	North Carolina Community College System

Academic and Student Services Division

Basic Skills Section

BASIC SKILLS CASAS TRAINING GRANTS

PLAN AND APPLICATION

2010-2011



College/Agency/Organization                                                           Date

Person(s) completing this application                                                Telephone Number

Address

____________________________________

Email Address

Instructions:   If you have questions concerning the CASAS Training Grant Plan and Application, please contact the Basic Skills Training Specialist, Katie Waters at 807-7136 or email her at watersk@nccommunitycolleges.edu.   Respond to each question and mail to the address listed below.   The original application and four copies must be received by 5:00 p.m. on April 16, 2010.  (Not postmarked)  Please mail to: 




Katie J. Waters





Basic Skills Training Specialist





North Carolina Community College System

Regular or Courier Mail ONLY )                    (All Priority Mail except *US Postal)
(Priority mail will be delayed)                            (FedEx etc. for overnight delivery)
5016 Mail Service Center



200 West Jones Street

Raleigh, NC  27699-5016



Raleigh, NC  27603

(delivery takes 1-2 weeks)
(*US Postal Next Day mailed to this address will automatically go to the mail service center.)
CERTIFICATION OF AGREEMENT

This funding is for CASAS Training grants to: 

· Provide for current CASAS Level A to prepare to be Certified State Level Trainer – Level B.
· Provide local and state-wide CASAS assessment training. 

· Provide support for the integration of assessment, curriculum, and instruction at the local agencies for program improvement.
· Provide support and oversight that adult education agencies use CASAS assessments with proven validity and reliability that correlate to the National Reporting System (NRS). 

The plan, as submitted, constitutes the basis for the administration and operation of the Basic Skills Program established pursuant to Adult Education and Family Literacy Act regulations, the State Plan for Basic Skills, and the State Board of Community Colleges' policies, rules, and regulations.

	Potential Trainer’s Name:



	Level of potential trainer’s CASAS certification:

Nationally certified:  _______
  

State certified:  _______(Level B)

Locally certified:       _______  
  

Local CASAS administrator: _______(Level A)

	Areas of CASAS assessment potential trainer certified to administer and dates of certification: 

Life and Work- Workforce Learning Systems (WLS) ___________
Employment Competency System____________ ESL____________________

Compensatory Education _____________




To all official endorsers of this/these applicant(s):

In the efforts of building a NC CASAS team of trainers, the college and its endorsers are signing a letter of intent to provide the applicant(s) release time from their assigned duties to comply with the standards outlined by CASAS.  Specifically, colleges and their applicants must:

· Commit to two (2) trainings (6 days) with the CASAS Certified Trainer over the six (6) months.  (Selected applicants can achieve Certified State Level Trainer – Level B status after trainings are verified by the CASAS Training Coordination Staff.  See the attached “Facilitator and Trainer Classifications Record” for the description of each training.)

· Attend 2 meetings CASAS meetings with the NCCCS Training Specialist (or designee) and the CASAS team over the next six (6) months at designated NC locations.

· Commit to completion of Level B Certification (if applicable) to become a Certified State Level Trainer after which:
· In year 2010-2011 conduct 2 to 4 CASAS trainings per year regionally or at designated NC locations as indicated by the NCCCS Training Specialist

· Attend 2 – ½ day annual meetings of trainers as required by the NCCCS.

· Attend the CASAS Summer Institute in San Diego, CA in June 2011 after the completion of the requirements for CASAS Certified State Level Trainers – Level B status and every two years thereafter.
ENDORSEMENT OF AGREEMENT

By signing the following “Endorsement of Agreement,” programs agree to the terms specified in the “Certification of Agreement” listed on the previous two pages.  Please note that NCCCS reserves the right to terminate the grant money and the trainer from state CASAS training if any of the following occur:
· Grantees that do not allow CASAS trainers to travel will be asked to return all unspent money to the System Office.
· Grant money is used to supply the local program with materials.  (Grant money should only be used to supply materials for CASAS training.)
· The CASAS trainer consistently rejects opportunities to conduct training as determined by NCCCS.
· The CASAS trainer does not use up-to-date training materials for each training session. 
· The CASAS trainer does not attend mandatory meetings or turn in evaluations, sign-in sheets, and certification sheets to CASAS and copies to NCCCS one week after the training has occurred.  
	To Be Completed by Community College Programs 

(Community-Based Organizations do not have to complete this section.)



