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DEDICATION
TO THE ADDLT BASIC EDUCATION INSTRUCTOR

This handbook has been prepared for you in an effort to direct your
enthusiasm for the program in a more effective manner. Those who have worked
with Adult Basic Education have included an army of the most dedicated people
imaginable. Many of the leaders have been highly qualified academically;
others have been recruited from less educated ranks; some have been graduates
of adult high schools across the state. All have shared a demonstrated sense
of adventure and dedication to an overlooked segment of our society--those
who have achieved in the éducational scale at less than the 9th grade.

You have been selected because your administrator feels you possess
qualities which will make it possible for you to help people reach an educational
goal., You will be expected to play your hunches, invent methods which work with
a given individual, and lead adults to belated successes. Programmed instruc-
tional materials and modern educational media will be available to aid you; but
you, the instructor, will be the critical force that determines the success
of the ABE student.

As you study this handbook, we sincerely hope that you will find it helpful.
Everyone Involved has long agreed that in this program the instructor of the
ABE class and his relationship to that class is the primary ingredient for
success, We feel that to do the job, we need all the help we can get. In this
spirit we offer this handbook--to the instructors who are as highly individ-
ualized as the people they serve. All of usr-adult students, instructors,
administrators--are working together to whip the common problem of functional

illiteracy.



PREFACE

This handbook is the result of a two week Institute held in Des Moines,
Towa, Qctober 7 to 19, 1968. The following administrators in Adult Basic
Education participated:

Mrs. Dona Eckhardt, Eastern Iowa Community College, Muscatine

Mr. Dennis Eitmann, Jowa Western Community College, Council Bluffs

Mr. William Ervine, Area X Community College, Cedar Rapids

Mrs., Marty Fisher, ITowa Lakes Community College, Estherville

Mrs. Dorothy Hanisch, Hawkeye Institute of Technology, Waterloo

Mrs. Doris Hamilton, Area X Community College, Cedar Rapids

Mr. Kelly Morgan, Des Moines Public Schools, Des Moines

Mr. Jack Rolinger, Des Moines Area Community College, Ankeny

Mr. Richard Schneider, North Iowa Area Community College, Marshalltown

Mrs, Jane B. Sellen, Western Iowa Tech, Sioux City

Dr. Gordon Wasinger, Asst. Dir. Instructiocnal Services,

State University of Iowa, Iowa Clty

In addition, I wish to pay tribute to Mr. C. J. Johnston, chief, Adult
Education Section, Department of Public Instruction, who originated the handbook
idea; Mr. Ken Russell, consultant, Adult Education Section, Department of Public
Instruction, who guided us through those two weeks and to whom I turned frequently
for advice; Dr. Philip Langerman, assistant superintendent, Tnstitutional Services,
Des Moines Area Community College, who.has taken the time to read and make
editorial suggestions for this handbook; and to my own teachers whom I have used

as a sounding board.

Jane B. Sellen
June, 1969

FOOTNOTES: The bibliography on page 119 is numbered. Each footnote number

refers to that list; the second number is the page. Example: (7:5).

6




CHAPTER 1

INTRODUCTION

THE CHALLENGE IN ADULT BASIC EDUCATION

Recent developments and events in our society have combined to make the
education of America's millions of functional illiterates cause for serious
public concern. Statistics show that 24 million persons have less than an
eighth grade level of academic achilevement, The Bureau of the Census labels
those illiterate who have not progressed academically beyond the fourth grade.
Added to this staggering figure are thousands who cannot read at the fifth grade
level. These problems are complicated further by the rapid rate of technological
change. The U.S. Office of Labor predicts that by 1975 there will be little
demand for unskilled or uneducated individuals.

The problem of illiteracy 1is non-geographic and nationwide, including ITowa.
Approximately 15 per cent of Iowa's population over 25 years of age has completed
less than eight years of formal schooling, The manifest proportion of this
problem makes it mandatory that the objectives of Adult Basic Education become

a reality as rapidly as possible.

BACKGROUND OF ADULT BASIC EDUCATION

Programs providiﬁgrliteracy education opportunities for adults and the need
for such programs are not new to American society. 1In fact, publicly sponsored
programs for basic education have been the major adult activity in many states,
The need has also engendered the development of local literacy programs sponsored
by public and private agencies. Continuous efforts over a long period of time
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hhave been made to provide citizenship courses for foreign born migrating to this
country,

Most of these programs suffered because they lacked support from the general
public. 1In the late 1950's grassroots interest developed concerning the problems
of the disadvantaged, particularly the educationally disadvantaged. This interest
was reinforced by such activities as the Hillard study in Chicago which indicated
illiteracy puts people on relief and keeps them there. The apparent success of
literacy programs in urban centers in Russia increased the level of concern in the
United States,

The major impact on the American public concerning the magnitude of the
illiteracy problem came from releases of preliminary reports of the 1960 census
in the fall of 1961. It was quite apparent from these reports that adult
illiteracy in the United States was a major social problem and that many adult
citizens were unemployable.

These factors stimulated federal legislation. During each session of Congress,
starting in the late 1950's, adult education legislation was introduced. 3Some acts
relating to adult education were passed, such as the vocational acts, manpower
develeopment acts, and library acts. However, specific adult education legislation
dezigned to combat adult illiteracy was finally enacted on August 20, 1964, when
the Economic Opportunity Act (P.L. 88~452) was signed intc law. The declaration
of purpose 1s stated in Section 212 of the Act:

"It is the purpose of this part to initiate programs of
instruction for individuals who have attained age 18

and whose inability to read and write the English

language constitutes a substantial impairment of their
ability to secure or retain employment commensurate with
their real ability, so as to help eliminate such inability
and raise the level of education of such individuals with a
view to making them less likely to become dependent upon
others, improving their ability to benefit from occupational
training and otherwise increase their opportunities for more

productlve and profitable employment, and make them better
able to meet their adult responsibilities."
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Adult basic education programs, after the development of guidelines and
approved state plans, were implemented early in 1965, Eighteen months later
it was apparent the need was so great and the success of the program so

widespread that fuhding was inadequate in many parts of the country.

Consideration of the entire program was undertaken, and in the fall of 1966,
with the passage of the Adult Education Act, responsibility for Adult Basic

‘Education was transferred from the Office of Economlc Qpportunity to the U.S.

Qffice of Education. There, as Title IITI of the Elementary and Secondary
Education Amendments (P.L. 89~750), Adult Baslc Education has continued to be
viewed as significantly successful and federal funds have increased.

In Towa, a state extremely proud of its high literacy rate and educational
system, the public was appalled to learn that about 15 per cent of its citizens
25 years or older had not completed the eighth grade or that over half had not
graduated from high school,

With the creation of the position of Chlef of Adult Education in the
Department of Public Instruction in early 1965, Iowa began organizing ABE programs

in the state with the assistance of federal funds. The first adult basic education

programs were begun in the public school systems of Des Moines and Iowa City. By
June of 1966 a total of 2,503 were enrolled, and by the end of 1968 the total
was 4,862,

The legislation creating area vocational schools effective July 4, 1965
provided the opportunity for the responsibility for ABE to be transferred to these
schools in most instances, The supervision of ABE rests ultimately with the

Director of Adult Education in the area schools.

PURPOSE OF ADULT BASIC EDUCATION
The Adult Education Act of 1966 was established for the primary purpose of

providing a program of federal grants to the states and territories for the
9



expansion or initial establishment of both basic and supplemental adult education
programs. High priority has been assigned to the basic skills, especially
communication and computational skills.

Administered by the U.S. Office of Education, the Adult Basic Education
program was designed to enable adults to overcome the barriers to productive
employment and social growth. By improving their ability to read and write the
English language, these people should become better and more effective citizens.

Primary objectives of the ABE program include the following;

1. Make educational opportunities available to the undereducated
adult,

2. Help the undereducated adult understand the responsibilities
and duties that parallel his rights as a citizen.

3, Help the individual adult upgrade his basic achievement skills.

4. Give the undereducated adult the chance to acquire a basic
knowledge of health, science, social studies and economics.

5. Build confidence in his learning abilities.

6. Make each learning experience for the undereducated adult a
successful and meaningful ome. (7:5)

Secondary objectives include the following:

1., Help the adult acquire the skills necessary to compete in
the job market.

2. WHelp the adult acquire the skills to become a more effective
parent.

3. Help the adult acquire the knowledge necessary to become a
wiser consumer,

4., Help the adult acquire the skills to become a more knowledgeable,

active, and self-sustaining citizen.
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Such objectives are not attained by simply raising the literacy levels,
nor can our society afford to merely wait for these goals to materialize., The
curriculum must be designed to provide for the student to change his living
patterns. This change should aid the student in achieving and maintaining the
cbjectives set forth.

Objectives like these cannot be obtained through a traditional elementary-
type program. Our educational offerings must be tailored to meet each adult's
needs, and to help him formulate realistic goals for himself.

To recapitulate, one could simply list the goals of ABE in the terms first
stated by the Department of Public Instruction in their ABE bulletin #1066E. (11)

1. Fwmployment

2. Academic achievement

3. Personal satisfaction

4. JYmproved attitude

3. Further training

6. Social improvement

7. Cultural change

8. Human dignity

9. Self-respect
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CHAPTER IT

THE INSTRUCTOR

QUALIFICATIONS OF THE ABE INSTRUCTOR

1. Compassionate

2. Possessing knowledge of adult learning processes
3. Adaptable

4, Experienced in group dyﬁamics

5. Patient

6. Versatile

7. Possessing a sense of humor

8. Optimistic in outlook

9. Creative - innovative
10. Analytical - able to size up a situation quickly
11. Forward looking

12. Philosophical - cracker barrel variety

There is no certification requirement as such for ABE instructors in Iowa.
Administrators are free to select those whose background, interest, and desire
to acquire the necessary teaching techniques will most advantageously serve the
undereducated. Workshops and in-service training can fill in many technical

gaps 1n the teacher's education, but compassion cannot be taught.

DESIRABLE CHARACTERISTICS OF AN ABE INSTRUCTOR
The instructor should recognize that illiteracy is not a disgrace, nor

does it necessarily indicate low intelligence. 1In many instances, when adults
13



were children, schools were not available to them. Others had to leave school
and go to work, Others had to drop out because of unhappy school experiences.
Still others led migratory lives. Many are foreign born and have not had the
opportunity to learn our language and gain educational skills.

One of the most important elements of a successful adult basic education
class is the imnstructor and his ability to effectively use the materials
provided in dealing with each individual in the class. The instructor must
become aware of his student's needs quickly and establish a close working rela-
tlonship with him. FEach adult has specific probiems and unique goals, realistic
and unrealistic, immediately attainable and long range. The teacher should
attempt to ascertain why the student is enrelled and what needs he is trying
to satisfy. Together, he and the student can develop goals and find helpful
ways of achieving them.

The successful instructor:

is aware of individual differences and is quick to sense
discouragement or frustration.
- understands the physical, mental, and social characteristics
of the undereducated adult,
* organizes work into short units, allowing for frequent
success experiences and insuring such success at each class
meeting,
is optimistic without denying the difficulty a particular
learner may experience.
* is cheerful and friendly and has a sense of humor.
' keeps accurate records and evaluates his class progress regularly.
+ believes in the dignity of the individual,
¢ is accepting of the student as he is, utilizing his life exper-

iences in building curriculum,
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* takes advantage of community resources for helping the learning or
social problems of his students..
* keeps abreast of the latest materials and strives for professional

growth.

helps promote ABE by whatever means possible.

INSTRUCTIONAIL TECHNIQUES FOR ABE

When working with adults, the instructor must disregard tradition and find

new methods to help motivate the student. The adult is not an overgrown child.

