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Goals 

A staff person will meet with individual enrollees to:

1.
Review enrollee’s goal attainment in the adult education program and plan accordingly.

2.
Identify reasonable personal goals for the enrollees to work on next.

3.
Formulate an action plan for prioritizing and 

Intended Outcomes

Adult learners will:

1.
Identify goals they will pursue.

2.
Have an action plan that they are (a) committed to and (b) capable of following to achieve the 



Introduction

Transition planning in this component is the process of identifying personal goals for learners beyond the scope of the adult education program and developing a feasible plan for working on them.  Transition planning is appropriate for all learners now matter where they are in the adult education program, but especially for those learners who stop working on their current short-term goals and who may or may not have achieved those goals.  In general, these new goals will not be ones they can achieve while in the adult education program although the adult education program may continue to support the learner as the learner works to achieve their goals. 

Ideally, transition planning takes throughout the entire time the learner is within the adult education program.   Not only are program staff working with learners on a plan for achieving their goals, staff are also teaching learners about the goal setting process.   Many of the learners who come to adult education programs have not been successful in goal achievement and it is critical to their future success to learn how to not only set goals, but how to get them as well.   The goals identified to be worked on while the learners attend the AEC are short-term ones that contribute to the learners’ long-term goals.  These goals may be in areas such as education, employment, citizenship, and family.  The goals are prioritized so the enrollees work on them one at a time according to their importance.  In this way, enrollees are not overwhelmed by working on too many goals at once.

What we did...

As stated, a transition meeting is highly appropriate when an individual nears accomplishment of current goals or is intending to pursue a new goal.  However, transition meetings and discussion should not be held only at this point.  A review of the Instruction Component will indicate that transition is an ongoing process.  As such, the adult learner and instructor should be regularly engaged in reviewing progress and planning.  The goal of transition is to help the learner prepare for what comes next.  Good preparation cannot be accomplished at the last moment. 

The quality of adult education programs varies.  To improve services for adult learners, the Indicators of Program Quality were developed.   (For a complete listing of these Indicators, consult the appendix of the Introduction Section, pp. 45-50.)  For this component these indicators are relevant:

1.
The program collaborates with multiple 
partners to provide quality 

services to adult learners.  (Measure 8.1)

2.
The program seeks and responds to input from local stakeholders pertaining to planning for local services. (Measure 8.2)

Component Materials

Consumables
•
Transition Meeting Checklist

•
Relationship Map worksheet

•
Envision the Future worksheet

•
Goal Planning and Obstacles worksheet

•
Available Resources worksheet

•
Prioritizing Your Options worksheet

•
Action Plan worksheet
Staff Preparation

In advance of the meeting, the staff person quickly reviews the enrollee’s permanent folder to ensure that the necessary contents are present.  When information is missing or incomplete, the staff person can ask the enrollee to update the folder in advance of the transition meeting.  The staff person and enrollee can then schedule the transition meeting.  The staff person should review the enrollee’s goal statement, learning preferences, assessment results, and any related materials before the meeting. 

The Transition Meeting Checklist provides a list of ideas important to the meeting as well as some of the materials that may be helpful to the learner.

Staff can collate the several worksheets that are also helpful to the planning process and have them available.  Don’t forget to have a few extra copies in the event that a page gets spoiled for one reason or another.  

Working in pencil might also be helpful.  In the course of the discussions and work, you can expect that the learner will change some responses.
Time Requirements
The amount of time required to complete preparation activities depends on the state of the enrollee’s permanent folder and how much advance preparation the staff person elects to do.


The actual transition meeting lasts approximately as long as a traditional ALP meeting, a minimum of 15 minutes.
Procedures

A simple four-step model is followed for a successful transition meeting.  In these four steps 1) the individual in need of transition planning is identified, (2) the learner completes a number of exercises to help focus the transition plan, 3) a meeting is held to actually plan the transition, and finally, 4) the transition is executed and there is follow-up to ensure its success.
1.  
Identifying Enrollees in Need of Transition 



Planning

The first step in the transition process is identifying individuals in need of transition planning.  These individuals include those persons who are on the verge of completing all work towards a current goal (e.g., passing the GED exam, mastering the skills they had been working on).  Others in need of transition planning are those who are intending to abandon current goals.  Those who abandon their current goals without any prior notice also need transition planning, but they may be the most difficult to locate and get to participate. 

The program staff who work with enrollees are often aware of who is planning to move on from current goals.  Whenever possible, the staff will remind such enrollees about the Transition Component and encourage them to participate in a transition meeting.

What others do...

