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I – Introduction, Reporting, and Submission Requirements
Introduction, Submission, and Reporting Requirements
Completion and approval of this FY 2020 Continuation Application shall allow for a one-year extension to recipients of the FY 2018 Consolidated Adult Education and Family Literacy Services grants awarded by the Maryland Department of Labor, Licensing and Regulation (DLLR) in order to carry out the provisions of the Adult Education and Family Literacy Act (Title II of the Workforce Innovation and Opportunity Act of 2014).
Continuation Policy

Consolidated Adult Education and Family Literacy Services Grants must adhere to the provisions of the Workforce Innovation and Opportunity Act (WIOA) implemented on July 1, 2015.  All policies in the Eligibility and Requirements Section of the FY 2018 Competitive RFP continue in force through FY 2020.
Authorization

Federal

· Workforce Innovation and Opportunity Act of 2014 (WIOA(P.L.113-128), Title II: the Adult Education and Family Literacy Act, including English Literacy/Civics

State

· Annotated Code of the Public General Laws of Maryland, Title 11 Division of Employment and Training, Subtitle 8 Adult Education and Literacy Services

· COMAR Title 09.37.01.20 Maryland Adult External High School Program 

Grant Period

July 1, 2019 to June 30, 2020
Dissemination Date

Friday, March 29, 2019
Submission Deadline
Wednesday, May 15, 2019, by 4:00 p.m.
Technical Assistance Conference Call
Wednesday, April 10, 2019, from 9:30 a.m. to 11:00 a.m. 
Required Components
Applications must be completed in form and content as specified in this document. 
What’s New?
· Effective in FY20, all programs that participate in the NEDP will be required to submit a plan that includes professional learning activities for their advisors/assessors.
· TABE 9 & 10 and CASAS Life and Work Reading for ABE and CASAS Life Skills Math are no longer approved for NRS Reporting effective June 30, 2019.  These are replaced by TABE 11 & 12 and CASAS Reading GOALS series.
· All ESL assessments have been extended through February 2, 2021.
Fund Use and Limitations

All funding is pending availability of projected Federal and State funds.

· No one under age 18 may receive services funded with Federal, State, or matching funds committed to this grant. Adult education programs may not provide services for individuals enrolled in the K-12 system or required to be enrolled in secondary school, including homeschool instruction, under State law. For Family Literacy partnerships, the partner program must support the children’s services and interactive literacy component.

· Adult education program must monitor, track, and expend grant funds in the timeframe specified by the grant. Federal and state grant funds have a limited time period Federal funds must be expended by June 30 of the fiscal year or returned to DLLR.  State Funds must be encumbered by June 30 and expended by September 30 of the fiscal year or returned to DLLR. While there are several factors that contribute to grant recipients not spending all awarded funds, recipients are required to provide a Notice of Projected Under-Expended Funds by March 31 of the fiscal year, if applicable. Under-expenditures may result in reduced grant funding, particularly for programs that do not notify DLLR by the notification due date.
· Adult education programs may not use DLLR funds to support membership dues for any organization engaged in advocacy activities.
· Programs may not use DLLR funds to purchase equipment, except for MIS functions and assessments that require computer test administration.  In consultation with the program’s Adult Education Program Specialist, DLLR may grant reasonable requests for the purchase of technology for instructional purposes.  The federal definition for Equipment includes tangible personal property (including information technology systems) having a useful life more than one year and a per-unit acquisition cost which equals or exceeds the lesser of the capitalization level established by the non-Federal entity for financial statement purposes, or $5,000. 

Local Administrative Cost Limits
In accordance with WIOA Title II (Sec.  233), of the amount made available to local providers under this RFP, not less than 95% shall be expended for carrying out adult education and literacy activities, and the remaining amount, not to exceed 5%, shall be used for planning, administration, (including carrying out activities to meet performance requirements), professional learning, and coordination of services with the local plan and one-stop partner responsibilities. (Special Rule: In cases where the cost limits described are too restrictive to allow for adequate planning, administration, professional learning, and interagency coordination, the eligible provider shall negotiate with eligible agency in order to determine an adequate level of funds to be used for non-instructional purposes.)