His potential is great enough that with proper motivation, under conditions
designed for him as an adult, he will produce a rate of learning which has little
in common with that of a child. Then, too, his previous experiences far exceed
those of a child. We can expect some adult students to learn at a rate much
faster than that anticipated in.a child,

No one method of instruction will be successful, The teacher should try a

varlety of approaches. One technique is the one-room school approach where

students are working at many different grade levels at the same time. A one-to-
one teaching situation is used, or two or three students are grouped together
where appropriate. In some instances the more advanced students may help the
others, thereby reinforcing their own knowledge. A second approach is the well

equipped learning resources laboratory where new media are being employed to

motivate the adult and secure meaningful achievement results.
In working with adults, the following suggestions are helpful:
1. The teacher should speak in a friendly, conversational manner,
using a well-modulated and expressive voice.
2. Adults should be encouraged and stimulated, but they must not
be rushed.

3. The classroom should be well-lighted., O0lder adults must have

15



10.

11.

approximately 80 foot candles of light at table top.

The teacher should expect quality work but remember that

such work will take time.

The teacher must make a special effort to reassure adults

that they can learn. He must help them overcome feelings

of insecurity and fear of competition with younger adult
students.

The urgency or sericusness of pursuing education may sometimes
lead adults to expect more rapid progress than they can achieve.
The teacher of adult students should be alert to signs of discour=-
agement, because 1f it is not detected and if timely counsel and
encouragement are not given, adults will drop out,

The classification or identification of adults for the purpose

of placing them in certain classes should be determined on the

basis of their previous educational achievement rather than
upon chronological age.

Adults should be encouraged to participate in group activities
and to feel that their opinions are important. Their wealth
of experience and wide range of talents enable adults to make
valuable contributions to the group.

Each student should be given the opportunity to express his
goals at the outset and should be encouraged to set new

goals as the class progresses.

The teacher must repeat essential information frequently and
summarize often.

Since all students do not react to the same kinds of stimuli,
the use of a wide variety of teaching methods and techniques

will insure that each student will be able to profit from the
16




instruction given. Group discussions, buzz sessions, role-playing,
observations, and demonstrations can be used in making the lessons
understandable and meaningful,

12.. It is preferable to use untimed tests with adults because they

react more effectively when not under pressure of time limitations.

13. The teacher should take every opportunity to praise good work.

Errors should be minimized. The error, not the person, should be
corrected,

14. Adults who learn new skills often have to change long-established

patterns--a time consuming and, in some cases, frustrating process,

The teacher can soften the effect of this experience by explaining

that the problem of changing such patterns is common among adult

students.

15. The teacher of adults has a responsibility in convincing the
community that peéple can learn throughout life, and that older
people must be given the opportunity to continue to use their
skills and productive capacities and to participate. in community
life.

A number of basic psychological laws control and affect adult students in
5 the learning process. The teacher of adults should understand these laws if

he is to make the learning experience effective and enjoyable for the students.

The Law of Effect. People tend to accept and repeat those responses

which are pleasant and satisfying and to avoid those which are
annoying. If an adult enrolls in a course expecting to learn a new
skill, for example, and quickly finds that he is learning it and
enjoying the process, he will tend to want to keep returning to class.

The Law of Primacy. First iwmpressions are the most lasting. This

means that these first classes are all-important. The teacher should
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arcuse interest, create a sense of need for the subject matter, and
insure that the students learn it correctly the first time.

The Law of Exercise. The more often an act is repeated, the

more quickly a habit is established. Practice makes perfect--if

the practice is the right thing. Practicing the wrong thing will
become a habit too, and one that is hard to break. The teacher

should be sure that his students are performing an operation correctly.

The Law of Disuse. A skill not practiced or a knowledge not used

will be largely lost or forgotten. The teacher should recognize the
value of repetition in the classroom for reinforcing newly-gained
knowledge or skills. Studies have shown that the period immediately
following the learning process is the most critical in terms of retention,
Important items should be reviewed soon after the initial instruction.

The Law of Intensity. A vivid, dramatic, or exciting learning experience

is more likely to be remembered than a routine or boring experience. This
does not mean the classroom should be a circus or a theatre-in-the-round.
But, on the other hand, the teachers longest remembered are those who
have the ability to "bring their stbjects alive." Vivid examples and
other supporting material can make teaching dramatic and realistic.
Learning is a behavioral change in an individual. Behavioral changes
do not become a part of a person until he has reinforced them through use.
Remember, students do not learn as a result of what teachers do but as a result

of what teachers get them to do.. (2:21-22)

SOME IDEAS FOR TEACHING READING
1. Teach several skills at once.
2, Provide opportunities with new words. Have students say them

aloud, use them in conversation, write them on the board, read them,
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use them in word games, spell thewm aloud, write them in letters or
sentences, find them in the dictionary and encyclopedia.

3. Use words they already know.

4. Introduce a few words at a time. @Glve plenty of opportunity to speak,
read, and write them before presenting new words.

5. Use real-life experiences.

6. Give students the opportunity to succeed. Fallure is a way of life with

these people. The best way to motivate them to learn is to make sure

they experience some success during every class session.

7. Repeat, repeat, repeat,.

8. Xeep activities short.
9. Have students bring in lists of technical words used in their work.

Discuss the words with the class. Use them as a basis for spelling lists.

"Much of the knowledge we now have about the teaching of reading
has been developed by a curious and--in terms of the lives of students--
wasteful pattern of extremes. We learned a great deal about oral reading
by having too much of it, about silent reading by neglecting oral reading,
about extensive reading by neglecting intensive reading, about sight-
vocabulary by neglecting phonics, about phonics and speed by neglecting
comprehension. We are now involved in a great controversy over the
relative virtues of a developmental program with systematic instruction
and an individualized program with incidental instruction.

One would think that it should finally have dawned on us that all
of these practices have value and that the sensible, most efficient
program encompasses them all." (7:I1114)

SUME IDEAS FOR TEACHING MATHEMATICS

1, HRelate the arithmetic problems to practical experiences,
2. Use relevant problems to explain the meaning of installment buying

and calculating interest.

3. Plan a family budget. Besides giving students practice in mathematics
it can help them }learn to get the most for their income.

4. Have students bring to class materials used in everyday life that involve

mathematics.
19



5. Follow the step-by-step procedure of opening a bank account. Filling
out the necessary forms and writing checks should be part of every
student's classroom experience. Actual bank forms and checks should be
used.

6. Instruct the class on how to fill out the Income tax form several
months before income tax time. Fill in a sample form for them to follow.

7. Make use of newspaper advertisements for all types of computation. Sale

catalogues are also a valuable source of mathematical problems,

SOME IDEAS FOR TEACHING SOCTAL STUDIES

1. Use current events to offer a wide range of opportunities in:
* studying news media as sources for learning to

discriminate rumor from fact, bias from objectivity.

assigning reports on areas of further interest.

* learning to verify background material in reference

books, dictionaries, and encyclopedias.

.presenting the pros and cons of current issues.

« taking a vote to ascertain class preferences on
a current topic or election.

* writing a letter to an official--local, state, or
national-~-to express the class consensus,

2. learn about the voting procedures in your locale as well as nationally.
See that the class members know how and where to register. Make sure
the voting machine and its operation is not a mystery.

3. Obtain income tax forms from Internal Revenue Service and go over their
purpose and application. This is a good opportunity to discuss who
pays and how government is financed. Finally, who is the government.

4, Study the purpose of Social Security and Workmen's Compensation.
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Each adult student should have a Social Security number. Be sure the
class members are availing themselves of any benefits for which they
may be eligible.

5. Discover how juries are selected and the purposes of a jury system.

6. Know the places of interest in the community. Use a map and learn how
to read it and find important locations,

7. Study the origins of national holidays. If ethnic groups are represented
in the class, have them explain their particular holidays and the customs

that go with them.

SOME IDEAS FOR TEACHING FAMILY LIVING

1. Bring in speakers from various sources - welfare workers, legislators,
or Social Security representatives.

2, Discuss newspaper stories or television reports on news of the day.

3. Outline budgets in conjunction with mathematics.

&, BStudy and discuss newspaper, radio, and television advertising.

5. View films on children's behavior or emotions.

6. Use role playing by teachers and parents to help understand children's

problems.

7. Take field trips.

Checklist of Techniques for the Instructor: (6:Entire paper)

1. Before you start your class, thoroughly familiarize yourself with your

materials, You may find it helpful to complete a set of workbooks

yourself,

2. When interviewing students, try to get as wuch information as possible

about them without being obnoxious. The more you know about a person

the better you can understand his problems.

3. Be friendly, warm, and courteous.
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4, Be a good listener. Many people in your class may have overwhelming
problems. Often your supervisor can suggest or find help. Even when
you can neot help, your sympathetic understanding and concern may fill
a need.

5. Use math placement tests so the student will not be bored by repeating
what he already knows,

6. Use group discussions to create a good class atmosphere. Try to keep
them on an educational plane., Discourage horseplay and do not let the
discussions deteriorate intoe a "kaffee klatch."

7. XKnow your student's names.

8. Have up-to-date information on each student readily available.

9. Start and end your class at the appointed hours.

10, Report absences promptly and follow up on absent students,

11. Turn in all required records on time.

12, Never criticize. Encourage and praise the student ﬁhenever possible,
Be sincere.

13. Smile!
INSTRUCTOR SELF-EVALUATION

"All adult students learn more, and are more likely to stay, if their
teacher is creative--constantly tries new ways to get his point across."
------ Techniques. February, 1968.

1. Have I tried a really different approach (audio-visual aid,
games, group discussions) with my class in the last month?

2. Have I used a news article or cartoon from a newspaper or
magazine as a basis for class discussion?

3. Have I spent extra time and effort with a person even though

"I can't really see what he's doing in class"?
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4. Have I done anything to make my room more attractive, such as
making use of a bulletin board?

5. Have I tried to include consumer education in the 3R's?

6. Have I found a means of working with the group so that a group
feeling evolves?

7. Have I made use of my students' talents by having them help

each other?

8. Have I helped my students feel they have made progress and

found success in learning?

9. Have I provided extra drill and practice in areas where the

material provided is not sufficient?
10. Have we practiced writing letters?
11. Am I teaching for my needs or to help my students?

12. Do I beleng to TAPSAE? Am I growing professionally?

"Seven inhibitions can block creative thinking--pessimism, narrow-mindedness,
blind conformity, self-satisfaction, super-perfectionism, timidity, and procras-
tination. And procrastination is the biggest block of them all." ---Techniques

February, 1968,

CLASSROOM MANAGEMENT

ABE classes are made available to the students without charge; and all

educational materials, such as texts, references, and supplies are furnished for

the student.

It is the philosophy of the Adult Basic Education Program to take the program
to the student, because in working with the undereducated and the lower income
adult it is necessary that the program be easily accessible.

Facilities for Adult Basic Education classes have been public schools and

community college buildings. Other possible public facilities include Salvation
23



Army centers, libraries, YMCA, YWCA, CAP, and neighborhood community
centers, community houses, and churches.

The recommended class size has been eight to ten students per teacher.
The undereducated adult needs much more personal attention; therefore, the
enrollment must be kept small to meet his individual needs.

The classroom arrangement is somewhét different too, for the adult

student in that table and chairs are preferred. The following are suggested

arrangements:
X X X
X
X
X
X
X X

The adult student participating in the program may have achievement ranging
from 0 to 9th grade level, Instruction is very similar to the one-room school
in that it becomes a kind of individualized tutoring, taking students from the
level they presently possess and helping them improve toward the 9th grade level.

