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The Comprehensive Adult Education Planner

The PAM Essentials

- A Rating Scale –

Collaborative Approach:  

1.
All instructors and staff are involved.
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2.
All center and satellite sites are involved.
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3.
Issues with current policies, practices, and procedures  are identified.
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4.
All staff and instructors reviewed the PAM content.


1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

5.
All staff provided input in identifying areas of needed improvement.
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6.
Area of needed improvement are identified and agreed upon.
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7.
Timeline developed for PAM implementation and/or program improvement.
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8.
Agendas for meetings are developed by the staff.
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9.
Regular staff meetings (1 to 1.5 hr.) are  held.



1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

11.
All staff consider themselves to be equal partners in the collaborative 

process.
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Pre-Enrollment Component:  
1.
Learner inquiries are welcomed.



1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

2.
Script for phone or in person inquiries is used.
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3.
Information packets of descriptive materials are handed out or mailed.
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4.
Program options are explained.
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5.
Inquiry about special needs is made by staff.
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6.
Next activity is scheduled (e.g. orientation, GED exam, GED practice test, or placement testing) for participant.
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Orientation Component:  
1.
Orientation scheduled regularly as a group activity.
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2.
Enrollment materials are completed.
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3.
Learners are  asked to self-identify any disabilities.
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4.
Learners identify goals for participation.
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5.
Learners participate in group activities.
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6.
Instructional options are described.
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7.
Learners develop options to address problems that might arise (e.g. childcare, transportation, illness, and weather).
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8.
The learner does at least 15% of the talking.
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9.
The learners leave with a clear understanding of program services available and the belief that she/he can be successful.
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10.    If asked, the learners would comment that they felt like the staff truly cared about their well-being and encouraged their continued participation.
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Assessment Component:  

1.
Placement testing options are described.
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2.
Needed learner accommodations are identified and provided.
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3.
Testing environment and practices are such that the test was appropriately administered.
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4.
Learner completes appropriate placement test.
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5.
Assessment results are explained individually in a confidential setting.
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6.
A copy of assessment results is given to the learner.
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7.
Test results are kept confidential and stored in a secure location.



1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

8.
Assessment results are  linked to instructional materials.
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Prescription Component:  

1.
Prescription is developed collaboratively between learner and instructor in a 

confidential setting.
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2.
Learning abilities and interests are  identified.
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3.
Learners are asked to self-identify any disability affecting participation.


1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

4.
Release of information forms are completed for relevant educational records.
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5.
Learner goals are identified.
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6.
Instructional options are described  and selected.
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7.
Participation schedule is developed with the learner.
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8.
Curricular materials are specified.
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9.
Assessment results are incorporated into decision about curricular goals.
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10.
Steps are initiated to identify and select appropriate access and instructional accommodations. 
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11.
Progress reviews are scheduled and conducted on a regular basis.
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12.
The learner does at least 15% of the talking during the orientation session.
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13.
Class schedules are developed with the learner.
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14.
The learner understands and values all goals which she/he has helped to 

set.
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Instruction Component:  
1.
Alternative instructional options are offered.
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2.
Learners participate in a combination of individual, dyad, small, or large 

group instruction, as appropriate.
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3.
Independent work (e.g. worksheets, computer drills, workbooks) is used as a supplement or skill reinforcement only.
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4.
Routine progress testing is conducted at fixed intervals.
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5.
Routines for reviewing the learners’ learning plans are established.
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6.
Instruction is most frequently provided in small groups.
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7.
Class schedules are posted.
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8.
Learning strategy classes are taught.
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Test-Taking Component:  

1.
Test-taking strategies are offered as curricular content.
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2.
Learners are fully informed about the process of test-taking, including the 

implications of test outcomes.



1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

3.
Staff consults with learners about testing preparation and requirements.
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4.
Environment and atmosphere are appropriate for successful testing.
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5.
Appropriate accommodations are available for persons with disabilities.
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6.
Exams are administered according to standardization directions.
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Transition Component:  

1.
Staff reviews with learners their participation and success in the program to date.
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2.
Learners identify and record goals for work, personal life, community, and education.
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3.
A community resource directory is available for learners.


1
2
3
4


Strongly
Agree
Disagree 
Strongly


Agree


Disagree

4.
Individual transition planning meetings are held.
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5.
Staff witnesses the learner initiate participation into her/his next 
placement.
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6.
Follow-up contacts are attempted and support offered to learners who 
have exited the program.
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Implementation

