.
 

• Cite examples, then open the meeting to questions. Meetings last anywhere from 20-45 minutes. 

• When a question is asked, the person who can best answer the question should respond. If no one
   immediately begins to answer, the spokesperson can answer, or prompt someone else who may 

have the information. 

• When the meeting is over, thank the board members and promptly leave. 

• A follow-up letter should be sent, reiterating the key points. 

• A thank you note should be sent if a favorable editorial is printed. 
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Tips for Editorial Board Meetings 
• BE PREPARED - Editorial board meetings are designed to generate favorable editorial comments about
 a particular issue. The ability to clearly articulate the background and significance of an issue or program
 is critical, which means being prepared. 

• REMEMBER…IT’S A SALES PITCH - Some communications professionals like to think of editorial board
 meetings as an all out sales pitch in front of skeptical, out-spoken and highly influential potential
 customers. 

• BE ENTHUSIASTIC - As with any sales pitch, the commitment to an issue or program will be demonstrated
   to the editorial board by, among other things, the representative’s personal demeanor. If they’re excited

 about the program, it will be reflected in their body language and their tone of voice. 

• BE HONEST - If the group representing the organization is unsure of any piece of information, they 
should admit it, but promise to provide the needed statistic, background or detail immediately after

 the meeting. Don’t try to gloss over a board member’s question. 

• FOCUS ON A GOAL - Determine 3-5 key points. Give the board the background information they
 need on an issue, and stick to the facts. Editorial writers are paid to be skeptical and see beyond
 public relations gimmicks. The goal should be to get a favorable editorial written or to diffuse a
 potentially negative perspective that the board may have about an issue involving the organization. 
Stay focused on presenting the organization’s side of the argument and tell them how a decision was
 made to support the program or campaign. 

• STICK TO THE ISSUE - Don’t get sidetracked on unrelated issues. Most editorial board meetings are
 designed to generate editorials on ONE topic, and most editorials touch on ONE issue. A laundry list
 of accomplishments or plans may be useful background information, but it is unlikely to generate 
editorials. The system’s issue is increased funding. Be prepared for other questions. Answer as many 
as possible and return to the focus of the visit. 
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L  ike columns generated by a local paper’s editorial staff, opportunity editorials (commonly known as 
op-eds) play a role in public awareness. Newspapers often seek articles written by individuals with expertise 
and experience on a myriad of topics. These columns, often called "My View," tackle programs or issues 
facing the organization. These guidelines outline the process for submitting a guest column. 

Length 
Most opinion pages limit op-ed pieces to less than 700 words, and editorial letters to 150 words. For easier 
review, most editors ask for double-spaced pieces. 

Transmission 
Some papers have a transmission preference (e-mail, fax or mail). When sending op-eds or editorials by 
e-mail, consider pasting them into the body of the message. Software compatibility often prevents editors 
from opening attached documents. 

Follow-Up 
Papers get hundreds of editorial submissions. Many editors call after deciding to use an op-ed, but they 
don’t call to confirm receipt. An organization might consider calling to offer further explanation about an 
issue, but also to confirm receipt. 

Exclusivity
Some papers accept simultaneous submissions, while others prefer pieces written solely for their publication. 
Refer to the list of editorial guidelines for details, or call a local paper to confirm their requirements. 

Writing/Style Tips 
• The position should be stated in the first or second paragraph. Don't ask readers to read the whole

 piece to understand the opinion on a subject. 

• Support arguments with a mix of facts, quotes from authorities, and examples. 

• Some editors appreciate a suggested title, and quoted excerpts to help them quickly

 grasp the subject.
 

• If possible, locate a picture of the author to include with the submission. 

• Document sources. Writers may consider noting that all name spellings have been
 double-checked. Editors also suggest providing support information, details on related studies
 and footnotes - whatever it takes to prove that the facts are true. 

• Don't waste words. If a piece wanders off the point, it will likely lose readers. 

• Move fast…editorial calendars fill up quickly. Often an organization gets only one shot at placing a
 guest column due to the demand for space. 

ABE FLORIDA RESOURCE GUIDE - 2005 170



RETENTION
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Ways to Retain “Loner” or
 
High-Risk Students
 

The adult learners most at risk for leaving an adult education program are the loners. These stu
dents do not form friendships with other students in the classroom and traditionally have little 
support outside of the classroom.  Here are some ideas for going the extra mile to keep such 
students enrolled. 

1.	 Consult your school counselor (or find a community counselor who would like to volunteer) 
about making a plan for regular contact with loner students.  A regular, at least weekly, phone 
call to check up on progress and problems will go a long way in breaking the cycle of isolation. 

2.	 Ask all of your students to list on their personal information sheets a person they think 
supports their work in adult education.  Ask them to include a phone number or email 
address for this person.  Either you or your counselor should contact this person and ask 
if he/she will check in weekly with this student and offer verbal encouragement.  Offer 
yourself as a support person this mentor can contact if the student encounters personal 
or academic problems that require more support than this person can give. 

3.	 Ask your students to volunteer to join a buddy-system in which they agree to phone a 
fellow student once a week and offer verbal encouragement.  Both the student offering the 
encouragement and the student receiving the encouragement should volunteer and every 
student should get to play both roles. 

4.	 Find out if your students have a workplace or attend a church regularly.  Encourage them to 
identify one person from work or church who they think would be willing to serve as their 
encourager.  Ask for contact information and make the contact for your student to formalize 
the commitment. 

5.	 Be sure at the end of the term to help your student(s) who stayed enrolled to say thank you. 
They may want to write a thank-you note individually or plan and host a reception as a class. 
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Groups Keep Students Coming
 
Based on Michael Pritza’s article “Getting into Groups” from Focus on Basics, Vol. 2, Issue A. pp. 

20-22, March 1998. 

Michael Pritza reports that his Gilmer County, Georgia adult education classroom had the typical 
problems:  diverse ages and abilities, low incomes, and a 34% dropout rate. When brainstorming 
ways to increase retention Pritza began to wonder about the way instruction was delivered in his 
classroom.  His program “had been offering individualized, self-paced study with instructor assis
tance and self-directed computer-based programs.”  So his research question became: Will group 
participation in structured classes and discussion groups increase student motivation and reten
tion? His answer was a resounding “Yes” with an increase of 50% in attendance hours. 

To see if Pritza’s formula can work for you and your students, try his methodology explained below. 
It won’t cost you anything and the payoff could be phenomenal! 

1.	 Ask your students to respond to a simple questionnaire about possible instructional ap
proaches (included on the next page). 

2.	 Interview students individually to determine in which subjects they feel they most need help 
and at which point in the process they think help would be most beneficial. 

3.	 Begin informal classes by bringing together students who wish to work on related or the same 
material. Work together with these students for approximately an hour.  Make student input 
and participation a major part of the “class” and focus on the concerns with the material that 
the students raise.  Allow students to lead the answers to questions when possible and allow 
students to demonstrate how they solved a similar problem.  If you wish, this can become a 
regularly scheduled time during the week, allowing students to plan for and save up questions 
to bring.  For example, reading groups may meet on Mondays, math groups on Tuesdays, 
grammar groups on Wednesdays, etc. 

4.	 Begin discussion groups.  Allow the discussions to be about topics the students select. These 
discussion groups may or may not need your direction. These groups can be serving a pur
pose even if they are simply a place for students to discuss what is going on in their lives 
outside of school.  Encourage them to always confront the question, “How is education going 
to improve the quality of my life?” 

5.	 Keep attendance records and charts, as well as records of group meetings. This should help 
you see if group work is positively impacting the work of your students. 
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__________ _______________________________________________________________ _______________________________ _______________________________________________________________ ____________________________________________________________ 

_____________________________________________________________________________________________________________________________________ 

__________ _______________________________________________________________ _______________________________ _______________________________________________________________ ____________________________________________________________ 

_____________________________________________________________________________________________________________________________________ 

__________ _______________________________________________________________ _______________________________ _______________________________________________________________ ____________________________________________________________ 

_____________________________________________________________________________________________________________________________________ 

__________ _______________________________________________________________ _______________________________ _______________________________________________________________ ______________________________ ______________________________ 

_____________________________________________________________________________________________________________________________________ 

__________ _______________________________________________________________ _______________________________ _______________________________________________________________ ____________________________________________________________ 

_____________________________________________________________________________________________________________________________________ 

Group Study Questionnaire
 
Below are possible ways you could learn while you are in this class.  Please consider them care
fully and rank them in order of preference.  Mark the choice you absolutely want with 1, the choice 
you would like to try with 2 and the choice you think you would get the least out of with a 3.  If you 
would like to make any comments about the choices, please include that below. 

_____ Individual study with a textbook/workbook 

_____ Individual study with a computer program 

_____ Study in pairs 

_____ Study in a group focused on math, language or writing skills and led by theteacher 

_____ Student-led discussion groups applying what you are learning to real life situations 

_____ Teacher-led discussion groups applying what you are learning to real life situations 

Comments: 
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Retention Strategies
 
Contributors: Rochel Abrams, Fran Riotte, Karen Shipman,
 

Susan Pittman, Marianne Kearsley, Phil Jones
 

There are three essential elements to student retention in Adult Education Programs. They 
are: make each student feel welcome and valued; make each class worthwhile; make each student 
believe in a positive personal future.  Following are some suggestions for keeping your students 
once you have them.  Many of the suggestions are simple, common sense and common courtesy 
suggestions; others are more involved suggestions that take some planning.  All of the suggestions 
offered are possible for any teacher in any setting, and reading through them should help us re
member that, mostly, our students come to us to learn to believe that they matter. 

1.	 Know your students.  Know and call them by their names.  Know and ask about their 
interests outside of class, their problems, their jobs, and their families. 

2.	 Call after several absences.  Encourage classmates to call friends who are out.  Check 
with an employer or family member about an absent student.  Find some way to get the 
message to them that they are missed and are missing important work in your class. 
After a teacher has tried calling numerous times, have someone else from Adult Educa
tion call students who have poor attendance.  Sometimes it is a conflict with the teacher 
that is keeping a student out of class and contact from someone other than the teacher 
allows the student a forum for working through this. 

3.	  Encourage students to become friends with each other. Build new friendships by pairing 
students together who could benefit from each other’s personalities or skills.  Encourage 
students to bring old friends to class with them.  Allow friends to work together who can 
do so effectively. 

4.	 Invite graduates back to class to encourage others and to serve as mentors. 

5.	 Interview students about current work and family situation.  Express understanding of 
current responsibilities and work out a variety of study plans to accommodate for the 
student’s work or family schedule. 

6.	 Interview students about career goals.  Help students set realistic short and long-term 
goals.  Consider working on a literacy contract with your student. 

7.	 Remember birthdays of students. 

8.	 Make work relevant. Teach students one new skill everyday that they can use at 
home or work. 

9.	 Give students a choice in selecting materials. 

10. Vary classroom activities.	  Do group and individual work everyday.  Use “brain breaks” 
such as brainteasers, crossword puzzles, etc. to break up the class time. 
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11. Have newspapers available for reading and activities. This makes students a more active 
part of a broader world.  Spend a few minutes at the beginning of each class to share 
opinions and ideas about current events. 

12. Score work on the basis of number of correct answers rather than noting only wrong 
answers. 

13. Praise, praise, praise. 

14. Maintain a positive attitude; leave outside troubles outside. 

15. Listen, listen, listen. 

16. Allow non-messy snacks.	  Plan potluck lunches at the end of class, allowing students to 
organize, calculate amounts or fees, etc. 

17. Celebrate successes with verbal congratulations, potluck parties, awards, etc. 

18. Be attentive to all students, checking with them daily to monitor progress and make sure 
that they understand directions and goals. 

19. Help students focus on the positive they have to offer. 

20. Review Lois B. Queen’s booklet Retention Plan for Student Success. 

21. Have a family night with food some evening or weekend. This gives the students and the 
teacher another way to connect with each other. 

22. Give monthly attendance awards and include awards for being on time. 
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 MORE STRATEGIES FOR RETENTION
 

Recent annual reports of withdrawals in Adult Basic Education programs throughout the United 
States indicate that LACK OF INTEREST ranks highest in the known reasons for withdrawals from 
ABE programs. The seriousness of the problem of retention reflects how important it is for 
instructors, recruiters and administrative staff to work in a team effort to get and hold the interest of 
those who enroll. The following retention strategies should be considered as possibilities for any 
adult education program. 

• Congratulatory note (for enrolling) 

• Follow-ups on absentees 

• “We Care” flyers or cards to longer absentees 

• Periodic success stories from “Graduates” 

• Buddy system for attendance checks 

• Informality and humor in every class 

• Public programs chaired by a “Graduate” 

• Coffee hours 

• Surveys 

• Paraprofessional visits to the home-bound 

• Direct help to transfer to another level or program 

• Monthly newsletters of events, success stories and news of students 

• Promptness in beginning and ending class 

• Class accounts of local news 

• Counseling service on a regular basis 

• Adult-oriented materials only 

• Arrangements for car pools 

• Peer planning of content 

• Formal recognition of major achievements 

• Informal periodic recognition of student achievements 

• Active participation in learning experiences and social events 

• Class visits by local politicians, professionals, role models and mentors 

• Patience 

Maryland State Department of Education, Basic Education: Teaching the Adult, (Owings Mills, 
Maryland:  Division of Instructional Television, 1975) p. 286. 
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Specific Counseling Strategies for Retention
 

The importance of the initial contact with a student cannot be overemphasized.  Many students 
exit adult education programs after their first encounter.  Sometimes the encounter is with a 
counselor, sometimes with office clerks or others, sometimes in person and often by telephone.  It 
is the responsibility of the counselor to ensure that students move from the initial contact to 
enrollment with whatever motivation brought the student to the educational center still intact. 

Provide an intake service which attracts the student to the program, supports him through the 
paperwork process and encourages his belief in his ability to attain his goals through adult 
education. 

Carry out initial screening in compliance with proper testing procedures which provide the student 
a positive, supportive experience and which assign students according to their needs and goals. 

Orient the student to the adult education program and services which will enable him to remain in 
the program long enough to achieve his goals and meet his needs. 

Make a determined effort to understand the goals of the student. 

In conjunction with teachers, develop an individual educational plan for each student 

Periodically follow-up on student progress and/or problem resolution. 

Counsel, assist and make referrals to other community service for those students identified by 
teachers. 

Devise and implement a plan to increase student identification with the adult education program. 
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HOW TO REDUCE STUDENT ATTRITION
 
by Cynthia Fenwick  (1977) 

“Maryland Association for Publicly Supported Continuing Education Newsletter” 

Provide a positive and supportive educational setting with student involvement in the learning
 
process and self-directed progress-monitoring system.
 

Ensure early academic success.
 

Use adult oriented coursework, geared toward real life situations.
 

Provide consistent one-on-one contact to assure students of your interest in them.
 

Provide information about community services and resources.
 

Incorporate students’ interests into instructional material whenever possible.
 

Develop and utilize a student recognition and rewards program.
 

Foster group cohesiveness within the class and encourage cooperative learning.
 

To prevent first-class no-shows, call students the day before and confirm attendance.
 

To prevent early dropouts, plan non-threatening activities for first class.
 

Establish a system for contacting students; call them after the first class missed.
 

Implement individual educational plans based upon student goals and needs.
 

Model healthy problem resolution techniques in the classroom.
 

Give frequent positive feedback and reinforcement.
 

Build self-esteem through an immediate sense of progress and a clear path of small
 
steps to goals.
 