A few minutes of each class session should be spent in general conversation
to develop rapport with and among the students. Many classes have coffee breaks
half way through each session. Some adults prefer to smoke while working.

The important thing to remember in the arrangement and management of a
class is always to consider what will produce the best results for those

involved.
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GENERAL SUGGESTIONS FOR SUCCESS:

1,

10.

11.

Be natural with your students, You, as a person, may share with them
some of your concerns, some of your joys, something about your family
life. You and your adult students have much in common.

Be a good listener. There are many aspects of life that your students
know more about than you do. Always remember that any adult has had

his share of experience even though he may not read or write well.

Accent the positive: Be cheerful, optimistic, and relaxed.

Re on time. BRe a good host or hostess as well as a good teacher. Greet
your students by name and with a smile. Tell them goodby when they leave.
Recognize that adults who are valuable and interesting people in the eyes
of the teacher will realize a new sense of their own worth.

Never reveal shock at anything a student tells you. ©Listen closely but
do not over react,

Do not remind students they were foolish for dropping out of school or
for never having been in school. They know this, Praise them for having
the courage and interest to return.

Do not become discouraged. Be satisfied with small gains. Remember that
many of these students have a long record of failure and are nof going to
change overnight.

Be prepared to answer patiently the most simple, obvious questions. A
friendly, relaxed attitude will help the student feel comfortable and
unthreatened.

Plan successive short courses in basic skills. They are more effective
than one long course because a series of small successes helps to motivate
and bring about new selfwconcepts_and self-confidence.

Be sure that the student is made aware of the fact that learning is

possible through making mistakes and that it is human to make mistakes.
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12, Build in each student a responsibility for others, ZLet your classroom

be a learning team process. Let everyone lead and everyone follow.

ORIENTATION OF STUDENTS - FIRST CLASS SESSION

When you meet your class of adult students for the first time, you may find
yourself confronted with an entirely new situation and undoubtedly some unique
problems. As in any teaching situation, a good beginning is one of the most
important results to strive for, especially in the first class meeting.

1. Prepare a name tag for each student, using first and last names.
Prepare one for yourself using first and last pame. Everyone,
including the teacher, should either be on a first name basis or
on the more formal Mr, and Mrs. level.

2. Arrive early.

3. Arrange tables and chairs to best fit the particular group.

4, SBtart the coffee and perhaps have cookies to serve,

5. Display ashtrays and matches prominently.

6. Point out restrooms,

7. Greet each student at the door. Some will be almost too timid
to enter the classroom the first time.

8. Be cordial, be friendly, and make introductions.

9. Make everyone feel welcome and important to the conduct of the
class. Briefly outline the goals and objectives and how the class
will function.

10, After a brief orientation, take a coffee break. During this time
the class can look over the instructional material and get better
acquainted. Visit a few minutes with each student individually.
Administer the initial placement test and make a personal history

record for each student,
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11.

12.

13,

14.

15.

Conduct initial interviews with these points in mind:

"« be as informal and relaxed as possible.
explain the purpose as, "I need to find out how well you read
(or solve arithmetic problems) so as to know best where your
class work should start,'" rather than a "I'm going to give you
a test now."
try to find a private place away from the group.
let class members know that you will help them in the areas in
which they feel they need help.
give them a chance to tell you about their educational problems
and successes.
tell them their placement level.
show them the materials they will be working with. Help each
student select a short term goal.
make sure each one gets a few minutes for the initial interview,
since registration is a continuous thing and students may arrive
at any time.

+  give each student your télephone number so he may reach you if he

can not attend the next session.

Try to have a brief and informal lesson planned. This will give
students an idea of what the class will really be like,
Dismiss the group on time. Let them know that class will start and
stop on time.
Be available if an individual student wants help after the class has
been dismissed at the appointed time.
Indicate your genuine pleasure with the attendance of your students.
See each one off and say good evening as they leave the class, Encourage

them to be back the next session. Make this a regular practice.
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16. Follow up on absences personally or by whatever means necessary--

telephone call, personal visit, or referral to original recruiter.

RECORD KEEPING IN ADULT BASIC EDUCATION
1. Attendance Records
Attendance records in the Adult Basic Education program are primary
documents. .The purposes for-attendance records are:

* to assist in giving proper guidance.

* to allow for personal followlup on students who may be having
difficulty in meeting class schedules and whose attendance, or
lack of it, may be hindering progress in the program.

+  to compute full time equivalent enrollment (FTEE) for general
state aid.

2. Personal and Educational Inventories

These forms can be filled out informally by the teacher and the
student. The information is meant to help the teacher better understand
the student and his needs. Some of the information can be added later
as the teacher learns more about the student,

A folder containing recerds on each student can be kept on such
things as evaluation and scores. This folder might contain remarks
about special problems that the student is havipg. If the student has
expressed his goals and reasons for being in the class, this information
should be in his educational inventory folder as a reminder to the teacher,
Any additional information which is of value in helping the instructoyx
understand and help the student should be added to his folder.

Suggested forms for use in getting and keeping information on ARE
students follow. These may be expanded or adapted to the individual
program,
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ADULT BASIC EDUCATION

PERSONAL INVENTORY

NAME

ADDRESS

(Street) (City)
AGE SEX

MARTITAL STATUS

NAMES AND AGES OF CHILDREN

DATE

TELEPHONE

PRESENT OCCUPATICN

WHERE EMPLOYED

HOBBIES OR SPECTAL INTERESTS

PHYSICAL DEFECTS OR HANDICAPS:

ANY OTHER PERTINENT INFORMATION:
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ADULT BASIC EDUCATION

EDUCATIONAL INVENTORY

NAME

DATE

YEARS OF FORMAL SCHOOLING

WHY DID YOU LEAVE SCHOOL?

SUBJECTS LIKED BEST

SUBJECTS LIKED LEAST

REASONS FOR RETURNING TO SCHOOL

INFORMAL READING LEVEL

MATH LEVEL

SPECIFIC READING DIFFICULTIES

RECOMMENDAT IGNS :

INSTRUCTION LEVEL

LEVEL 1 - BEGINNING

START

FINISHED

LEVEL II - INTERMEDIATE

LEVEL III - ADVANCED

LIST OF MATERIALS USED:
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868AS-93ABE

School

Attendance
Center

Day & Hour
of Class

State of Iowa
DEPARTMENT OF PUBLIC INSTRUCTION
Paul F. Johnston, Superintendent

Des Moines,

JTowa

50319

STUDENT INFORMATICN FOR

ADULT BASIC EDUCATION

PROGRAM

Date

Initial Report

Final Report June 30,

ABE-4

Name of Test Used:

English
Math

Name & address

Date
enroil

Age

Sex

How recruited
or referred
by what agency

Grade
compl.

Grade level

Compr.

Pre
Test

Post
Test

Increase

hrs of
training

Reason for termination
Example: compl., moved
no interest, sick, etc

Eng Math

Eng Math |JEng

ath

10.

11,

12.




VOLUNTEER WORKERS IN ARE

Adult Basic Education classes may be improved by the addition of carefully
selected volunteers. These people who desire to provide service to the
educationally disadvantaged can lavish time and attention in ways the instructor
can not,

The volunteer may be just the one to go over a particularly difficult
concept again and again until it becomes clear. He may be the serene friend the
adult student needs at the time of stress in his own life. He may.be able to
reach the hostile '"'show me" person to whom life's bitter experiences seem to
have taught that no one cares. The volunteer may relieve the instructor in
paper work and clean-up detail so necessary to the success of any program.

As it is necessary to screen applicants for instruction carefully, so also
it is important to select with care the volunteers to work in the ABE classes.
Compassion, emotional stability and willingness to accept the adult student as
he is without injecting middle-class mores are vital to the success of the
volunteer program. The volunteer must let nothing interfere with regular
attepndance; adult students look for familiar faces at each session.

An in-service training session with selected volunteer workers will
logically be as important, then, as with the instructors themselwves. The volunteer
should be familiar with the general social background of adult students, the
particular aspects of ABE in that locale, and the state and national goals of
basic education.

Volunteers are most likely to come from groups that are alarmed by problems
of poverty, illiteracy, unemployment, welfare, or any of their concomitant aspects.
These groups may be categorized generally as:

church groups

study clubs
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professional organizations
* retired persons
+  service clubs
Volunteers take tremendous pleasure and pride in their work. The best ones

become excellent new teachers, for they have already had training and experience.
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CHAPTER I1IX

THE ADULT STUDENT

COMMON CHARACTERISTICS OF ADULT BASIC EDUCATION STUDENTS

Probably the most important responsibility of the Adult Basic Education
instructor is to know his students -~ their intellectual capacities, environment,
experiences, motivations, and personal characteristics.

Each student is an individual with certain distinctive qualities of his

own, but the following characteristics are commonly found in adults who are
in need of basic education: (8%3112-14)

1. Lack of Self-Confidence. Because disadvantaged adults have

rarely experienced success either as children in school or in
their work or social life since leaving school, they often feel
inadequate, unable to learn and compete,

Implications: Teachers should help their adult students experience

success during the first class session--and in every class session.
The teacher should allow each student to set his own pace in
approaching classroom tasks.

2. TFear of School. Fear usually stems from a student's unpleasant

past experience with school. He may have been ridiculed by

teacher or classmates because of his inferior clothing or his
inability to attend regularly.

Implications: Teachers must avoid at all costs use of ridicule

or sarcasm with undereducated adults. The need for warm, uncritical

acceptance of the undereducated student's slowness in learning, of
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thelr off-beat and perhaps dirty clothing, of their sometimes shocking
language cannot be overemphasized.. However, one would hope these
characteristics would improve because of class participation.

Living in Conditions of Economic Poverty. There is a high correlation

between the level of education and the level of income-~the less
educated having the lower income.

Implications: When these physical handicaps exist, the teacher

should seek & way to remedy them by referral to social agencies.

Values, Attitudes, and Goals Differing from Upper and Middle Class Norms.

Undereducated adults, more likely than not, have a value system widely
different from that of adults of the upper and middle classes.

Tmplications: Strong opposition to these values and attitudes

is not the way to change them, nor is changing them always
advisable. The instructor does not have to agree with the student's
values, but he must accept the student as a person,

Weak Motivation. Motivation. of undereducated adults is low because

of their inability to accept the American middle class values of
success, efficiency, practicality, work, equality, and freedom.
They are easily discouraged and frequently exhibit an attitude of
almost complete resignation because of these repeated failures.

Implications: The instructor should try to find material that the

student can master and find interesting.. Success is important to
achieve in small steps.

Feeling of Helplessness. When a student doubts his ability to learn,

his thinking process is blocked or retarded.

Implications: The teacher should strive to build in the studeat a

feeling of self-confidence,
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"Live for Today" Philosophy. Many adults from lower socioc-economic

backgrounds have little concept of long-range planning in their lives,

Tmplications: This means that motivation to learn must be based on

immediate rewards.

Hostility Toward Authority. Undereducated adults, initially at least,

rarely view teachers as friends. Just acting friendly will not
reassure the students,.

Implications: The instructor may have to run the gamut of student

hostility and defensiveness for quite a while before he is fully trusted.
The adult instructor must project himself as a friend or guide, rather

than as a teacher authority.

Compared with children, adults:

are more realistic.

have had more experience.

have needs which are more concrete and immediate than those of children.
do not comprise a captive audience,

are used to being treated as mature persons and resent having teachers
talk down to them,

enjoy having their talents and information used in a teaching situation.
through their fifties, and sometimes well beyond, can learn as well as
youth.

attend classes often with a mixed set of motives,

are sometimes fatigues when they attend classes,

following are common characteristics of the adult learner:

The adult learner is likely to be rigid in his thinking and less willing
to adopt new ways.