In the case of enrollees who stop attending before staff are able to guide them toward a transition meeting, attempts at reminder contacts can be made.  At some programs, two weeks after the last day of attendance, a postcard is mailed to the individual.  The postcard congratulates the enrollee for having initiated the process and encourages them to (a) return to the adult education program for study, (b) contact the center staff to help problem-solve factors keeping them away from the center (e.g., child care, transportation), and (c) contact the center either to schedule a transition meeting or to request that transition information be mailed to them. 

At Labette Community College, staff sends the learner a survey to gather information about a learner’s absence and possible return to the program. Their form is edited for format purposes and reproduced on the following page.

ABE/GED RETENTION SURVEY

New state requirements mandate that we report the reasons for any student’s reason for leaving the program.  Please answer as completely as possible.


Also, we want to improve our program in order to do that, we need to find out why students stop attending.  You can help us if you check the reason or reasons you stopped attending our program.  Also, if you have anything you’d like to share that you feel would help us do better helping other learners in the future.  Please return the form in the enclosed postage-paid envelope.


Thanks for your help.  We hope the time you spent was beneficial.

REASONS FOR LEAVING


  Secured job


  Health problems


  Transportation problems

  Family problems


  Child Care problems

  Lack of interest


  Program too hard

  Didn’t like the films


  Program too easy

  Didn’t like the books


  Change in work hours

  Didn’t receive sufficient help


  Program did not meet needs

  Other (Please explain) 








I plan to return to the Program at a later date.       ______Yes



 
 No

Other comments:
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________
Signature (optional)

DEVELOPED BY LABETTE COMMUNITY COLLEGE

2.  
Learners Draft a Plan for the Future

After spending time in an Adult Education program, learners need a tool to help them begin to plan for their future.  Mary Morningstar, the principal investigator on a federally funded research project at the University of Kansas, developed materials to help young adults with disabilities plan for living, working, and participating in their communities.  We are grateful for her work and her willingness to allow us to adapt her materials for use here.  These materials are worksheets designed to help learners begin the transition process.  Sections of the worksheets are to be completed independently by the learner and other sections are to be completed by the instructor and learner in Transition Planning Conferences.   A Transition Planning Conference is a one-on-one discussion in which the learner and instructor can discuss next steps as well as any obstacles that may face the learner.  The Transition Planning Conference(s) should occur formally when the learner has identified long-term goals and informally as the learner makes progress throughout the program. After the learner has completed the independent exercises of the worksheet is the perfect time to set aside approximately 15 minutes for this conference.


As the instructor, begin by explaining the purpose of the worksheets and how they can help the learner.  You may want to use the following script or portions of it to effectively explain these worksheets.

These worksheets are intended to help us organize and discuss your goals for the future and give us an idea of any obstacles you may need to overcome.  Here are three pages you will be completing on your own.  I will go over these three pages with you to make sure the directions are clear and then you are on your own for awhile.  After you have finished these pages, we will meet again to talk about your answers and then complete the rest of the worksheet together.

First, let’s look at the “Relationship Map.”  (You should have this page in front of both of you while discussing it.)  This map will help you see exactly who you interact with now. Why don’t you read the instructions and make sure you understand what you are to do.  O.K. Do you have any questions about the directions? Notice at the bottom of the page there is a question; do not forget to answer that question.  We will discuss your answers in detail during our meeting.  

Now, let’s look at the “Envisioning the Future” page.  This page consists of 6 questions.  Try to answer these questions as best you can.  If you find that you don’t understand a question find me and ask, or wait until our meeting and we can discuss it and answer the question together.  But, for now I want you to try and answer these questions as best you can on your own.  

The last section you will complete on your own is the “Goal Setting” section.  Here you are to write about your biggest goal for the future.  Be specific.  Write everything down you can think of about your goal.  Include how you think you will reach your goal, how you will know you have reached your goal, when you want to reach your goal and anything else you can possibly think of.  We will also discuss these answers during our meeting, but for now I want you to think about your goals on your own, so you can tell me about them when we meet.

You will need to set a time when you and the learner will get together again for the Transitional Planning Conference.  Be sure to give the learner enough time to think about the questions, but not so much time as to allow the learner to get off task.  You know your learners and can best pick an appropriate time span for a particular learner.  Finally, make sure that the learner has no further questions and then turn them loose with their worksheets!
3.  
The Transition Meeting

The adult education program staff person conducting the meeting has a checklist to remind the learner of topics to cover (see Consumables section).

The learner has now had the opportunity to complete his or her three pages of the worksheet and is sitting down with you to discuss the answers and finish the rest of the worksheet.  This is a crucial meeting.  In this meeting, you will not only help the learner to think about upcoming obstacles and how to overcome them, but you will stimulate the learner’s excitement about his or her future by making an “Action Plan.”  You should support the learner’s goals while at the same time helping the learner refine them for obtainable success.  This meeting should be fun for the learner, not an occasion for drawing attention to every obstacle and leaving the learner feeling hopeless.  Obstacles should be addressed but the key is to help the learner figure out how to overcome them in order to reach their goals.  After all, the learner ultimately needs to feel confident and positive about his or her future after leaving the adult education program.