	___________________________________________________                            ____________

Signature of Basic Skills Director                                                                             Date



	__________________________________________________                           __________

Signature of Vice President/Dean of Continuing Education                                  Date
__________________________________________________                           __________

Signature of President                                                                                                Date




	To Be Completed by Community-Based Organizations

(Community colleges do not have to complete this section.)



	__________________________________________________                               __________

Signature of Executive Director                                                                                   Date



	__________________________________________________                              __________

Signature of President of the Board                                                                             Date




COMPONENTS OF PROPOSAL

(Identification of and instructions for completing the specific components of the proposal are given on the following pages.  Be certain that all components listed are read and understood, then filled in on your proposal according to the information given under each component heading.  The Body of the Proposal should not constitute more than 10, double-spaced, typewritten pages in a twelve-point font.  
I. Abstract

The abstract is a very brief summary of pertinent information found in the proposal.  The importance of the abstract cannot be overstated in that it introduces each reviewer to the proposal. 


Note:  Mention the CASAS trainer’s name, brief description on the training applicant’s 
knowledge and demonstrated skills, plans to complete training to Level B certification (if 
applicable), the amount of money requested, and other pertinent information.  Limited to 
one, double-spaced page.
II. Body of the Proposal

The Body of the Proposal consists of several sections which give the reader a clear view of the project.  The content of these sections, along with the other parts of the proposal, gives evidence that the applicant agency has the capabilities for carrying out the proposed project and contributing to the increased effectiveness of Basic Skills programs in North Carolina.

A.  Need for CASAS training 
This should be a general statement of the need for CASAS training and the impact it makes on a local and/or regional basis, followed by supporting statements concerning its significance to Basic Skills programs in North Carolina, the need for the applicant to receive the training and desire to become a Certified State Level trainer, the rationale upon which the application is based and a summary of pertinent, related information.

Note:  This section should include a statement that CASAS training is necessary to support 
the implementation of the National Reporting System (NRS) and that CASAS is one of 
standardized assessments adopted by North Carolina for the NRS.  It should also include a 
brief description of the training applicants’ knowledge and demonstrated skills. 
B. Objectives

The objectives of the project must be listed and stated in very clear terms.  They should serve as a guide for the entire grant and should be listed in such a way as to determine whether the methods and procedures proposed for accomplishing the objectives are appropriate. 

Note: The following should be included, but are not limited to:
· To provide CASAS Implementation Training and specialized areas training (DD, Power, Writing, Workplace, ESL, and ESL Listening) and use up-to-date materials.

· To prepare for or maintain State Level Certification as a CASAS trainer. 

· To attend mandatory CASAS update training and the organizational and planning meetings on CASAS at the state level.

· To submit the required sign-in sheets, presentation report, training evaluation forms, the signed verification sheets to CASAS and to the NCCCS Basic Skills Training Office within one week after training is completed. 
· To submit reimbursement forms to the NCCCS Finance Office in a timely manner.
C.  Procedures

This section of the proposal indicates what is to be done and how the proposed grant is to be used for the applicant to become a CASAS Certified Level Trainer – Level B.  This grant period should cover the preparation for that process and any possible training they might do as a Level B trainer.
Note:  Briefly state what the applicant intends to accomplish and how (trainings at local level, training for Level B status etc. and list the amount of time allotted by the budgeting supervisor for potential CASAS trainer to work for NCCCS (include 2 days for annual trainers meetings and 6 days for trainings during this grant period).  
(IMPORTANT:  The standards are outlined in the attachment “CASAS Facilitator and Trainer Classification Record.”  To be eligible to apply, all applicants must have ‘Local CASAS Facilitator – Level A’ status to be considered.  Level A status means that the applicant has attended prior Implementation Training and has documented classroom experience in a specific program type.  The applicant also must conduct CASAS Implementation Training within the applicant’s own agency.)
D.  Evaluation