He usually requires extra time to perform learning tasks.
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3. He is impatient in the pursuit of learning objectives.

4. He requires better light for study tasks.

5. The older adult has restricted powers of adjustment to
external temperature changes and to distractions.

6. He has difficulty in remembering isolated facts.

7. He suffers from being deprived of success.

8. He has compelling responsibilities competing with education
for his time.

9. Returning to school has been a momentous voluntary decision

for him.

SCREENING AND PLACEMENT OF THE ABE STUDENT

It cannot be overemphasized that adults entering a formal education
program for the first time, or after a lapse of many years, are very
apprehensive. The screening process should be as informal as possible, with
the emphasis placed on making the student feel accepted and at ease. - Standardized
tests can be used if the instructor knows the ability of the student and has
achieved a good working relationship. Occasionally, it is wise to make a
subjective judgment of placement based on the oral interview,

Testing in the Adult Basic Education program has four purposes:

* To determine the initial placement of the student.

To measure the student's progress.

+ To determine the student's eligibility for advancement.

To evaluate the program.
Te know at what level to begin reading instruction is a problem that faces

every teacher of undereducated adults. Few adults are completely illiterate,

and to save time a teacher should have a quick, convenient method for discovering

each student's reading grade-level. The Gray Oral Reading Test is one simple and
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satisfactory method of placement. Another may be teacher-devised,

The following material on levels and inventory is adapted from Teaching Reading

to Adults, published by the National Association for Public School Adult Educa-

tion, Washington, D.C., 1962,

Levels of Reading

1. The Frustration Level. On this level an adult knows and

recognizes less than 90 per cent of the words he reads

and has extreme difficulty comprehending what he has read,

If there are too many strange words or ideas in such

material, he will have difficulty understanding by use of

word-attack skills alone. This will make reading laborious
rather than pleasant, and the adult may become so frustrated
that he drops out of class,

2, The Instructional Level. The adult at this level knows and

recognizes more than 90 per cent of the words he reads and

can understand what he has yead. Although he will need

help with materials on this level, he can, with instruction,
learn the new words and make progress toward higher levels
of skill. This is the actual level of his true reading
ability and the point at which instruction will be most
useful,

3. The Capacity Level, This is the level at which the student

can understand and remember 75 per cent of the material

READ to him. This level provides a rough estimate of his
capacity and may improve with instruction,

4, Interpreting the meaning of levels. An adult may have an

instructional level of 3.0, This is the level at which
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learning will occur most effectively. Any material graded higher
than 3.01 will tend to frustrate and discourage him; but with
materials graded slightly lower than 3.0, Such.as 2.5, he will be
able to read independently, with pleasﬁre and a real sense of

achievement.

Administration of the Inventory

Some adults will know more about reading than they realize, but

many others are far less competent than they think. One of the first

things the teacher will want to do is to determine the instructional

reading level of each adult in his group. To do this he might use

these procedures:

1.

-Select four books which have a range of difficulty covering
varying degrees of ability. Any series of graded readers
from grade one through grade eight will serve,

Beginning with the first, have the adult read the first
sentence on every fifth page or sc. Then try the next
book, and the next. From this procedure the teacher should
be able to decide in which book the student can read 90 to
95 per cent of the words.

Take the book selected during the reading trial. Have the
adult read several pages, TIf he can read and understand
most of what he has read, that is his instructional level.
If not, try another book on a lower level; or just assume
that the next lower level is his instructional level.

By rule of thumb, the independent level may be thought of
as one grade below the instructional level, and the

frustration level one grade above it.
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5. The capacity level can be estimated by using an intelligence test

or by reading to the adult from a graded reader and then asking

questions about what has been read, It is doubtful that the

teacher will want or need to determine the capacity level unless he
has real doubts about an adult's mental capacity. In that case, of
course, he would use a standardized test and seek help from reading
and testing experts suggested by the administrator,
A teacher-made test in arithmetic should include both computation and
reasoning problems. It should also include problems of graded difficulty from

simple to more complex. The following skills should be covered: (13:139)

* Addition with no carrying

Addition with carrying
Addition using dollars and cents

Subtraction with no borrowing

Subtraction with zero difficulty

* Subtraction with borrowing, but no zero difficulty
Multiplication with one multiplier

Multiplication with a two-digit divisor

* Long division with a one-digit divisor

Long division with a two-digit divisor

+ Addition, subtraction, multiplication, and division of fractions

Addition, subtraction, multiplication, and division of decimals

Percentage problems
Problems of measurement
Comprehensive tests may be provided in the arithmetic materials used in the

program. They will quickly indicate points of difficulty. Of course, it must

first be explained carefully that the place where difficulty is encountered is
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the point in the book where the student will start.

In many cases a student will readily agree to work a few problems on each
page until he himself recognizes he has reached the place in the book where he
needs to work more thoroughly.

The feeling of success achieved by understanding the first problems he

works will give him encouragement in tackling the harder ones.

MOTIVATION AND GUIDANCE OF THE ABE STUDENT

The undereducated adult needs frequent encouragement. IHis goals must be
examined with him often and in short term objectives. Classroom atmosphere and
the instructor's attitudes can have a great influence in motivating the student.
The instructor can help him by selection of materials that are adult centered
and which meet his needs.

One of the biggest student motivators in a basic education program is
success. If the student gains success each session, he will be more determined
to reach his long-range goals.

It is important that a good student-instructor relationship be established
in the early stages. The personality and individual approach of each instructor
will be vital in securing this relationship. These terms are the keys to
motivation:

Success
' Enthusiasm of instructor
* Praise

Those who enroll in an ABE class for economic reasons--to get a job or to
advance in a job they already have--are usually interested students. The same
can be said for those who enroll to improve their self-image or their image as

parents. But those who enroll to fulfill a social agency requirement are more

reluctant to participate, and the teacher may experience a feeling of frustration
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in efforts to motivate them.

Motivation is the key to learning. Some adults have specific objectives,
such as needing to earn a high school certificate for job improvement, while
others have only a general interest in the subject matter. It is the teacher's
responsibility to discover what motivates each adult student and to strengthen
and reinforce that motivation.

Motivation of the Student

In the December 1968 issue of Techniques, Dr. Harry L. Miller describes
two kinds of motivation--that which brings a student to class and that which keeps
him there. They are not necessarily the same thing.

Dr. Miller states that for many vocationally-oriented students, the initial
motivation is to improve performance on the job and thus, hopefully, to increase
their income. For other students, the "love of learning" may be the initial
motivation., Whether or not these initial motivations can be transformed into the
specific motivations required to bring about learning depends, in large part, on
the instructional skills of the teacher.

According to Dr. Miller, the teacher must deal with both the positive and
negative forces in every learning situation. Examples of high wotivation forces
are the desire to get a better job, the fellowship of other students in the class,
and the self-esteem of doing something worthwhile. Forces which tend to reduce
motivational drive are the requirements of going to class after a busy day and
fear of failure. The task of the teacher is to identify and then to remove the
resistant forces. It may be impossible to eliminate night sessions; however, the
pace can be varied, and the students can be provided with challenging activities
so that the time does not drag.

Most men and women involved in adult learning activities have the choice of

dropping out at any time or remaining until the completion of the course., This
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lack of the compulsory aspect makes adult education a direct challenge to the
holding power of the teacher,

If his classes drag,

if his techniques are boring,

if he doesn't maintain the interest of all,

he may find himself facing an empty classroom! (13:8)

Guidance of the Student

The instructor, because of his closeness to the adult student is in an

excellent position to offer guidance. The undereducated adult needs help in:

Establishing realistic wvocational and educational goals.
Finding out how.and where to look for jobs,

* Solving persconal and family problems that may be blocking his
ability to learn or even to attend classes,
Contacting community agencies that will help solve personal and
family problems.

* Learning what his legal and social rights are.

The instructor should always be available to the student and show
sincerity, interest, and respect.

The instructor is sure to question his own ability or training in the area
of counseling. His chief function might well be to listen, to act as a friend,
and to be aware of the places to go for help when it is apparent professional
services are needed. Following up on a student's problems, and finding a
solution can then make possible some learning on the part of the student.

Teachers who are particularly successful in informal personal conferences

with their students use these attitudes and approaches:

The Teacher Listens. When individuals are so absorbed with self and so

involved in telling they may have wvirtually lost--or never learned--the art
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of listening. As evidence, witness the competition for the floor in any

conversational situation. The student seeks out the teacher for an individual
i

conference because he has something to say., He does not want the teacher to

do all the talking,

The Teacher Clarifies. A particularly effective technique is the restate-

ment of what the student has said. Even though nothing new has been added,
the student's statement often assumes new meaning when he hears someone else
say it.

The Teacher is Aware of Non-wverbal Clues. Rejection can be cowmunicated by

the teacher's behavior as well as by his words, It is, therefore, of extreme
importance that the teacher be aware of his own facial expressions, ggstures,
and movements--even the clearing of his throat. Such behavior, if inappro:g
priately timed, can say to the student just as clearly as words: ™I do not
accept yvou and am not genuinely interested in you." The counselor must!

also be aware of non~verbal clues given him by the student. TFor example,
trembling, fidgeting, twitching, and rigidity are tip-offs to emotional
tension and high feeling.

The Teacher Uses Easy-to-understand Language. It is all too easy to

intimidate and alienate students by using language which is "over their
heads." Use of big words may have two unfortunate results: 1) the
student feels stupid because he doesn't understand; 2) the teacher does

not know that he is misunderstood, because the student is ashamed to tell

him so.
The Teacher Knows How To Ask Questions. The teacher in his role as counselor
asks only one question at a time, not two or three in the same breath... uses

straight-forward questions. Trick questions way be amusing, but they can

stop a conference. He should avoid asking questions in which the answer is
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suggested: "Wouldn't you like to read more in your spare time?" Yes,
some students may, but maybe not that particular student. Silence can be
just as effective as questions in drawing out a student,..if the teacher
has the ability to feel relaxed and comfortable during a silence.

The Teacher Doesn't Tell What He Hears. The quickest and most effective

way to destroy a good student-teacher conference is for the teacher to
reveal information that has been given in confidence. Many bits of infor-
mation make interesting small talk and gossip. But the teacher is ill-
advised to repeat confidences, because the spoken word--like the proverbial

penny--usually returns to its owner and can never be recalled. (8:v10-11)

GENERAL EDUCATIONAL DEVELOPMENT TEST

‘Since nearly half of the people of the State of Iowa are not high school
graduates, the long range goal of Adult Basic Education may be the attainment
of a high school equivalency certificate for each non-graduate. Information on
the test and the mechanics involved is included here. It is meant to serve as
a resource to the ABE instructor.

GED means General Educational Development. The name refers to a test used
extensively in the armed forces and most states to evaluate the educational
attainment of non-high school graduates. Since 1965 the State of Iowa has
granted a high school equivalency certificate which has status equal to a diploma
granted by a board of education. It has been accepted in most situations
requiring a high school diploma--college, vocational school, job advancement,
licensing, and union apprenticeship.

The test itself is in five sections:

+ Correctness and Effectiveness of Expression
Interpretation of Reading Materials in Social Studies

Interpretation of Reading Materials in the Natural Sciences
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Interpretation of Literary Materials
* General Mathematical Ability

The first section Includes grammar, syntax, Spellingf and punctuation. The
three "interpretation'" tests are based on skill in reading with understanding so
that an adequate vocabulary in each area is edsential. The section on mathematics
presumes a basic understanding of general mathematics, including some algebra and
geometry, Tests one and five present the most difficulty to the average person.