Before answering the questions on the remaining portion of the worksheets, review the answers the learner gave on the three pages he or she completed independently.  You must have a good feel for the learner’s goals so you can discuss the means to achieve those goals as well as the possible obstacles.  As mentioned before, you know your learner best and at times the answers he or she gives will need probing or further discussion.  Use your best judgment to lead to the most productive transitional plan.  The following is another script that may be helpful.

O.K. you have completed three pages on your own and now I would like to review your answers.  Let’s start with the “Relationship Map.”  Did you have any difficulty figuring out who was closest to you?  Now, how did you answer the question at the bottom of the page?  (Here, you will have to base your discussion on how the particular learner answered the question.  Depending on whether he or she wants to change their current situation or not, you will know what needs to be discussed.  The bottom line, whether they want to change or not, is HOW they plan to change or keep things the same.)

Now, let’s look at your answers to the six questions on “Envisioning the future.”  (Again, at this point you will know best what direction the discussion should go.  Your key responsibility here is to make sure that they have thought carefully about the support the learner will need.  There may be important factors such as estimating the money or time necessary that the learner may not think of on their own.  You need to help the learner thoroughly understand what to expect.  The fewer surprises he or she faces when dealing with things after leaving the adult education program, the better.)

Next, you filled out “Goal Setting” and answered the question, “What goal are you planning for?”  Did you think of more than one, perhaps?  How do you think you will achieve this goal?  (During this portion of your conference the student will express to you what he or she most wants to accomplish.  This goal will be the basis for filling out the rest of the worksheet, including identifying obstacles and ways to overcome them, and creating the “Action Plan.”)

You might also find some advantage in reviewing the learner’s accomplishments in the program.  These accomplishments can be tied to the goals that the learner had set on previous occasions.  To review the participant’s accomplishment of current goals, the learner and staff person together review the goals identified at the enrollee’s previous ALP meeting(s).  

The “product” of this phase of the transition meeting is an agreement between the learner and staff person as to how the goals have been accomplished.

A learner’s goals in an adult education program typically are short-term goals intended to contribute to the process of realizing long-term goals.  For example, passing the GED is a short-term goal that leads to a second short-term goal of getting admitted to a vocational training program, which, along with other short-term goals, eventually contributes to the long-term goal of economic independence achieved by working in a vocational area of interest.  By considering how well the procedures for accomplishing the current goals have worked, the learner and staff person identify new short-term goals for the learner.  

Based on completed goals and the goals planned, you may chose to spend some time discussing possible obstacles to reaching those goals.  This conversation can be a reminder of the Orientation session in which roadblocks and cheerleaders were identified.  The worksheet has space for listing some of those obstacles.  You might want to remind the learner of the comic strip Pogo in which the caption read, “We have met the enemy and he is us.”

The next worksheet to be completed together is one to identify available resources to help overcome obstacles.  An important part of completing this worksheet is allowing sufficient time to recognize the many different resources available.

This page (Show the page to the learner) will help us identify how you might overcome some of the obstacles that we listed.  Remember, your goal, like working on any quest, will present some challenges to you.  On this page we can list some of the people, community, social service, and physical resources that are available.  
Once the resources are identified, you can proceed with prioritizing the learner’s options and resources.  This part of the transition planning is completed on a worksheet as well.
This page is titled “Prioritize Your Options and Resources.”  We know your goal, some of the obstacles you expect, and the resources you have available.  Let’s review these few questions and sort out the best answers.  
Go through each of the questions about resources and how to make use of them.  Some of the choices may be difficult or the learner may lack some information needed to make a choice about which resource to start with first.  Assure the learner that this page is just for planning and that plans change as new information becomes available or priorities shift.  If the page is too distracting, move on to the next page about developing an action plan.  You can always return to the questions and make different decisions.  
This page will be your record of your action plan for making a successful transition and achieving your goal.  I am sure you have noticed that we use lots of paper in helping learners complete their work and reach their goals.  I think you will see that this page will be one of the most important you will leave our program with completed.

You told me your goal is to (review goal statement).  If you are serious about reaching that goal, we need to figure out what you need to do to get started now and the planning you will need to do down the road.  You know that when you travel, you notice the road signs that tell you how close you are to the next town.  Completing the steps on this page can serve as those mileage markers and tell you how close you are to achieving your goal.

We are going to identify the immediate steps you need to take to get you started and then the “down the road” steps that you can work on over the next 3 to 6 months.  

In this space we will list those immediate steps, then the target date, or “by when,” you want to have completed that step, and what the outcome might be.
Help the learner get started on this task.  A separate sheet of paper might be helpful for just listing numerous possible steps.  You can then help sort through them.  An important part of realizing the plan is to have steps that can be started immediately and completed in short order.  The learner wants to feel some momentum.