The plan should be specific about how, when, and by whom the evaluation procedures will be conducted.
Note:  The plan should specify that an evaluation will be conducted by the State Basic Skills Training Specialist in conjunction with the local trainer and how evaluations are collected for training the applicant participates in.   The local trainer will evaluate his/her overall training for the grant time period and will submit a progress report to the State Basic Skills Training Specialist at the end of the grant period and with the application for the 2010-2011 CASAS grant.
E. Time Schedule

This section describes the timetable by which major parts of the grant are to be completed.  The time schedule should clearly state major activities and/or deliverables with the expected completion and/or delivery date. See Addendum 2.
Note:  This section will describe the amount of days this fiscal year (July 1, 2010, through June 30, 2011) that the budgeting supervisor will allow a potential CASAS statewide trainer to attend training and meetings for the NCCCS, Basic Skills Section in providing CASAS assessment training for the state.  
IMPORTANT: Only trainers that are Level B and higher will include attendance at one National Institute in June in San Diego, CA, where updates on training and resources are received.  The time usually allotted to this certified trainer meeting/staff development is seven (7) days.  
III. Resources

The resources for the project are described under the following two headings:
C. Personnel
      The qualifications of personnel should be described in sufficient detail to
      indicate competence for the type of participation proposed for each.
Note:  IMPORTANT:  All applicants must have ‘Local CASAS Facilitator – Level A’ status to be considered.  (See “‘CASAS Facilitator and Trainer Classification” form.)  A copy of the applicant’s resume should be attached that describes CASAS user and/or training experience, including other related training experience.
D. Materials and equipment:  

The adequacy of necessary equipment and other services available to conduct the training must be indicated.  NOTE: CASAS training will be conducted at various locations throughout the state as arranged or agreed upon by the NCCCS Training Office.  Thus, the mobility of transporting the necessary equipment and training materials for training must be indicated.  
Note: The CASAS Trainer is responsible for arranging with the host institution to use an LCD projector and laptop as needed.

IV. Budget

The schedule for the proposed costs of the project must be given on the enclosed budget form.  The budget is an estimate of costs; therefore, provision is made for necessary adjustments within the total allotment after a project is approved and started.  The budget should serve as a guide for the entire project and should be consistent for each applicant/agency.

	Indicate Budget for: 

Level A   ______       or        Level B______

2010 - 2011
	Federal Funds 

Requested

	Salaries

· Explanation:


	$

	CASAS Materials and Supplies

· Explanation:


	$

	Staff Travel

· Explanation:


	$

	Staff Training

· Explanation


	$

	Administrative Costs

Note:  Administrative Costs (Salaries Supportive and Other Expenses) cannot exceed more than 5% of total grant.

· Other Expenses (office supplies, postage, etc.)


	$

	Total Federal Funds Requested:


	$












ADDENDUM I 
List items to include with grant proposal (Executive Summary, Proposal, Budget):
· Resume (VITA) with documentation of experience
· Letters of recommendation

· Video-taped training (May be mock training if local training is not held before deadline)
Selection Process: 

The current CASAS Lead Trainer for NC Shelley Bleyl has many years of experience training CASAS users across the state.  She has received very good to outstanding evaluations as a CASAS Certified State Level Trainer and as National Certified Trainer in training the Local CASAS Facilitator – Level A trainees.  The NCCCS System Office Basic Skills ABE/ESL Coordinator, Karen Brown, has conducted assessment training and has developed training videos for language assessment.  Two other CASAS trainers from this past year will also help in the selection process.
The evaluators will rate the trainee’s performance as documented in the video demonstrating CASAS Implementation Training at the applicant’s own agency.  Selection of applicants and agencies will be determined by:  

1) a standard rubric with a point system to evaluate the applicant’s knowledge and expertise in CASAS training;  

2) the geographic need in the state for CASAS  trainers;  

3) the applicant’s specialty area as ESL, CED, ABE, AHS, and/or GED.