The adult makes application to the Department of Public Instruction, Grimes
State Office Building, Des Moines, Iowa. 50319, to take the test. A facsimile
of the form and instruction sheet are attached. The application is sent in
duplicate with the fivg dollar fee. 1If one is under 21, a copy of his most recent
transcript must accompany the application. This is to verify the applicant’s
eligibility, for he must prove that it is now one year past the date when his
class graduated from high school, The GED is not a short cut for the teenage
drop~out,

The student receives a form from the Department of Public Instruction
acknowledging his application and directing him to the nearest testing center.
Upon his successful completion of the test, his scores are reported to the
Departmenﬁ of Public Instruction in Des Moines. The student then receives a form
asking him exactly how he wants his name to appear on the certificate. That form
plus a second five dollars is mailed to Des Moines. When the completed certifi-
cate is returned, the student is indeed considered a high school graduate.

Fach of the five sections takes two hours or more to complete. No one
should attempt to take all five sections in one day. One must achieve an
average standard score of 45 and no lower than 40 on any one section of the test.

If a student fails to receive an acceptable score on one or two sections--

he may enroll or re-enroll in a GED review class. When the teacher is satisfied
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that the student knows the material, he signs the form (copy attached).
With five dollars the student makes application again, this time for a
re-test., If he chooses not to review, he may reapply to take the test after
one year.

An increasing number of Iowa residents are taking advantage of this

method of becoming high school graduates.
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469AS - 280ABE AES-7
STATE OF IOWA <« DEPARTMENT OF PUBLIC INSTRUCTION

GRIMES STATE OFFICE BUILDING + DES MOINES, IOWA 50319

PAUL F. JOHNSTON ¢ STATE SUPERINTENDENT
DAVID H. BECHTEL » ADMINISTRATIVE ASSISTANT
W. T. EDGREN L. N. JENSEN WM. BALEY

Assistant Superintendent Assistant Superintendent Assistant Superintendent
Adminisiration Instruction Area Schonis

In reply to your request, we are enclosing an application for a High
School Equivalency Certificate.

You will need to meet the following requirements:

1. ¥You must be able tc state that you would have been graduated
at least one year prior to the date of this application 1E you
had not dropped out of school.

2. 1If you are less than 21 years of age, you must have an offical
transcript of high school credits sent to the Superintendent
of Public Instruction.

3. You must take the General Educaticnal Develcpment Tests at an
assigned center after approval of the application.

h. You must enclose a five-dollar fee with your application.
5. You must send an additional five-dollar fee for a certificate.
6. Please complete & return the enclosed application to:
C. J. Johnston
Chief, Adult Education
Department of Public Instruction
Grimes State Office Building
Des Moines, Towa 50319

Sincerely,

C. J. Johnston
Chief, Adult Education
CJI/np

enclosure






State of Iowa
DEPARTMENT OF PUBLIC INSTRUCTION AES-2
Paul F. Johnston, Superintendent
Des Moines, Towa 50319

968AS5-123ABE

APPLICATION FOR HIGH SCHOOL EQUIVALENCY CERTIFICATE

Accompany this application with a $5.00 fee (check or money order) made
payable to the State Superintendent of Public Instruction and an official
schoel tvranscript if the applicant is less than 21 years of age.

Send two (2) copies to: C. J. Johnston, Chief
Adult Education :
Department of Public Instruiction
Grimes State Office Building
Des Moines, Towa 50319

1. Name
(Please Print) Last First Middle
2. Place of birth Date of hirth

3. Name on school record if different from Ttem 1

4. Resident of Iowa? Yes  No Dates of residency to

5., Last school attended

{Name of School) (Date of last attendance)

(Address of School) (City) {State) (Zip Code)
6. Have you previcusly taken the GED tests? Yes No

If "yes'":

(Address where tests were taken) (Date tests were taken)

I CERTIFY THAT THE ABOVE STATEMENTS ARE TRUE TO THE BEST OF MY KNOWLEDGE

(Signature of Applicant) (Date Signed)

Address: (Street)

(City) {(State) (Zip Code)

FOR STATE USE ONLY

The above named applicant has been approved and is granted permission to
take the necessary tests.

(Signature of State Superintendent of Public Instruction) (Date Signed)
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C. J. Johnston

Chief, Adult Education
Department of Public Tnstruction
State Office Building

Des Moines, Towa 50319

Dear Mr. Johaston:

This is to inform you that

Name
of . ,
Street City
3 , satisfactorily completed
State Zipcode
study on , in the area or areas
Date

checked below:

Correctness and Effectiveness of Expression

Interpretation of Reading Materials in the
Social Studies

Interpretation of Reading Materials in the
Natural Sciences

Interpretation of literary materials

General wmathematical ability

I recommend that this person be approved for a retest.

(Signature of Adult Education Director)






CHAPTER IV

RECRUITMENT

RECRUITING THE ADULT

Recruitment for the Adult Basic Education program is a major problem. There
are many reasons:

Society has attached a stigma of inferiority on the undereducated
adult which has forced him to put up defenses to protect himself.

* TFor years the undereducated adult has survived without adequate
education,
He is embarrassed to have to admit that he has failed to learn as a
child.
He is very fearful of getting into a school situation similar to the
one where he first faced academic failure and ridicule.
Until recently the only jobs available to many in this group were in
occupations one could hold without wuch formal education.

As a result of all these factors, the adult student has many fears
concerning his participation in education of any form.

The adult basic instructor, directly or indirectly, becomes involved in
recruitment, One direct method is to make personal calls on péospective students.
This is an effective practice because it allows the instructor to meet the student
in his home environment and help alleviate some of the fears the student may
have about the program. It also gives the instructor an opportunity to become

better acquainted with the student and his problems.
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Another direct method of recruitment can be applied when a student stops
coming to class. The instructor certainly should make contact with that student
to try to determine the reasons for his absence.

Indirectly, the instructor influences other students to enroll in the
program by his attitudes and methods of working with his present class., Nothing
succeeds like success, and the satisfied adult student often recruits his

friends, neighbors, and relatives tc join him in learning.

METHODS OF RECRUITMENT

The key to recruitment is wide dissemination of information with an aggressive
person-to~person program. The hard-core undereducated adult presents a special
problem because ordinary information channels do not reach him.

The most successful program of recruitment has been a personal invitation

from a member of the student's peer group.,

Other methods and sources of recruitment that have been used successfully are:
Newspapers. Obviously, the undereducated adult cannot or frequently
does not read papers, so this is an indirect approach. But human
interest stories of people in the program can help to arouse the
general public to tell potential students about it,

*  Bpot Announcements on Radio and Television. With this method, the

potential student learn that he is not alone in his handicap.
Flyers. Flyers are best used when taken home by school children,
They can also be stuffed into sacks at the friendly neighborhood
grocery, left at a laundromat, distributed at neighborhood meeting
places.

*  Labor Unions and Employers. These groups can help to identify

potential adult students and encourage them to enroll,
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Churches, Some undereducated people may have a close association with
the church, The churches are very much interested in helping people
improve themselves.

Nationality Groups. These groups are often most eager to enter a

literacy program.

Minority Organizations. These organizations are usually most anxious

to assist in literacy program recruitment.
Schools, School records can help to identify potential students.
School counselors and school nurses can be very helpful.

Community Centers. In cities with neighborhood centers, the executive

offices will know of those in need of further education and can help in
recruitment.

Governmental Agencies, Included in these groups are welfare agencies,

community.action programs, employment service, public health service,
library, and law enforcement groups. Extreme tact is recommended when
approaching these groups for help in recruitment.

- 8ervice and Civic Clubs. These groups include Rotary, Kiwanis, Lions,

Jaycees, Chamber of Commerce, Legion, VIW, lodge groups and others.

Recruitment Posters. Posters placed in various locations where

potential students congregate have produced results.

Locating in Public Buildings. A recruitment information table in

public welfare buildings will rxeach potential students.

Neighborhood Gathering Spots. Consider taverns, barbershops, and

pool halls. -Where the neighborhood gathers, the proprietor will know
who is in need of educational help and can speak a word tactfully to
the right one.

Word of Mouth. Information passed along by satisfied students probably

is the most effective method.
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The recrultment task is too large for any one person and must be a community
project to be successful. Tact, goodwill, respect for the essential dignity of
every human being, and a genuine concern for human betterment are essential
characteristics in recruitment.

The foregoing suggestions have proved valuable in other communities and
are worthy of consideration with each new group, but they do not comprise a total
list. They should be used, modified, and supplemented by other suggestions in

the light of local conditions.

THE RELATIONSHIP OF SOCIAL AGENCIES AND INSTITUTIONS TO RECRUITING ABE STUDENTS

Adult Basic Education was designed for the undereducated and disadvantaged
who have long been known to social welfare agencies. Original emphasis was on
financial support, but the Equal Opportunity Act of 1964 recognized that
financial support was not the only kind of help that poor people needed,

The Community Actibn Program (CAP) of the Act makes an effort to glve a voice
to the poor in a way never attempted before. Aault Basic Education is a part
of the program. Other federal 1egisla£ion has provided help for the same under-
educated group that ABE aims to serve,

Cooperation between social agencies and ABE should be a two-way street.
Any person who feels that financial assistance is his first concern should learn
that educational upgrading will also help. Certain persons can obtain financial
assistance while acquiring the basic skills. Awareness that other agencies can
provide medical, legai, and social needs adds depth to the program offered the
ABE student,

Administrative staffs and group leaders must become knowledgeable about the
services available in the community, It is the only way that they can contribute

fully to the growth of the indiwvidual.
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The major social agencies which exist in most communities are:

Government Agencies

Armed Forces Examiners

Community Action Program

County Extension Service
County Homes
County Social Welfare Departments

Courts

Division of Rehabilitation and Bducational Services

Drivers License Examiners

Iowa Employment Security Commission

Police & Fire Department
Probation Officers
L Soldiers Relief

State Institutions

Service Clubs

Jaycees
Kiwanis
f.ions

5% Rotary

Yeterans Organizations

Veterans cof Foreign Wars

American Legion



QOther Qrganizations

Chambers of Commerce
Children Evaluation Clinies
Children's Homes

CORE

Family Service

Goodwill Industries
Halfway Houses

Health Centers

Hospitals

Industrial firms

lowa Citizens Council on Crime and Delinquency
Legal Aid

Lodge Groups

Mental Health Clinics
Ministerial Association
NAACP

Planned Parenthood
Salvation Army
Settlement houses

United Community Services
Veteran's Hospitals

YWCA - YMCA

Individuals and Groups

High School counselors

Homemaker
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Ministers and church groups
Parochial school personnel
Public rurses

Public school personnel
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CHAPTER V

CURRICULUM

CONTENT ACCORDING TO LEVELS

"How do students learn what they learn, and how can this learning be
accomplished more effectively?" (9:43)

Because of the diversity of environment, frame of reference, and experiences
of the student, this curriculum guide must be supplemented by the creativity and
concern of the Instructor. It must be adapted to the basic neeés of the
individual, class, and ethnic group.

The curriculum should help the adult student acquire basic skills. It must
be prepared according to levels and must be progressive, Reinforcement, repeti-
tion, and recall must be built into it. |

The ability of the individual is the basic guide, Meaningful content and
integration with job opportunity will spark others to participate.

The development and application of the curriculum must be adult, taught in
adult language, illustrated in adult situations, and recognized as being impor-
tant to adult life. Fach program of instruction should be based on the educa-
tional deficiencies of the adults enrolled. The course of study should provide
a planned logical sequence of those basic skills necessary for the individual
to overcome his inabilities and deficiencies. (10:1)

Handwriting should be taught with emphasis on legibility rather than perfect
letter formation. As soon as possible, the student should be taught to write

his name, for this is a great satisfaction to one who could not sign his name
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before. Then other writing practices with practical applications should be
introduced, such as filling out forms and writing letters.