4.  
Follow-up

Ultimately, troubleshooting will be involved in achieving a smooth transition for the learner to a new service agency, employment, or educational setting, the staff person should offer to be a contact person to the learner should they need further assistance after leaving the adult education program.  Also, the staff person can help review the natural support resources (e.g., personnel, contact phone numbers) the learner could access if needed.  In all of these activities, the options identified need to be realistic given the learner’s disposition and current situation.

Encourage the learner to review the “Action Plan” and the other worksheets.  These pages are best treated as resource materials or reference sheets that can be effective in follow-up activities.  

Next Steps

When fulfilling the transition goals involves the adult education program and its staff, the time frame for accomplishing this step is identified by the learner and staff person at the transition meeting.  In cases where the learner leaves the adult education program, contact is completed at that time with the exception of those instances when the learner returns to the adult education program for assistance. 

TIP

To maximize participation in follow-up activities, have learners fill out a follow-up survey before receiving a cap and gown, or even before they receive their invitation.

Consumables


Transition Meeting Checklist


Relationship Map worksheet


Envision the Future worksheet


Goal Planning and Obstacles worksheet


Available Resources worksheet


Prioritizing Your Options worksheet


Action Plan worksheet
These consumables forms are available for your program to use and reproduce in the “Duplicate Packet” of The Planner.  Also included is a computer CD (labeled “Consumables CD”) that contains the consumables in Microsoft Word format, so that you may easily alter and print your own versions.

[image: image1.png]Transition Meeting Checklist

foteisls o bring b mesting:

— Previous goa sheet(s) —— Evidence of vork tovard gaal(s)

— Test / Exem results —— Workssmpies (portiotio)

_ Enroliment falder

Advence Organizer

_ State purpose of meeting 1o (1) review achievement 10 date, and (2) set "nsxt
oats

Status Review

— Review most recent lst of shart-range goals

— sk enrvlies which goals vere actusl priorities snd which were sctually woried

Goal Setting

— Confirm /Restate tong-range 20sls

— Wentify it of short-range goals nscessary 1o attain Iong-range goal

— Prioritize short-range goals to begin vork on

Action Plan

_ Foreach priosity short-range goal: state plan for accomplishing z0al

post Organizer

— Wentify adult education program o5 resource for future contacts





Relationship Map
Put your name in the center.  Put those people who are closest to you in the next circle.  These are people with whom you spend the most time.  Include family members, teachers, friends, neighbors, service providers, etc.  In the next circle, put people who spend some time with you, but not as much as those in the first circle.  In the last circle, put people with whom you spend even less time than those in the second circle.
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* Who spends the most time with you?  Family?  Friends?  Professionals?

* Do you want to change this?

Envision the Future


Where do you want to be living?


Will you need support? If so, what kind?


Where do you want to be working?


Will you need support? If so, what kind?


How will you get to work and around town?


Will you need support? If so, what kind?


What do you want to do in your free-time?


Will you need support? If so, what kind?


Who will be your friends?


Will you need support? If so, what kind?


Are there post-secondary education/learning experiences 

that you want?


Will you need support? If so, what kind?
The goal that I am planning for is...
Be specific.  

How will you know when you have reached your goal?

When do you want to have achieved this goal?

Will you realistically be able to achieve this goal?
Obstacles...
What stands in the way of you meeting your goal?  

Include such things as lack of information, service, time, money, etc.
Available Resources to Help Overcome the Obstacles...
Physical Resources - What things (money, equipment, etc.) do I have that might be helpful in working on this goal?

People Resources - What might some of these people do to help me work on this goal? (refer to Relationship Map)

Community Resources- What community groups or organizations (church, civic groups, clubs, etc.) might be helpful?

Social Service Resources - What social service agencies (school, vocational rehabilitation, etc.) are available to help with this goal?

What adult service providers are available to help with this goal?

What financial supports (SSI, Medicaid waiver, etc.) are available to help with this goal?

Prioritize Your Options and Resources…
Which resources look most promising?

Which resources would be easiest to mobilize?

Which resources will give you the most results with the least effort?

Which resources should you start with?


1.


2.


3.


4.


5.
Develop Your Action Plan...
USE THE ATTACHED ACTION PLAN FORM

What can you immediately begin to work on?

When will you have it done?

Who will help you?

What is the desired outcome?

How will you know when you have accomplished it?

What will take the most time?
ACTION PLAN
In order to reach my goals.......


What needs to take place immediately -- within the next month?


What needs to take place down the road -- within the next 3-6 months?





By When




Outcome


Immediate Steps

1.

2.

3.

4.

5.

Down the Road

1.

2.

3.

4.
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