Involve the learner in active goal setting and program planning. 
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__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

COMMUNITY RESOURCES AID IN RETENTION
 

It is the educator’s responsibility to be aware of specific detractors which influence the student’s 
class participation. While it is not possible for the teacher to solve each problem, directing the 
student to appropriate resources for help does increase student retention.  By alleviating the 
problems, the student is better able to concentrate on the successful completion of his/her 
educational goals and is more likely to stay in school. 

The following listing includes a variety of agencies capable of resolving problems which could be 
adversely affecting your students. Though not all communities will have all of  these exact 
agencies, many will have similar ones. We include this list in the Resource Guide as a SAMPLE to 
encourage you and your class to develop your own resource list.  Once the list is compiled, it can 
become a class activity to find and record telephone numbers. 

ABUSE, CHILD AND SPOUSE ADOPTION AND POST ADOPTION 
Abuse Registry 
TDD# 
Bureau of Victim Compensation 
Florida Runaway Hotline 
Boy’s Town 
Child Protection Team 
Community Intervention Center 
Guardian Ad Litem Program 
HRS Services 
Missing Children Help Center 
Telephone Counseling and Referral 
Shelter 
Healthy Start 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
________________________________

1-800-962-2873 
1-800-862-5098 
1-800-226-6667 
1-800-runaway 

__________________ 

ABUSE, DRUG AND ALCOHOL
 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

Al-Anon 
Self Help Clearing House 
Alateen 
Alcoholics Anonymous 
Crack Self-Help Support Group 
Department of Children and Families 
Detox Center 
Mothers Against Drunk Driving 
Narcotic Anonymous 
Rational Recovery Systems 

1-800-344-2666 
1-201-625-7101 

Adoption Information Center 

Catholic Social Services 

Children’s Home Society of Florida 

Florida Baptist Children’s Home 

Guardian Ad Litem Program 

HRS Post-Adoption Services 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

1-800-962-3678 

CHILD CARE/ADULT DAY CARE 

Headstart
 
Elder Care
 
Even Start
 
Easter Seal Rehab. Center
 
Adult Day Care
 

COUNSELING 

American Red Cross 
Community Crisis Response Team 
Family Source 
FL Network of Youth and Family Services 
Runaway Hotline 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

1-900-Flalove 

1-800-runaway 
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__________________________________________________ 
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__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

 

EMERGENCY SHELTER/FOOD/ENERGY/ 
CLOTHING 

American Red Cross 

Salvation Army 

Housing Authority 

Homeless Shelter 

Women/children’s Shelter 

EMPLOYMENT ASSISTANCE/JOB TRAINING
 

Board of County Commissioners
 
Dept. of Education, Blind Services
 
Goodwill Industries
 
Job Corps
 
Literacy Volunteers
 
Technical Training Center
 
Senior Community Service and Employment Program
 
Job Line
 
Urban League
 
Veteran Center
 
Vocation Rehabilitation
 
Workforce Development Center
 
Chamber of Commerce
 

FINANCIAL ASSISTANCE
 

American Red Cross 
Child Support Enforcement 
Consumer Credit Counseling 
Easter Seal Rehabilitation Center 
Student Aid Resources 
Department of Children and Families 
Social Security Administration 
WAGES, Foodstamps, Medicaid 

HEALTH 

Alzheimer’s Resource Center
 

American Cancer Society
 

American Diabetes Assoc.
 

American Heart Assoc.
 

American Lung Assoc.
 

American Parkinson Disease
 

American Red Cross
 

Psychiatric Hospital
 

Arthritis Foundation
 

AIDS Hotline
 

Community Health Assoc.
 

Children’s Medical Services 

Epilepsy Association 

Sickle Cell Foundation 

Neighborhood Health Services 

Lion’s Club 

Lupus Foundation 

March of Dimes 

Muscular Dystrophy Association 

Multiple Sclerosis Society 

Poison Information Center 

United Cerebral Palsy 

Pregnancy Hotline 

La Leche League 

Women’s Health Center 

HOME HEALTH CARE 

Hospice 

Medial Center Home Health 
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__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 
__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

PARENTING
 

Black Families of America 
Boy’s Town 
Childbirth Education 
Even Start Family Literacy 
La Leche League 
Healthy Start 
Divorce Class 

PERSONAL DEVELOPMENT
 

Big Brothers/Big Sisters 
Boy Scouts 
Girl Scout Council 
School Volunteers 
Literacy Volunteers 

PREGNANCY SERVICES
 
Childbirth Education 
Teenage Parent Program 
La Leche League 
Healthy Start 
Planned Parenthood 
Health Department 
Salvation Army 

SENIOR CITIZEN SERVICES
 

Adult Day Care 

Alzheimer Resource Center 

American Assoc. of Retired Persons 

Area Agency on Aging 

Dial-A-Ride 

Elder Care Services 

Foster Grandparents 

Geriatric Residential Treatment 

Retired Senior Volunteers 

Senior Citizens’ Center 

SERVICES FOR PEOPLE WITH DISABILITIES
 

Association for Children with Learning Disabilities 

Autism Society of America 

Center for Autism and Related Disabilities

Center for Independent Living 

Children with Attention Deficit Disorders 

Children’s Home Society of Florida 

Deaf Communication ‘ 

Dept. of Education, Blind Services 

Developmental Services Dept. of Children and Families 

Early Intervention Program for Infants and Toddlers 

Easter Seal Rehabilitation Center, Inc. 

Exception Student Education 

Assoc. for Retarded Citizens 

Muscular Dystrophy Assoc. 

Multiple Sclerosis Assoc. 

Social Security Admin. 

United Cerebral Palsy 

Vocation Rehabilitation 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

1-800-3autism 
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__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

__________________________________________________ 

SERVICES FOR PETS 

Animal Spay and Neuter Clinic 

Animal Services/Animal Shelter 

TRANSPORTATION 

Dial-a-Ride 

Medicaid Transportation 

City Bus Transit 

Share-a-Ride 
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A Certificate Program and Retention
 

Recognition for accomplishments, no matter how small, is very important in the success of 
adult learners.  Students who have had little or no success in school in the past need ways to mark 
success fought so hard for as adults.  One tried-and-true way to reward adult learners is to 
implement a Certificate Program. 

The statewide ABE Taskforce investigated the possibility of implementing a statewide 
Certificate Program to reward adult learners at levels other than the earning of a GED. Though the 
taskforce ultimately decided not to recommend a statewide certificate program at this time, they did 
strongly recommend that districts and other providers of adult education implement local certificate 
programs as tools for retention, recruitment and public relations.  Adult learners who are rewarded 
for achievements before the GED level are more likely to stay in school and continue learning. 
Potential employers who can be shown a certificate which lists the skills acquired by its owner are 
more likely to offer that student an interview and more likely to return to that program when new 
employees are needed.  A public that reads of adults earning educational certificates is more likely 
to evaluate that program as successful and also more likely to volunteer in an ABE classroom. 

There are many ways districts and adult education providers can structure a certificate 
program. Certificates could be awarded when all the LCPs for a level are completed; certificates 
could be awarded in particular subject areas or for across-the-board progress.  Certainly, a 
certificate could be awarded when a student has attained functional literacy in all subject areas and 
is ready to move out of Adult Basic Education and on to GED preparation or job training. 

Certificates can be awarded in a public ceremony once a semester; they may be mailed out 
at the end of each term.  Some districts may want teachers to award the certificate as soon as the 
criteria is met and then announce certificates once a month in the local newspaper.  However, once 
districts and other adult education providers decide to award the certificates, one can be sure that 
each recipient will be proud and interested in returning to class. 

Following are some sample certificates that you may want to use in your classroom or lobby 
to get your district to use. Whatever you choose, remember that rewarding adult learners is crucial 
to retention. 
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TEST OF ADULT BASIC EDUCATION
 
(TABE)
 

Information for this section was adapted from Test of Adult Basic Education (TABE) User’s Hand
book. 

The TABE instruments provide assessment, placement, growth, literacy level, prediction, and 
prescription information. For students who are Spanish speakers and have little or no fluency in 
English, TABE Espanol is available. 

Assessment 
TABE 7 & 8 assessments are based on curriculum philosophies from adult education programs. 
The work-related assessments are based on the Carl Perkins Vocational Education Act, the 
Secretary’s Commission on Achieving Necessary Skills (SCANS), and the American Society for 
Training and Development. 

Placement 
TABE 7 or 8 in the Survey edition, in addition to the Locator Test, can provide information for place
ment of students whose primary language is English. TABE Espanol, with the locator and practice 
test, can be used for placement with students whose primary language is Spanish. 

Growth 
To measure growth, all the 7 & 8 forms of the same level test are equated so that pre- and post-
tests will accurately measure gains of students. 

Literacy Level 
TABE 7 & 8 provides an assessment of the reading levels of students. 

Prediction 
TABE 7 & 8 scores provide a GED prediction score for each content area. 

Prescription 
The TABE group of assessment instruments provides lessons needed based on TABE scores. The 
TABE is keyed to all the major ABE and vocational education publishers’ materials. TestMate TABE 
Advanced Module Prescriptive Assignments can give automatic reports of specific lessons the 
student needs, based on the TABE scores. With the computer scoring, group results for skills and 
content area are available to provide information for teachers for group instructions. 
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EMPLOYMENT SKILLS DEVELOPMENT
 

When adult learners have reached a proficiency level of grade 6 or 7, the TABE Work Related 
Foundation Skills test can be used to measure progress with pre/post testing. The Work-Related 
Foundation Skills is on the same scale as the TABE 7 & 8 and can be used as a post-test to mea
sure improvement. 

TABE ASSESSMENT INSTRUMENTS 

Practice and Locator Test 
The practice portion of the test helps students become familiar with the types of items on the test. 
The locator portion of the test helps to determine the appropriate test level of TABE 7 & 8 for stu
dents. The Practice and Locator Test takes approximately 20 minutes to administer. Beginning 
readers who cannot take the Practice and Locator Test can take the TABE Level L Test, 
Form 7 or 8. 

TABE 7 & 8 Complete Battery 
The Complete Battery is a series of five tests at five levels that give both normed scores and skill-

and outcome-performance scores for adults. The Complete Battery includes Reading, Mathematics
 
Computation, Applied Mathematics, Language, and Spelling. The Complete Battery takes approxi
mately 3 hours to administer.
 

TABE 7 & 8 Survey
 
The Survey version includes Reading, Mathematics Computation, Applied Mathematics, Language,
 
and Spelling. The Survey takes approximately 1.5 hours to administer, and also provides normed
 
scores.
 

TABE Work-Related Foundation Skills 
Four editions of this test assess Reading, Mathematics, Language skills, and competencies in 
workplace contexts for health, business/office, trade/technical, and general occupational groups. 

TABE Work-Related Problem Solving 
A sixth-grade or higher reading level is required for this test, which yields both normative and 
qualitative scores. Two forms measure a wide range of problem-solving competencies.  Life and 
work-related tasks are used to assess problem-solving skills. This test takes approximately one 
hour to administer. 

TABE Espanol 
This is a survey test with normed scores for Reading, Mathematics Computation, Applied Math
ematics, and Language in Spanish. A Locator Test is available to determine the level of the test to 
administer. It covers skills for grade levels 1.6 through 6.9. 
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TABE-PC 
The computer-administered version of the TABE includes TABE 7 & 8 Complete Battery and Sur
vey forms; Work-Related Foundation Skills; and TABE Espanol. Individual and group scoring and 
reporting is also included in the TABE-PC. 

LARGE PRINT EDITION 

Form 7 Complete Battery and Survey editions are available in large print for students who are 
visually impaired. 

TEST LEVELS AND CONTENT,  TABE 7 & 8 

Test Level Grade Range 
• L (Literacy)  0-1.9 
• E (Easy) 1.6-3.9 
• M (Medium) 3.6-6.9 
• D (Difficult)  6.6-8.9 
• A (Advanced) 8.6-12.9 

Level L 
Level L tests for Pre-Reading and Reading Skills. It has 50 items, and takes 35 minutes to com
plete. Level L screens for the following: visual/reversal problems, recognition of letters, auditory 
skills/sound discrimination, and beginning comprehension skills (listening, retention, word under
standing, and interpretation). 

Level E 
Level E tests Reading, Mathematics Computation, Applied Mathematics, Language, and Spelling. It 
has 200 items, and 164 minutes is allocated for students to complete all sections. 

Level M 
Level M tests Reading, Mathematics Computation, Applied Mathematics, Language, and Spelling. 
It has 200 items, and 164 minutes is allocated for students to complete all sections. 

Level D 
Level D tests Reading, Mathematics Computation, Applied Mathematics, Language, and Spelling. 
It has 200 items, and 164 minutes is allocated for students to complete all sections. 

Level A 
Level A tests Reading, Mathematics Computation, Applied Mathematics, Language, and Spelling. It 
has 200 items, and 164 minutes is allocated for students to complete all sections. 
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TEST CONTENT
 

Level L
 

Pre-Reading Skills 
• Matching letters 
• Recognizing letters 
• Beginning sounds 
• Ending sounds 
• Middle Sounds 

Reading Skills 
• Interpret Graphic Information 
• Words in Context 
• Recall Information 
• Construction Meaning 

Level E 

Reading 
• Interpret Graphic Information 
• Words in Context 
• Recall Information 
• Construction Meaning 
• Evaluate/Extend Meaning 

Mathematics Computation 
• Addition of Whole Numbers 
• Subtraction of Whole Numbers 
• Multiplication of Whole Numbers 
• Division of Whole Numbers 

Applied Mathematics 
• Numeration 
• Number theory 
• Data Interpretation 
• Pre-Algebra & Algebra 
• Measurement 
• Geometry 
• Computation in Context 
• Estimation 

Language 
• Usage 
• Sentence Formation 
• Paragraph Development 
• Capitalization 
• Punctuation 
• Writing Conventions 

Spelling 
• Vowels 
• Consonants 
• Structural Unit 
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Level M
 

Reading 
• Interpret Graphic Information 
• Words in Context 
• Recall Information 
• Construction Meaning 
• Evaluate/Extend Meaning 

Mathematics Computation 
• Addition of Whole Numbers 
• Subtraction of Whole Numbers 
• Multiplication of Whole Numbers 
• Division of Whole Numbers 
• Decimals 
• Fractions 

Spelling 
• Vowels 
• Consonants 
• Structural Unit 

Applied Mathematics 
• Numeration 
• Number theory 
• Data Interpretation 
• Pre-Algebra & Algebra 
• Measurement 
• Geometry 
• Computation in Context 
• Estimation 

Language 
• Usage 
• Sentence Formation 
• Paragraph Development 
• Capitalization 
• Punctuation 
• Writing Conventions 

Level D 

Reading 
• Interpret Graphic Information 
• Words in Context 
• Recall Information 
• Construction Meaning 
• Evaluate/Extend Meaning 

Mathematics Computation 
• Addition of Whole Numbers 
• Subtraction of Whole Numbers 
• Multiplication of Whole Numbers 
• Division of Whole Numbers 
• Decimals 
• Fractions 
• Integers 
• Percents 

Applied Mathematics 
• Numeration 
• Number theory 
• Data Interpretation 
• Pre-Algebra & Algebra 
• Measurement 
• Geometry 
• Computation in Context 
• Estimation 

Language 
• Usage 
• Sentence Formation 
• Paragraph Development 
• Capitalization 
• Punctuation 
• Writing Conventions 

Spelling 
• Vowels 
• Consonants 
• Structural Unit 
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Level A
 

Reading 
• Interpret Graphic Information 
• Words in Context 
• Recall Information 
• Construction Meaning 
• Evaluate/Extend Meaning 

Mathematics Computation 
• Addition of Whole Numbers 
• Subtraction of Whole Numbers 
• Multiplication of Whole Numbers 
• Division of Whole Numbers 
• Decimals 
• Fractions 
• Integers 
• Percents 
• Algebraic Operations 

Applied Mathematics 
• Numeration 
• Number theory 
• Data Interpretation 
• Pre-Algebra & Algebra 
• Measurement 
• Geometry 
• Computation in Context 
• Estimation 

Language 
• Usage 
• Sentence Formation 
• Paragraph Development 
• Capitalization 
• Punctuation 
• Writing Conventions 

Spelling 
• Vowels 
• Consonants 
• Structural Unit 

PRACTICE AND LOCATOR TEST 

The practice and locator tests are combined in one book. The practice test contains 10 items and 
provides practice in following directions and marking answers on a separate answer sheet. 

