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PREFACE
Welcome to Culver City Adult School. You will soon discover what I did upon arriving here as principal
in July 2012; the staff here is among the most dedicated and committed to students that I have seen.
Throughout the 1½ years that I have been at CCAS, I’ve shared the following beliefs:
• Everyone and every organization has room for improvement
• In order to improve, we all need to engage in reflection from the personal/position level to the
  organizational level
• Engaging in perfunctory activities and going through  the motions is a waste of time; therefore,
all activities and processes we take on will be meaningful and valuable
• Good systems, including communication, make for better efficiency, more effectiveness, and less
confusion
• Data is important to improvement, comes in many forms and should be used to further guide
inquiry into and validation of ongoing improvement and student achievement
• We will implement policies, procedures, practices, and behaviors that facilitate student learning
and success and not impede it
This accreditation self-study process was the quickest and most thorough way for me as a new principal
to learn about the school. As such, I jumped into the process already under way and we embarked on this
journey together. I shared that it was critical to look at ourselves honestly and completely so that we could
identify what we do really well and what we need to work on. As we came to the end of the self-study
process, having completed our Action Plan, we realized that this journey has in fact laid the foundation for
strategies, processes, and activities to move us from “good” to “great” on an institutional level.
I want to thank WASC for providing the initial structure and impetus for CCAS’s latest continuous improvement efforts. And, while we are glad to have a WASC Visiting Team come to validate what we say
we do, the fact of the matter is, this process has already enabled us to validate what we do; brought to our
attention what we need to work on; and given us the confidence that we can get it done together.
Finally and most importantly, I want to thank the staff not only for their existing and ongoing commitment
to our students, but also for their time, hard work, and contribution to this institution-wide process.
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Chapter I. Institutional, Community, and Student Characteristics
INSTITUTIONAL CHARACTERISTICS
School History & Information
Culver City Adult School (CCAS) was founded in 1954 by the Culver City Unified School District and
was originally situated on Elenda Street, adjacent to Culver City High School. It is significant to note
that Culver City formed its school district in 1949, only five years before the creation of the Adult
School. This shows CCUSD’s long-standing dedication to the education and enrichment of its adult
population. In 2003, the Adult School’s administrative offices and ABE and ASE programs were
moved from the Elenda Campus to the Overland campus. In 2012, the ESL program joined the others
at the Overland Campus. In September 2012, Culver Park Continuation High School moved to the
former Adult School site on the Elenda Campus. Today, CCAS’s administrative offices, ESL, ABE,
and ASE programs are all located at 4909 Overland Avenue in Culver City, CA 90230, right next to
the Culver City Library and in close proximity to a vibrant and revitalized downtown area. The main
phone number is 310-842-4300 and the website is http://www.ccusd.org/adultschool . The impetus for
pursuing WASC accreditation began in 2009 with then principal Victor Gallardo who wanted to
improve the credibility of CCAS’s Career Technical Education (CTE) certificates and high school
diplomas. Prior to that there were few CTE programs and most high school diploma (HSD) students
attended the local community college. As a result, validation of CTE certificates and HSD was not
needed for students to move on to their next phase.
The Adult School has gone through several significant changes over the past few years. Those
changes include the elimination of our Career and Technical Education (CTE) program and Program
for Older Adults due to budget cuts, and a physical move of our ESL program from the Elenda
Campus to the Overland Campus (2012) and a shared administrator and counselor with Culver Park
High School. As a result of the physical move, a dedicated computer lab and two ESL levels were lost.
In addition, we also welcomed new principal Veronica Montes and new counselor Eunice Vines to the
staff, who currently split their time between the Adult School and Culver Park, a continuation school.
There is no main computer lab on the Overland Campus; each classroom is equipped with at least ten
computers for student use and assessment testing. The Adults with Disabilities class meets next door
to the Overland Campus in a classroom at a private, non-profit organization called L.A. Goal. Feebased classes are held in classrooms at various schools within the district.
Narrative Description of School
Culver City Adult School has a dynamic student body whose ages span from 16 to 90. Students come
to the school for varied reasons that include to learn English, remediate basic skills in reading and
math, complete their high school diploma or take the GED® test, or to focus on a particular interest in
their lives through our fee-based classes. Serving this diverse group of students are classes in these
areas:
● English as a Second Language (ESL)
● Adult Basic Education (ABE)
● Adult Secondary Education (ASE)
● Adults with Disabilities (AWD)
● Fee-based classes in specific interest activities for the community at large.
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The ESL program and classes provide instruction to non English speakers in speaking, listening,
reading, and writing skills. Three levels of ESL classes serve students at Beginning (1 & 2) and