Once applicants are selected and approved by the State Board of the Community College System, the applicants will be required to complete and have documented the remaining requirements for a CASAS Certified State Trainer - Level B (See “CASAS Facilitator and Trainer Classification Record.”)  As a state level trainer, you will be authorized to train agencies across the state of NC. 

(As a note, current CASAS Certified State Level Trainers – Level B who apply are not required to submit the CASAS certification documentation as this is already documented with CASAS.  Additionally, current CASAS Certified State Level Trainers will need to attend the CASAS National Summer Institute in San Diego, CA to maintain certification and reimbursement for the late June travel has been worked out.)

Criteria and Procedures Information
	PROCEDURES FOR APPLICANTS TO BECOME

CASAS CERTIFIED STATE LEVEL TRAINERS – LEVEL A

	NCCCS Basic Skills Training Standards:
· Receive full support from the applicant’s Director/Dean/Vice-President (community colleges) or Board Chairperson/Director (community-based organization) to participate as a CASAS Trainer.

· Submit letter verifying this support from the College’s and CBO’s Directors/Dean/Vice-President to participate as a NC CASAS Trainer.

	CASAS Certification Standards - Part 1:

To be considered, the applicant must meet the following standards and receive  the required verification from the CASAS State Trainer(s) by the application due date:

· Fulfill the requirements to become a Local CASAS Facilitator – Level A.

· Videotape training your own staff using the entire IT packet in one or over a series of multiple workshops or training sessions.  Send the videotape of the CASAS IT training to Katie Waters, NCCCS Basic Skills Training Specialist.  (See address information on cover sheet.)

· Submit original evaluations on the feedback the applicant/trainer received on the CASAS IT training session(s) at their local agency.

· Submit three (3) or more letters of recommendation from supervisors that describe training abilities and CASAS implementation experience and success.


	CRITERIA FOR 

CASAS CERTIFIED STATE LEVEL TRAINERS – LEVEL B

	The CASAS applicant must agree to the following:

· To submit resume including a description of CASAS or other related test training experience

· To maintain CASAS Certified State Level Trainer – Level B status.

· To adhere to the assessment policy guidelines and the requirements and standards outlined by the CASAS Assessment Policy Guidelines and the NC Community College Assessment Policy Manual.

· To attend the CASAS Summer Institute every two years, minimally.

· To attend quarterly meetings for North Carolina CASAS trainers.

· To conduct training 2-4 times per year with community college and community-based (CBO) assessment personnel regionally and, as needed, in NC.

	The CASAS trainer’s Director/Dean/Vice-President (community colleges) or Board Chairperson/Director (community-based organizations) must agree to the following:

· To submit a letter of recommendation (or a designee) that describes the CASAS training abilities and CASAS implementation experience and success of the applicant.

· To support and approve the applicant to maintain CASAS Certified State Level Trainer – Level B status.

· To support and approve the applicant to attend the CASAS Summer Institute in San Diego, CA, held in June.

· To support and approve the applicant to attend the quarterly meetings for the NC CASAS trainers in Raleigh and throughout the state as designated.

· To support and approve the applicant to train CASAS users at other colleges and community-based organizations throughout the region and throughout state as needed.











               ADDENDUM II
Budget Information and Cost Effectiveness
The sample budget information should serve as a guide for preparing the budget in the grant.
	                   Sample Budget  Information Category Level A  

                                                 2008-2009 (prices)
	Federal Funds 

Requested

	Salaries Level A:  

· 2 observations/training @16 hrs.  = 32 hrs.  (IT (8hrs.) and specialized area training ( 8hrs.) in January and April, 2008.) = 16 hours training

· 4 CASAS meeting @ 8hrs.  = 24 hours                

Total of 72 hours x cost  (ex.  $45.00 per hour)