INDIVIDUAL DIAGNOSTIC PROFILES (IDPs) 

The Individual Diagnostic Profile lists objectives and skills measured by the tests, and provides 
spaces for indicating mastery or non-mastery. The IDP presents information on levels of test perfor
mance based on the number correct and mastery summaries. 

SCORING THE TABE 

The TABE can be hand scored or computer scored. 
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NORMS BOOK
 

A Norms Books is needed when hand scoring TABE 7 & 8 to determine scale scores, grade 
equivalents, percentile ranks, and stanines. 

INSTRUCTIONAL STRATGIES UTILIZING TABE SCORES 

TABE Prescriptive Assignments 

Software provides prescriptive assignments based on TABE 7 & 8 Complete Battery scores. It 
provides prescriptions for materials from the following publishers: BLS/STAT Tutor Programs, Con
temporary Books, EDL, McGraw-Hill’s Open Integrated Learning System, PACE, Skills Bank II, and 
Steck-Vaughn. 

Instructional Strategies 

The TABE User’s Handbook provides samples of instructional strategies for adults. 

TABE WORK-RELATED FOUNDATION SKILLS 

The TABE Work-Related Foundation Skills are norm-referenced tests that measure achievement of 
basic skills in reading, mathematics, and language. These tests assess the skills needed to func
tion in the workplace. There are four forms of the TABE Work-Related Foundation Skills: Health, 
Trade/Technical, Business/Office, and General. 

The assessment content does not require the student to have knowledge or experience in any 
particular occupational area. All of the forms of the TABE Work-Related Foundation Skills measure 
comparable skills. The General form presents a blend of various occupational settings for its con
text and can be used as an alternate for each of the other forms. The Health, Trade/Technical, and 
Business/Office forms are set in specific job-related contexts, with each one emphasizing skills that 
are appropriate to its particular occupational cluster. 

CONTENT OF TEST 

Each of the forms of the TABE Work-Related Foundation Skills tests contains the following tests: 
Reading, Mathematics Computation, Applied Mathematics, and Language.  Total time for taking the 
test is 2 hours. 

Reading 
• Recognize Words in Context 
• Recall Information 
• Construction Meaning 
• Evaluate/Extend Meaning 
• Interpret Graphics/Reference Sources 

Applied Mathematics 
• Numeration 
• Computation in Context 
• Number Theory 
• Measurement 
• Data Interpretation 
• Geometry 
• Pre-Algebra & Algebra 
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Mathematics Computation 
• Addition & Subtraction 
• Multiplication & Division 
• Percents 

Language 
• Usage 
• Sentence Formation 
• Paragraph Development 
• Writing Conventions 

SCORING THE TABE WORK-RELATED FOUNDATION SKILLS 

The TABE Work-Related Foundation Skills tests can be hand-scored, TestMate scored, or taken 
and scored on a PC with TABE-PC. The TABE Work-Related Foundation Skills provides norm-
referenced scores in the form of scale scores, grade equivalents, and percentile ranks 

DIAGNOSTIC PROFILE 

An interest questionnaire/interview is included in the Individual Diagnostic Profile of the TABE 
Work-Related Foundation Skills test. 

GED PREDICTION 

GED prediction scores are also available with the scores of the TABE Work-Related Foundation 
Skills tests. 
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Introducing the TABE Test
 

The Test of Adult Basic Education is a frequently used assessment instrument 
for ABE students. The present TABE (7&8) has five main subtest areas:  reading, 
mathematics computation, applied mathematics, language, and spelling.There are also 
five main levels that target specific grade ranges:  L (Literacy) 0-1.9, E (Easy) 1.6-3.9, 
M (Medium) 3.6-6.9, D (Difficult) 6.6-8.9, and A (Advanced) 8.6-12.9.  A simple and 
short Locator Test determines the appropriate level of TABE to be administered to the 
student.  ABE students are usually placed in the L, E, M, and D levels.  At each level, 
there are two forms of the test, a pre-test and a posttest. The pre-test is administered 
for diagnostic purposes, identifying weak areas which the student can remediate. The 
posttest is administered to show the progress the student has achieved after undergoing 
remediation. 

It is important that adult education teachers understand the various types of scores 
that can be obtained on a TABE test. Scale scores, the basic scores, are units of a 
scale that can be applied across all levels of the TABE. They are expressed as numbers 
with a range from 0 through 999, and they are the most accurate means of evaluating 
a student’s performance on the test. The scale scores provide the basis for deriving 
various other scores. These include grade equivalent scores, which are intended to 
indicate achievement levels related to typical educational structures in elementary and 
secondary schools. They range from .0 through 12, representing the 13 years of 
school (K through 12) and the 10 months in the traditional school year. They also 
include percentile ranks, which range from 1 to 99 and indicate the percentage of 
scale scores in a norm group that fall below a given examinee’s scale score. This 
allows the examinee to see how his/her score compares with the national norm group. 
The stanine, too, is derived from the scale scores, and it is a standard score related to 
a scale of nine units, 1 through 9, with a mean of 5.  Unit 1 is the lowest level, 9 is the 
highest level, and 5 is the average level. 

The grade equivalent score, although not having much meaning in nongraded 
programs like adult education, is the most commonly used score with ABE students. 
This is because grade equivalents are the most easily understood reference points for 
adult learners, teachers, and counselors. Therefore, grade levels are used for 
instructional purposes in the ABE classroom, and it is the teacher’s goal to help students 
raise their grade levels.  Raising grade levels shows progress and earns literacy 
completion points for the school.  In a later part of this section, examples will be given 
to show how grade levels can be easily raised with appropriate instruction. 

The TABE has two formats, a complete battery that takes approximately three 
hours to complete and a survey that requires one and a half hours.  Both formats 
provide competency information that can be used to determine the exact remediation 
needed by students. This competency information shows students’ TABE results, and 
it is of prime importance in planning effective instructional lessons for individual students. 
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Defining the TABE Objectives 

The TABE objectives contain content that is considered relevant for students’ 
educational growth. The items on the test measure whether or not the students have 
mastered the particular content.  Although similar, each level of the test (L, E, M, D, & 
A) has its own specific objectives. The following is a listing of the TABE content that 
applies to ABE students. 

LEVEL – L 

Pre-Reading Skills Reading Skills 
Matching Letters Interpret Graphic Information 
Recognizing Letters Words in Context 
Beginning Sounds Recall Information 
Ending Sounds Construction Meaning 
Middle Sounds 

LEVEL – E
 

Reading Language Mathematics 
Computation 

Spelling Applied 
Mathematics 

Interpret Graphic 
Information 

Usage Addition of 
Whole Numbers 

Vowels Numeration 

Words in Sentence Subtraction of Consonants Number Theory 
Context Formation Whole Numbers 

Recall Information Paragraph Multiplication of Structural Data 
Development Whole Numbers Unit Interpretation 

Construction Capitalization Division of Pre-Algebra & 
Meaning  Whole Numbers Algebra 

Evaluate / 
Extend Meaning 

Punctuation Measurement 

Writing Geometry 
Conventions 

Computation in 
Context 
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LEVEL – M
 

Reading Language Mathematics 
Computation 

Language Spelling 

Interpret Graphic 
Information 

Numeration Addition of 
Whole Numbers 

Usage Vowels 

Words in Number Theory Subtraction of Sentence Consonants 
Context Whole Numbers Formation 

Recall Information Paragraph Multiplication of Paragraph Structural Unit 
Development Whole Numbers Development 

Construction Pre-Algebra & Division of Capitalization 
Meaning Algebra  Whole Numbers 

Evaluate / 
Extend Meaning 

Measurement Decimals Punctuation 

Geometry Fractions Writing 
Conventions 

Computation in 
Context 

Estimation 

LEVEL – D
 

Reading Language Mathematics 
Computation 

Language Spelling 

Interpret Graphic 
Information 

Numeration Addition of 
Whole Numbers 

Usage Vowels 

Words in Number Theory Subtraction of Sentence Consonants 
Context Whole Numbers Formation 

Recall Information Data Multiplication of Paragraph Structural Unit 
Interpretation Whole Numbers Development 

Construction Pre-Algebra & Division of Capitalization 
Meaning Algebra  Whole Numbers 

Evaluate / 
Extend Meaning 

Measurement Decimals Punctuation 

Geometry Fractions Writing 
Conventions 

Computation in Integers 
Context 

Estimation Percents 
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Interpreting the Individual Diagnostic Profiles
 

Whether hand scored or computer scored, an ABE teacher can utilize the information provided on 
a student’s TABE diagnostic profile. The profile lists objectives and skills measured by the test, and it 
reveals mastery or non-mastery of the specific items.  It provides this information by listing the number 
of items in a skill area, the number of items that were correct, and a mastery summary.  Looking at this 
information, the teacher can determine those specific areas that need remediation and can plan an 
appropriate and meaningful study plan. 

Being familiar with the TABE objectives and content, the teacher can readily understand and 
interpret an individual diagnostic profile. The profile will most likely have a format similar to the 
following example. 

Pre-test Report for Jane Doe: 

Subtests Level / Form No/Correct Grade Level 

Reading 
Math Comp 
Applied Math 
Language 
Total Math 

D7 
M7 
M7 
D7 
M7 

31 
13 
22 
32 
35 

6.6 
3.9 
4.1 
5.5 
4.0 

Reading Score Mastery Level Percent 

Interp. Graphics 
Wds. in Context 
Recall Inform. 
Construct Mean 
Evaluate/Extend 
Subtest Avg. 

9/11 
3/5 
6/7 
10/17 
3/7 

+ 
P 
+ 
P 
— 

75 % 
60 % 
85 % 
58 % 
33 % 
62 % 

(These scores show that the examinee did fairly well in Interpreting Graphics and Recalling Information, 
needs some remediation in Words in Context and Constructing Meaning, and needs extensive 
remediation in Evaluating and Extending Meaning. The readability level of the instructional materials 
should be at the 6th grade level.) 
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Math Comp Score Mastery Level Percent 
Add Whole Num. 4/4 + 100 % 

Sub Whole Num. 2/4 P 50 % 

Mult. Whole Num. 3/5 P 60 % 

Div. Whole Num. 3/4 + 75 % 

Decimals 1/4 — 25 % 

Fractions 0/4 — 0 % 

Subtest Avg. 52 % 

(These scores show that the examinee has mastered the skill of adding whole numbers and 
understands fairly well the division steps.  Some remediation is needed in subtracting and multiplying 
whole numbers, and the steps in computing decimals and fractions must be completely re-taught. 
Since the student’s reading level is at the 6th grade level, the readability level of the math instructional 
materials should be at that level.) 

Applied Math Score Mastery Level Percent 
Numeration 2/6 — 33 % 

Number Theory 3/6 P 50 % 

Data Interpret 5/9 P 55 % 

Pre-Alg./Algebra 3/6 P 50 % 

Measurement 2/6 — 33 % 

Geometry 4/6 P 66 % 

Comp in Context 2/6 — 33 % 

Estimation 1/5 — 20 % 

Subtest Avg. 44 % 

(These scores show that the student needs a great deal of remediation because he/she shows no 
mastery of any math skills in this section.  Although some areas require more study than others, a 
study plan should be developed that covers re-teaching in all of the skill areas.) 

Language Score Mastery Level Percent 
Usage 12/16 + 75 % 

Sentence Form. 8/10 + 80 % 

Paragraph Dev. 7/10 P 70 % 

Capitalization 1/5 — 20 % 

Punctuation 2/6 — 33 % 

Written Conv. 2/8 — 25 % 

Subtest Avg. 58 % 

(These scores show that the student has a fairly good understanding of the skills required for Usage 
and Sentence Formation, but needs some remediation in Paragraph Development and complete re
teaching in Capitalization, Punctuation, and Writing Convention. The instructional materials should 
be at a 6th grade reading level.) 
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NOTE: When a student has partial (P) mastery of a skill area, the remediation can be a 
simple “review” of those skills. This review can also be applied to those areas that show a 
plus (+) but not complete mastery.  Raising the student’s score just two or three points can 
make a big difference in the resulting grade level score. 

Identifying Effective Instructional Materials 

In order to select appropriate instructional materials for remediation, the teacher must be able 
to identify the specific academic skills measured on the TABE test.  An individual diagnostic profile 
provides some information on a student’s performance, but there is a further “break down” or listing of 
specific skills.  For example, in the Reading subtest, the headings can further define their specific 
elements. 

•	 Interpreting Graphic Information includes: analyzing maps, signs, diagrams, charts, graphs, 
forms, and consumer information. 

•	 Words in Context includes: recognizing words with the same (synonyms) or opposite 
(antonyms) meanings. 

•	 Recalling Information includes: getting the facts, details, and stated concepts and identifying 
sequence. 

•	 Constructing Meaning includes: using analytical skills with character aspects, main ideas, 
cause and effect, comparing and contrasting, and drawing conclusions. 

•	 Evaluating and Extending Meaning includes: critical thinking with facts or opinions, predicting 
outcomes, applying passage elements, generalizations, author’s purpose, and style techniques. 

In the example of Jane Doe’s individual diagnostic profile (or pre-test report), her scores reveal the 
need for remediation in Words in Context, Constructing Meaning, and Evaluating and Extending 
Meaning. Therefore, her study plan should include instructional materials that have lessons in synonyms 
and antonyms, character aspects, main ideas, cause and effect, comparing and contrasting, drawing 
conclusions, facts or opinions, predicting outcomes, applying passage elements, generalizations, 
author’s purpose, and style techniques.  Jane Doe could complete a great deal of prescribed “general” 
reading assignments and do well in her studies.  However, if she does not complete lessons related to 
her specific weak areas as listed here, she will not be prepared to get a higher score in her reading 
posttest.When using the TABE, it is important to correlate the reading assignments with the academic 
skill content that the test considers relevant. 

The Mathematics Computation subtest has the specific skills already listed. They include mainly 
whole numbers, decimals, fractions, integers, and percents.  On the other hand, the Applied 
Mathematics subtest needs a “break down” in order to be more specific in preparing a study plan. 
This test requires problem solving and critical-thinking, and it contains the following specific skills. 
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Applied Mathematics 

•	 Numeration:  recognize numbers, place value, fractional part, and scientific notation. 

•	 Number Theory: sequence, ratio/proportion, and percents. 

•	 Data Interpretation:  graphs, tables, charts, and diagrams. 

•	 Pre-Algebra and Algebra:  function/patterns, missing elements, number sentences, equations, 
and inequalities. 

•	 Measurement:  money, time, temperature, area, volume, and capacity. 

•	 Geometry:  geometric elements, plane figures, angles, and similarities. 

•	 Computation in Context:  percents and algebraic operations. 