Intermediate levels. All three levels are offered three times per day, Monday through Thursday, and a
Conversation class is offered on Thursdays in the afternoon and Friday mornings. The ESL
department also incorporates the EL Civics curriculum, in three instruction/assessment cycles
throughout the school year. Distance Learning is available for seven levels of ESL (Literacy,
Beginning Low [English and Bilingual Spanish/English], Beginning High, Intermediate Low,
Intermediate High, and Advanced).
ABE classes provide instruction in basic writing, reading, and math at Beginning, Intermediate, and
Advanced levels. The program serves students who have limited literacy skills, students who need
remediation before progressing to ASE, or ESL students who wish to transition into ASE or GED®
programs. The main focus of ABE is to improve students’ reading comprehension, math computation
and application, and writing skills, so that they may prepare for further ASE or GED® study. Subject
areas taught include United States history and government, reading, math, language arts, and science.
The ASE program, provided by the Independent Learning Center (ILC) staff, offers various options for
completion of the high school diploma or GED®. Most students work in an independent studies
program in the ILC, taking individualized courses to meet their high school diploma requirements or to
prepare for the GED®. Many students take teacher-directed English and Math classes that meet either
the high school diploma course requirement or prepare them for the GED® or CAHSEE exams. The
ILC offers two options for students who are not able to come to school often: GED® Distance
Learning allows students to prepare for the GED® in the comfort and convenience of their homes
using online resources, and ASE Distance Learning allows a few students to complete their high school
courses at home. Those students meet with a teacher once per week to get help, turn in work, and get
the next week’s work. In addition, the ILC offers an Options program dedicated to serving concurrent
high school students Monday-Thursday from 3:00-5:00 p.m., and in the evening from 5:00-8:30 p.m.
The Options program provides an opportunity for concurrently enrolled 11th and 12th grade Culver
High School students to make up credits. Students must have an “F” grade in one or more classes at
Culver City High School in order to make-up a class or classes as part of their graduation
requirements. Participation in the program requires counselor and parent permission. Students are
assigned a time frame in which to attend their hours in the ILC.
The Adult School is a resource to the community at large. Many of our students’ children matriculate
at the district’s elementary, middle, and high schools. Over the years, CCAS has collaborated with the
Chamber of Commerce and L.A. Goal, a neighboring non-profit organization that provides services to
adults with developmental disabilities. The Adult School’s Adults with Disabilities program offers
Functional Academics to students at LA Goal two days per week. The Adult School also offers a
range of fee-based courses and a U.S. Citizenship course.
Students say that the adult school campus is clean and attractive, the staff is friendly and serviceoriented, and the school is helping them to discover their true potential.
Calendar, Student Workload & Typical Class size
CCAS operates on a trimester system: Fall, Winter, Spring. We also offer limited ASE hours and a
Summer Children’s Program for five weeks during the summer. The workload for the average
trimester student at CCAS for ESL and ABE is 12 hours per week. The average workload for ASE
varies. ESL and ABE classes are three hours long. ASE students are welcome to attend either
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morning, afternoon, or evening hours to complete their high school diploma in the Independent
Learning Center (ILC), and teacher-directed courses in GED® Math and Writing preparation are
offered several times per week. Adult students often have many obligations that interfere with their
regular attendance at school. Despite that, the typical class size for ESL and ABE classes is 25. In the
ILC, class size ranges from 25 to 40 students depending on the time period and the day of the week.
While the majority of students live in Culver City, many come from bordering cities of Los Angeles
and Inglewood.
Class sizes are limited due to space constrictions and most are kept at maximum enrollment throughout
the semester. Beginning in fall 2012, an attendance policy was instated for ESL and ABE classes to
keep them full and ensure regular student attendance. The policy is as follows: If a student is absent
more than four times within a calendar month, she or he will be dropped from the class to allow a
student from the waiting list to take the spot. That student will be placed at the bottom of the waiting
list and can reenter the class later if there is space. Students may request an exception to the policy by
completing an exception request for the principal’s approval.
School hours are 9 a.m. to 9 p.m., Monday through Thursday. ABE classes are offered from 9 a.m.-12
p.m., 12:30-3:30 p.m., and 5:30-8:30 p.m. Monday through Thursday. ESL classes are offered from 9
a.m.-12 p.m., 12:30-3:30 p.m., and 6:00-9:00 p.m. Monday through Thursday, with a Conversation
class from 9 a.m. – 11 p.m. on Friday and 3:45-5:45 p.m. on Thursday. ESL Distance Learning
students can drop off and pick up homework at specific morning and evening hours Monday through
Thursday, with additional afternoon hours on Tuesdays and Thursdays, and only afternoon hours on
Fridays. However, if a student wants to meet with a teacher, the hours are more limited and specific,
but are available five days per week. ASE (ILC) hours are Monday through Thursday, 9 a.m. to 8:30
p.m. ASE Distance Learning is available any time the ILC is open.
Staff
CERTIFICATED*: In general, the 20 CCAS certificated staff members are predominantly female,
