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Goals

1.
Welcome the applicants.

2.
Inform the applicants about the services available through the adult education program.

3.
Schedule the applicants for selected services.

Intended Outcomes

Adult learners will:

1.
Have a general understanding of what services are available.

2. 
At least tentatively select the appropriate program option.

3.
Schedule an appointment for the next appropriate activity.

Introduction

Pre-Enrollment activities are excellent opportunities for recruiting learners to the program.  Program staff has the opportunity to describe the available services, the hours of operation, and the calendar of activities.  In the Pre-Enrollment Component, applicants specify their intent to enroll in one of two services. One service offered is scheduling for the GED exam.  Another service is enrolling in adult education classes.  The first service is for those individuals who feel prepared for the GED.  These individuals are taking the exam for the first time or retaking one or more tests to improve their scores.  The second service is for those applicants who want to enroll in the adult education program to satisfy a number of their goals (e.g., preparing to pass the GED exam, working on English as a Second Language, work-place literacy, or specific skills such as reading, writing, or applied math). 
Ideally, this component is completed by one of the instructional staff meeting with each interested applicant individually and welcoming the applicant to the program.  Due to time constraints though, a trained clerical staff member or volunteer could provide this information.  As an alternative to a meeting, an individual may call and request that information be mailed. 

We encourage the distribution of appropriate program information to adult learners.  Our experience is that adult learners appreciate the information, as well as develop an increased sense of responsibility; thus, in this component we include the option of learners receiving materials in person or through the mail.  By receiving materials in advance of enrollment, they can be better prepared and have a sense of choice. 

The quality of adult education programs varies.  To improve the 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.46-49).  For this component the following Indicators are relevant:

1.
The program serves participants who are representative of the ethnic diversity of the under-educated population in the program’s service area, including limited English proficient adults.  (Measure 1.1)

Component Materials

Consumables


Introductory cover letter (Developed by program staff)

Infosheet:  Quick Guide to AEC Services


GED Infosheet:  What is the GED?


GED Infosheet:  How do I take the GED?


Appointment card
Nonconsumables


Orientation Schedule Notebook (Developed by program staff)


Sample Infosheet:  The Topeka Adult Education Center  

Sample GED Infosheet:  For 16 and 17 Year Olds

Sample Compulsory Attendance Exemption Form

· Sample Compulsory Attendance Disclaimer

· 
Kansas State Department of Education: 
Commonly Asked Questions Regarding the New Compulsory Attendance Act
Staff Preparation

1.
Develop and duplicate a cover letter that welcomes participants and provides contact information.

2.
Have the component materials available as handouts or for mailing. 

3.
Review the procedural steps on the following pages.
Time Requirements

Responding to inquiries about the adult education program and providing the materials might take 5 to 10 minutes.  The important part of completing this component is not so much the time, but rather the welcoming and encouraging manner in which the information is provided. 
Procedures

1.  Initial Welcome 

The initial contact with potential participants may be in person or through a phone call.  Our experience is that applicants are particularly sensitive to the level of caring and interest expressed by adult education program staff.  In this initial contact the goal is to welcome individual inquiries about the program with a statement like the following: 

I am glad you are inquiring about our program.  We work with many individuals each year and like to think that all of them find our help valuable. 

How can we help you?

A Note on Format

Throughout this manual we have included example scripts of what program staff could say during an activity.  These examples appear in bold print.  They are examples only to help you think about what you might say; we hope you will personalize them for your program’s practices.

2.  Program Options

Some adults may contact your center, in person or by phone, requesting a specific service; others may want to know what you do there or if they can be helped with a specific goal.  Your response at this step depends on what you hear from each individual.  At a minimum, provide a brief, clearly stated response to any questions.  Provide the information requested.  If the person is phoning, provide the address of the center and the center’s hours of operation.  Encourage the person to stop in for a visit.  These points seem particularly important to stress in a phone conversation:

1.
Location of the program, including the address and how to find it;

2.
Hours of operation; and

3.
Interest in helping a person to attend, especially if the person has a disability for which an accommodation might be useful.

Lastly, remember to thank individuals for their interest and tell them that you believe the program can help them. 


If appropriate, you might send an appointment card with the next scheduled time for new learners to attend. A blank example of an appointment card can be found in the “Consumables” section of this component and for reproduction in the “Duplication Packet.”  Furthermore, the information described above is important to include in a cover letter.  Clear directions on locating the program are very important to include.  A detailed map is excellent.