•	 Estimation:  Reasonableness of answer, rounding, and estimation. 

Once again, it is important to correlate the math assignments with the math skills that are relevant 
on the TABE math subtest. 

The Language subtest has a significant “break down” of skills, and this listing is included in the 
Language Resource Guide, under the heading “Teaching Language Skills.” 

In today’s market, there are a variety of instructional materials that provide lessons correlating 
with the TABE content.  As teachers become familiar with the various materials, they will inevitably 
choose their favorites. There are several publishing companies that have developed instructional 
materials that specifically correlate to the TABE. They include the following: 

•	 Contemporary – Number Power math workbooks, Reading Basics, and Word Power vocabulary 
workbooks, each having four levels to correspond with E, M, D, and A on the TABE. They also 
have skills assessment modules that provide test taking practice, using the TABE format. 

•	 CTB/McGraw-Hill – Building Skills with TABE are booklets that provide testing practice in reading, 
math, language, and spelling – and at the four TABE levels. 

•	 Steck-Vaughn – TABE Fundamentals are workbooks that provide lessons in reading, math, 
language, and spelling – also at the four TABE levels. 

The lessons in workbooks from other publishing companies can also be included in a prescribed 
study plan, but those lessons should contain the TABE’s skill content. 

Matching Instructional Lessons that Relate to the TABE Objectives 

A study plan should be developed for each ABE student.  Some ABE classroom teachers refer 
to this plan as a “prescription” because lessons in the plan are prescribed for the individual student. 
Some classrooms contain “generic prescriptions” that include all of the TABE objectives, and the 
teacher “checks off” the skill areas and lessons the student must complete.  Regardless of the type of 
study plan, there are several steps to follow when developing one. 
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1.	 Using a student’s individual diagnostic profile (or pre-test results), determine the mastery of specific 
skills. 

2.	 Identify those skills the student has not mastered. 
3.	 Assign lessons that will provide instruction and practice for the skills needing improvement. 
4.	 After the student completes an assignment(s) in one skill area, give the student a short test in that 

skill area. 
5.	 If the student scores well in the short test, have the student continue with the next assignment in 

the study plan.  If the student does not do well in the short test, assign other lessons in that skill 
area. 

6.	 When the student has completed the entire study plan, administer a TABE posttest – using the 
same level as the student’s pre-test, but a different form.  (For example, if the student pre-tested 
with M7, then the posttest should be M8.) 

7.	 Use the student’s posttest results as a second individualized diagnostic profile. These results can 
be used for further upgrading by preparing another study plan that provides higher level lessons 
and practice. 

A reading study plan for Jane Doe could be similar to the following prescription.  Note how the 
reading assignments correlate to the skill areas listed on the TABE test. 

Study Plan: 

SKILL MATERIAL PAGES SHORT TEST 
SCORE 

DATE 

Words in Context 
Synonyms/Antonyms Word Power, Intermediate 2 58 – 82 

Construct Meaning 
Character Reading Basics, Intermediate 1 12 - 16 

Main Idea Educational Design, Critical 
Reading for Proficiency 1 22 - 28 

Drawing Conclusions Reading Basics, Intermediate 1 34 - 37 

Evaluate/Extend 
Meaning 

Fact/Opinion Educational Design, Critical 
Reading for Proficiency 1 6 – 12 

Predicting Outcomes Reading Basics, Intermediate 1 38 – 42 

Author’s Purpose Educational Design, 
Critical Reading for Proficiency 1 35 - 39 

Test Practice 

Skills Assess Module, Reading 
(D), Form G 

Building Skills with TABE, 
Reading (D) 

TABE Post-test TABE, Level D, Form 8 
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The above study plan utilizes printed materials for instruction, but computer assisted instruction, 
videos, and audio cassettes can also be included. This type of study plan emphasizes individualized 
instruction, but the classroom teacher can also teach these skills in group settings. 

Using Effective Teaching Strategies 

When applying TABE results in the classroom, there are several teaching strategies that can be 
utilized. The ABE teacher will most likely choose a variety of strategies in order to meet the needs of 
all the students. The following are some strategies that are effective as well as being able to connect 
to the TABE content. 

Individualized instruction allows each student to work alone, asking for assistance as needed.  In 
this case, each student should have a study plan or prescription prepared solely to meet his or her 
needs. This should be determined by the student’s individual diagnostic profile as revealed by the 
TABE results.  Some students, especially the visual and tactile learners, prefer this method of instruction. 
They are able to create their own pace of learning and not be influenced by the pace of a group. 

One-on-One Instruction involves the presence of another person, besides the student. This person 
could be the teacher, another student, or a volunteer, and he or she would teach lessons on a one-to
one basis.  Assisting a student to learn in this way is like having a private tutor by one’s side, and most 
ABE students receive this type of instruction at various times in the classroom. This strategy is the 
preferred one for students whose academic skills are at very low levels. While the teacher can use 
this strategy sometime, he or she obviously cannot spend an entire session with just one student 
everyday. Volunteers are great at stepping in to perform this service. With this strategy, the curriculum 
for one-on-one instruction should match the relevant content measured on the TABE. 

Group Instruction allows the teacher to teach specific skills to a larger number of students than the 
one-on-one allows.  Group activities can also enhance the learning for students who opt for the 
individualized instruction strategy.  Group instruction enables the teacher to use his or her knowledge, 
experience, and expertise to provide special tips that will facilitate learning.  Printed material can 
never match the enthusiasm brought to a lesson by a highly motivated and animated teacher. This 
strategy also gives the students the opportunity to be involved in the learning activities. Sometimes, 
the participating students can aid in the learning process by providing their own special tips to help 
other students. Auditory learners, especially, appreciate group instruction.  Once again, this strategy 
should make use of the type of lessons students will encounter on the TABE. 

Cooperative Learning is a strategy similar to group instruction. There is a description of cooperative 
learning in the ABE Florida – 2005 Resource Guide, listed in “Strategies for Cooperative Learning.” 

Multi-Level Activities give the teacher the opportunity to combine different academic subject-areas 
into one lesson.  For example, interpreting graphics is a skill required in both, the reading and math 
subtests of the TABE. Therefore, a group activity designed to teach the interpretation of graphics can 
cover both of these academic areas at the same time.  For students planning to eventually take the 
GED Exam, the teacher can combine some of the skills required for that test. “Character aspects” 
and “style techniques” are covered in both, reading and literature – “author’s purpose” is covered in 
reading and writing —  “fact or opinion” is covered in reading and social studies – “drawing conclusions” 
is covered in reading, math, science, and social studies. There are many multi-level lessons and 
activities that the teacher can develop and use in the classroom. 
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As stated, the ABE teacher is encouraged to utilize a variety of teaching strategies in the classroom. 
The best way to accomplish this is to plan daily schedules that can be posted.  In this way, students 
could plan their schedules around the days’ activities.The daily plan should include several strategies 
with special topics listed for each day. 

Raising the TABE Grade Levels 

As mentioned previously, grade equivalency scores are not the most meaningful for assessing 
adult students’ progress.  However, since we use the grade equivalency scores throughout the state 
of Florida, every ABE teacher should understand how the grade levels increase in steps. 

The reading conversion table can be used as an example. There are 50 items on the reading 
subtest.  A student getting 15 items correct would have a grade level of 2.9.  If that student gained just 
five more points on the posttest, the grade level would change to 5.0.  If 11 more points were gained 
(from 15), the grade level would change to 7.0.  Actually, this would not mean the student gained four 
grade levels.  Instead, it would show the student learned or acquired more of the academic skills 
measured by the TABE. Therefore, it is very important for the student to have remediation that utilizes 
the TABE content.  Doing this gives the student the best opportunity to raise his or her grade level 
score. 
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FCAT - ABE Correlation of Standards 

MATHEMATICS STANDARDS FCAT: Grade 3, ABE: 0.0-1.9 

FCAT ABE 

MA.A.1.2.1 
Names whole numbers combining 3-digit 
numeration (hundreds, tens, and ones) and the use 
of number periods, such as, ones, thousands, and 
millions and associates verbal names, written word 
names, and standard numerals with whole 
numbers, commonly used fractions, decimals, and 
percents. 

No Correlation 

MA.A.1.2.2 
Understands the relative size of whole numbers, 
commonly used fractions, decimals, and percents. 

Standard 1 
Demonstrate pre-computational skills 
01.01 Identify and write number symbols 0 – 100. 
01.02 Read words for numerals 1 – 20. 
01.03 Count and associate numbers with 

quantities, including, recognizing correct 
number sequencing. 

01.04 Understand basic concepts, e.g., more, 
less, same as, above, below, between, in, 
out, over, and under. 

Standard 2 
Show awareness of the ways numbers are 
represented and used in the real world 
02.01 Use the first ten ordinal numbers. 
02.02 Understand and apply the concepts of 

counting by 2s, 5s, and 10s. 

MA.A.1.2.3 
Understands concrete and symbolic 
representations of whole numbers, fractions, 
decimals, and percents in real-world situations. 

No Correlation 

MA.A.1.2.4 
Understands that numbers can be represented in a 
variety of equivalent forms using whole numbers, 
decimals, fractions, and percents. 

No Correlation 

MA.A.2.2.1 
Uses place-value concepts of grouping based 
upon powers of ten (thousandths, hundredths, 
tenths, ones, tens, hundreds, and thousands) 
within the decimal number system. 

No Correlation 
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FCAT ABE 

MA.A.3.2.1 
Understands and explains the effects of addition, 
subtraction, and multiplication on whole numbers, 
decimals, and fractions, including mixed numbers, 
and the effects of division on whole numbers, 
including the inverse relationship of multiplication 
and division. 

Standard 3 
Demonstrate reasonable proficiency in 
computing addition and subtraction problems 
03.01 Understand and explain the effect of 

addition on whole numbers. 
03.02 Solve without regrouping 1-and 2- digit 

addition problems in both vertical and 
horizontal notation. 

03.03 Understand and explain the effect of 
subtraction on whole numbers. 

03.04 Solve without regrouping 1-and 2-digit 
subtraction problems in both vertical and 
horizontal notation. 

03.05 Select the appropriate operation to solve 
specific problems involving addition and 
subtraction of whole numbers. 

03:06 Add 1-digit whole numbers to solve real-
world problems using appropriate methods 
of computing, e.g., manipulatives, mental 
mathematics, and paper and pencil. 

03.07 Add a column of three 1-digit numbers. 
03.08 Recall addition facts using a number line, 

table, or memory. 
03.09 Recall subtraction facts using a number 

line, table, or memory. 

MA.A.3.2.2 Standard 3 
Selects the appropriate operation to solve specific Demonstrate reasonable proficiency in computing 
problems involving addition, subtraction, and addition and subtraction problems 
multiplication of whole numbers, decimals, and 03.05 Select the appropriate operation to solve 
fractions, and division of whole numbers. specific problems involving addition and 

subtraction of whole numbers. 

MA.A.3.2.3 Standard 3 
Adds, subtracts, and multiplies whole numbers, Demonstrate reasonable proficiency in computing 
decimals, and fractions, including mixed numbers, addition and subtraction problems 
and divides whole numbers to solve real-world 03.06 Add 1-digit whole numbers to solve 
problems, using appropriate methods of real-world problems using appropriate 
computing; such as, mental mathematics, paper methods of computing, e.g., manipulatives, 
and pencil, and calculator. mental mathematics, and paper and pencil. 

MA.A.4.2.1 
Uses and justifies different estimation strategies in 
a real-world problem situation and determines the 
reasonableness of results of calculations in a given 
problem situation. 

No Correlation 

MA.A.5.2.1 
Understands and applies basic number theory 
concepts, including primes, composites, factors, 
and multiples. 

No Correlation 
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MA.B.1.2.2 
Solves real-world problems involving length, 
weight, perimeter, area, capacity, volume, time, 
temperature, and angles. 

No Correlation 

MA.B.2.2.1 
Uses direct (measured) and indirect (not measured) 
measures to calculate and compare measurable 
characteristics. 

No Correlation 

MA.B.2.2.2 
Selects and uses appropriate standard and 
non-standard units of measurement, according 
to type and size. 

Standard 4 
Measure quantities in the real world and use 
the measures to solve problems 
04.01 Use customary* units such as inches, 

pounds, degrees, and cups, to measure 
real quantities, e.g., measure to the nearest 
inch on a 12-inch ruler. 

04.02 Use and describe basic measurement 
concepts, e.g., length, weight, digital and 
analog time, temperature, and capacity. 

04.03 Select and use an appropriate unit of 
measure. 

04.04 State the date by month, day, and year 
using a calendar. 

04.05 Tell time to the hour and half-hour. 

*Customary refers to the system of measurement used in the 
United States 

MA.B.3.2.1 
Solves real-world problems involving estimates of 
measurements, including length, time, weight, 
temperature, money, perimeter, area, and volume. 

No Correlation 

MA.B.4.2.1 
Determines which units of measurement, such as 
seconds, square inches, and dollars per tankful, to 
use with answers to real-world problems. 

Standard 4 
Measure quantities in the real world and use 
the measures to solve problems 
04.01 Use customary* units such as, inches, 

pounds, degrees, and cups, to measure 
real quantities, e.g., measure to the nearest 
inch on a 12-inch ruler. 

04.02 Use and describe basic measurement 
concepts, e.g., length, weight, digital and 
analog time, temperature, and capacity. 

04.03 Select and use an appropriate unit of 
measure. 

04.04 State the date by month, day, and year 
using a calendar. 

04.05 Tell time to the hour and half-hour. 

*Customary refers to the system of measurement used in the 
United States 
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FCAT ABE 

MA.B.4.2.2 
Selects and uses appropriate instruments and 
technology, including scales, rulers, thermometers, 
measuring cups, protractors, and gauges, to 
measure in real-world situations. 

No Correlation 

MA.C.1.2.1 
Given a verbal description, draws and/or models 
two-and three-dimensional shapes, and uses 
appropriate geometric vocabulary to write a 
description of a figure or a picture composed of 
geometric figures. 

No Correlation 

MA.C.2.2.1 
Understands the concepts of spatial relationships, 
symmetry, reflections, congruency, and similarity. 

No Correlation 

MA.C.2.2.2 
Predicts, illustrates, and verifies which figures 
could result from a flip, slide, or turn of a given 
figure. 

No Correlation 

MA.C.3.2.1 
Represents and applies a variety of strategies and 
geometric properties and formulas for two-and 
three-dimensional shapes to solve real-world and 
mathematical problems. 

No Correlation 

MA.C.3.2.2 
Identifies and plots positive ordered pairs (whole 
numbers) in a rectangular coordinate system 
(grpah). 

No Correlation 

MA.D.1.2.1 
Describes a wide variety of patterns and relation
ships through models; such as, manipulatives, 
tables, graphs, and rules using algebraic symbols. 

No Correlation 

MA.D.2.2.1 
Represents a given simple problem situation using 
diagrams, models, and symbolic expressions 
translated from verbal phrases, or verbal phrases 
translated from symbolic expressions, etc. 

No Correlation 

MA.D.2.2.2 
Uses informal methods, such as physical models 
and graphs, to solve real-world problems involving 
equations and inequalities. 

No Correlation 

MA.E.1.2.1 
Solves problems by generating, collecting, 
organizing, displaying, and analyzing data using 
histograms, bar graphs, circle graphs, line graphs, 
pictographs, and charts. 

No Correlation 
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MA.E.1.2.2 
Determines range, mean, median, and mode from 
sets of data. 

