Local ABE Consortium Student Orientation and Intake Policy - Template

Effective Date:  (date)
Policy Purpose and Rationale – The Minnesota Department of Education (MDE) – Adult Basic Education (ABE) office requires that:
· At the time of intake and as an on-going process throughout the year, programs must have an individual goal-setting process with each student to:
· Establish goals and expectations for each student

· Identify an appropriate program of instruction and schedule
· Identify students who have any core NRS goals of employment, retain employment, GED/diploma or post-secondary education or training

· ABE programs adhere to the ABE Student Eligibility Criteria (section 1, page 4)

Required Benchmarks for ABE Consortia
· Meet or exceed core outcome NRS target percentages (attach NRS targets, ABE report card and the ABE Program Improvement Policy)
· Screen students at intake and throughout the year to set core goals, following the guidance that core goals must be reasonably achievable within one program year
Local Consortium Benchmarks (Consortium could establish different benchmarks or a local schedule of goal-setting from the requirements)
Local Consortium Plan to Implement Orientation and Intake Policy – (describe plan or system to monitor and review relevant data and create solutions to reconcile discrepancies and problems, i.e., schedule to follow up with students on core goals that is put on an all staff calendar)
Suggested headings for this section follow:

· Orientation process: (include information on staff responsibilities, materials (student handbook, steps involved, etc.)
· Intake sequence: (see below) from when a student calls the program or walks in the door to the time that the student is placed in a class, group or tutorial and understands the individualized learning plan – include information on staff responsibilities 
Intake sequence components:

· Determine eligibility

· Intake procedures for new versus returning students

· Data collection:

· How the intake form is completed

· Required data elements to be collected
· Tennessen Warning 
· Interpreter resources

· Intake schedule, i.e., walk-ins or scheduled, sessions or individual
· Assessment:

· NRS testing used for placement
· Other assessments (non-NRS purposes) used for placement

· Personal Education Plan (PEP)
· Goal-setting – NRS goals, short-term goals, long-term goals
· Goal follow-up procedures – goal completion and new goals
· Program of instruction
· Intake conclusion

· Placement

· Schedule

· Assessment results

Policy Contact Information
MN Department of Education – ABE
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