Even if the callers have a specific request (e.g., “I want to schedule my GED exam.”), you can add a bit of an advertisement for the program’s offerings by briefly mentioning service options.  This information is intended to broaden the persons’ understanding of the many services available.  Many learners are unfamiliar with adult education programs and the available services.
What we did

At the Topeka Adult Education Center project site, the following information was provided to those persons who visited the program before enrolling.  This information is abstracted from the Infosheet:  Quick Guide to AEC Services.  This Infosheet, which was given to prospective enrollees, included the following script:  People like you use our services for several reasons:

(a) 
Some people schedule their GED exam. 

(b) 
Other people are interested in adult education classes such as pre-employment classes, life skills classes, and completing secondary level classes to prepare for the GED exam.

(c) 
Others schedule a time to take the GED official practice tests or the assessments to determine their academic skills or to see if they are ready to take the GED before paying the test fee.

(d) 
And, some enroll in classes for English as a Second Language or Citizenship.
3.  Service Option Details

If the person has visited the program for information, you might continue the discussion of what the program offers.  Once you have a sense of the applicant’s interests, provide an overview of the particular option(s) of interest.  At one of the project sites, the staff used the Infosheet:  Quick Guide to AEC Services to provide this overview.  This Infosheet can also be found in the “Consumables” portion of this component. 

Follow up questions After presenting the information, follow up with a question like:


What questions do you have?

Disability information.  Adult education programs are required to provide accommodations to individuals with disabilities.  These requirements are described in the Americans with Disabilities Act (ADA). A summary of the ADA is located in the back of the Orientation Component.  Our experience, though, is that adult learners are reluctant to discuss their disabilities.  Thus, several inquiries may be necessary to help them feel comfortable.  The following text might be used at this time as part of increasing adult learners’ comfort. 

We are very interested in meeting the needs of persons with a disability.  If you have a disability, we will work hard at providing you accommodations that will help your learning and test taking.  You have to let us know.

Explain to learners that the disability information may be particularly important in planning testing and instruction.  You need to be certain that the staff members know how they can best accommodate the learners during orientation and assessment.  As a part of planning instruction, additional information will be collected regarding the disability so that other accommodations might be made. 

Important information for learners under the age of 18.  In Kansas, students who have left school without graduating are covered by regulations designed to reduce the number of dropouts.  Currently, two forms must be completed by persons who are less than 18 years of age, have not graduated, and are not enrolled in high school.  These forms are the attendance disclaimer form and the attendance exemption form.  They are included on the following pages as reminders that state regulations may influence efforts of program staff in recruiting and enrolling learners. 


The Kansas State Department of Education’s Infosheet, Commonly Asked Questions Regarding the New Compulsory Attendance Act, can give you more information about these regulations and procedures and is included in the Nonconsumables section of this component.

[image: image1.wmf]COMPULSORY SCHOOL ATTENDANCE DISCLAIMER

Pursuant to K.S.A. 72-1111, as amended, Section 1, (a) and (b),

  

Unified School District No.

        

encourages

                                

  

         

 to

  

name of pupil

remain in school or pursue an educational alternative.

The academic skills listed below have not been achieved by the

undersigned child:

1.

6.

2.

7.

3.

8.

4.

9.

5

10.

The future earning power of a high school graduate is $

       

                    

 over his/her lifetime.  The future earning power of a high school dropout is $

       

over his/her lifetime.  The difference is $

             

 over a lifetime.

The child, 

                                

                

           

, is encouraged to

attend one of the alternative education programs approved by the Board of

Education of Unified School District No.

           

 and listed below:

1.

2.

3.

We, the undersigned, acknowledge that we attended the final

counseling session conducted by USD No.

        

 in which the above

information was presented to us.

                                

 

          

                             

                 

signature of child

signature of parent or

  

person acting as parent

                                

 

          

                             

                 

Date

Date


COMPULSORY ATTENDANCE EXEMPTION FORM


Pursuant to K.S.A. 72-1111, as amended, 


a child who is 16 or 17 years of age, is exempt from the compulsory attendance 

requirements of the State of Kansas for the reasons listed below (check 

appropriate reasons).


O
1.
The child is regularly enrolled in an alternative education program approved by the Board of Education of USD No.            .


O
2.
The child is exempt pursuant to a court order which is attached to this form.


O
3.
The child and 




, the parent or person acting as parent, have attended a final counseling session conducted by USD No. and have signed a disclaimer, which is attached to this form.

Signed



School Official


Typed or printed name


Title


Date

One program’s experience
Our experience has shown us that the first contact a participant makes at an adult education center is either the beginning of a successful partnership...or the end!  Each person who contacts the center should be seen as an individual who is to be commended for having made that first contact.  