No Correlation 

MA.E.1.2.3 
Analyzes real-world data to recognize patterns and 
relationships of the measures of central tendency 
using tables, charts, histograms, bar graphs, line 
graphs, pictographs, and circle graphs generated 
by appropriate technology, including calculators 
and computers. 

No Correlation 

MA.E.2.2.1 
Uses models, such as tree diagrams, to display 
possible outcomes and to predict events. 

No Correlation 

MA.E.2.2.2 
Predicts the likelihood of simple events occurring. 

No Correlation 
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FCAT - ABE Correlation of Standards 

MATHEMATICS STANDARDS FCAT: Grade 3, ABE: 2.0-3.9 

FCAT ABE 

MA.A.1.2.1 
Names whole numbers combining 3-digit 
numeration (hundreds, tens, and ones) and the use 
of number periods, such as ones, thousands, and 
millions, and associates verbal names, written 
word names, and standard numerals with whole 
numbers, commonly used fractions, decimals, and 
percents. 

Standard 7 
Show awareness of ways numbers are 
represented and used in the real world 
07.03 Use objects to represent whole numbers, 

commonly used fractions, or mixed 
numbers and relate these numbers to 
real-world situations, e.g., 1/4 pizza, 
1/2 sandwich, and 1 and 1/2 pies. 

MA.A.1.2.2 
Understands the relative size of whole numbers, 
commonly used fractions, decimals, and percents. 

Standard 7 
Show awareness of ways numbers are 
represented and used in the real world 
07.01 Associate whole numbers less than 100 to 

their respective spoken names, written 
names, and numerals. 

07.02 Understand the relative size of whole 
numbers between 0 and 100. 

07.03 Use objects to represent whole numbers, 
commonly used fractions, or mixed 
numbers and relate these numbers to 
real-world situations, e.g., 1/4 pizza, 
1/2 sandwich, and 1 and 1/2 pies. 

MA.A.1.2.3 
Understands concrete and symbolic representation 
of whole numbers, fractions, decimals, and 
percents in real-world situations. 

Standard 7 
Show awareness of ways numbers are 
represented and used in the real world 
07.03 Use objects to represent whole numbers, 

commonly used fractions, or mixed 
numbers and relate these numbers to 
real-world situations, e.g., 1/4 pizza, 
1/2 sandwich, and 1 and 1/2 pies. 

MA.A.1.2.4 
Understands that numbers can be represented in a 
variety of equivalent forms using whole numbers, 
decimals, fractions, and percents. 

Standard 7 
Show awareness of ways numbers are 
represented and used in the real world 
07.03 Use objects to represent whole numbers, 

commonly used fractions, or mixed 
numbers and relate these numbers to 
real-world situations, e.g., 1/4 pizza, 
1/2 sandwich, and 1 and 1/2 pies. 

MA.A.2.2.1 
Uses place-value concepts of grouping based 
upon powers of ten (thousandths, hundredths, 
tenths, ones, tens, hundreds, and thousands) 
within the decimal number system. 

Standard 8 
Understand number systems 
08.02 Understand place value for hundreds, tens, 

ones, tenths, and hundredths. 
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FCAT ABE 

MA.A.3.2.1 
Understands and explains the effects of addition, 
subtraction, and multiplication on whole numbers, 
decimals, and fractions, including mixed numbers, 
and the effects of division on whole numbers, 
including the inverse relationship of multiplication 
and division. 

Standard 9 
Compute addition and subtraction problems 
09.01 Understand and explain the inverse 

(opposite) relationship between addition 
and subtraction. 

09.02 Add whole numbers to solve real-world 
problems using appropriate methods of 
computing; such as, manipulatives, mental 
mathematics, and paper and pencil. 

09.03 Subtract whole numbers to solve real-
world problems using appropriate methods 
of computing; such as, manipulatives, 
mental mathematics, and paper and 
pencil. 

MA.A.3.2.2 
Selects the appropriate operation to solve specific 
problems involving addition, subtraction, and 
multiplication of whole numbers, decimals, and 
fractions, and division of whole numbers. 

Standard 11 
Apply math skills in word problem applications 
11.01 Recognize clue words for choosing 

operations to be used to solve real-world 
problems, e.g., add, plus, total, sum, 
subtract, difference, left, remaining, 
multiply, times, several, divide, each, 
and per. 

11.02 Explain the reasoning steps in solving 
real-world problems by: 
• determining the question 
• identifying the information given 
• deciding on the operation 
• working and checking 
• making certain the answer is logical 

11.03 Recognize that all math has only four 
operations: addition, subtraction, 
multiplication, and division. 

11.04 Select the appropriate operation to solve 
specific problems involving addition, 
subtraction, multiplication, and division. 

MA.A.3.2.3 
Adds, subtracts, and multiplies whole numbers, 
decimals, and fractions, including mixed numbers, 
and divides whole numbers to solve real-world 
problems, using appropriate methods of 
computing; such as, mental mathematics, paper 
and pencil, and calculator. 

Standard 9 
Compute addition and subtraction problems 
09.02 Add whole numbers to solve real-world 

problems using appropriate methods of 
computing; such as, manipulatives, mental 
mathematics, and paper and pencil. 

09.03 Subtract whole numbers to solve real-
world problems using appropriate methods 
of computing; such as, manipulatives, 
mental mathematics, and paper and 
pencil. 
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MA.A.4.2.1 Standard 12 
Uses and justifies different estimation strategies in Demonstrate estimation skills 
a real-world problem situation and determines the 12.02 Use rounding techniques to estimate the 
reasonableness of results of calculations in a given solution to a real-world addition or 
problem situation. subtraction problem; then determine the 

actual result through computation. 

MA.A.5.2.1 
Understands and applies basic number theory 
concepts, including primes, composites, factors, 
and multiples. 

Standard 8 
Understand number systems 
08.03 Classify a number as even or odd. 

Standard 10 
Compute multiplication and division problems 
10.01 Understand and explain the effect of 

multiplication on whole numbers. 
10.05: Understand and explain the effect of 

division on whole numbers. 

MA.B.1.2.2 Standard 15 
Solves real-world problems involving length, Describe and identify three-dimensional shapes 
weight, perimeter, area, capacity, volume, time, 15.01 Identify and describe the characteristics of 
temperature, and angles. basic 3-dimensional shapes. 

MA.B.2.2.1 
Uses direct (measured) and  indirect (not 
measured) measures to calculate and compare 
measurable characteristics. 

Standard 13 
Use units of measurement 
13.02 Identify common units of customary* 

measurements for length, capacity, weight, 
and temperature. 

*Customary refers to the system of measurement used in the 
United States 

MA.B.2.2.2 
Selects and uses appropriate standard and 
non-standard units of measurement, according to 
type and size. 

No Correlation 

MA.B.3.2.1 Standard 12 
Solves real-world problems involving estimates of Demonstrate estimation skills 
measurements, including length, time, weight, 12.02 Use rounding techniques to estimate the 
temperature, money, perimeter, area, and volume. solution to a real-world addition or 

subtraction problem; then determine the 
actual result through computation. 

MA.B.4.2.1 
Determines which units of measurement, such as 
seconds, square inches, and dollars per tankful, 
to use with answers to real-world problems. 

No Correlation 

MA.B.4.2.2 Standard 13 
Selects and uses appropriate instruments and Use units of measurement 
technology, including scales, rulers, thermometers, 13.03 Identify, select, and use appropriate tools 
measuring cups, protractors, and gauges, to from the customary* system for measuring 
measure in real-world situations. length, capacity, weight and temperature. 

*Customary refers to the system of measurement used in the 
United States 
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FCAT ABE 

MA.C.1.2.1 Standard 15 
Given a verbal description, draws and/or models Describe and identify three-dimensional shapes 
two-and three-dimensional shapes and uses 15.01 Identify and describe the characteristics of 
appropriate geometric vocabulary to write a basic 3-dimensional shapes. 
description of a figure or a picture composed of 
geometric figures. 

MA.C.2.2.1 Standard 15 
Understands the concepts of spatial relationships, Describe and identify three-dimensional shapes 
symmetry, reflections, congruency, and similarity. 15.01 Identify and describe the characteristics of 

basic 3-dimensional shapes. 

MA.C.2.2.2 
Predicts, illustrates, and verifies which figures 
could result from a flip, slide, or turn of a given 
figure. 

No Correlation 

MA.C.3.2.1 Standard 15 
Represents and applies a variety of strategies and Describe and identify three-dimensional shapes 
geometric properties and formulas for two-and 15.01: Identify and describe the characteristics 
three-dimensional shapes to solve real-world and of basic 3-dimensional shapes. 
mathematical problems. 

MA.C.3.2.2 
Identifies and plots positive ordered pairs (whole 
numbers) in a rectangular coordinate system 
(graph). 

No Correlation 

MA.D.1.2.1 
Describes a wide variety of patterns and 
relationships through models; such as, 
manipulatives, tables, graphs, and rules using 
algebraic symbols. 

No Correlation 

MA.D.2.2.1 
Represents a given simple problem situation using 
diagrams, models, and symbolic expressions 
translated from verbal phrases, or verbal phrases 
translated from symbolic expressions, etc. 

No Correlation 

MA.D.2.2.2 
Uses informal methods, such as physical models 
and graphs, to solve real-world problems involving 
equations and inequalities. 

No Correlation 

MA.E.1.2.1 
Solves problems by generating, collecting, 
organizing, displaying, and analyzing data using 
histograms, bar graphs, circle graphs, line graphs, 
pictographs, and charts. 

No Correlation 

MA.E.1.2.2 
Determines range, mean, median, and mode from 
sets of data. 

No Correlation 
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MA.E.1.2.3 
Analyzes real-world data to recognize patterns and 
relationships of the measures of central tendency 
using tables, charts, histograms, bar graphs, line 
graphs, pictographs, and circle graphs generated 
by appropriate technology, including calculators 
and computers. 

No Correlation 

MA.E.2.2.1 
Uses models, such as tree diagrams, to display 
possible outcomes and to predict events. 

No Correlation 

MA.E.2.2.2 
Predicts the likelihood of simple events occurring. 

No Correlation 
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FCAT - ABE Correlation of Standards 

MATHEMATICS STANDARDS FCAT: Grade 5, ABE: 4.0-5.9 

FCAT ABE 

MA.A.1.2.1 
Names whole numbers combining 3-digit 
numeration (hundreds, tens, and ones) and the use 
of number periods, such as, ones, thousands, and 
millions, and associates verbal names, written 
word names, and standard numerals with whole 
numbers, commonly used fractions, decimals, and 
percents. 

Standard 21 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
21.01 Associate commonly used fractions 

( 1/2 , 1/4, 1/3, 3/4, and 2/3) to their 
respective spoken names, written names, 
and numerals. 

21.02 Understand the relative size of commonly 
used fractions. 

21.03 Understand that commonly used fractions 
can be represented in other equivalent 
forms, such as, decimals and percents 
(1/2 = 50% = .5). 

21.04 Write numbers as fractions. 
21.05 Understand the concepts of numerators 

and denominators. 
21.06 Identify proper and improper fractions and 

mixed numbers. 
21.07 Convert from mixed numbers to improper 

fractions. 
21.08 Convert from improper fractions to mixed 

numbers. 
21.09 Reduce common fractions to their lowest 

common denominator. 
21.10 Convert fractions to equivalent fractions. 
21.11 Add fractions with common denominators. 
21.12 Subtract fractions with common 

denominators. 
21.13 Multiply proper fractions. 
21.14 Multiply proper fractions by whole 

numbers. 

MA.A.1.2.2 
Understands the relative size of whole numbers, 
commonly used fractions, decimals, and percents. 

Standard 17 
Show awareness of the ways whole numbers 
are represented and used in the real world 
17.01 Identify whole numbers containing up to 

7-digit numeration (millions, thousands, 
hundreds, tens, and ones). 

17.02 Associate whole numbers to their 
respective spoken names, written names, 
and numerals. 
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MA.A.1.2.3 
Understands concrete and symbolic 
representations of whole numbers, fractions, 
decimals, and percents in real-world situations. 

Standard 21 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
21.01	 Associate commonly used fractions 

( 1/2 , 1/4, 1/3, 3/4, and 2/3) to their 
respective spoken names, written names, 
and numerals. 

21.02	 Understand the relative size of commonly 
used fractions. 

21.03	 Understand that commonly used fractions 
can be represented in other equivalent 
forms such as decimals and percents 
(1/2 = 50% = .5). 

21.04	 Write numbers as fractions. 
21.05	 Understand the concepts of numerators 

and denominators. 
21.06	 Identify proper and improper fractions and 

mixed numbers. 
21.07	 Convert from mixed numbers to improper 

fractions. 
21.08	 Convert from improper fractions to mixed 

numbers. 
21.09	 Reduce common fractions to their lowest 

common denominators. 
21.10	 Convert fractions to equivalent fractions. 
21.11	 Add fractions with common denominators. 
21.12	 Subtract fractions with common 

denominators. 
21.13	 Multiply proper fractions. 
21.14	 Multiply proper fractions by whole 

numbers. 

Standard 22 
Demonstrate proficiency with number sense, 
concepts, and operations involving decimals 
22.01	 Associate decimals – including tenths, 

hundredths, and thousandths - to their 
respective spoken names, written names, 
and numerals. 

22.02	 Understand the relative size of decimals. 
22.03	 Understand that decimals can be 

represented in other equivalent forms, 
e.g., fractions. 

22.04	 Convert common fractions to decimals. 
22.05	 Convert decimals to common fractions. 
22.06	 Add and subtract decimals. 
22.07	 Select the appropriate operation to solve 

specific problems involving decimals. 
22.08	 Understand the relationship between 

money and decimals. 
22.09	 Solve real-world problems involving 

decimals. 



FCAT ABE 

MA.A.1.2.4 
Understands that numbers can be represented in a 
variety of equivalent forms using whole numbers, 
decimals, fractions, and percents. 

Standard 17 
Show awareness of the ways whole numbers are 
represented and used in the real world 
17.01 Identify whole numbers containing up to 

7-digit numeration (millions, thousands, 
hundreds, tens, and ones). 

17.02 Associate whole numbers to their respective 
spoken names, written names, and numerals. 

Standard 21 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
21.01 Associate commonly used fractions 

( 1/2 , 1/4, 1/3, 3/4, and 2/3) to their 
respective spoken names, written names, 
and numerals. 

21.02 Understand the relative size of commonly 
used fractions. 

21.03 Understand that commonly used fractions can 
be represented in other equivalent forms, such 
as, decimals and percents (1/2 = 50% = .5). 

21.04 Write numbers as fractions. 
21.05 Understand the concepts of numerators and 

denominators. 
21.06 Identify proper and improper fractions and 

mixed numbers. 
21.07 Convert from mixed numbers to improper 

fractions. 
21.08 Convert from improper fractions to mixed 

numbers. 
21.09 Reduce common fractions to their lowest 

common denominators. 
21.10 Convert fractions to equivalent fractions. 
21.11 Add fractions with common denominators. 
21.12 Subtract fractions with common 

denominators. 
21.13 Multiply proper fractions. 
21.14 Multiply proper fractions by whole numbers. 

Standard 22 
Demonstrate proficiency with number sense, 
concepts, and operations involving decimals 
22.01 Associate decimals – including tenths, 

hundredths, and thousandths - to their 
respective spoken names, written names and 
numerals. 