white, well educated and all have worked at CCAS for over 5 years. The certificated staff members
include: 1 principal, 1 counselor, and 18 teachers (10-ESL, 3-ABE, 6-ASE, 1-Citizenship,1-AWD).
Some teachers work in more than one department. The majority hold an adult education credential,
with 5 holding either a multiple subjects or single subjects credential. 60% speak at least one language
other than English. In addition, CCAS employs approximately 20 teachers of fee-based classes
throughout the year. These teachers are called “lecturers.”
Staying current in their field of expertise through ongoing professional development and continuing
education is something that CCAS certificated staff considers to be essential to their effectiveness as
professionals as well as to the continued success of the students. Over the last two years, nearly all
(95.75%) of the staff has attended district-sponsored, professional organization sponsored and/or
educational institution courses or activities. Almost 80% of the staff belongs to some professional
organization and 60% believe that CCAS is excellent or good at providing information regarding
upcoming professional development activities.
A majority of certificated staff strongly agree or somewhat agree that CCAS provides:
 “Opportunity for input in decisions that affect my work” 86%
 “Sufficient resources for me to do my job” 100%
 “A safe and clean learning environment” 93%
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CLASSIFIED*: In addition, there are 11 classified staff members: a clerk typist, a bilingual secretary
III, a secretary II, a budget secretary, 2 custodians, 5 instructional aides. 75% are female and 33%
work full-time. 87% have worked at CCAS between 5-14 years and one person has worked at CCAS
for over 20 years. Almost half also speak Spanish. 55% have an AA or BA degree. Like their
certificated counterparts, the classified staff has continued to be actively involved in professional
growth. 72% have attended some professional development activity in the last two years.
Additionally, 100% of classified staff strongly agree or somewhat agree that CCAS provides:
 “Opportunity for input in decisions that affect my work”
 “Sufficient resources for me to do my job”
 “A safe and clean learning environment”
*Certificated Survey - Appendix A1; Classified Survey – Appendix A2
Governance Structure
CCAS operates under the Culver City Unified School District, which is governed by a superintendent
and five board members. In addition to the adult school, Culver City Unified School District is
composed of five elementary schools, one middle school, one high school, one continuation high
school, and an early childhood education program.
Board of Education
●
Superintendent: David LaRose
●
President: Laura Chardiet (Term of Office: 12/1/11 - 11/30/15)
●
Vice President: Nancy Goldberg (Term of Office: 12/1/11 - 11/30/15)
●
Parliamentarian: Katherine Paspalis (Term of Office: 12/1/09 - 11/30/13)
●
Clerk: Steven M. Levin (Term of Office: 12/1/13-11/30/17)
●
Member: Sue Robins (Term of Office: 12/1/13-11/30/17)
Due to budget cuts, in 2012-2013 the District made the counselor and principal positions shared
between the adult school and continuation high school. The Adult School principal reports directly to
the superintendent. The Adult School shares both its principal and counselor with Culver Park High
School, and both administrators share their time between the two campuses. They stagger those times
to be available to both schools as equally and judiciously as possible.
Regular monitoring, communication, and oversight of the school occur between the Superintendent of
the Culver City School District and the principal of the Adult School. The Principal exchanges regular
emails with the Superintendent, attends monthly Administrative Council meetings, twice-monthly
Board meetings, makes one formal presentation to the Board of Education annually, and provides the
Board with a monthly memo. Culver City Board of Education members are elected officials.
Leadership Team meetings (known as Coordinator Meetings prior to fall 2012) are held monthly and
are attended by the principal, the secretary, the counselor, and the ESL, ABE, and ASE department
coordinators. Leadership Team meetings include discussion about the self-study process but are not
limited to matters of Accreditation. Leadership Team meetings encompass all topics related to the
functioning of the school as a professional learning community. Coordinators act as department head,
holding monthly department meetings with teachers and aides to discuss procedures, curriculum,
assessment, instructional techniques, school events, accreditation, and student performance and
concerns.
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The CASAS coordinator also holds meetings with the program coordinators to discuss procedure and
results. The Student Council, which is advised by the counselor, meets once monthly and is composed
of representatives of the student body. The principal emails a monthly newsletter to all faculty and
staff at the Adult School.
Culver City Unified School District Data
Analysis of CCUSD K-12 data indicates that parents of K-12 students can benefit from CCAS
programs and classes. Currently, 363 parents do not have a high school diploma. Research indicates
that the higher education level of the parent correlates to higher academic success of the child. In
addition, a parent’s ability to communicate with his/her child’s school greatly improves their
involvement. Currently, parents can take ESL classes at CCAS to improve their English for
communicating with school officials and/or to improve job opportunities. CCAS principal is working
with local elementary schools with the highest EL populations to develop ESL classes for parents on
their child’s campus. This chart highlights the community’s need for the Adult School core academic
programs such as ESL and High School Diploma or GED®.
CCUSD K-12 DATA