The person doing the administrative intake must be kind, sensitive, and encouraging during the first phone call or walk-in.  That staff member should be informed of the many obstacles (emotional, physical, psychological, etc.) that a person may have had to overcome to make that first contact.  Many adult learners come to the education center with “baggage” from earlier school experiences.  They are not aware of the differences between an adult education center and a secondary school classroom.

We believe that treating potential learners as honored guests—with dignity, compassion, warmth and congeniality is important, if not essential.  Every effort should be made to offer a chair, if appropriate, and other amenities that would normally be offered to guests.  After all, they are guests in our center!  

When the potential participant makes a first contact by phone, a pleasant and understanding voice should greet that person.  (It should go without saying that when the first contact is made by phone, the person should not be left on “hold” for more than a few seconds!!)  If delayed longer, you could offer to call the person back in a few minutes.

As good practitioners, we must remember that while we work day in and day out with the same knowledge and information, all of this is new to the potential learner.  We found that many adult learners did not realize that all of our services up to the point of GED testing were FREE!  Many of the learners in our focus group were uncertain of the cost and were too embarrassed to ask.


What we did...
At the Topeka Adult Education Center project site, the following information was provided for those persons who visited the program to see about enrolling.  This approach to providing information includes showing the applicant the Infosheet:  Quick Guide to AEC Services and describing the options (Infosheet available in the “Consumables” area of this section and the “Duplication Packet”).

Be cautious about overloading the learners with too much information.  By having a written copy for the learners, you can show them each of the statements that are relevant to them.  Since they are numbered, you can also circle each number as you discuss it.

I will give you some written materials, but since you are interested in (service option), here are a few points you may find helpful.  Don’t try to remember all of these points because they are written on the materials I will give you.  I’ll mention them just because you might have a question that I can answer and that would save you some time.  We can review them together.  

Are you at least 18 years old? 

If yes, skip the sections relevant to younger adults.  Age is important because of the requirements from the Kansas State Department of Education for individuals who are under 18.  Also, applicants have to be at least 16 years of age.  No one under 16 years of age may participate.  

Option 1:  Scheduling for the GED exam
1.
Persons 16 or 17 years old who do not have a diploma and are not enrolled in high school must have a disclaimer.

2.
If an agency like SRS or Corrections is paying for the exam, the agency requires you to document your readiness for the exam by doing well on the Official Practice Test, which we can schedule and which does not cost you anything but your time.

3.
Reservations must be made at least a day ahead of the scheduled GED exam, but due to the limited space, participants should plan ahead.  You may need to schedule at least two weeks in advance. 

4.
You must make your reservation in person.

5.
A picture identification card and establishment of your Kansas residency is required at the time you make your reservation.

6.
The testing fee is $68.00 and is paid at the time of the reservation.  

7.
When you register for the GED, the state of Kansas application form is also completed.  This application form is the state’s required form and is available at our center.

8.
Just so you know, GED preparation and review books are available through the public libraries and book stores. 

9.
If you have a disability, we can request accommodations that might help you on the exam.  You have to let us know.  We have to get permission for some of the accommodations. 

10.
I have an informational packet of materials which gives additional details and instructions. 

Option 2:  Enrollment and scheduling for adult education classes 
1.
No fees are required.

2.
We start new classes each week.

3.
We prefer a reservation but walk-ins are permitted, if space is available.

4.
Your first class, which is an orientation, is completed over two consecutive days on Thursday and Friday afternoons. 

5.
Let us know of any accommodations that we need to make to help you learn.

Option 3:  Scheduling for GED practice tests or functional level tests

1.
This option is for persons who are unsure if they’re prepared to pass the GED 
exam.

2.
An accurate way to check your skills is to complete the 


Official Practice Test which takes about four hours.

3.
The practice testing is free.

4.
Reservations are not required.

5.
Testing is offered weekly on Monday, Tuesday, or 


Wednesday afternoons.

6.
You can review the results with a staff member and get 


some expert advice about what your next step might be.

7.
You have the option of attending any of the adult 



education classes in English as a Second Language, basic education,  
secondary education, or life skills. 

8.
I have written down information that I can give (or mail) you.

9.
Let us know of any accommodations that we need to make to help you learn.

Option 4:  English as a Second Language (ESL)

1.
Applicants interested in ESL classes must be at least 16 years of age, not 
enrolled in high school, and not on an F-1 (student) visa. 