The following curriculum guide while not meant to be complete, will allow
for individual differences in students as well as in instructors. The content
of the curriculum wherever possible should be socially, culturally, and job
oriented. Teacher-and student-devised materials are encouraged so that the
program can be truly individualized. Reading of vocational manuals and becoming
familiar with vocational vocabulary should be incorporated into all levels of
instruction.

There are three levels of ABE in Iowa,

Level I refers to students from non-reader to grade 3.
Level II encompasses those working in grades 4 - 6.
Tevel II1 covers materials in grades 7 - 8.
Each level has its own skills and overlapping elements. The following is

adapted from The Adult Basic Education Guide for Teacher Trainers, published by

the National Association for Public School Adult Education in 1966.

Reading Skills

I. Level I (non-reader-grade 3)

A. Comprehension skills
1, Finding the main idea
2, Associating meaning with the printed word
3. Interpreting the main idea
4, Drawing conclusions
5. Recalling

B. Word recognition skills
1. Using pictures

2, TUsing the content of a sentence as an aid in identifying words.
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‘3. Using configuration clues -as an aid in identifying words
a. Length of word
b, Letters that are tall
c. Letters that are short
d. Letters that extend downward
2. Difference between capitals and lower case letters

4. Using phonetic analysis

a. Listening for words that rhyme
b. Listening for initial sounds
¢, Listening for final sounds

d. Recognizing words that sound alike

e. Recognizing that two-letter consconant digraphs such
as: ch, th, sh, represent one sound

5. Using structural analysis

a, Recognizing root words

b. Recognizing inflectional forms by the addition of endings
to root words such as g, ed, ing.
C. Vocabulary building skills
1. Beginning to build a sight vocabulary
2. Recognizing and using words that rhyme
3. Recognizing words that are opposites
4. Associating spoken words with pictures
D. Location skills
1. TLocating a story by page number
2., Locating a story by using a table of contents
3. Recoganizing the parts of a book

4. TKnowing the alphabet
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IT.

Level I

A.

5.

Using simple mdps or globes and supplementary books to locate

information.

Organizing skills

1.

2.

3.

4.

5.

Telling a story in sequence
Following a sequence of directions
Beginning to classify words into like categories

Arranging sentences in logical sequence

Summarizing.

Functional reading skills

1,

5.

6.

Learning driving language (sufficient to obtain operator's

license)

Recognizing signs--~road and street

Locating places by map reading and following directions

Reading classified ads

Filling out application forms

Reading food and clothing labels

(grades 4-6)

Comprehension skills

1.

2.

Finding the main idea

Reading for information

Understanding that a sentence is a unit that states a

thought or asks a question

Interpreting the main idea

Forming conclusions

Distinguishing between fact and fantasy

Recalling specific facts

Following directions
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9. Recognizing cause and effect

B. Word recognition skills

1. Using contextual clues such as the whole sentence as a clue in
determining the meaning of new and unfamiliar words
2. Using configuration clues in observing the total shape of the

word

3. Using phonetic analysis
a. Recognizing initial and final consonants
b. Recognizing other consonant sounds
¢. Recognizing and producing long and short vowelé

d. Recognizing silent letters

e. Recognizing digraphs

f. Adopting known speech sounds to new or unfamiliar words as

an aid to word recognition

g. Recognizing that a letter has more than one sound.
4. Using structural analysis

a. Recognizing root words

b. Recognizing the inflectional form of a word formed by adding
s, ed, and ing to a known root word
¢, Recognizing compound words made from known root words (cannot)

d. Recognizing known words in new compound words

C. Vocabulary building skills
| 1. Building sight vocabulary
2. Recognizing and using words that are apparent opposites, yet mean
the same

bD. Information reading

1. Reading to gain information

2, Reading te answer questions
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B,

Fuanctional reading

1. Using all skills in introductory stage

2. Comprehending newspaper stories

3. Following written directions

4, Tmproving reading speed and comprehension

II1. Level III

A,

(grades 7-8)

Comprehension skills

1. Interpreting motives of characters in a story

2. Comparing and contrasting ideas

3. Selecting pertinent facts to remember

4, Rereading to verify or recall

5. Reading to gain implied ideas

Word recognition skills

1. Using contextual clues

2, Using configuration clues

3. Using phonetic analysis

a.

Adapting known speech sounds to new and unfamiliar words
as an aid to word recognition

Pronouncing words by sound units: other consonant sounds
Recognizing and producing long and short vowel soundé
Using other vowel sounds

Recognizing silent letters

Recognizing digraphs

Recognizing that some letters have more than one sound
Using a dictionary and glossary as a guide to the
prottunciation of words

Recognizing that different letters or combinations of

letters may represent the same sounds
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j.

Becoming aware of the pronunciation key in the dictionary

and glossary

4, Structural analysis

a.

b.

o

Root words

Prefixes and suffixes
Syllables
Inflectional forms
Compound wordé
Contraptions

Possessives

Vocabulary building skills

1. Recognizing and using synonyms, antonyms, and homonyms

2. Accumulating a reading vocabulary of words needed in the adult

world

3. Developing a more technical vocabulary

Location skills

1. Learning to use many sources to locate information

a.

b.

Table of contents

Title Page

Index or appendix

Glossary

Dictionary

Encyclopedia and reference books
Charts, graphs, maps, globes

Footnotes and bibliographies

2. Learning dictionary skills

a.

Locating the part of the dictionary in which a certain word

is listed.
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b. Using the alphabet to locate a word in the dictionary
c. Using gﬁide words
d. Selecting the appropriate definition
e. Using the dictionary aé a guide to pronmounciation by noting
the syllables, accent marks, and the long and short
diacritical marks.:
Organizational skills
1. Recalling events of a story in'pfopef order
2. B8Selecting the main idea of a paragraph as an aid to organizing
3. Preparing a simple outline with the teacher
4, Summarizing a story
5. Finding the topics of a ﬁaragraph as aﬁ aid to beginning an

outline

6. Beginning to outline~--two or three main headings

Informal readings

1. Reading to solve problemé, find information, Verify a point,
or answer a specific question

2. Reading more than one author on the same subject

3. Reading at different speeds for different purposes

Recreational reading

1. Reading for enjoyment

2. Getting acquainted with our literary heritage

Functional reading

1. Reading in fields bf general interest

2. Reading to advance occupational or vocational knowledge
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Basic Lanpuage Skills

Basic language skills--writing, spelling, grammar, speaking-=-should be
closely related to the reading activities. The skills identified in the
following pages should be introduced, in so far as possible, from actual reading
materials,

If the reading materials do not provide appropriate exercises to develop
these language skills, the teacher should prepare activities while the students
are learning to read.

I. Level I.

A. Speech skills
1. Enunciation and pronunciation
a. B5ay words correctly and clearly, with attention
to correct vowel sounds and to beginnings and
endings of words,

1, 1£, es, lves, and t.

b. Practice initial and final, k, d,
c¢. Pronounce correctly all words commonly used.

2. Proper use of the voice
a. Speak loudly enough for all to hear.
b. Make the voice reflect meaning and feeling.

B. Writing skills

1. Capitalization. TLearn to capitalize:
a, TFirst word in sentence and in line of verse
b. Words I and O
c. Proper names--person, month, day, street, town, state,

country, common holidays

d. Abbreviations of proper names--initials

e. Titles before names--Miss, Mr., Mra.
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f. Greetings and closings in letters

g. Titles--books, reports, stories, lists, outlines
2. Punctuation. Learn to place a period after:

a. Declarative sentences

b. Imperative sentences

¢. Abbreviations

d. Titles such as Dr., Mrs., Mr.
3. Spelling. Demonstrate:

a, Ability to find correct spelling of any word from teacher,

book, or. list

b. Habit of spelling all words correctly

¢. Mastery of commonly~used contractions

d. Ability to detect wmisspellings in editing own papers
4. Paragraphing. Show knowledge of:

a., Correct use of indentions

b. Correct sentence form in paragraphs
5. Manuscript writing. Demonstrate:

a. Correct form for notes, letters, and envelopes

b, Habit of checking written work
Listening skills
1. Recall specific information heard
2. Acquire a feeling for correct word forms and sentence elements
Vocabulary skills
1. Use newly-learned words in communicating facts and ideas
2. Understand and use terms encountered in study of English
Sentence sense

1. Develop the concept of the sentence as & complete thought

70




2. Understand the need for three kinds of sentences--statement,
quéstion, command

3. Distinguish complete sentence from fragment

4, Eliminate run-on sentence and and fault

5. Compose correct, interesting, original sentences; vary sentence
beginnings

Thought organization

1. TLearn to adhere to a topic in conversation or discussion

2. Relate the events of a story in sequence

3. Notice that a paragraph is restricted to a single topic

4, Make a simple, main-topic outline

Correct usage

1. TLearn to use correctly

come, came, come wasn't, weren't
see, saw, seen have, has
bring, brought, brought burst, bursting
do, did, done run, ran, run
is, are, was, were go, went, gone

isn't, aren't
2, Llearn to use has and have instead of has got and have got
3. Use pronouns I and me in correct order with other pronouns

and nouns, such as Mary and I or my father and me

4. Learn to use those and them correctly

Grammar
1. TLearn the function of nouns
2. Learn the function of adjectives

3. Learn the function of verbs
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II. Level TII

A.

B.

Speech skills

1.

Voice

a. Speak loudly and distinctly enough for all to hear

b, S8trive for clear and pleasing toﬁe

c¢. Speak with expression

Enunciation and pronunciation

a. Speak each word clearly and distinctly, sounding

initial and final consonants clearly

b. Use lips, teeth, and tongue to enunciate clearly

¢. Avoid common errors in pronunciation

d. Learn to use pronunciation aids in dictionary, such
as syllabication, accent marks, and diacritical marks

e. Practice pronouncing every syllable

Writing skills

1,

Capitalization. Learn to capitalize

a. Proper names

b. Titles (Mother, Father, Doctor, etc.) when used in place
of name

c. Buildings

d. Topiecs in an outline

e. First word in a quotation

f. Names of organizations

g. Proper adjectives: region of the country, such as North,
South, East, West

Punctuation. Learn to use

a. Colon after greeting in a business letter
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C.

Exclamation point

Period in a list or outline

Quotation marks and other punctuation marks in quotations

Comma to separate a ﬁord or address from the rest of the
sentence; with words in series; with interjections; to
separate clauses in compound sentences

Hyphen to break a word at the end of a line; separate parts

of a compound word; in written numbers

Paragraphing. Learn rules involving

e.

Complete sentences

Indention

Detecting extraneous sentences
Writing original paragraphs

New paragraphs for each speaker in written conversation

Manuscript writing., Learn

a,

b.

Cs

Standards for headings, margins, indentions, and for
writing and spelling in all written work
Form for business letter

Self-appraisal and checking

Listening skills, Be able to

1,

Recall material required to answer specific question

Follow the logic and sequence of a discussion

Add new, interesting words to the wvocabulary

Receive directions and messages accurately

Take notes during talk or report

Summarize an oral report

Evaluate radio programs and television presentations
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D.

8.

9,

Select key words, important ideas, transitional phrases, etc,

Recognize emotive expressions

Vocabulary skills.  Be able to

1.

2.