Leadership Activities
DLLR provides state sponsored meetings and professional learning activities.  Please ensure that sufficient time and funds are available for leadership staff to participate in statewide grant meetings, calls, and webinars.  Programs should consider travel expenses for these events as well as salary for part-time employees when planning the budget for face-to-face meetings.  In an effort to decrease fiscal burden, DLLR will increase the number of meetings held remotely.  
The following meetings are subject to state budget approvals.
	Annual Meetings
	Target Participants
	Number

to Attend

	State Leadership Meeting
	· All Administrators, IS, IAS, and MIS
	

	LACES training
	· All MIS
	

	NEDP Statewide Meeting
	· All NEDP Advisors and Assessors
	

	Optional Trainings
	Target Participants
	Number

to Attend

	Administrator’s Workgroup
	· All Administrators
	

	IAS Workgroup
	· All IAS
	

	MIS Workgroup
	· All MIS
	

	Transition Topics
	· All Transition Specialists or staff assigned to transitioning students
	

	Professional Learning
	· All appropriate staff
	


Instructions for Personnel Changes for State Required Key Staff
Adult education programs must report personnel changes to DLLR within 2 weeks of the grantee agency having knowledge of the vacancy or change. 

Vacancy Notification: 
Send notification of key staff vacancies to your Adult Education Program Specialist and Lakisha Hill at lakisha.hill@maryland.gov:

1. Position being left vacant

2. Notice sent within 2 weeks of the grantee agency having knowledge of the vacancy
3. Plan identifying coverage of responsibilities (who, what, and how)
4. Plan for hire within 6 months

To report changes:
Send changes to your Adult Education Program Specialist and Lakisha Hill at lakisha.hill@maryland.gov:

1. Full name to add and/or remove

2. Institution/Organization full name

3. Contact information (email, telephone, address) to add and/or remove

4. Key Staff position

Adult education programs must notify DLLR upon hiring of any key staff member.  Send a copy of the resume of the new hire to your Adult Education Program Specialist.
Reporting Requirements

Grantees must submit the following:

· Monthly Cash Requisition Reports 
by the 11th day of the month to request funds
· Financial Status Report for reporting period 7/1/19 – 12/31/19
by January 31, 2020
· Notice of Projected Under Expended Funds (if applicable)
by March 31, 2020
· Financial Status Report for grant program year 7/1/19 – 6/30/20
by September 30, 2020
· Administrator’s Trimester Data Report by
December 2, 2019 and April 1, 2020
· Administrator’s Final Data Report 
by September 30, 2020

· LACES data entry required monthly

· Ad-hoc reports as requested by DLLR throughout the entire grant period
The Maryland Department of Labor, Licensing and Regulation is an equal opportunity program. It is the policy of DLLR that all persons have equal opportunity and access to employment opportunities, services, and facilities without regard to race, religion, color, sex, age, national origin or ancestry, marital status, parental status, sexual orientation, disability or veteran status. 

Auxiliary aids and services are available upon request to individuals with disabilities.
Submission Requirements

Upload your original, completed application. Open your program’s Google Team Drive and navigate to FY2020 Files > FY2020 Grant Documents folder.  Upload your completed Word and Excel documents in the FY2020 Grant Documents folder. Open the FY2020 Grant Documents folder and upload the following documents:
Please remember that you must upload only four files (six files if receiving IELCE funds):
1. Continuation application.  (Word)  Signatures are not required until the application and budget are approved by the DLLR Adult Education Program Specialist.  Once approved, upload with all required signatures in blue ink. Set your scanner’s output settings to PDF document type and color (200-300 DPI for color is adequate).

2. Proposed Budget Workbook. (Excel) Upload as an Excel document because this is your proposed budget, not the final one which must be signed and scanned as a PDF and in color.  Note that your initial budget workbook will not be finalized by DLLR on the first submission, so you will not have to obtain the required signatures and dates until final budget numbers have been determined.
3. Class Schedule.  (Excel)  Upload as an Excel workbook.
4. Professional Learning Workbook. (Excel)  Upload as an Excel workbook.
5. IELCE Continuation Application (if applicable).
6. IELCE Budget Workbook (if applicable).
Application Pre-formatted

The application has been pre-formatted with page and section breaks.  Page numbers and headers will adjust automatically. The font and type size are also pre-formatted.  Please do not substitute another font or type size.
For all tables, add or delete rows as needed. All table cells will allow word wrapping.