2.
Enrollment is completed during the first scheduled class.

3.
ESL classes meet Monday through Thursday, 8:20 a.m. to 11:00 a.m. 

4.
Let us know of any accommodations that we need to make to help you learn.

Option 5:  Citizenship Classestc "Option 5\:  Citizenship Classes"
1.
Applicants interested in Citizenship classes must be at least 16 years of age, not enrolled in high school, and not on an F-1 (student) visa. 

2.
Enrollment is completed during the first class.

3.
The class meets weekly and typically includes members of the English as a Second Language classes. 

4.
The classes are available at different locations in Topeka.

4.
Schedule Orientation or Other Options
Once applicants indicate choices for services, they are scheduled for the first session.

Orientation Session
Applicants interested in the adult education classes, applicants indicate when they would like to schedule their orientation.  If an interested person is present at the center, an appointment card can be given to him or her with their scheduled orientation time printed on it.  At many sites, the first “class” is made up of enrollment, orientation, and assessment activities.  While 8 to 12 persons are preferred, up to 20 individuals can be scheduled for a single orientation session. 

Let’s figure out when you can start.  The next available session is scheduled for (day and date).  Will that time work for you?

In Person:

Here is an appointment card as a reminder of the day and time.  If this time will not work for you, please call me and we can work out a new date. 

The name and phone number of the scheduled applicant are recorded in the Orientation Schedule Notebook.  This record provides a roster of who will be coming to the next orientation session and how many people are expected. Also, if any accommodations are needed for attending (e.g., large print, Braille, wheel chair access, audio or reader assistance, scribe, or adaptive equipment), they should be noted.  (Programs may choose another alternative to keeping a notebook; program staff may record the information on index cards or in a computer database.)  

Applicants complete the next steps at the first class (orientation session).
Sample Orientation Schedule Notebook

Name
Phone
Special Needs?


Judith Wilson
453-6890
No

Ernest Smith
434-6421
Uses a wheelchair



Claims “can’t read”

Lam Nguyen
932-5647
Sitting difficult

Official Practice Test Session
The GED official practice test is available on these days (Name the date and time).  No appointment is necessary. 

In some programs, the staff does not want learners to walk in and take a practice test, or even the GED exam.  It may be a defeating experience for the learners or prevent them from undertaking other valuable activities.  We know pros and cons exist for both perspectives.  We suggest adopting a lenient rule that allows the learners to make their own choices.  We also encourage you to make sure the learners are very familiar with the test material as well as with the instructional services that are available through the adult education program. 

GED Exam
Individuals interested in scheduling the GED exam complete the GED application form and pay the required GED fee or present their voucher from the sponsoring agency (e.g., corrections or social services).  These individuals then review the schedule of the GED testing sessions and schedule their test session(s).  The State of Kansas has an application form for persons who want to take the GED.  This form is required and can be completed at the time of scheduling for the exam.

ESL Class
Individuals interested in ESL classes are told when the first class session is held.  The appointment card is given to the applicant. 

The next steps for the applicants are completed at the first class session. 

5.
Distribution of the Information Packets
Our experience has shown that enrollees appreciated receiving materials about the program.  Did they read it?  We don’t know.  They did say that they felt the information was useful.
For an in person inquiry: 

This packet contains written summaries of the information that I just told you. 
For a phone inquiry: 
I can mail materials to you; I just need your address.  I hope you will feel free to call me back if you have any questions about the materials or if you do not receive them within a few days.  I will mail them to you (day).

What we did...
At the Topeka Adult Education Center, applicants received the introductory adult education program packet (given in Appendix B of this component). This packet included many of the following items depending on individual’s needs and interests:

1.
Appointment card

2.
Introductory cover letter (with the attachments checked on the list)

3.
Infosheet:  The Adult Education center  (A brief description of the center and its services)

4.
Infosheet:  Quick Guide to Adult Education Center Services
5.
GED Infosheet:  What is the GED?
6.
GED Infosheet:  How do I take the GED?
Orientation Class
Persons interested in adult basic education, studying for the GED, or learning English as a Second Language would receive the following items with the scheduled orientation written on the Appointment card:

1.
Introductory cover letter

2.
Infosheet:  The Adult Education Center (A brief description of the 


center and its services)

3.
Infosheet:  Quick Guide to Adult Education Center Services
4.
Appointment card

GED Official Practice Test

Applicants interested in assessing their readiness for the GED by scheduling the Official Practice Test receive:
1.
Introductory cover letter

2.
Infosheet:  The Adult Education Center  (A brief description of 
the 


center and its services)