22.02 Understand the relative size of decimals. 
22.03 Understand that decimals can be represented 

in other equivalent forms, e.g., fractions. 
22.04 Convert common fractions to decimals. 
22.05 Convert decimals to common fractions. 
22.06 Add and subtract decimals. 
22.07 Select the appropriate operation to solve 

specific problems involving decimals. 
22.08 Understand the relationship between money 

and decimals. 
22.09 Solve real-world problems involving decimals. 
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FCAT ABE 

MA.A.2.2.1 Standard 22 
Uses place-value concepts of grouping based Demonstrate proficiency with number sense, 
upon powers of ten (thousandths, hundredths, concepts, and operations involving decimals 
tenths, ones, tens, hundreds, and thousands) 22.01 Associate decimals – including tenths, 
within the decimal number system. hundredths, and thousandths to their 

respective spoken names, written names, 
and numerals. 

MA.A.3.2.1 
Understands and explains the effects of addition, 
subtraction, and multiplication on whole numbers, 
decimals, and fractions, including mixed numbers, 
and the effects of division on whole numbers, 
including the inverse relationship of multiplication 
and division. 

MA.A.3.2.2 
Selects the appropriate operation to solve specific 
problems involving addition, subtraction, and 
multiplication of whole numbers, decimals, and 
fractions, and division of whole numbers. 

No Correlation 

MA.A.3.2.3 
Adds, subtracts, and multiplies whole numbers, 
decimals, and fractions, including mixed numbers, 
and divides whole numbers to solve real-world 
problems, using appropriate methods of 
computing; such as, mental mathematics, paper 
and pencil, and calculator. 

Standard 18 
Demonstrate proficiency in adding and 
subtracting whole numbers 
18.01 Add with and without regrouping a 1-, 2-, 

or 3-digit number to a 3-digit number given 
in vertical notation. 

18.02 Add with and without regrouping three or 
four 3-digit numbers given in vertical 
notation. 

18.03 Add with and without regrouping three or 
four 4-digit numbers given in vertical 
notation. 

18.04 Subtract with and without regrouping two 
3-digit numbers given in vertical notation. 

18.05 Subtract with and without regrouping two 
5-digit numbers given in both vertical and 
horizontal notation. 

18.06 Borrow where the minuend is a digit 
followed by three zeros and regrouping is 
necessary, e.g., 6000 – 495. 

Standard 19 
Multiply whole numbers 
19.01 Multiply a 2-digit number by a 2-digit 

number. 
19.02 Multiply a 3-digit number by a 1-, 2-, 

or 3-digit number. 
19.03 Multiply a 4-digit number by a 1-, 2-, 

or 3-digit number. 
19.04 Demonstrate proof method for 

multiplication, e.g., 64 x 27 = 27 x 64. 
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MA.A.3.2.3 
Adds, subtracts, and multiplies whole numbers, 
decimals, and fractions, including mixed numbers, 
and divides whole numbers to solve real-world 
problems, using appropriate methods of 
computing; such as, mental mathematics, paper 
and pencil, and calculator. 

Standard 20 
Divide whole numbers 
20.01 Divide 3- or 4- digit numbers by a 1-digit 

number where the quotient is with or 
without a remainder. 

20.02 Divide 3- or 4-digit numbers by a 2-digit 
number where the quotient is with and 
without a remainder. 

20.03 Divide by a 3-digit number where the 
quotient is with or without a remainder. 

20.04 Prove long-division problems. 

Standard 21 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
21.01 Associate commonly used fractions 

( 1/2 , 1/4, 1/3, 3/4, and 2/3) to their 
respective spoken names, written names, 
and numerals. 

21.02 Understand the relative size of commonly 
used fractions. 

21.03 Understand that commonly used fractions 
can be represented in other equivalent 
forms, such as, decimals and percents 
(1/2 = 50% = .5). 

21.04 Write numbers as fractions. 
21.05 Understand the concepts of numerators 

and denominators. 
21.06 Identify proper and improper fractions and 

mixed numbers. 
21.07 Convert from mixed numbers to improper 

fractions. 
21.08 Convert from improper fractions to mixed 

numbers. 
21.09 Reduce common fractions to their lowest 

common denominators. 
21.10 Convert fractions to equivalent fractions. 
21.11 Add fractions with common denominators. 
21.12 Subtract fractions with common 

denominators. 
21.13 Multiply proper fractions. 
21.14 Multiply proper fractions by whole 

numbers. 

Standard 22 
Demonstrate proficiency with number sense, 
concepts, and operations involving decimals 
22.01 Associate decimals – including tenths, 

hundredths, and thousandths - to their 
respective spoken names, written names, 
and numerals. 

22.02 Understand the relative size of decimals. 
22.03 Understand that decimals can be 

represented in other equivalent forms, 
e.g., fractions. 
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MA.A.3.2.3 22.04 Convert common fractions to decimals. 
Adds, subtracts, and multiplies whole numbers, 22.05 Convert decimals to common fractions. 
decimals, and fractions, including mixed numbers, 22.06 Add and subtract decimals. 
and divides whole numbers to solve real-world 22.07 Select the appropriate operation to solve 
problems, using appropriate methods of specific problems involving decimals. 
computing; such as, mental mathematics, paper 22.08 Understand the relationship between 
and pencil, and calculator. money and decimals. 

22.09 Solve real-world problems involving 
decimals. 

MA.A.4.2.1 
Uses and justifies different estimation strategies in 
a real-world problem situation and determines the 
reasonableness of results of calculations in a given 
problem situation. 

Standard 23 
Use estimation to problem solve and compute 
23.01 Use and justify different estimation 

strategies in a real-world problem situation, 
and determine the reasonableness of 
results of calculations in a given problem 
situation. 

23.02 Solve real-world problems with the help of 
estimating measurements including length, 
time, weight, temperature, money, 
perimeter, area, and volume, and compare 
the results to actual measurements. 

23.03 Round a whole number less than one 
million to any designated place. 

23.04 Round fractions and mixed numbers to the 
nearest whole numbers. 

23.05 Use rounding techniques to estimate the 
solution to a real-world addition or 
subtraction measurement problem; then 
determine the actual result. 

MA.A.5.2.1 
Understands and applies basic number theory 
concepts, including primes, composites, factors, 
and multiples. 

No Correlation 

MA.B.1.2.1 
Uses concrete and graphic models to develop 
procedures for solving problems related to 
measurement including length, weight, time, 
temperature, perimeter, area, volume, and angle. 

Standard 24 
Demonstrate proficiency in measuring 
quantities and solving problems related to 
measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 
12-inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using Fahrenheit 
or Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 
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MA.B.1.2.1 
Uses concrete and graphic models to develop 
procedures for solving problems related to 
measurement including length, weight, time, 
temperature, perimeter, area, volume, and angle. 

24.07 Recognize, use, measure, and interpret 
linear dimensions and geometric shapes. 

24.08 Use and interpret measurement instruments, 
such as, rulers, scales, gauges, and dials. 

24.09 Interpret diagrams, illustrations, and scale 
drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, e.g., 

cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 

MA.B.1.2.2 
Solves real-world problems involving length, 
weight, perimeter, area, capacity, volume, time, 
temperature, and angles. 

Standard 24 
Demonstrate proficiency in measuring 
quantities and solving problems related to 
measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 
12-inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using a Fahrenheit 
or Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 

24.07 Recognize, use, measure, and interpret 
linear dimensions and geometric shapes. 

24.08 Use and interpret measurement 
instruments; such as, rulers, scales, 
gauges, and dials. 

24.09 Interpret diagrams, illustrations, and scale 
drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, 

e.g., cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 

ABE FLORIDA RESOURCE GUIDE - 2005 247 



FCAT ABE 

MA.B.2.2.1 
Uses direct (measured) and indirect (not measured) 
measure to calculate and compare measurable 
characteristics. 

Standard 23 
Use estimation to problem solve and compute 
23.01 Use and justify different estimation 

strategies in a real-world problem situation, 
and determine the reasonableness of 
results of calculations in a given problem 
situation. 

23.02 Solve real-world problems with the help of 
estimating measurements including length, 
time, weight, temperature, money, 
perimeter, area, and volume, and compare 
the results to acutual measurements. 

23.03 Round a whole number less that one 
million to any designated place. 

23.04 Round fractions and mixed numbers to the 
nearest whole numbers. 

23.05 Use rounding techniques to estimate the 
solution to a real-world addition or 
subtraction measurement problem; then 
determine the actual result. 

Standard 24 
Demonstrate proficiency in measuring 
quantities and solving problems related to 
measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 12
inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using a Fahrenheit 
or Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 

24.07 Recognize, use, measure, and interpret 
linear dimensions, and geometric shapes. 

24.08 Use and interpret measurement 
instruments; such as, rulers, scales, 
gauges, and dials. 

24.09 Interpret diagrams, illustrations, and 
scale drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, 

e.g., cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 
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MA.B.2.2.2 
Selects and uses appropriate standard and non
standard units of measurement, according to type 
and size. 

No Correlation 

MA.B.3.2.1 
Solves real-world problems involving estimates of 
measurements, including length, time, weight, 
temperature, money, perimeter, area, and volume. 

Standard 23 
Use estimation to problem solve and compute 
23.02 Solve real-world problems with the help of 

estimating measurements including 
length, time, weight, temperature, money, 
perimeter, area, and volume, and compare 
the results to actural measurements. 

MA.B.4.2.1 
Determine which units of measurement, such as 
seconds, square inches, and dollars per thankful, 
to use with answers to real-world problems. 

No Correlation 

MA.B.4.2.2 Standard 24 
Selects and uses appropriate instruments and Demonstrate proficiency in measuring quantities 
technology, including scales, rulers, thermometers, and solving problems related to measurement 
measuring cups, protractors, and gauges, to 24.08 Use and interpret measurement 
measure in real-world situations. instruments, such as. rulers, scales, 

gauges, and dials. 

MA.C.1.2.1 
Given a verbal description, draws and/or models 
two-and three-dimensional shapes, and uses 
appropriate geometric vocabulary to write a 
description of a figure or a picture composed of 
geometric figures. 

Standard 24 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 
12-inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using a Fahrenheit 
or Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 

24.07: Recognize, use, measure, and interpret 
linear dimensions and geometric shapes. 

24.08 Use and interpret measurement 
instruments; such as, rulers, scales, 
gauges, and dials. 

24.09 Interpret diagrams, illustrations, and scale 
drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, e.g., 

cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 
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MA.C.2.2.1 
Understands the concepts of spatial relationships, 
symmetry, reflections, congruency, and similarity. 

Standard 24 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 12
inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using a Fahrenheit 
or Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 

24.07 Recognize, use, measure, and interpret 
linear dimensions and geometric shapes. 

24.08 Use and interpret measurement 
instruments such as rulers, scales, gauges, 
and dials. 

24.09 Interpret diagrams, illustrations, and scale 
drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, e.g., 

cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 

MA.C.2.2.2 
Predicts, illustrates, and verifies which figures could 
result from a flip, slide, or turn of a given figure. 

No Correlation 

MA.C.3.2.1 
Represents and applies a variety of strategies and 
geometric properties and formulas for two-and 
three-dimensional shapes to solve real-world and 
mathematical problems. 

Standard 24 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
24.01 Write abbreviations for length, weight, and 

capacity measurements in the customary* 
system. 

24.02 Identify equal measures defined in different 
units. 

24.03 Measure to the nearest 1/4 inch on a 12
inch ruler. 

24.04 Solve measurement problems in the 
customary* system using addition or 
subtraction with no conversion. 

24.05 Determine temperature using Fahrenheit or 
Celsius thermometer. 

24.06 Determine capacity by measuring 
quantities in teaspoons, tablespoons, cups 
pints, quarts, gallons, and liters. 
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MA.C.3.2.1 
Represents and applies a variety of strategies and 
geometric properties and formulas for two-and 
three-dimensional shapes to solve real-world and 
mathematical problems. 

24.07 Recognize, use, measure, and interpret 
linear dimensions, and geometric shapes. 

24.08 Use and interpret measurement 
instruments; such as, rulers, scales, 
gauges, and dials. 

24.09 Interpret diagrams, illustrations, and scale 
drawings. 

24.10 Interpret spatial relationships, e.g., above, 
below, nearer, farther, and equidistant. 

24.11 Interpret measurements in recipes. 
24.12 Convert equivalent measurements, 

e.g., cups to quarts. 

*Customary refers to the system of measurement used in the 
United States 

MA.C.3.2.2 
Identifies and plots positive ordered pairs (whole 
numbers) in a rectangular coordinate system 
(graph). 

No Correlation 

MA.D.1.2.1 
Describes a wide variety of patterns and 
relationships through models; such as, 
manipulatives, tables, graphs, and rules using 
algebraic symbols. 

Standard 25 
Demonstrate proficiency in solving problems 
involving algebra 
25.01 Describe a variety of patterns and 

relationships through models; such as, 
manipulatives, tables, graphs, and rules. 

25.02 Translate a problem from words to a 
number symbol sentence, e.g., six plus 
one equals seven to 6 + 1 = 7. 

25.03 Recognize simple algebraic formulas, e.g., 
1 + 3 = x. 

25.04 Recognize simple consumer formulas, e.g., 
units times price = cost. 

Standard 26 
Interpret data from graphs, charts, and maps 
26.01 Solve problems by generating, collecting, 

organizing, displaying, and analyzing data 
using bar graphs, circle graphs, line 
graphs, pictographs, and charts. 

26.02 Interpret data in charts, tables, plots, 
graphs, and maps. 

26.03 Understand and find averages (means). 
26.04 Locate a point on a highway map. 
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MA.D.1.2.2 
Generalizes a pattern, relation, or function to 
explain how a change in one quantity results in a 
change in another. 

No Correlation 

MA.D.2.2.1 
Represents a given simple problem situation using 
diagrams, models, and symbolic expressions 
translated from verbal phrases, or verbal phrases 
translated from symbolic expressions, etc. 

Standard 27 
Calculate differences to solve problems 
encountered in daily living 
27.01 Calculate reported differences, e.g., 

minutes spent working on two jobs. 
27.02 Calculate the differences between two 

hourly wages. 
27.03 Determine the net cost of groceries after 

deducting the value of coupons. 
27.04 Calculate the difference between figures 

from a summarizing table. 
27.05 Use hourly and daily wage rates to 

calculate the difference in earnings. 
27.06 Determine the difference between lengths 

of business hours on weekdays and 
weekends. 

27.07 Calculate the savings between two specific 
subscription rates. 

27.08 Calculate the amount of increase using 
figures from a bar graph. 

27.09 Determine daily earnings based on hourly 
rate and number of hours worked. 

27.10 Use figures from a comparison table to 
calculate increases. 

27.11 Total the amount of fines accrued for 
several driving violations. 

MA.D.2.2.2 
Uses informal methods, such as physical models 
and graphs, to solve real-world problems involving 
equations and inequalities. 

Standard 27 
Calculate differences to solve problems 
encountered in daily living 
27.01 Calculate reported differences, e.g., 

minutes spent working on two jobs. 
27.02 Calculate the differences between two 

hourly wages. 
27.03 Determine the net cost of groceries after 

deducting the value of coupons. 
27.04 Calculate the difference between figures 

from a summarizing table. 
27.05 Use hourly and daily wage rates to 

calculate the difference in earnings. 
27.06 Determine the difference between lengths 

of business hours on weekdays and 
weekends. 

27.07 Calculate the savings between two specific 
subscription rates. 

27.08 Calculate the amount of increase using 
figures from a bar graph. 

27.09 Determine daily earnings based on hourly 
rate and number of hours worked. 
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MA.D.2.2.2 
Uses informal methods, such as physical models 
and graphs, to solve real-world problems involving 
equations and inequalities. 