Should include cost of any staff to fill in for applicant’s absence.
	Level A Total:  $ 

	CASAS Materials and Supplies Information for completing new trainer “start up” package.  Each trainer conducting 3 trainings for approximately 25 people each time. (old form still needed)
             Appraisal  Life Skills form 30(1)

LSA-030
$  70
Administration manual form 30

LSM-30
$  66

4 Self score answer sheets


ASS-030
$132

2 T Manual Life Skills


TAMS- LFS
$  30

LS reading 27 (set of 25)


BLRA-27
$  38

 Life Skills math   31-38(set of 10)                 LSM-S10
$250 

                                                                                              =$586
New Life and Work
81-188 Set of 5 ea.



LWR S05
$155

81R set of 25                                                   LWR -081       $  70

1 Reading Large Print form 82 

LWRL-082
$  35

5 T Manuals




TAMS-LW
$  75

Listening (not published yet)
books/CD
set of 1 each
$  55

General purpose answer sheets (100)

ASS-001
$  50

                                                                                                           =$440     Special populations Life and work – although they aren’t used until DD training, it’s good for them to be available to be seen by those instructors at the initial IT

Locator form 350



SPL -350
$30

Level 2A form 310



SP- 310
$30

2A form 311




SP – 311
$30

3A form322




SP-322

$30

3A form 323




SP-323

$30

4A form332




SP-332

$30

4A form333




SP-333

$30

5A form 342




SP-342

$30

5A form 343




SP-343

$30

Administration manual


SP-TAM
$15         

Scan Disk 2g



                                    $15

                                                                                              =$300
	Level A Total:  $ 

	Staff Travel 
Level A: 

· 800 mi. RT @ $.25 = $ 200.00 
(approximate the mileage for 2 trainings (6 days) and 2 (2 days)  meetings at the state allowable rate of reimbursement) 
	Level A Total:   $ 

	Administrative Costs

Note:  Administrative Costs (and Other Expenses) cannot exceed more than 5% of total grant.
	Level A Total: $   

	Total Federal Funds Requested:
                                                                
	Level A  $   


	Sample Budget Category Level B

2008-2009 (prices)
	Federal Funds 

Requested

	Salaries Level B: 
   Example:  
· 2 IT and specialized area trainings @ 16 hrs. = 32 hrs.

· 8-hrs. preparation time @ 2 trainings             = 16 hrs.

· 2 quarterly CASAS meetings in 

       east and west NC @ 8 hrs. each                    = 16 hrs.

· 2-3 observations of new trainees 

      @ 16 hrs. per trainee                                      = 48 hrs.
Total of 112 hours x cost  (ex.  $45.00 per hour)

Should include cost of any staff to fill in for applicant’s absence.
	Level B total:   $  



	CASAS Materials and Supplies Level B:  
 Number of complete trainings @ 25 people.
	Level B Total:  $ 

	Staff Travel Level B: 

Example:
· 2400 mi. RT @ $.25      = $  600.00

· San Diego, CA Airfare  = $  500.00

· San Diego, CA Hotel    = $1100.00

· Subsistence                   =  $  300.00
	Level B Total:  $


	Staff Training Level B:
· CASAS Institute registration      =  $  450.00
	Level B Total:  $ 


	Administrative Costs
Note:  Administrative Costs (and Other Expenses) cannot exceed more than 5% of total grant.
	Level B Total:  $  


	Total Federal Funds Requested:

	   Level B Total:  $  



[image: image1.jpg]



                  Facilitator and Trainer Classifications Record
For classification level B, all trainings must be verified by the CASAS training coordination staff. 

Name


Agency


Mailing Address


City, State and Zip code
___

Phone _________________________________ Fax _________________________________________


E-mail


Local CASAS Facilitator – Level A

	You must meet the following requirements to become a local CASAS facilitator. As a local CASAS Facilitator, you qualify to implement CASAS within your agency and provide training to your agency staff. This does not authorize you to train others outside your own agency.