3.
Infosheet:  Quick Guide to Adult Education Center Services
4.
GED Infosheet:  What is the GED?
5.
Appointment card

GED Exam
Applicants interested in immediately scheduling for the GED exam receive:

1.
Introductory cover letter

2.
Infosheet:  The Adult Education Center  (A brief description of the center and its 
services)

3.
GED Infosheet:  What is the GED?
4.
GED Infosheet:  How do I take the GED?
Next Steps for Staff

Add Each Name to the Orientation Session Roster  


Participants’ names and phone numbers are recorded on the roster for the orientation session so that a running total is kept of the number of expected participants.  The center’s receptionist maintains this notebook.  While 8 to 12 is the preferred number, up to 20 individuals may be scheduled for a single orientation session. 

References
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CONSUMABLES


Infosheet:  Quick Guide to AEC Services


GED Infosheet:  What is the GED?

GED Infosheet:  How do I take the GED?

· Appointment cards

These consumable forms are available for your program to use and reproduce in the "Duplication Packet" of The Planner.  Also included is a CD (labeled "Consumables CD") that contains the consumables in Microsoft Word formats, so that you may easily alter and print your own versions.

Quick Guide to AEC Services

Are you 16 or 17 years old?

If yes, you will need to have two forms completed that exempt you from school attendance.

Scheduling for the Ged Exams

1.
Your reservation for the GED must be made at least three (3) days before the exam.  To be sure you get in, make your reservation as soon as you can.  Sometimes reservations are needed two weeks ahead.  

2.
 The GED test fee is $68.00, non-refundable and non-transferable.  It is paid at the time you make the reservation, before the test is given.  If the individual does not pass all 5 tests, they must again pay $68.00 for the whole exam.  Individuals cannot retake individual parts.

3.
Reservations are made in person at the center.

4.
You must bring a picture identification card to make a reservation.

5.
The state of Kansas application form is also completed when you make your reservation. 

6.
GED preparation and review books are available through public libraries and bookstores. 

7.
As of January 1, 2001, the prospective test taker is required to pass the Official Practice Test prior to taking the actual exam.

Enrollment and Scheduling for 
Adult Education Classes 

1.
Classes and skills testing (not the GED exam) are free.

2.
Classes are held every other week.  A reservation is required for the first class. 

3.
Orientation is completed in the afternoon of the first two days of class. 

Scheduling for Ged Official Practice Tests 

1.
This option is for persons who are not sure if they’re ready to pass the GED exams.

2.
Completing the whole GED Official Practice Test takes about four hours.

3.
This testing is free.

4.
You may discuss the results of the test with a staff member and get expert advice on what to do next.

5.
You may attend any of the adult education classes.  (Orientation class is required before attending these classes.)

6.
Additional information and materials are available.

English as a Second Language (Esl) Classes
1.
You can enroll during your first scheduled ESL class.

2.
Classes are from 8:00 a.m. to 10:00 a.m. for beginners and 10:15 a.m. to 12:00 p.m. for intermediate/advanced students Monday through Thursday. 

Citizenship Classes
1.
You can enroll during your first scheduled class.

2. 
Classes meet weekly.

3.
Classes are at different locations in the Topeka community. 

Please tell us:  Do you have special needs or disabilities 
you would like us to know about?

GED Infosheet 
What is the GED?

What is the GED?

GED stands for General Educational Development.  The GED is an exam that takes 2 days to complete.  It is for people who do not have a high school diploma.  If you pass, you get a high school diploma from the Kansas State Department of Education. 

You should plan to study in order to pass the exam.  GED practice tests are available to help you decide when you are ready to take the test.

Who can take the GED?
You must:

• be a Kansas resident

• not be currently enrolled in school

• not be a high school or GED graduate

• be 16 or older

What is on the GED?

The GED exam has five parts: (1) writing skills, (2) social studies, (3) science, (4) interpreting literature and the arts, and (5) mathematics.  

Writing Skills - This test has two parts: (1) editing sentences and proofreading for 
errors, and (2) essay writing. 

•Part 1
has 55 questions and a 75-minute time limit.  Part 1 tests the ability to edit and correct problems in sentence structure (35%), usage (35%), and mechanics (30%).

• Part 2
is an essay with a 45 minute time limit.  Part 2 contributes 35-


40% of the total writing skills score.

Social Studies - Questions cover history (25%), economics (20%), geography (15%),  
political science (20%), and behavioral science (psychology, sociology 
and anthropology) (20%). 

• This test has 64 questions and an 85-minute time limit.