Use new words in discussion, reports, explanations

Get meaning of new words from context

Develop ability to choose vivid, descriptive, and actidn‘

words to add to interest of sentences

Enrich vocabulary by using new meanings for already familiar
words

Choose words to express exact meaning

Replace overworked words and expressions by more vivid and
interesting synonyms

Apply knowledge of grammer (parts of speech) to aid in
selecting the right word for the desired function, as well

as the correct word form

" Sentence sense. Be able to

Recognize sentence as complete thought
Recognize four kinds of sentences--declarative, interrogative,
imperative, exclamatory
Distinguish between complete and incomplete senterices
correct faulty sentences
Vary sentence beginnings
Write original sentences, especially within paragraphs
Understand purpose and form of the kinds of sentences
Avoid short, choppy sentences by combining them through
the use of connection words

Use various kinds of sentences to vary exptression
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9. '"Teach subject and predicate in detail, including and complete

subject and predicate and compound subject and predicate;
teach the object of a verb in action and the object of a
preposition

F. Thought organization. Be able to

1. Phrase and arvange sentences effectively

2., Learn to keep to the topic under discussion

3. Determine the topic of a simple paragraph

4, Prepare a three topic outline

5. Outline and classify data for a specific project

6. OQutline facts and ideas learned from a talk

7. Discuss a problem or question in order to reach a conclusion

8. Organize notes and make an outline

9. Plan a study

a, Break down a broad topic inte major problems

b. Outline each problem into sequential minor problems or
questions
G. Correct usage. Be able to
1. Use correctly:

eat, ate, eaten drink, drank, drunk

write, wrote, written
draw, drew, drawn
know, knew, kﬁown
speak, spoke, spoken
break, broke, broken
give, gave, given

begin, began, begun

75

fly, flew, flown
blow, blew, blown
ring, rang, rung
choose, chose, chosen
lie, lay, lain

lay, laid, laid

ride, rode, ridden



says, said grow, grew, grown

sit, sat, sat sing, sang, sung
throw, threw, thrown set, set, set
ought

Use s and an correctly
Leave out unnecessary words

Use correctly the forms:

any = no let - leave

can - may teach - learn
don't - doesn't at - to

good - well in - into
himself - themselves among - between
I - me

Compare adjectives and adverbs correctly
Choose the correct forms of pronouns for subject and object

Use their and there correctly

Eliminate this here and that there

Grammar. Be able to

1.

2.

Distinguish between common and proper nouns

Use nouns in singular or plural form; learn to spell common forms
of plurals

Use and spell singular and plural possessive nouns

Understand function of noun, verb, pronoun, adjective, adverb,

preposition, conjunction, and interjection

Recognize the preposition and prepositional phrase

Differentlate between singular, plural, and possessive pronouns,
subject and object forms of pronouns.

Recognize agreement of predicate with subject (usage)
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TII. Level TII
A, Speech skills
1. vVoice. Show progress'in
a., Improving pitch, volume, tone quality, inflection
b, Self-analysis
2. Enunciation and pronunciation. 3Be able to
a. Use pronunciation aids in dictionary

b, Eliminate reversals of letters

¢. Use words that have more than one pronunciation

B. Writing skills. Be able to
1. Use capitalization skills from grades 0-3 and grades &4-6
2. TUse punctuation skills from graded 0-3 and grades 4-6
3. Use comma with an appositive; after an introductory adverbial
clause; to set off participial phrase

4, Vse an apostrophe in the plural of a figure or sign

5. Show correct form for written papers
6. Write letters (business and social)

7. Properly address envelopes and package labels

C. Listening skills. Be able to
1. ®nrich vocabulary and background for use in oral and written
expression
2, Extend ability to take notes and to summarize a report
3. Recelve and inferpret directions accurately

4. Recognize bias in a talk, slanted news, or opinions

5. Understand and interpret the ideas and beliefs reflected in

everyday speech

6. Think critically and objectively about ideas expressed on

radio, television, in films
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D, Vocabulary skills, Show ability to

1.

2.

Use a systematic plan for learning new words

Strive for shades of meaning and for words that sharpen
and enrich the context of spoken and written expression

Choose forceful verbs and vivid adjectives

Use skill in building words through use of root, prefix, and
suffix

Develop exactness in speaking and writing

Use skillfully all dicticnary aids for more accurate and

effective language.

E. Sentence sense., Be able to

1.

6.

Vary sentence beginnings by inverting order of subject and
predicate, or by opening with prepositional phrase or adverb

Vary sentence beginnings by using subordinate clauses

Vary sentences by compounding two or more adjectives or two
adverbs; by using compound predicates or subjects, by
using compound objects or verbs or prepositions

Vary sentences by use of compound and complex structures

Change sentence patterns by use of participles, participial
phrases, and appositive expressions

Avoid wordy sentences

F. Thought organization

1.

Learn techniques of observation:

a. Ask questions in advance

b, Look for specific data

c. Compare observed data with known facts

d. Draw conclusions
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2. Take notes and arrange them topically

3. Outline data from notes

4. Increase knowledge of the paragraph

5. Understand a story pattern:

a. OQOpening
b. Development
c. Climax
d. Closing

6. Review the techniques of paragraph coastruction. In reading,
recognize instantly the key thought or topic of a paragraph.
In writing, build each paragraph around a key thought.

7. Increase the store of information that the mind can hold by
reading, by listening to the radio, by interviewing people,
and by sharing conversation and‘discussion with others

Correct usage

1., Review all verb forms listed in grades 0-6.

2. Be able to compare adjectives and adverbs

3. Show understanding of the double negative

4, Use correctly the forms of the verbs:

beat forgive spring
climb land wear
swear swing drive
become drink hang
forget gink hide
hurt tear wring
strive dive shake
drag get steal
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shrink raise arise show

swim tell fall

buy drown rise
5. Demonstrate correct use of:
a. Possessive pronoun forms
b. Personal pronoun forms in compound subjects, objects,
and predicate pronouns
c. Case forms of personal, relative and interrogative
pronouns
d. Agreement of pronoun with noun and other pronoun
e. Adjectives and adverbs: easy-easily; most-always;
quiet-quietly; real-really; sure-surely
f. Verbs: agreement of verb and subject in more
difficult cases; elimination of dangling participles
g. Pronoun form as object after the infinitive
Grammar
1. Review
a. Different kinds of sentences; sentence recognition,
correcting fragment-fault
b. Subject and predicate, simple and compound
¢c. Object of verb or preposition
d. Predicate noun or pronoun and predicate adjectives
e. Agreement of subject and predicate
f. Functions and names of parts of speech
g. Words and phrase modifiers
2, Show understanding of

a. Troublesome verbs and correction of usage errors
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b. Function of a linking verb, predicate nominative, predicate
adjective, agreement of pronoun with noun antecedent

c., Auxiliary verbs

d. Direct and indirect objects

e. Adjective and adverbial phrases; functions of prepositional
phrases as modifiers

f. Simple, compound, and complex sentences; coordinate clauses

g. Conjunctions--coordinating and subordinating

k. Pronouns--case; relative, interrogative, demonstrative,

indefinite; agreement with antecedent; compound personal
i. Use of noun, adjective, and adverbial clauses

Mathematical Concepts

LI Level I

A. Writing number symbols--1 to 10

B. Understanding the rational number system, simple concepts, and

language sets

C. Learning mathematical vocabulary--add, subtract, less, wmore, etc.
D. Mastering one hundred addition and subtraction facts
E. Tearning the processes of addition and subtraction

L F. Working mental arithmetic problems invelving dollars and cents for

shopping purposes

G. Understanding functional mathematical concepts
1. Location of places by number

2. Distance

3. Speed
4, Volume
5. Time

81



6. Size
7. TFractional concepts: % hour, 3/4 mile, % 1b., time-and-a-half
for overtime, clothing at half price or one-fourth off.
8. Per cent as it applies to credit buying
9. Taxzes
10. Insurance
IT. Level II
A. Number symbols
B. Number systems to 100,000
C. Addition and subtraction
1. Understanding addition and subtraction facts
2. Adding and subtracting dollars and cents
3. Adding and subtracting tens, hundreds, and thousands
4. Adding and subtracting measures (feet, inches, yards, pints,
quarts, gallons, minutes, seconds, hours)
5. Adding and subtracting like fractions
6. Using vocabulary--add, subtract, less, more, addend, sum,
difference, total, minuend, subtrahend, etc.
7. Solving word problems, one-step variety
D. Multiplication
1. Using basic facts (tables)
2. Multiplying one~, two-~, and three-place numbers by one-
and two-place multipliers
3. Multiplying dollars and cents by one- and two-place
multipliers
4. Using vocabulary--times, multiplier, multiplicand, product,

partial product
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b. Function of a linking verb, predicate nominative, predicate
ad jective, agreement of pronoun with noun antecedent

¢, Auxiliary verbs

d. Direct and indirect objects

e. Adjective and adverbial phrases; functions of prepositional
phrases as modifiers

£f. Simple, compound, and complex sentences; coordinate clauses

g. Conjunctions--~coordinating and subordinating

h. Pronouns~-case; relative, interrogative, demonstrative,

indefinite; agreement with antecedent; compound personal
i. Use of noun, adjective, and adverbial clauses

Mathematical Concepts

SI. Level 1

A. Writing number symbols--1 to 10

B. Understanding the rational number system, simple concepts, and
language sets

C. Learning mathematical vocabulatry--add, subtract, less, more, etc.

D. Mastering one hundred addition and subtraction facts

E. Learning the processes of addition and subtraction

F. Working mental arithmetic problems involving dollars and cents for
shopping purposes

G. VUnderstanding functional mathematical concepts

1. Location of places by number

2, Distance

3. Speed
4. Volume
5. Time
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6. G8Size
7. Fractional concepts: % hour, 3/4 mile, % 1b., time-and-a~half
for overtime, clothing at half price or one-fourth off.
8. Per cent as it applies to credit buying
9. Taxes
10. 1Insurance
IT. Level IIX
A. Number symbols
B. Number systems to 100,000
C. Addition and subtraction
l.l Understanding addition and subtraction facts
2. Adding and subtracting dollars and cents
3. Adding and subtracting tens, hundreds, and thousands
4. Adding and subtracting measures (feet, inches, yards, pints,
quarts, gallons, minutes, seconds, hours)
5. Adding and subtracting like fractions
6. Using wvocabulary--add, subtract, less, more, addend, sum,
difference, total, minuend, subtrahend, etc.
7. Solving word problems, one-step variety
D. Multiplication
1. Using basic facts (tables)
2, Multiplying one-, two-, and three-place numbers by one-
and two-~place multipliers
3. Multiplying dollars and cents by one- and two-place
multipliers
4. Using vocabulary--times, multiplier, multiplicand, product,

partial product
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b. Function of a linking verb, predicate nominative, predicate
ad jective, agreement of pronoun with noun antecedent

c. Auxiliary verbs

d. Direct and indirect objects

e. Adjective and adverbial phrases; functions of prepositional
phrases as modifiers

f. Simple, compound, and complex sentences; coordinate clauses

g. Conjunctions--coordinating and subordinating

h. Pronouns--case; relative, interrogative, demonstrative,
indefinite; agreement with antecedent; compound personal

i. Use of noun, adjective, and adverbial clauses

Mathematical Concepts

L. Level 1

A. Writing number symbols~-1 to 10

B. Understanding the rational number system, simple concepts, and
language sets

C. Learning mathematical vocabulary--add, subtract, less, more, etec.

D. Mastering one hundred addition and subtraction facts

E. Learning the processes of addition and subtraction

F. Working mental arithmetic problems involving dollars and cents for
shopping purposes

G. Understanding functional mathematical concepts

1. Location of places by number

2, Distance

3. Speed
4. Volume
5. Time
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9.

10.

Size

Fractional concepts: % hour, 3/4 mile, % 1b., time-and-a-half
for overtime, clothing at half price ofr one-fourth off.