Should you have any questions, please contact the Adult Education Program Specialist assigned to your program:

Bayo Adetunji
(410) 767-0334
bayo.adetunji@maryland.gov
Helen Coupe
(410) 767-0631
helen.coupe@maryland.gov
Jeana Davis (PL)
(410) 767-0160
jeana.davis@maryland.gov
Jamie Harris
(410) 767-0068
jamie.harris@maryland.gov
Ramona Kunkel
(410) 767-0768
ramona.kunkel@maryland.gov
Grayla Reneau (IELCE Prog)
(410) 767-0168
grayla.reneau@maryland.gov
Douglas Weimer
(410 767-0539
douglas.weimer@maryland.gov
Application Formating Assistance:

Ramona Kunkel
(410) 767-0768
ramona.kunkel@maryland.gov
For Questions Regarding SAM Registry:

Ellen Beattie
(410) 767-0161
ellen.beattie@maryland.gov
II – Application Sections
Application Sections
Cover Page
Provide the information for all items requested on the Cover Page. The head of grantee agency must sign the original with blue ink once DLLR has finalized the funding lines. Calculate the “Cost per Student” by dividing the “Total Project Cost (Total Requested and Match) (A)” by the “Number of Students to be Served (B)”. (For “Number of Students to be Served”, refer to the “Total Projected to be Served” on the FY 20 DLLR-AELS-Class Schedule chart.) 
Exhibit 1: Overview of Services and Goals
Provide a summary of an overview of services that your program will provide in FY20.  Proposals must address all of the topics in the “Overview of Services and Goals” section, including your goals, workforce plan, and recruitment and retention strategies.  The NEDP summary, recruitment and retention strategies, goals, and staff professional learning are in the second half of this section and are to be addressed separately.
Exhibit 2: Distance Learning and Technology Plan Update
Adult education programs should provide learners the opportunity to use distance learning and technology as part of their instructional program. The distance learning and technology plan update will need to show how instructors are designing instruction and effectively integrating technology that enable learners to obtain, analyze, synthesize, and present information and ideas. 

Include any changes that you will make to your Three Year Technology Plan in FY20.  
Use the Application for Student Proxy Hours if requesting approval for online curriculum.
Please refer to “Adult Education Teacher Technology Standards and Competencies” and “Adult Education Learner Technology Standards and Competencies” at http://www.dllr.state.md.us/gedmd/techstandards.pdf.
Exhibit 3: Duration and Intensity of Instruction

1. ABE and ESL Class Sites: Complete the table. Each column’s heading indicates the information requested. Add or delete rows as needed.
· Delete the Tutored Learners row if it does not apply. Complete the Tutored Learners row only if your program has learners who receive instruction from a tutor separately from a scheduled class and your program enters tutored learners in LACES.
2. IELCE: Complete the table for classes specifically funded by IELCE.
3. NEDP Sites: Complete the table. Information requested is in each column’s heading. Add or delete rows as needed. If your program does not provide NEDP services, delete this table.
Exhibit 4: Project Staff

Complete the three tables, State Required Key Staff; Additional Key Staff; and Teachers, Volunteers, and other Staff. Add or delete rows as needed.
1. State Required Key Staff

a. Time on project: Number of Hours per Week and Number of Weeks should reflect hours spent on adult education grant activities.

b. If a state required key staff position is vacant, type VACANT in the appropriate cell as well as the date the program anticipates filling the position. 
c. The IAS and/or IS positions may be shared by two persons provided their assigned Specialist time is in direct proportion to the percentage of ABE/ASE and ESL populations projected to be served. If this will be the program’s structure, insert additional IAS and/or IS rows. Be certain to complete the Time on Project column to reflect the appropriate ABE/ASE and ESL proportions.
d. Append resumes only for new state required key staff after Exhibit 12.

2. Additional Key Staff
a. Some programs have additional key staff committed to the grant. You may delete this table if it does not apply.