Science - Questions cover biology (50%), earth science, physics, and chemistry (50%).  

• This test has 66 questions and a 95-minute time limit.

Interpreting Literature and the Arts- Questions test how well you understand 
selections from popular literature (50%), classical literature (25%), and 
commentaries about literature and the arts (25%). 

• The test has 45 questions and a 65-minute time limit.

Mathematics - The test covers arithmetic (50%), algebra (30%), and geometry (20%). 

• The test has 56 questions and a 90-minute time limit.

What are some hints for taking the GED?
This page is a quick guide to help you.  The best way to prepare for taking the five parts of the GED test is to study.  These hints, though, might give you a bit of an advantage.

Scheduling:
You must register in person at the testing site.  The sooner you register the better because of possible space limitations. 

Arrival time:  
Arrive early.  If you are more than five minutes late, you will not be allowed to take the test.

Emergency situation:
If an emergency keeps you from attending, please call to reschedule your testing. 

Testing time:  
The tests are administered over two days. 

Materials:
Bring (1) a stamped, self-addressed business size envelope, and (2) a current Kansas driver’s license or Kansas I.D. card.

Test preparation:
Study and review the GED practice questions and information before the test.  “Cramming” the night before the test will probably not help. 

Test questions:
Except for one essay on the Writing test, all questions have multiple choice answers. 

Test session format:
The tests are timed.  You should try to be halfway through the test when half of your time is used up. 

Test results:
Your scores will be mailed to you.  If your scores are lower than you like, the staff is very interested in helping you improve those scores.  

Where can I learn more?

GED Infosheet 
How do I take the GED?
The GED exam takes 2 days.  You can schedule the GED for day or evening testing sessions.  You must first make a reservation.  

Make your reservation well before any deadline.  You must make the reservation at least one day before the exam.


Reservation hours are 




Go in person to the 


You must bring:

1.
Picture ID


Current Kansas driver’s license or Kansas I.D. card

2.
Your social security number

3.
Name and address of your last school,

the last date you attended,

the last grade you finished

4.
$68.00 


You must pay at the time of the reservation.

5.
If you are 16 or 17 years old, you will need two forms completed by your school district: (1) the Compulsory Attendance Exemption Form and (2) the Compulsory School Attendance Disclaimer.

How do I get my GED diploma?

When you pass the GED, your diploma is available 6-8 weeks after the test.  Diplomas may be picked up at the Adult Learning Center during office hours (




).  You must show a picture identification to pick up your diploma.  

How can I get a transcript?

Graduates may get official GED transcripts from the:

GED 
Kansas Board of Regents

1000 SW Jackson, Suite 520
Topeka, KS  66612
Phone:  (785) 296-3192
FAX:     (785) 296-4526

Transcripts cost $10.00 each (cash, certified check, or money order).

What if I have a disability?

If you have disability, you may receive special testing accommodations.  First, you have to tell us about your disability and we will plan with you the best ways we can help you with testing or classes.  Please bring any reports you have about your disability to help us understand your special needs.

Where can I learn more?

Appointment Cards   

Conference



with _____________________________________


on 
  
  


Day 
Date 
Time
with 

on 
  
  


Day 
Date 
Time
NONCONSUMABLES


Sample Infosheet:  The Topeka Adult Learning Center  

Sample GED Infosheet:  For 16 and 17 Year Olds

Sample Compulsory Attendance Exemption Form


Sample Compulsory Attendence Disclaimer


Kansas State Department of Education:  Commonly Asked 


Questions Regarding the New Compulsory Attendance Act
SAMPLE INFOSHEET:

The Topeka Adult Education Center
Topeka’s Adult Education Center is part of the public schools.  The center is at the Kaw Area Technical School.  It offers many services to people over the age of 16.  The center’s staff values life-long learning.  The center offers free educational programs.  

What is offered?
Our staff will help you:
•Pass the GED


•Prepare for college

•Work on reading, math, and writing skills


•Prepare for a vocational program

Basic Literacy and Life Skills:  Study is offered in reading, writing, and math.  Persons who want to continue their education can take this class.  Instruction is directed to the person’s needs.

GED Preparation:  This class is for persons who want to study for a GED diploma.   Reading, writing, and math classes prepare persons for the exams.  Reading instruction emphasizes social studies, science, and literature & arts.  Learners are taught in small groups as well as one-on-one.

English as a Second Language (ESL):  Spoken and written English are taught to persons who do not have English as a first language.  This class is taught in groups.  A weekly citizenship class is also offered.

xe "GED Testing"GED Testing:  Individuals who are prepared can schedule the GED exam.  Testing costs $68.  Call for more information.