Per cent as it applies to credit buying

Taxes

Insurance

IT. Level II

A.

B.

C.

Number symbols

Number systems to 100,000

Addition and subtraction w

1.. Understanding addition and subtraction facts

2. Adding and subtracting dollars and cents

3. Adding and subtracting tens, hundreds, and thousands

4. Adding and subtracting measures (feet, inches, vards, pints,
quarts, gallons, minutes, seconds, hours)

5. Adding and subtracting like fractions

6. Using vocabulary--add, subtract, less, more, addend, sum,
difference, total, minuend, subtrahend, etc.

7. 8olving word problems, one-step variety

Multiplication

1. Using basic facts (tables)

2, Multiplying one-, two-, and three-place numbers by one-
and two-place multipliers

3. Multiplying dollars and cents by one- and two-place
multipliers

4. Using vocabulary--times, multiplier, multiplicand, product,

partial product
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5. Solving word problems involving multiplication
E. Division
1. Using basic facts (tables)
2. Dividing one-, two-, and three-place dividends by one-and two-
place divisors
3. Dividing dollars and cents by one- and two-place diviéors
4. Using vocabulary -- divisor, dividend, quotient, remainder,
trial divisor
5. Bolving word problems involving division, one-step variety
F. Addition and subtraction of like fractions
1. Defining fractions (develop the meaning of fractioms, whole
number, part, numerator, denominator)
2. Addition and subtraction of fractions without and with reducing
answer to lowest terms |
3. Addition and subtraction of mixed numbers
4. Solving word problems involving adding and subtracting fractions
and mixed numbers
G. Functional mathematical understandings
1. Installment bu&ing
2, Budgeting, including income, fixed charges, etc.
3. Money management
4. Values in purchasing
5. Time as related to earning power, work-day, time-clock
I1r. Level II1I
A. Review and expansion of processes learned in elementary stage
B. Decimals

1. How to read and write decimals
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2. How

to change fractions to decimals

3. Addition

4. Subtraction

5. Multiplication

6. Division

Percentage

1. How

2, How

3. How

4. How

5. How

6. How

to read and write per cents

to change per cents to decimals and fractions
to find what per cent one number is of another
to use per cents larger than 100

to use short cuts in finding per cents

to find a number of which a per cent is given

Measurement

Functional mathematical understandings

1. Money management

2. Consumer buying

a. Preparation for becoming a wise consumer

b. Getting information on where to buy

c¢. Understanding the protection a consumer has

d. Understanding taxes -- sales, 1ugury, gasoline

e, Reading tags and labels

£. Judging values

g. Evaluating ads and sales

3. Credit

a. Credit buying in relation to the consumer, the business, and
the économy

b. Advantages of credit:
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* Fasier sales

* Consumer less concerned with price
- Increased sales
- Opportunity to "trade up"

+ More convenience for consumer

c. Kinds of credit:

* Open-credit account

30-day account
three-pay plan
revolving credit
option charge account

. Installment account credit

conditional sales contract

chattel mortgage contract

Personal loan credit

for unforeseen emergencies

for preofessional services
for gas, oil, meals, motel, etc.
d. Xeeping a good credit rating:
' Making payments on due date or before
Choosing purchases carefully and planning each
transaction
* Knowing amount committed to pay

* Explaining to merchants and lenders the reasons for

late payment

Other Basic Concepts

I. Citizenship Skills and Knowledge
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A. Government - forms
B. Community
C. Duties of citizen
D. Privileges of citizen
E. TImportant persons in our history
F. Principles and objectives from which our government developed,
IT. Family Skills
A. Promotion of health and safety
B. Management of food
C. Management of clothing
D. Management of housing
E. Budgeting
F. Parent-child relationships
ITI. Vocational Skills
A. Development of positive work attitudes, techniques, behavior
1. Responsibilities
2., Ability to follow directions
3. Reasecns for losing jobs
B. Understanding one's behavior
1. Human relations
2. Thinking before acting
3. Traits necessary to work with people
C. 1Individual choice of occupation
D. Improving one's self
1. Health and hygiene
2. Personal development

3. Appearance
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E. Techniques of getting a job
1. TLocating job opportunities
2. Applying for job
a. References
b. Personal appearance
c. Interview
questions
tests
3. Things employers look for in prospective employees

4. Planning for work

SELECTION OF TEACHING MATERIALS

Some of the repeated criticisms oflthe materials used in adult basic
education are: (7:25)
« They are not interesting enocugh.
They deo not relate to the needs of adults.
They do not use a tested approach to achieve predetermined objectives.
They do not present a realistic picture of culturally and economically
disadvantaged minority groups.
. Most of the materials for teaching language skills are too formal
in content.
Materials tend to overstress vocabulary development.
To overcome these problem-situations, a student must develop:
Intrinsic or extrinsic motivation.

Success expectancy.

» A critical and reflective attitude toward his performance,

+ Association between what he learns and his life situwation.
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* A method of overcoming inhibitions arising from fear of failure or

loss of status.

CRITERIA FOR SELECTION
Appropriate instructional materials can be determined by asking these

questions: To what extent does the textbook, workbook, visual aid, or
learning system (7:27)

* Relate to the student?

+ Provide for initial success?

Provide for natural progression?

« Ensure carryover?

- Allow for absences?
Serve a diversity of learning abilities?
* Respect the adult's maturity and his background of experiences?
* Motivate acquisition of occupational and social skills?

Increase learning and teaching efficiency?

+ Enhance the ability to retain and thus recall?
Support or supplant traditional methods and materials?
Provide for expansion or enrichment?
Provide for teacher-made reinforcement?
+ Enhance a variety of teaching approaches?

Keep within the educational budget?

CHECKLIST FOR EVALUATING MATERIALS (7:34)
* Does the material allow for varied backgounds of previous experiences?
* Does the material show respect for adult maturity (upgrade self-esteem)?

+ Does it provide for initial success with teacher assistance?

© Are first impressions stimulating?
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Is repetition sufficient?
* Dees it provide for vivid, dramatic learning experiences?
* Does it lend itself to teacher-made reinforcements?
* Is there a variety of exercises?
* Is there a variety of approaches?
Is the format attractive?
* Is the cost appropriate?
Is the style readable?
* Is there a functional sequence of difficulty?
Can the student interpret and evaluate subject content and illustrations
in terms of his own life situation?

- Is this the most effective material for achieving course objectives?

LIST OF EDUCATTONAL MATERTALS
(Please see list of publishers' addresses starting on page 110)

Materials for adult basic education are available from widely scattered
sources. This list includes materials that are available and are presently
being used in adult basic education classes. Appraisals of the materials are
not absolute but serve only as a starting point. The list is by no means
exhaustive. |

No one set of materials currently published could be considered a total
instructional system applicable in all adult learning situations. It is doubtful
whether such material will ever be printed because of the many different learning
problems of the adult basic student. Because of this problem there is a great
need for the instructor to be able to imnnovate and create teacher-made materials.

The following materials have been grouped according to their grade level and

sub ject matter field.

89



Level I - (non-reader to grade 3)
Level IT - (grades 4 to 6)
Level III - (grades 7 to 8)

I, level I (Non-reader - grade 3) - Instructional Material

A. Language Arts (Grades 1-3)

1, Basic Language Skills, 300 A and 300 B, 1966, Mott Allied

Education Council.

The Mott Basic Skills Program is intended to take the
student through the third grade_level. It uses a strong
phonics approach, including visual discrimination, sound
discrimination, classification, sight word skills, and some
language development and writing of sentences. The work is
carefully arranged in sequence, and no words are used whose
phonic elements have not already been studied. Highly
recommended.

2. Mottt Basic Language Skills, Semi~Programmed Series Red,

Allied Education Council.
The Semi-Programmed Series provides maximum utilization
of teacher time for both group and individual instruction.

3. Programmed Reading for Adults, McGraw-Hill,

Each student can start where he is now and advance to
a& sixth grade reading level, Eight-book series.

4, Cambridge Adult Basic Education Series, Reading Books, 1, 2, 3, 4,

Cambridge Publishing Company.
Step by step program for teaching reading and comprehension
te adults, using only adult situations, references and examples.

Each bocok introduces approximately 400 new words.
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10,

11.

Building Your Language Power, Silver Burdett.

Series of six programmed workbooks; phonics approach,
reading and writing.

Operation Alphabet.

100 lessons designed to accompany the home TV course;
may be used independently. Reading, writing and illustrated

sight vocabulary.

English Lessons for Adults, Books 1, 2, & 3, Harcourt, Brace
& World

Designed for the functionally illiterate. Emphasizes the
visual recognition of words and the teaching of letter sounds.
Each workbook lesson is built around aspects of practical life.

New Streamliined English Series, Frank Laubach; MacMillan

Company

The first three books are available. Basic reading
skills, including phoniles, structural analysis, comprehension,
and vocabulary development are taught.

Systems for Success, Book I, Follett Publishing Company.

A program that utilizes a phonics approach to build skill
in reading, writing, spelling, arithmetic, and English. Good
arithmetic lessons and English lessons. The phonic patterns
are introduced too quickly. There is much to be recommended
in these texts.

Getting Started, Series I (Grades 1-2), Follett Publishing

Company
Cn the Way, Series 11 (Grades 3-4), Follett Publishing Cowmpany.

This program utilizes applied linguistics to the teaching
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12.

13.

14,

15,

16.

17.

of reading, writing, spelling, and basic English. Teaches
writing at the same time as reading.

Reading for a Purpose, Dr. Adair; Follett Publishing Company.

Develops basic reading skills by utilizing the sightwork
approach.

Steps to Learning, Book 1 & 2, Steck-Vaughn Company.

These two books meet the needs of adults in beginning
reading, writing, and number study by providing interesting
reading and word-type material in sequential order.

Adult Reader, Steck-Vaughn Company.

Designed to teach adult beginners to read, this book
features a basic vocabulary of words most frequently used by
adults.

Remedial, Behavior Research Laboratories.

This is one of the new series dealing with programmed
reading for adults. Series I is for the very poor reader,
Books 1-4 deal with the teaching of vocabulary and word
attack skills through pictures combined with meaning.

Home and Family Life Series, Croft Education Services.

The series takes a whole word and sentence approach to
reading. Special effort is made to be interracial in story
content and illustrations.

New Rochester Qccupational Reading Series, Science Research

Associates,
The text and exercises deal with job attitudes. The
exercise book stresses reading skills that are based on

knowledge of the text. Can be used with other texts.

92




18,

19.

20,

21.

22,

23,

I Want To Read and Write, Steck-Vaughn Company.

Controlled vocabulary, exercises, reviews, and tests pro-
vide adequate instruction in all basic reading skills for
beginners.

Learning and Writing English, Steck-Vaughn Company.

This book provides additional study of verbs, capitals,
punctuation, sentences, and other fundamentals,

The New Reading Skill Builder, Grades 1-4, Reader's Digest

Services, Inc.

Reading Skills Builder, Grades 4-6, Reader's Digest Services,

Inc.

Articles taken from the Reader's Digest. Strengthens
comprehension skills, develops word power, stimulates oral and
written activities,

Reading in High Gear, Science Research Associates.

Is a highly structured, semi-programmed phonic reading
system. Content material uses slang not appealing to the
adult. The programmed nature of the material is against any
heterogeneous grouping in the class.

Learning To Read and Write, Holt, Rinehart, and Winston, Inc.

Essentially a linguistic approach to teaching reading,
emphasizing the relationship between the sounds and their

written forms.

B. Arithmetic (Level I - non-reader to grade 3)

1.

Basic Numbers and Monevy, 30