2013-2014

2012-2013

2011-2012

2010-2011
6821

Total enrollment

6691

Home language not English

2566

38.4%

2522

37.4%

2595

38.3%

2565

37.6%

Parents with less than HSD

363

5.4%

381

5.7%

419

16.1%

428

6.3%

NSLP* free/reduced lunch

2572

38.4%

2544

37.7%

2565

37.8%

2742

40.2%

English Learners

800

12.0%

790

11.7%

902

13.3%

942

13.8%

Hispanic

2672

39.9%

2654

39.4%

2733

40.3%

2709

39.7%

Asian

846

12.6%

872

12.9%

890

13.1%

918

13.5%
18.4%

6741

6783

Ethnicity/Race

Black/African American

1098

16.4%

1167

17.3%

1215

17.9%

1258

White

1730

25.9%

1738

25.8%

1683

24.8%

1707

25.0%

Multiple

298

4.5%

251

3.7%

193

2.8%

140

2.1%

Other

47

0.7%

59

0.9%

69

1.0%

89

1.3%

Mission Statement & Schoolwide Learner Outcomes (SLOs)
The mission statement of Culver City Adult School is:
Culver City Adult School is an educational resource to the community,
providing classes and programs that afford our students opportunities to
become lifelong learners and to participate actively in their community.
Culver City Adult School’s Schoolwide Learner Outcomes were developed at the beginning of our
Initial Visit process for 2010, and have been continually revised and honed throughout the self-study
process. Revisions of the SLOs begin with the Leadership Team, and from there extend to the Student
Council and the academic departments, where edits continue. The last revision of the SLOs occurred
in October, 2013, when one SLO was removed and an assessment rubric was discussed. The SLOs
reflect the goals of the administration, faculty and staff, and students, as well as our current course
offerings. They are global, interdisciplinary, assessable, and applicable to all students.
Culver City Adult School Student Learner Outcomes:
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CCAS Students will be:
● Lifelong Learners
● Critical Thinkers
● Technology Users
● Strong Members of Their Families and Communities
Certificates awarded by Program
The ABE program issues the following certificates: ABE Completion, Best Attendance (annual & by
class), and Most Improved Student (annual & by class). In the ASE program, students receive the
following certificates: High school credit, High School Diploma, GED® (Certificates are issued by
the state ETS/ GED® office). The Adults with Disabilities program issues End-of-the-Year
Achievement Certificates. ESL, Citizenship and Fee-based programs do not issue certificates.
Student Demographics, Course Offerings and Attendance
Enrollment
Program
ABE
ASE - Adult
ASE - Concurrent
ESL
Citizenship
AWD
POA
Fee-Based