What does it cost me?
Classes are free.  The books and materials are free.  The only costs are to take the GED exams.  

Who teaches?

Classes are taught by teachers experienced in adult education and by volunteer tutors.  The teachers have training in adult education.  

How is instruction provided?
Participants are pretested to help them learn their educational strengths and weaknesses.  Personal programs are planned based on the pretest results.  Participants work with staff to identify participant goals and to set educational plans.

The staff members use many teaching styles and materials, including computers.  All books and materials are free. 

When are classes available?

Day instruction is available throughout the year.  Learners may attend class Monday through Friday from 8:00 a.m.-12:00 p.m. and 1:00 p.m.-3:00 p.m. 

On Tuesday and Thursday evenings, classes are offered from 6:30 p.m. to 8:30 p.m., September through April only. 

What is the first step for me to attend?
Call (785) 273-7140 (Extension 352) for information, or drop by the center Monday through Friday 8:00 a.m. to 12:00 p.m. and 1:00 p.m. to 4:00 p.m.  We can also mail you information.

Kaw Area Technical School

5724 SW Huntoon St.

Adult Education Center 

Building D 

SAMPLE Attendance Disclaimer 
[image: image2.wmf]COMPULSORY SCHOOL ATTENDANCE DISCLAIMER

Pursuant to K.S.A. 72-1111, as amended, Section 1, (a) and (b),

  

Unified School District No.

        

encourages

                                

  

         

 to

  

name of pupil

remain in school or pursue an educational alternative.

The academic skills listed below have not been achieved by the

undersigned child:

1.

6.

2.

7.

3.

8.

4.

9.

5

10.

The future earning power of a high school graduate is $

       

                    

 over his/her lifetime.  The future earning power of a high school dropout is $

       

over his/her lifetime.  The difference is $

             

 over a lifetime.

The child, 

                                

                

           

, is encouraged to

attend one of the alternative education programs approved by the Board of

Education of Unified School District No.

           

 and listed below:

1.

2.

3.

We, the undersigned, acknowledge that we attended the final

counseling session conducted by USD No.

        

 in which the above

information was presented to us.

                                

 

          

                             

                 

signature of child

signature of parent or

  

person acting as parent

                                

 

          

                             

                 

Date

Date




SAMPLE Attendance Exemption Form
COMPULSORY ATTENDANCE EXEMPTION FORM

Pursuant to K.S.A. 72-1111, as amended, 




name of pupil
a child who is 16 or 17 years of age, is exempt from the compulsory attendance 

requirements of the State of Kansas for the reasons listed below (check 

appropriate reasons).


O
1.
The child is regularly enrolled in an alternative education program approved by the Board of Education of USD No.            .


O
2.
The child is exempt pursuant to a court order which is attached to this form.


O
3.
The child and 




, the parent or person acting as parent, have attended a final counseling session conducted by USD No.          
 
     and have signed a disclaimer, which is attached to this form.


Signed



School Official



Typed or printed name



Title



Date

Commonly Asked Questions Regarding The New Compulsory Attendance Act
Janet S. Stotts, Adult Education Consultant

Question 1:  Why are there two forms?  Only the “Compulsory Attendance Disclaimer” is required by law.  However, it applies only when a parent agrees to allow the student to quit school.  The “Compulsory Attendance Exemption Form” provides a record for recording any one of the three statutory basis for exemption from school attendance.

Question 2:  Do the 16 and 17 year olds who now have a permit for GED testing, have to get a disclaimer/court order?  YES.  No one is grandfathered in, even if they have already begun testing.  An adult education center may be recognized by the local board of education as an approved alternative education program, but at present, there is no information about how this might take place.  It is doubtful that just GED testing can ever be called an alternative education program since it comprises only assessment and not instruction.

Question 3:  What about home schooled adolescents?  Do they need a disclaimer? YES, but here is where it gets a little confusing.  If they continue in home schooling, they don’t need a disclaimer, but aren’t eligible for adult education or GED testing.  If they have graduated from their home school, they are eligible for adult education or GED testing and still don’t need a disclaimer.  A graduation certificate from their home school is acceptable if it is signed by their parent or the person in change of the home school.  However, if they are not currently being home schooled and have not graduated from their home school, then they should be referred to their school district of residence for the required “final counseling session,” and to sign a disclaimer.