	Attend a minimum of one complete, full-day CASAS Implementation Training and have documented classroom experience in a specific program type.  Program type includes: adult education, alternative high schools or learning centers, employment preparation, occupational and/or vocational training, ABE, ESL, GED-prep, Adult Secondary, Corrections and Special Populations.
	Date  __________________

Verified by CASAS staff




Certified State Level Trainer – Level B*

	You must meet the following requirements to become a CASAS Certified State Level Trainer.  As a state level trainer you have authorization to train other agencies in your state that have similar populations with specific program types. This certification does not authorize you to train outside your state.  These steps should be completed in the order listed below.

	1. Fulfill requirements to become a Local CASAS Facilitator – Level A.

	2. Attend entire CASAS National Summer Institute and participate in the Certified Trainer meeting once every two years.  In order to maintain state-level certified trainer status, attendance is required.
	CASAS requires trainers to attend the Certified Trainer meetings and Summer Institute at least every two years so trainers may remain informed and up-to-date on new assessments and resources available for CASAS users. 

	3. Observe a minimum of two complete, full-day Implementation Trainings presented by a CASAS certified state or national level trainer. 

Complete and submit one Trainer Observation Form to CASAS.
	First observation    ___/___/___

Certified Trainer:  ______________

Second observation    ___/___/___

Certified Trainer:  ______________

Trainer Observation submitted  ___/___/___

Reviewed by: 

	4. Complete the CD-ROM training module.
	Date Completed ___/___/___

	5. Complete and submit secure version (2.0) of IT Certification Activity to CASAS.
	Date Completed ___/___/___

Signed off by CASAS Staff ______________

	6. Successfully implement a system using a CASAS appraisal, pre- and post-tests, and related support materials in your own agency. Test series options include: the Employability Competency System (ECS) for reading, math, and listening; Life and Work for reading; and Workforce Learning Systems (WLS) for reading, math and listening.
	How long has your agency been using CASAS? 

______________________________________

Which CASAS assessments has your agency adopted? ______________________________

                ______________________________


	7. Train your own staff using the entire IT packet in one or over a series of multiple workshops or training sessions. 
	Mark and date each box as completed.

1. Intro ___/___/___

2. CBE ___/___/___

3. Tests ___/___/__

4. Test Admin. ___/___/___

5. Using Test Results ___/__/___

6. Quick Search ___/___/___

	8. Submit three or more letters of recommendation from supervisors that describe training abilities and CASAS implementation experience and success.
	Recommended by:

1. ____________________________________

2. ____________________________________

3. ____________________________________



	9. Co-train with a CASAS National Certified Trainer in each of the six training areas.

	Mark and date each box as completed.

1. Intro ___/___/___

Co-trainer __________________________

2. CBE ___/___/___

Co-trainer __________________________

3. Tests ___/___/__

Co-trainer __________________________
4. Test Admin. ___/___/___

Co-trainer __________________________

5. Using Test Results ___/__/___

Co-trainer __________________________

6. Quick Search and IMG ___/___/___

Co-trainer __________________________

	10.  Be observed doing an entire IT and be evaluated and authorized by a CASAS National Certified Trainer. This process may take more than one observation.


	Observation date ___/___/___

CASAS Certified Trainer ______________________

Observation date ___/___/___

CASAS Certified Trainer ______________________

	11. Follow procedures to set up, conduct, and document all IT trainings.
	Complete and return to CASAS
· Sign-in Sheet and Presentation Form

· Training Evaluation Forms

· Training Verification Forms (signed)
· Reimbursement Forms (if applicable)

	12. Conduct, at a minimum, one complete, full-day Implementation Training per year.  Submit documentation (sign-in sheets, presentation report, training evaluation and verification forms) to CASAS in a timely manner.
	Training 1

Date ___/___/___  all paperwork was received by CASAS

Training 2

Date ___/___/___  all paperwork was received by CASAS


Additional Comments (Use the back of this page if you need additional writing space.)




__



__

Contact the CASAS Professional Development Department at 1-800-255-1036 if you have questions about the trainer certification process.

			





