3. Teachers, Volunteers, and other Staff

a. Provide the information for the items requested.
NOTE: Teachers must have a minimum of a Bachelor’s Degree, with a Master’s Degree preferred.  Sufficient training and experience in adult education are required for effective instruction. Paid tutors must meet the educational degree standard for teachers.
Exhibit 5: Local Professional Learning Needs Assessment

DLLR requires the following minimum level of commitment to continuous improvement in documented learner achievement through program and professional learning.

The program’s Leadership Team and teachers will analyze data, learner outcomes, program surveys, observation forms, and other information to determine the kind and type of professional learning needed. Professional Learning should align with the program’s goals, meet teachers’ professional learning needs, and improve student learning. The grantee should plan professional learning opportunities for all staff based on the data reviewed. Professional learning activities should be a collaborative, coordinated effort led by the Specialists, particularly the Instructional Specialist.
Exhibit 6: Local Professional Learning Plan
Professional learning activities offered by the local program engage staff in the type of training designed to increase program effectiveness; focus on the teachers as central to student learning; reflect the best available research and practices in adult instruction and learning; enable teachers to develop further expertise in subject content, teaching strategies, technologies and other elements in teaching to high standards; and is evaluated ultimately on the basis of its impact on teacher effectiveness and student learning.

Your professional learning plan must include professional learning opportunities for NEDP assessors.

Professional Learning can include in-service presentations, workshops, conferences, mentoring, seminars, study circles, online courses, peer coaching, and other activities.
PROFESSIONAL LEARNING APPROACHES
Identify the Professional Learning Approaches

Professional Learning funding can support all the approaches listed below.
· Workshop/Presentation: Participation in singular or sequential training workshops, conferences, seminars, and summer institutes either in house or by external subject matter experts(s).
· Observation/Feedback: The process of classroom observation over a period of time, providing feedback to the teacher, mentoring and follow-up, peer coaching, and supervision. Provides staff with data and feedback regarding their performance.
· Inquiry/Research: Any process that seeks to answer a question or solve a problem, with results used to improve program services. Reflect upon questions regarding daily practices in a systematic, intentional manner, over time. Involves many different types of practitioner-led activities, including study circles, action research, and case studies.
· Product/Program Development: Any process implemented to produce a product for program improvement (e.g., curriculum development, lesson plan development, program policy/procedures, program design, or the redesign and enhancement of program quality).
· Virtual Learning: Synchronous and Asynchronous course work, webinars, video.
COST 
Detail the total cost for the activity. Use the formula function in Excel to calculate all costs. Estimated cost must reflect budget projections for professional learning on the budget pages. 

For DLLR to authorize the expenditure of grant funds, your program must upload the following verification and evaluation items to your FY20 Professional Learning folder in the DLLR Google Team Drive each trimester.
Exhibit 7: Family Literacy MOU (If Applicable)
Delete or leave this exhibit blank if not receiving Family Literacy Services funding.

1. Complete the yellow highlighted areas as indicated.
2. Complete the tables in Part II. Add or delete rows as needed. Rows will expand vertically (will wrap text) to accommodate all text.
3. In Part II, descriptions for Parent Education (table 2, column 1) and Interactive Literacy Activities (table 3, column 1) must include (1) how the activity will be accomplished, (2) the schedule, and (3) the amount of time spent on the activity per month.

4. Obtain the required signatures and dates signed with blue ink. Signatures 3 and 4 are provided for organizations that require additional signatures.
Exhibit 8: Data Quality
Provide information regarding data collection, assessments, online curriculum, and data analysis.

The Data Quality Checklist completed in your FY19 Continuation Application remains in effect.

Exhibit 9: GEPA Statement
Provide your GEPA statement here.
Exhibit 10: Language Access Plan
Your Language Access Plan submitted in your FY 19 Continuation Application remains in effect.  Provide any improvements or challenges you have encountered.
Exhibit 11: General Assurances
Complete Exhibit 11 by acquiring the appropriate signature and date in blue ink.
Exhibit 12: National External Diploma Program® (NEDP) Assurances (If Applicable)
If you receive NEDP funding, complete Exhibit 12 by acquiring the appropriate signature and date in blue ink.
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