27.10 Use figures from a comparison table to 
calculate increases. 

27.11 Total the amount of fines accrued for 
several driving violations. 

MA.E.1.2.1 Standard 26 
Solves problems by generating, collecting, Interpret data from graphs, charts, and maps 
organizing, displaying, and analyzing data using 26.01 Solve problems by generating, collecting, 
histograms, bar graphs, circle graphs, line graphs, organizing, displaying, and analyzing data 
pictographs, and charts. using bar graphs, circle graphs, line 

graphs, pictographs, and charts. 

MA.E. 1.2.2 
Determines range, mean, median, and mode from 
sets of data. 

Standard 26 
Interpret data from graphs, charts, and maps 
26.01 Solve problems by generating, collecting, 

organizing, displaying, and analyzing data 
using bar graphs, circle graphs, line 
graphs, pictographs, and charts. 

MA.E.1.2.3 Standard 26 
Analyzes real-world data to recognize patterns and Interpret data from graphs, charts, and maps 
relationships of the measure of central tendency 26.01 Solve problems by generating, collecting, 
using tables, charts, histograms, bar graphs, line organizing, displaying, and analyzing data 
graphs, pictographs, and circle graphs generated using bar graphs, circle graphs, line 
by appropriate technology, including calculators graphs, pictographs, and charts. 
and computers. 

MA.E.2.2.1 
Uses models, such as tree diagrams, to display 
possible outcomes and to predict events. 

No Correlation 

MA.E.2.2.2 
Predicts the likelihood of simple events occurring. 

No Correlation 

MA.E.3.2.1 
Designs experiments to answer class or personal 
questions, collects information, and interprets the 
results using statistics (range, mean, median, and 
mode) and pictographs, charts, bar graphs, circle 
graphs, and line graphs. 

No Correlation 

MA.E.3.2.2 
Uses statistical data about life situations to make 
predictions, and justifies reasoning. 

No Correlation 
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MATHEMATICS STANDARDS FCAT: Grade 8, ABE: 6.0-8.9 

FCAT ABE 

MA.A.1.3.1 
Associates verbal names, written word names, 
and standard numerals with integers, fractions, 
decimals; numbers expressed as percents; 
numbers with exponents; numbers in scientific 
notation; radicals; absolute value; and ratios. 

Standard 34 
Demonstrate proficiency in the mastery of 
number sense, concepts, and operations 
involving ratios and proportions 
34.01 Associate ratios to their respective spoken 

names, written names, and numerals. 

Standard 35 
Demonstrate proficiency in the mastery of 
number sense, concepts, and operations 
involving percents 
35.01 Associate percents to their respective 

spoken names, written names, and 
numerals. 

Standard 36 
Demonstrate proficiency in number sense, 
concepts, and operations involving integers 
36.01 Associate integers to their respective 

spoken names, written names, and 
numerals. 

MA.A.1.3.2 
Understands the relative size of integers, fractions, 
and decimals; numbers expressed as percents; 
numbers with exponents; numbers in scientific 
notation; radicals; absolute value; and ratios. 

Standard 32 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
32.03 Understand the relative size of fractions. 

Standard 34 
Demonstrate proficiency in the mastery of 
number sense, concepts and operations in
volving ratios and proportions 
34.02 Understand the concept of ratio and 

proportion. 

Standard 35 
Demonstrate proficiency in the mastery of 
number sense, concepts, and operations 
involving percents 
35.02 Understand the relative size of percents. 

Standard 36 
Demonstrate proficiency in number sense, 
concepts, and operations involving integers 
36.04 Understand the relative size of integers. 

MA.A.1.3.3 
Understands concrete and symbolic 
representations of rational numbers and 
irrational numbers in real-world situations. 

No Correlation 
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MA.A.1.3.4 Standard 35 
Understands that numbers can be represented in Demonstrate proficiency in the mastery of 
a variety of equivalent forms, including integers, number sense, concepts, and operations 
fractions, decimals, percents, scientific notation, involving percents 
exponents, radicals, and absolute value. 35.04 Understand that percents can be 

represented in a variety of equivalent 
forms. 

MA.A.2.3.1 
Understands and uses exponential and scientific 
notation. 

No Correlation 

MA.A.3.3.1 
Understands and explains the effects of addition, 
subtraction, multiplication, and division on whole 
numbers and fractions, including mixed numbers 
and decimals, including the inverse relationships of 
positive and negative numbers. 

No Correlation 

MA.A.3.3.2 
Selects the appropriate operation to solve 
problems involving addition, subtraction, 
multiplication, and division of rational numbers, 
ratios, proportions, and percents, including the 
appropriate application of the algebraic order 
of operations. 

Standard 32 
Demonstrate proficiency in number sense, 
concepts, and operations involving fractions 
32.11 Select the appropriate operation to solve 

specific problems involving fractions. 

Standard 33 
Demonstrate proficiency in number sense, 
concepts, and operations involving decimals 
33.07 Select the appropriate operation to solve 

specific problems involving decimals. 

Standard 34 
Demonstrate proficiency in the mastery of 
number sense, concepts, and operations 
involving ratios and proportions 
34.05 Select when to solve specific problems 

by using ratios or proportions. 

Standard 36 
Demonstrate proficiency in number sense, 
concepts, and operations involving integers 
36.07 Select the appropriate operation to solve 

specific problems involving integers. 
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MA.A.3.3.3 Standard 32 
Adds, subtracts, multiplies, and divides whole Demonstrate proficiency in number sense, 
numbers, decimals, and fractions, including mixed concepts, and operations involving fractions 
numbers, to solve real-world problems, using 32.05 Add whole numbers, fractions, and mixed 
appropriate methods of computing, such as numbers with and without common 
mental mathematics, paper and pencil, and denominators. 
calculator. 32.06 Subtract whole numbers, fractions, and 

mixed numbers with or without regrouping. 
32.07 Multiply common fractions, mixed 

numbers, and whole numbers. 
32.08 Divide fractions. 
32.09 Divide whole numbers, fractions, and 

mixed numbers. 
32.11 Select the appropriate operation to solve 

specific problems involving fractions. 
32.12 Solve real-world problems involving 

fractions. 

Standard 33 
Demonstrate proficiency in number sense, 
concepts, and operations involving decimals 
33.03 Multiply a decimal by a whole number and 

another decimal. 
33.04 Divide a decimal by a whole number and a 

decimal. 
33.05 Divide a whole number by a decimal. 
33.08 Solve real-world problems involving 

decimals. 

Standard 36 
Demonstrate proficiency in number sense, 
concepts, and operations involving integers 
36.05 Add, subtract, multiply, and divide integers. 
36.07 Select the appropriate operation to solve 

specific problems involving integers. 
36.08 Solve real-world problems involving 

integers. 

MA.A.4.3.1 
Uses estimation strategies to predict results and to 
check the reasonableness of results. 

Standard 38 
Use estimation skills to problem solve and 
compute 
38.01 Use estimation strategies to predict results 

and to check the reasonableness of data. 

MA.A.5.3.1 
Uses concepts about numbers, including, primes, 
factors, and multiples, to build number sequences. 

Standard 30 
Understand theories related to numbers 
30.01 Understand and apply basic number theory 

concepts; including, primes, composites, 
factors, and multiples. 
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MA.B.1.3.1 
Uses concrete and graphic models to derive 
formulas for finding perimeter, area, surface area, 
circumference, and volume of two- and three-
dimensional shapes, including rectangular solids 
and cylinders. 

Standard 31 
Demonstrate proficiency in solving problems 
involving geometry 
31.01 Understand the concepts of spatial 

relationships, symmetry, reflections, 
congruency, and similarity. 

31.02 Recognize and apply geometric formulas 
for perimeter and area of squares, 
rectangles and triangles, and cubes and 
rectangular solids. 

31.03 Represent and apply a variety of strategies 
and geometric properties and formulas for 
2- and 3- dimensional shapes to solve 
real-world and mathematical problems. 

MA.B.1.3.2 
Uses concrete and graphic models to derive 
formulas for finding rates, distance, time, and 
angle measures. 

Standard 31 
Demonstrate proficiency in solving problems 
involving geometry 
31.01 Understand the concepts of spatial 

relationships, symmetry, reflections, 
congruency, and similarity. 

31.02 Recognize and apply geometric formulas 
for perimeter and area of squares, 
rectangles and triangles, and cubes 
and rectangular solids. 

31.03 Represent and apply a variety of strategies 
and geometric properties and formulas for 
2- and 3- dimensional shapes to solve 
real-world and mathematical problems. 

MA.B.1.3.3 
Understands and describes how the change of a 
figure in such dimensions as length, width, height, 
or radius affects its other measurements such as 
perimeter, area, surface area, and volume. 

No Correlation 

MA.B.1.3.4 
Constructs, interprets, and uses scale drawing 
such as those based on number lines and maps to 
solve real-world problems. 

Standard 41 
Interpret data from graphs, charts, and maps 
41.01 Interpret and compare data from 

pictographs, circle graphs, bar graphs, 
and line graphs. 

41.02 Use data from charts and tables to solve 
real-world problems, e.g., determine tax on 
purchases using a sales tax table or 
calculate tax from a withholding tax 
schedule or income tax schedule. 

41.04 Use a scale to measure distance on a 
map. 

41.05 Use given information and a time zone 
map to calculate arrival time according 
to a given time zone. 

41.06 Use a map showing time zones to 
determine the time in one location given 
the specified time in another. 
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MA.B.2.3.1 
Uses direct (measured) and indirect (not measured) 
measures to compare a given characteristic in 
either metric or customary units. 

Standard 39 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
39.01 Identify the customary* measures most 

appropriate for a given situation. 

*Customary refers to the system of measurement used in the 
United States 

MA.B.2.3.2. 
Solves problems involving units of measure, and 
converts answers to a larger or smaller unit within 
either the metric or customary* system. 

Standard 39 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
39.09 Solve problems involving units of measure, 

and convert answers to a larger or smaller 
unit within either the metric or customary* 
system. 

*Customary refers to the system of measurement used in the 
United States 

MA.B.3.3.1 
Solves real-world and mathematical problems 
involving estimates of measurements including 
length, time, weight/mass, temperature, money, 
perimeter, area, and volume, in either customary 
or metric units. 

Standard 39 
Demonstrate proficiency in measuring quantities 
and solving problems related to measurement 
39.01 Identify the customary* measures most 

appropriate for a given situation. 
39.02 Convert within the customary* system of 

measures for length, weight, or capacity, 
e.g., yards, feet, inches, tons, pounds, 
ounces, cups, pints, quarts, or gallons. 

39.03 Solve linear measurement problems with 
inches, feet, or yards. 

39.04 Solve capacity problems with cups, pints, 
quarts, or gallons. 

39.05 Solve mass/weight problems with ounces, 
pounds, or tons. 

39.06 Identify metric units of measure for length, 
weight/mass, or capacity (meter, gram, or 
liter) most appropriate for a given situation. 

*Customary refers to the system of measurement used in the 
United States 

MA.C.1.3.1. 
Understands the basic properties of, and relation
ships pertaining to, regular and irregular geometric 
shapes in two and three dimensions. 

Standard 37 
Demonstrate proficiency in number sense, 
concepts, and operations involving geometry 
37.01 Recognize and understand the basic 

properties of the following geometric 
shapes in two and three dimension: 
circle, square, rectangle, triangle, 
parallelogram, pentagon, cube, 
rectangular solid, pyramid, cone, 
and cylinder. 
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MA.C.2.3.1 Standard 37 
Understands the geometric concepts of symmetry, Demonstrate proficiency in number sense, 
reflections, congruency, similarity, perpendicularity, concepts, and operations involving geometry 
parallelism, and transformations, including flips, 37.08 Represent and apply a variety of 
slides, turns and enlargements. strategies and geometric properties and 

formulas for 2- and 3-dimensional shapes 
to solve real-world and mathematical 
problems. 

MA.C.2.3.2 
Predicts and verifies patterns involving tessellations 
( a covering of a plane with congruent copies of 
the same pattern with no holes and no overlaps, 
like floor tiles.) 

No Correlation 

MA.C.3.3.1 Standard 37 
Represents and applies geometric properties and Demonstrate proficiency in number sense, 
relationships to solve real-world and mathematical concepts, and operations involving geometry 
problems. 37.08 Represent and apply a variety of 

strategies and geometric properties and 
formulas for 2- and 3-dimensional shapes 
to solve real-world and mathematical 
problems. 

MA.C.3.3.2 
Identifies and plots ordered pairs in all four quad
rants of a rectangular coordinate system (graph) 
and applies simple properties of lines. 

No Correlation 

MA.D.1.3.1 
Describes a wide variety of patterns, relationships, 
and functions through models, such as 
manipulatives, tables, graphs, expressions, 
equations, and inequalities. 

No Correlation 

MA.D.1.3.2 
Creates and interprets tables, graphs, equations, 
and verbal descriptions to explain cause-and
effect relationships. 

No Correlation 

MA.D.2.3.1 
Represents and solves real-world problems 
graphically, with algebraic expressions, equations, 
and inequalities. 

Standard 36 
Demonstrate proficiency in number sense, 
concepts, and operations involving integers 
36.08 Solve real-world problems involving 

integers. 

Standard 41 
Interpret data from graphs, charts, and maps 
41.01 Interpret and compare data from 

pictographs, circle graphs, bar graphs, 
and line graphs. 
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MA.D.2.3.2 
Uses algebraic problem-solving strategies to solve 
real-world problems involving linear equations and 
inequalities. 

No Correlation 

MA.E.1.3.1 Standard 41 
Collects, organizes, and displays data in a variety Interpret data from graphs, charts, and maps 
of forms, including tables, line graphs, charts, 41.01 Interpret and compare data from 
and bar graphs, to determine how different pictographs, circle graphs, bar graphs, 
ways of presenting data can lead to different and line graphs.
interpretations. 

MA.E.1.3.2 
Understands and applies the concepts of range 
and central tendency (mean, median, and mode.) 

No Correlation 

MA.E.1.3.3 
Analyzes real-world data by applying appropriate 
formulas for measures for central tendency and 
organizing data in a quality display, using 
appropriate technology, including calculators 
and computers. 

No Correlation 

MA.E.2.3.1 
Compares experimental results with mathematical 
expectations of probabilities. 

No Correlation 

MA.E.2.3.2 
Determines odds for and odds against a given 
situation. 

Standard 34 
Demonstrate proficiency in the mastery of 
number sense, concepts, and operations 
involving ratios and proportions 
34.01 Associate ratios to their respective spoken 

names, written names, and numerals. 
34.02 Understand the concept of ratio and 

proportion. 
34.03 Identify concrete and symbolic 

representations of ratios in real-world 
situations. 

34.04 Understand that ratios can be represented 
in other equivalent forms. 

34.05 Select when to solve specific problems by 
using ratios or proportions. 

34.06 Solve real-world problems involving ratios 
and proportions. 

34.07 Demonstrate the process of cross-
multiplying to solve proportion. 
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MA.E.3.3.1 
Formulates hypotheses, designs experiments, 
collects and interprets data, and evaluates 
hypotheses by making inferences and drawing 
conclusions based on statistics (range, mean, 
median, and mode) and tables, graphs, 
and charts. 

No Correlation 

MA.E.3.3.2 
Identifies the common uses and misuses of prob
ability and statistical analysis in the everyday world. 