Hours
Program
ABE
ASE - Adult
ASE - Concurrent
ESL
Citizenship
AWD
POA
Fee-Based

2013-2014
#
%
128
7.9%
391
24.1%
125
7.7%
544
33.5%
49
3.0%
23
1.4%
0
0.0%
362
22.3%
1622

2012-2013
#
%
190
8.5%
557
25.0%
151
6.8%
612
27.5%
65
2.9%
37
1.7%
0
0.0%
617
27.7%
2229

2011-2012
#
%
190
7.1%
439
16.3%
158
5.9%
680
25.2%
23
0.9%
21
0.8%
284
10.5%
899
33.4%
2694

2010-2011
#
%
181
5.7%
442
13.8%
109
3.4%
724
22.6%
95
3.0%
45
1.4%
565
17.7%
1037
32.4%
3198

2013-2014
#
%
12303
13.1%
19954
21.2%
4913
5.2%
51606
54.9%
522
0.6%
936
1.0%
0
0.0%
3699
3.9%
93933

2012-2013
#
%
22694 12.5%
37606 20.8%
8286
4.6%
102224 56.4%
803
0.4%
1574
0.9%
0
0.0%
7987
4.4%
181174

2011-2012
#
%
17423 10.8%
28825 17.9%
7544
4.7%
84182 52.2%
252
0.2%
1731
1.1%
8740
5.4%
12472
7.7%
161169

2010-2011
#
%
21564 12.0%
31201 17.4%
5622
3.1%
83475 46.5%
834
0.5%
1622
0.9%
21995 12.3%
13124
7.3%
179437

