
Desk Monitoring Worksheet
	Jurisdiction
	 
	 
	Program
	 
	 
	 

	Funding Allocation
	$
	Cost per
Student
	$
	Cost per
Hour
	$
	 

	Program Type 

(LEA, CBO, CC/Tech College, Other)
	 
	Total
Enrollment
	 
	Number of
Sites
	 
	 

	PERFORMANCE MEASURES
	PAST
PERFORMANCE
FY03
	CURRENT PERFORMANCE FY04
	COMPARISON
with STATE STANDARDS

	I: Educational Gain
	Actuals #/%
	Projections #/%
	Actuals #/%
	Status
	State Performance
	Status

	Beginning Literacy
	 
	 
	 
	 
	 
	 

	Basic Beginning 
	 
	 
	 
	 
	 
	 

	Low Intermediate
	 
	 
	 
	 
	 
	 

	High Intermediate
	 
	 
	 
	 
	 
	 

	Low Adult Secondary
	 
	 
	 
	 
	 
	 

	High Adult Secondary
	 
	 
	 
	 
	 
	 

	ABE/ASE Totals
	 
	 
	 
	 
	 
	 

	Beginning ESL Literacy
	 
	 
	 
	 
	 
	 

	Beginning ESL Literacy
	 
	 
	 
	 
	 
	 

	Low Intermediate ESL
	 
	 
	 
	 
	 
	 

	High Intermediate ESL
	 
	 
	 
	 
	 
	 

	Low Advanced ESL
	 
	 
	 
	 
	 
	 

	High Advanced ESL
	 
	 
	 
	 
	 
	 

	ESL Totals
	 
	 
	 
	 
	 
	 

	Program Totals
	 
	 
	 
	 
	 
	 

	II: High School Completion
	 
	 
	 
	 
	 
	 

	III: Entered Post-Secondary Education or Training
	 
	 
	 
	 
	 
	 

	IV: Entered Employment
	 
	 
	 
	 
	 
	 

	V: Retained employment
	 
	 
	 
	 
	 
	 

	Other NRS Data
	 
	 
	 
	 
	 
	 

	Attendance- average hours per student
	 
	 
	 
	 
	 
	 

	Separated/exit before completion
	 
	 
	 
	 
	 
	 

	Completed/continue same level
	 
	 
	 
	 
	 
	 

	Pre- & Post-Test Match
	 
	 
	 
	 
	 
	 

	Other goals achieved
	 
	 
	 
	 
	 
	 

	Demographics (specify)
	 
	 
	 
	 
	 
	 


Desk Monitoring—Possibilities

	Jurisdiction:
	Program: 

	Data Quality Standards Checklist
	Acceptable
	Superior
	Exemplary
	

	1. Data Foundation and Structure
	 
	 
	 
	 

	2. Data Collection and Verification
	 
	 
	 
	 

	3. Data Analysis and Reporting
	 
	 
	 
	 

	4. Staff Development
	 
	 
	 
	 

	Potential Performance Standards (IPQ)
	DOCUMENTATION

	
	Currently electronic
	Add to
electronic
	Identify strategy
	Set Standard

	Enrollment

	Set enrollment standards (__% at certain levels or with certain characteristics)
	 
	 
	 
	 

	Increase numbers/percents
	 
	 
	 
	 

	Decrease wait list time/numbers
	 
	 
	 
	 

	Recruitment and Outreach

	Compare enrollments to community demographics 
(K–12, unemployment, census)
	 
	 
	 
	 

	Use new & diverse strategies
	 
	 
	 
	 

	Reach out to “x” # of new communities & partners
	 
	 
	 
	 

	Assessment

	Use approved tests
	 
	 
	 
	 

	Pre-Test scores for __% of enrollments
	 
	 
	 
	 

	Monitor progress after “x” hours
	 
	 
	 
	 

	Pre-/Post-Test Match for ___% of enrollments
	 
	 
	 
	 

	Offer LD screening systematically 
	 
	 
	 
	 

	Other assessments (date and type)
	 
	 
	 
	 

	Orientation and Goal-Setting

	Record appropriate goals for __%
	 
	 
	 
	 

	Monitor & follow-up on goals after “x” time
	 
	 
	 
	 

	Instruction Offerings

	Offer intensive & non-intensive schedules
(set minimums—hours/course; weeks/year)
	 
	 
	 
	 

	Offer multiple schedule options
	 
	 
	 
	 

	Offer multiple locations accessible to learners
	 
	 
	 
	 

	Provide technology & distance learning options (e.g., # of learners engaged with technology for first time)
	 
	 
	 
	 

	Assure timely and reasonable accommodations for disabilities
	 
	 
	 
	 

	Content Standards & Curriculum

	Align curriculum/learning plans with standards
	 
	 
	 
	 

	Professional Development (documented by individual)

	Set minimum hours; calculate hours
	 
	 
	 
	 

	Document attendance in required sessions
	 
	 
	 
	 

	Record IPDP activities 
	 
	 
	 
	 


Desk Monitoring—Possibilities (continued)

	Potential Performance Standards (IPQ)
(continued)
	DOCUMENTATION

	
	Currently electronic
	Add to
electronic
	Identify strategy
	Set Standard

	Attendance and Retention

	Calculate & set average hours of attendance
	 
	 
	 
	 

	Monitor regularity/consistency of attendance
	 
	 
	 
	 

	Contact after “x” number absences
	
	
	
	

	Calculate & set completion rate (__%)
	
	
	
	

	Identify barriers & solutions to attendance
	
	
	
	

	Offer support services; document use and outcomes of services
	
	
	
	

	Make referrals & document # who use services
	
	
	
	

	Increase support for transition and entry into employment & post-secondary; document entry
	 
	 
	 
	 

	Follow-Up

	Set & calculate % learners follow-up
	 
	 
	 
	 

	% of learners with social security number or ID # acceptable for data match
	 
	 
	 
	 

	Grant & Legal Requirements (compliance)

	Staff and Qualifications

	Offer “equitable pay based on established rates”
	 
	 
	 
	 

	Meet minimum qualifications for position
	 
	 
	 
	 

	Accountability and Reporting

	__% of reports submitted on time and in acceptable form
	 
	 
	 
	 

	Use quality assessments; staff trained
	
	
	
	

	Include staff in data analysis for continuous improvement
	
	
	
	

	Enter data on regular/monthly basis
	 
	 
	 
	 

	ADA

	Provide non-discriminatory access
	 
	 
	 
	 

	Make timely and reasonable accommodations
	 
	 
	 
	 

	FERPA

	Maintain written rules related to confidentiality of student information
	 
	 
	 
	 

	GEPA

	Maintain non-discrimination disclosure
	 
	 
	 
	 

	FISCAL

	Collect and document fiscal information (travel, purchases, pay, etc.)
	 
	 
	 
	 

	Code and track expenditures according to negotiated budget
	
	
	
	

	Report fiscal expenses and cost-share in timely manner
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