Question 4:  What about a youth who moves in from another school district or state? Do they need a disclaimer? YES.  The school district they have moved into does the “final counseling session,” and then the parent and the youth sign the disclaimer.

Question 5:  What if they are living with a friend and aren’t in touch with their parents?  Whomever they are living with should be the “person acting as parent.”  This is up to the school to determine if they fit in that category.

Question 6:  Does the testing center take the youth’s disclaimer? NO.  The youth should be required to give the testing center or adult education center a photocopy of it, and it should be placed in the youth’s file.  The youth may need to obtain a copy of the disclaimer from his or her school district.

Question 7:  Does an emancipated youth need a disclaimer form?  NO.  According to Mr. Rod Bieker, an attorney in the Kansas State Department of Education, when a child is emancipated, he is made an adult in the eyes of the law.  It is as if they turned 18 the moment the judge signs the emancipation document.

Question 8:  What if the young person is married?  A married youth does need to have the disclaimer and exemption form completed in order to receive ABE services or take the GED.
Question 9:  Does the disclaimer for the school district have to look exactly like the one that was sent us?  NO.  They can put it on their own stationary and leave it unchanged.  However, there is nothing to say that they can’t completely design their own disclaimer as long as it covers the necessary points as outlined in the law and shown on the form.

Question 10:  What is an alternative education program approved by the local board of education?  Is it an alternative high school?  An alternative education program is whatever the local school board chooses to recognize.  It isn’t logical for an alternative high school to be recognized as an “alternative educational program” by the school district of which it is a part for the purpose of exempting a youth from attending that school district, but it could be.  The alternative educational program could also be the closest adult education program or a correspondence course.

Question 11:  Does a student on an IEP need to have this disclaimer?  NO.  The whole law does not apply to students who have an active IEP and are enrolled in special education.  They are still covered by a different school attendance law which is part of the Special Education for Exceptional Children Act.

For more information, please call Crystal Puderbaugh at (785) 291-3038.

APPENDIX A

First Contact Script

Pre-Enrollment First Contact Script












 Pre-Enrollment













    script pg. #
1.
Welcome (Thank you for inquiring.)
78
2.
Identify Program Options
78
“We offer...

(a) the GED exam

(b) adult education classes (for pre employment, life-


skills, and preparation for the GED exam)

(c) GED practice tests or assessments (to help you decide


which option to choose)

(d) ESL and citizenship classes.”

3.
Option Descriptions
79
“I will tell you a little about whichever option(s) interests you.”

“I will also send you information in the mail.”

“First, are you 18 years or older?”

“If not, we need your attendance disclaimer and attendance exemption form...”
Use the Quick Guide to AEC Services Infosheet to describe 

specific options.

Do you have any special needs or disabilities that we 

should know about?

The first class session includes an orientation to the 

program.

4.
Schedule Orientation Session when appropriate.
87
Record the information on the appointment card.

5.
Give or mail materials
89
For mailing, record the applicant’s address on the 

materials’ envelope.

Give or mail materials to the applicant.

APPENDIX B

Adult Education Program Packets


Adult Education Center Program Packets
Applicants receive the introductory adult education program packet which includes many of the following items depending on their individual needs and interests:

1.
Appointment card

2.
Introductory cover letter (with the attachments checked on the list)

3.
Infosheet:  The Adult Education Center (A brief description of the center and its services)

4.
Infosheet:  Quick Guide to Adult Education Center Services
5.
GED Infosheet:  What is the GED?
6.
GED Infosheet:  How do I take the GED?
Orientation Class
Persons interested in adult basic education, studying for the GED, or learning English as a Second Language would receive the following items with the scheduled orientation written on the appointment card:

1.
Appointment card

2.
Introductory cover letter

3.
Infosheet:  The Adult Education Center (A brief description of the center and its services)

4.
Infosheet:  Quick Guide to Adult Education Center Services
Official GED Practice Test and GED Tests
Applicants interested in GED testing must complete the Official GED Practice Test.  Applicants receive:
1.
Appointment card

2.
Introductory cover letter

3.
Infosheet:  The Adult Education Center (A brief description of the center and its services)

4.
Infosheet:  Quick Guide to Adult Education Center Services
5.
GED Infosheet:  What is the GED?

6.
GED Infosheet:  How do I take the GED?
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Essay writing





Critical thinking





Solving algebraic equations





Reading for comprehension
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Adult Education





The On-line Academy





University of Nebraska Correspondence Courses
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Lynne C. Longmont





10-27-96





10-27-96





Jacob Cunningham





Jamal Washington





Jamal Washington





Counselor





10-31-97
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