Average Hours Per Student
Program
ABE
ASE- Adult
ASE- Concurrent
ESL

2013-2014
96.12
51.03
39.3
94.86

2012-2013
119.44
67.52
54.87
167.03

2011-2012
91.7
65.66
47.74
123.79

2010-2011
119.14
70.59
51.58
115.3

CHAPTER 1: PAGE 6

ADA by Program
Program
ABE
ASE- Adult
ASE- Concurrent
ESL

2013-2014
23.43
37.28
9.36
97.61

2012-2013
43.14
70.11
15.78
194.39

2011-2012
33.08
53.74
14.37
160.22

2010-2011
41.06
57.54
10.71
158.68

Gender By Program By Year
2013-2014

Program
ABE
ASE - Adult
ASE - Concurrent
ESL

F
71.1%
58.4%
51.2%
70.7%

2012-2013

M
28.9%
41.6%
48.8%
29.3%

F
67.7%
58.7%
51.0%
67.7%

2011-2012

M
32.3%
41.3%
49.0%
32.3%

F
68.4%
53.8%
44.9%
66.2%

2010-2011

M
31.6%
46.2%
55.1%
33.8%

F
63.1%
53.3%
45.9%
62.9%

M
36.9%
46.7%
54.1%
37.1%

Ethnicity By Program By Year
2013-2014

Program
ABE
ASE - Adult
ASE - Concurrent
ESL

Asian
16.4%
5.1%
1.6%
17.3%

Black
13.3%
19.4%
13.6%
5.7%

Hisp
59.4%
54.7%
34.4%
62.7%

2012-2013

White
9.4%
9.5%
3.2%
11.9%

Unspec
or
Other
1.6%
11.3%
47.2%
2.4%

Asian
18.4%
5.9%
2.6%
20.1%

Black
13.7%
19.0%
19.2%
5.4%

Hisp
50.0%
59.1%
43.0%
57.7%

White
14.7%
9.2%
6.6%
15.4%

Unspec
or
Other
3.2%
6.8%
28.5%
1.5%

Age By Program By Year
2013-2014

Program
ABE
ASE - Adult
ASE - Concurrent
ESL

16-17
0.0%
1.3%
32.0%
0.0%

18-19
0.8%
14.4%
66.4%
1.3%

20-30
23.3%
53.9%
1.6%
20.9%

2012-2013
31-60
70.5%
28.4%
0.0%
67.6%

61+
5.4%
1.9%
0.0%
10.2%

16-17
0.0%
1.0%
24.5%
0.0%

18-19
0.5%
10.0%
68.9%
1.3%

20-30
30.0%
59.1%
6.6%
22.2%

31-60
61.6%
28.3%
0.0%
67.0%

61+
7.9%
1.6%
0.0%
9.5%

2013-2014

2012-2013

2011-2012

2010-2011

Program

#

#

#

#

ABE

9

9

9

9

9am-8:30 pm
M-Th

9am-8:00pm
M-Th, 9-2 F

9am-8:00pm
M-Th, 9-2 F

9am-8:00pm
M-Th, 9-2 F

ASE Teacher directed

7

8

8

8

ESL

32

32

36

36

Citizenship

3

3

2

3

AWD

1

1

1

1

POA

0

0

2

8

Fee-Based

96

117

112

163

149

171

171

229

Sections Offered

ASE - ILC

Total sections
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Data review findings indicate:
 The increase in average hours per student from 11-12 to 12-13 may be attributed to a new
attendance policy that was implemented in 12-13.
 ESL is currently 33.5% of total enrollment; however it is almost 55% of total student hours. It
has consistently been our largest core program in terms of enrollment, hours, and ADA.
 Enrollment in fee based community interest classes has decreased by 10% since 2010-2011 due
to a reduction in course offerings.
 Fee-based community interest represents 22% enrollment but only 4% of student hours because
most fee based classes are short term while ABE, ESL, and ASE are offered each trimester for
four days a week.
 Historically, there have always been more female students in all programs. In ABE and ESL,
females make up a much larger percentage over the years to now over 70% of each program.
In terms of ASE concurrent students, the male-female split is almost even. Where, the ASE
adult student females represent almost 60% of the enrollment. This is almost 10% more than
what the Culver City ratio is.
 Hispanics represent 53% of total enrollment which is 13% more than CCUSD and almost 30%
more that Culver City.
 CCAS students are reflective of the diversity of the larger Culver City community. Hispanic
students consistently represent the largest single ethnicity. However, CCAS also has a large
Asian and White population that is made up of Japanese, Chinese and Eastern European
students. The numbers of fields left blank have been drastically reduced because staff is
working hard to catch any omissions on intake.
 70-75% of students who come to CCAS are between 20 and 60 years old.
 Spring 2013 student survey results indicate that:
o Spanish is the primary language spoken by almost 50% of students
o English is the primary language spoke by 34.8% of students in the ASE program
o 62-68% of students do not have a high school diploma
o 65% of students heard about CCAS from others while 13% of ASE students heard about
CCAS from brochure
o Approximately 55% of students travel 1-3 miles to come to school and 24.4% of
students in ASE travel 7-10 miles
o 60% of ESL and ASE students travel by car while only 46% of ABE students come by
car. An average 25% of students take public transportation
o 50-60% of all students are unemployed
o Over 90% of students believe that CCAS is a clean and safe learning environment
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COMMUNITY CHARACTERISTICS
Population of Culver City
Culver City is a residential community about twelve miles west of downtown Los Angeles and five
miles east of the beach at Marina Del Rey. The city motto is “The Heart of Screenland,” as it has been
home to major motion picture production since the 1920s at MGM and Sony Studios. Currently,
Culver City is also home to the NFL Network studios. Culver City is closely intertwined with the
communities of Los Angeles, Inglewood, Marina Del Rey, and Westchester. It is accessible from the
10, 90, and 405 freeways. Culver City has a vibrant, walkable downtown commerce center and a
thriving arts district. It has been described as a “safe, modern, and progressive community that
combines a unique shopping environment and a rich entertainment history with a rapidly expanding
multimedia hub.” Culver City is also close to Los Angeles International Airport.