No Correlation 

ABE FLORIDA RESOURCE GUIDE - 2005 261 



FCAT - ABE Correlation of Standards 

READING STANDARDS FCAT: Grade 3, ABE: 0.0-1.9 

FCAT ABE 

LA.A.1.2.3 Standard 3 
Uses simple strategies to determine meaning and Demonstrate knowledge of basic vocabulary 
increase vocabulary for reading, including the use 03.02 Identify the meanings of frequently used 
of prefixes, suffixes, root words, multiple meanings, words presented in context. 
antonyms, synonyms, and word relationships. 

LA.A.2.2.1 
Reads text and determines the main idea or 
essential message, identifies relevant supporting 
details and facts, and arranges events in 
chronological order. 

Standard 4 
Demonstrate literal comprehension skills 
04.01 Determine the main idea and factual details 

of a paragraph. 
04.02 Identify the order of events in a paragraph. 
04.06 Determine the meaning of a sentence that 

contains negative words. 
04.07 Distinguish verbs denoting the past, 

present, or future. 

LA.A.2.2.2 
Identifies the author’s purpose in a simple text. 

Standard 5 
Demonstrate evaluative comprehension skills 
05.01 Distinguish between fact and fiction in a 

paragraph, assisted by discussion and/or 
teacher guidance. 

LA.A.2.2.3 Standard 6 
Recognizes when a text is primarily intended to Understand how word choice affects meaning 
persuade. 06.01 Understand that word choice can shape 

ideas, feelings, and actions. 

LA.A.2.2.5 
Reads and organizes information for a variety of 
purposes, including making a report, conducting 
interviews, taking a test, and performing an 
authentic task. 

No Correlation 

LA.A.2.2.7 
Recognizes the use of comparison and contrast in 
a text. 

No Correlation 

LA.A.2.2.8 
Selects and uses a variety of appropriate reference 
materials, including multiple representations of 
information, such as maps, charts, and photos, to 
gather information for research projects. 

No Correlation 
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LA.E.1.2.2 
Understands the development of plot and how 
conflicts are resolved in a story. 

Standard 7 
Respond critically to fiction, non-fiction, poetry, or 
drama 
07.01 Identify story elements of setting, 

character, problem, and solution/resolution. 

LA.E.1.2.3 
Knows the similarities and differences among the 
characters, settings, and events presented in 
various texts. 

No correlation. 

LA.E.2.2.1 
Recognizes cause-and-effect relationships in 
literary texts. [Applies to fiction, non-fiction, poetry, 
and drama.] 

No correlation. 
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FCAT - ABE Correlation of Standards 

READING STANDARDS FCAT: Grade 3, ABE: 2.0-3.9 

FCAT ABE 

LA.A.1.2.3 
Uses simple strategies to determine meaning and 
increase vocabulary for reading, including the use 
of prefixes, suffixes, root words, multiple meanings, 
antonyms, synonyms, and word relationships. 

Standard 8 
Demonstrate basic understanding of phonics and 
structural analysis as tools for reading development 
08.08 Identify root words. 
08.09 Identify words with prefixes to determine 

meaning and increase vocabulary. 
08.10 Identify words with suffixes to determine 

meaning and increase vocabulary. 

LA.A.2.2.1 
Reads text and determines the main idea or 
essential message, identifies relevant supporting 
details and facts, and arranges events in 
chronological order. 

Standard 10 
Construct meaning from a wide range of texts, 
literary forms, and printed materials 
10.02 Determine the main idea or essential 

message from a text and identify 
supporting information. 

10.03 Answer “who,” “what,” and “where” 
questions about sentences and paragraphs. 

LA.A.2.2.2 
Identifies the author’s purpose in a simple text. 

Standard 13 
Understand how word choices affect meaning 
13.01 Recognize that a writer’s word choice may 

influence how a reader thinks and feels. 

Standard 14 
Understand the distinguishing features of a variety 
of literary forms 
14.01 Distinguish between fact and fiction. 

LA.A.2.2.3 
Recognizes when a text is primarily intended to 
persuade. 

Standard 13 
Understand how word choices affect meaning 
13.01 Recognize that a writer’s word choice may 

influence how a reader thinks and feels. 

Standard 14 
Understand the distinguishing features of a variety 
of literary forms 
14.01 Distinguish between fact and fiction. 
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LA.A.2.2.5 
Reads and organizes information for a variety of 
purposes, including making a report, conducting 
interviews, taking a test, and performing an 
authentic task. 

Standard 10 
Construct meaning from a wide range of texts, 
literary forms, and printed materials 
10.01 Identify words and construct meaning from 

text, illustrations, graphics, and charts 
using the strategies of phonics, word 
structure, and context clues. 

10.04 Follow simple written directions. 
10.06 Use simple references to obtain 

information, e.g., beginner’s dictionary, 
glossary, etc. 

Standard 12 
Demonstrate evaluative comprehension skills 
12.02 Appropriately evaluate information from 

pictures, maps, or signs to answer 
informational questions. 

LA.A.2.2.7 Standard 11 
Recognizes the use of comparison and contrast in Demonstrate inferential comprehension skills 
a text. 11.01 Identify the meanings of words in context 

using compare and/or contrast clues. 

LA.A.2.2.8 
Selects and uses a variety of appropriate reference 
materials, including multiple representations of 
information, such as maps, charts, and photos to 
gather information for research projects. 

Standard 10 
Construct meaning from a wide range of texts, 
literary forms, and printed materials 
10.01 Identify words and construct meaning from 

text, illustrations, graphics, and charts 
using the strategies of phonics, word 
structure, and context clues. 

10.04 Follow simple written directions. 
10.06 Use simple references to obtain 

information, e.g., beginner’s dictionary, 
glossary, etc. 

LA.E.1.2.2 
Understands the development of plot and how 
conflicts are resolved in a story. 

Standard 14 
Understand the distinguishing features of a variety 
of literary forms 
14.02 Identify story elements, including setting, 

plot, character, problem, and solution/ 
resolution. 

LA.E.1.2.3 
Knows the similarities and differences among the 
characters, settings, and events presented in 
various texts. 

No Correlation 

LA.E.2.2.1 Standard 11 
Recognizes cause-and-effect relationships in Demonstrate inferential comprehension skills 
literary texts. [Applies to fiction, non-fiction, poetry, 11.02 Identify the cause or effect implied in a 
and drama.] paragraph. 
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FCAT - ABE Correlation of Standards 

READING STANDARDS FCAT: Grade 5, ABE: 4.0-5.9 

FCAT ABE 

LA.A.1.2.3 Standard 15 
Uses simple strategies to determine meaning and Demonstrate basic understanding of phonics and 
increase vocabulary for reading, including the use structural analysis as tools for reading 
of prefixes, suffixes, root words, multiple meanings, 15.01 Recognize synonyms, antonyms, and 
antonyms, synonyms, and word relationships. homonyms. 

15.02 Define multiple-meaning words. 
15.03 Understand how punctuation affects text. 

LA.A.2.2.1 Standard 17 
Reads text and determines the main idea or Demonstrate literal comprehension skills 
essential message, identifies relevant supporting 17.01 Determine the main idea or essential 
details and facts, and arranges events in message of a text and identify relevant 
chronological order. supporting details and facts. 

17.05 Describe sequence of events in context. 

LA.A.2.2.2
 Identifies the author’s purpose in a simple text. 

Standard 19 
Demonstrate evaluative comprehension skills 
19.01 Identify the author’s purpose. 
19.02 Recognize whether a text is primarily 

intended to persuade, inform, or entertain. 
19.03 Recognize the difference between fact 

and opinion. 
19.09 Draw conclusions from information in an 

article of fact or fiction. 

LA.A.2.2.3 
Recognizes when a text is primarily intended to 
persuade. 

Standard 19 
Demonstrate evaluative comprehension skills 
19.01 Identify the author’s purpose. 
19.02 Recognize whether a text is primarily 

intended to persuade, inform, or entertain. 
19.03 Recognize the difference between fact 

and opinion. 
19.09 Draw conclusions from information in an 

article of fact or fiction. 

LA.A.2.2.5 
Reads and organizes information for a variety of 
purposes, including making a report, conducting 
interviews, taking a test, and performing an au
thentic task. 

No Correlation 

LA.A.2.2.7 Standard 19 
Recognizes the use of comparison and contrast in Demonstrate evaluative comprehension skills 
a text. 19.05 Recognize the use of a compare and 

contrast structure. 
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LA.A.2.2.8 
Selects and uses a variety of appropriate reference 
materials, including multiple representations of 
information, such as maps, charts, and photos to 
gather information for research projects. 

Standard 19 
Demonstrate evaluative comprehension skills 
19.06 Obtain and evaluate information from 

pictures, maps, signs, diagrams, tables, 
graphs, or schedules. 

19.07 Select and explore sources, such as, a 
dictionary, encyclopedia, atlas, directory, 
newspaper, and thesaurus, to obtain 
information for a specific task, such as, 
research. 

19.08 Obtain appropriate information from an 
index and a table of contents. 

LA.E.1.2.2 Standard 21 
Understands the development of plot and how Demonstrate understanding of a variety of literary 
conflicts are resolved in a story. forms 

21.03 Explain the development of plot and 
conflict resolution in a story. 

LA.E.1.2.3 Standard 21 
Knows the similarities and differences among the Demonstrate understanding of a variety of literary 
characters, settings, and events presented in forms 
various texts. 21.04 Identify the characters, setting, and events 

presented in various texts. 

LA.E.2.2.1 Standard 22 
Recognizes cause-and-effect relationships in Respond critically to fiction, poetry, drama, and 
literary texts. [Applies to fiction, non-fiction, poetry, essay 
and drama.] 22.01 Recognize cause-and-effect relationships 

in literary texts. 
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READING STANDARDS FCAT: Grade 8, ABE: 6.0-8.9 

FCAT ABE 

LA.A.1.3.2 
Uses a variety of strategies to analyze words and 
text, draw conclusions, use context and word 
structure clues, and recognize organizational 
patterns. 

Standard  24 
Demonstrate knowledge of basic vocabulary 
24.01 Use a variety of strategies to analyze 

words in context. 
24.02 Employ consistent and effective use of 

interpersonal and academic vocabularies 
in reading, writing, listening, and speaking. 

24.03 Use vocabulary in content areas. 

LA.A.2.2.2 Standard 27 
Identifies the author’s purpose in a simple text. Demonstrate evaluative comprehension skills 

27.02 Identify an author’s purpose and/or 
point of view. 

LA.A.2.2.3 
Recognizes when a text is primarily intended to 
persuade. 

Standard 26 
Demonstrate inferential comprehension skills 
26.01 Predict probable outcomes from 

knowledge of events obtained from a 
reading selection. 

26.02 Select an appropriate title based on 
interpretation of a given article. 

26.03 Identify and interpret information from a 
wide range of text, literary forms, and 
printed materials. 

Standard 27 
Demonstrate evaluative comprehension skills 
27.02 Identify an author’s purpose and/or 

point of view. 

LA.A.2.2.7 
Recognizes the use of comparison and contrast in 
a text. 

No Correlation 

LA.A.2.3.1 
Determines the main idea or essential message in 
a text, and identifies relevant details and facts and 
patterns of organization. 

Standard 25 
Demonstrate literal comprehension skills 
25.01 Determine the main idea or essential 

message in a variety of printed materials. 
25.02 Identify relevant details, facts, and patterns 

of organization in a variety of printed 
materials. 
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LA.A.2.3.2 
Identifies the author’s purpose and/or point of view 
in a variety of texts, and uses the information to 
construct meaning. 

Standard 26 
Demonstrate inferential comprehension skills 
26.03 Identify and interpret information from a 

wide range of text, literary forms, and 
printed materials. 

Standard 27 
Demonstrate evaluative comprehension skills 
27.02 Identify an author’s purpose and/or point 

of view. 

LA.A.2.3.5 
Locates, organizes, and interprets written 
information for a variety of purposes, including 
classroom research, collaborative decision-
making, and performing a school or real-world 
task. 

Standard 27 
Demonstrate evaluative comprehension skills 
27.01 Locate, organize, and interpret written 

information for a variety of purposes, 
e.g., class research, collaborative 
decision-making, and class or real-world 
tasks. 

Standard 30 
Respond critically to fiction, poetry, drama, and 
essay 
30.03 Develop essays to answer specific, 

evaluative research questions. 

LA.A.2.3.6 
Uses a variety of reference materials, including 
indexes, magazines, newspapers, journals, and 
tools, including card catalogs and computer 
catalogs, to gather information for research 
projects. 

Standard 27 
Demonstrate evaluative comprehension skills 
27.01 Locate, organize, and interpret written 

information for a variety of purposes, 
e.g., class research, collaborative 
decision-making, and class or real-world 
tasks. 

27.04 Gather information from a variety of 
reference materials and tools, e.g., table 
of contents, indexes, magazines, news
papers, journals, and computer catalogs, 
and evaluate which information best 
serves the student’s purpose. 
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LA.A.2.3.7 
Synthesizes and separates collected information 
into useful components using a variety of 
techniques, such as source cards, note cards, 
spreadsheets, and outlines. 

Standard 27 
Demonstrate evaluative comprehension skills 
27.01 Locate, organize, and interpret written 

information for a variety of purposes, 
e.g., class research, collaborative 
decision-making, and class or real-world 
tasks. 

27.02 Identify an author’s purpose and/or point 
of view. 

27.03 Evaluate the validity and accuracy of 
information by differentiating fact from 
opinion. 

27.04 Gather information from a variety of 
reference materials and tools, e.g., 
table of contents, indexes, magazines, 
newspapers, journals, and computer 
catalogs, and evaluate which information 
best serves the student’s purpose. 

LA.A.2.3.8 
Checks the validity and accuracy of information 
obtained from research, in such ways as 
differentiating fact and opinion, identifying strong 
vs. weak arguments, and recognizing that personal 
values influence the conclusions an author draws. 

Standard 28 
Demonstrate understanding of how word choice 
affects meaning 
28.01 Identify language that shapes reactions, 

perceptions, and beliefs. 
28.02 Use literary devices and techniques in the 

comprehension and creation of written, 
oral, or visual communications. 

28.03 Distinguish between emotional and logical 
arguments. 

LA.E.1.3.2 Standard 29 
Recognizes complex elements of plot, including Demonstrate understanding of the distinctive 
setting, character development, conflicts, and features in literary forms 
resolutions. 29.02 Recognize complex elements of plot; 

such as, setting, character development, 
conflict, and resolution. 

LA.E.2.2.1 Standard 30 
Recognizes cause-and-effect relationships in Respond critically to fiction, poetry, drama, and 
literary texts. [Applies to fiction, non-fiction, poetry, essay 
and drama.] 30.01 Identify the effects of the attitudes and 

values of a time period or culture on a 
specific piece of writing. 
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LA.E.2.3.1 
Understands how character and plot development, 
point of view, and tone are used in various 
selections to support a central conflict or story line. 

Standard 29 
Demonstrate understanding of the distinctive 
features in literary forms 
29.01 Identify the defining characteristics of 

classic literature, e.g., timelessness, 
dealing with universal themes and 
experiences, and communicating across 
cultures. 

29.02 Recognize complex elements of plot; 
such as, setting, character development, 
conflict, and resolution. 

29.03 Understand various elements of word 
choice, symbolism, figurative language, 
mood, irony, foreshadowing, flashback, 
persuasion, and point-of-view. 

29.04 Know how mood or meaning is conveyed 
in poetry through word choice, dialect, 
invented words, concrete or abstract 
terms, sensory or figurative language, use 
of sentence structure, line length, 
punctuation, and rhythm. 

29.05 Identify universal themes in literature. 
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