Map courtesy of http://www.culvercity.org
According to the 2010 census, Culver City has a population of 38,883. Within that population there are
17,491 households. Here are the breakdowns of that population:
#

%

Male

18317

47.1%

Female

20566

52.9%

GENDER

Under 18

#
7,312

%
19.2%

18 & over

31,571

82.7%

20 - 24

2,000

5.2%

25 - 34

5,895

15.4%

35 - 49

9,265

24.3%

50 - 64

7,894

20.7%

65 & over

5,806

15.2%

AGE

ETHNICITY
Hispanic or Latino

#
9,025

%
23.2%

Non Hispanic or
Latino

29,858

76.8%

Population 25 years and over

#
29,120

%
100%

2183

7.5%

high school graduate or higher

26,937

92.5%

bachelor's degree or Higher

14,792

50.8%

EDUCATION
Less than 9th grade

Foreign born
Other than English spoken at home

24.3%
36.3%

CHAPTER 1: PAGE 9

INCOME
Total households
Less than $10,000
$10,000 to $14,999
$15,000 to $24,999
$25,000 to $34,999
$35,000 to $49,999
$50,000 to $74,999
$75,000 to $99,999
$100,000 to $149,999
$150,000 to $199,999
$200,000 or more

#
17,065
878
736
894
1,355
2,105
2,714
2,239
2,961
1,468
1,715

%
5.2%
4.3%
5.2%
7.9%
12.3%
15.9%
13.1%
17.4%
8.6%
10.0%

White
African American
Asian/Asian Indian

#
23,450
3,694
6,657

%
52.6%
8.3%
14.9%

Chinese/Japanese
Filipino/Korean
Vietnamese/Other Asian
American Indian and Alaska Native
Native Hawaiian/ Pacific Islander
Other
Identified by two or more

2,471
1,458
898
191
81
3,364
2,361

5.5%
3.3%
2.0%
0.4%
0.2%
7.5%
5.3%

#
21,466
536
532
568
752
1,133
1,499
1,531
1,566

%
100%
2.5%
2.5%
2.6%
3.5%
5.3%
7.0%
7.1%
7.3%

1,771
2,147
4,022

8.3%
10.0%
18.7%

5,304

24.7%

RACE

INDUSTRY
Employed population 16 years and over
Wholesale trade
Transportation and warehousing, and utilities
Construction
Public administration
Other services, except public administration
Manufacturing
Finance and insurance, and real estate and rental and leasing
Arts, entertainment, and recreation, and accommodation and
food services
Retail trade
Information Technology
Professional, scientific, and management, and administrative and
waste management services
Educational services, and health care and social assistance

Community data review indicates:
 Although over 90% of Culver City residents have a high school diploma or higher,
approximately 7.5% (2183) of the adult population of Culver City is without a high school
diploma or equivalent. This highlights the need for our Adult School in the community.
 CCAS’s ESL program can meet the need of individuals in the community who are among the
36.3% who speak a language other than English in the home or the 24% who are foreign born
 High percentage (7.5%) of “Other” signifies Culver City’s diversity. Culver City like Culver
City Adult School also boasts significant populations of people from the following
countries/regions that may or may not be represented in this chart: Latin America (Colombia,
Brazil, Argentina, Chile, Venezuela, El Salvador, Guatemala); Europe; Slavic/Russian; and
Middle Eastern/Arabic.
 As CCAS works with other AB86 Consortium members, the data regarding industry
employment information will become more critical for transitioning students to training
programs.
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STUDENT LEARNING DATA (STUDENT CHARACTERISTICS)
Pass Rates by Program
ESL
Prior to 2012-2013, passing rates for ESL were determined by a department promotional exam that
included a final multiple choice test and an oral test taken in June. In 2012-2013, the ESL department
changed textbooks and eliminated two class levels (Beginning Literacy and Intermediate High). The
promotional process was changed. Promotion is now determined by (1) highest CASAS reading posttest score, (2) end-of-trimester speaking and writing tests for all textbook units covered in that
trimester, (3) textbook unit test results (multiple choice reading and listening) for all trimesters in
which the student was enrolled, and (4) EL Civics assessment results for all trimesters in which the
student was enrolled. Promotion is also dependent on teacher recommendation based on informal
assessment. There is no data for ESL Promotion for years before 2012-2013 because of these changes.
ESL Promotional Data (Spring 2013)
Time

Promoted

Beg 1

Tested
48

46

%
96%

AM

Beg 2

45

41

91%

AM

Intermediate

34

26

76%

AFT

Beg 1

28

22

79%

AFT

Beg 2

38

24

63%

AFT

Intermediate

28

12

43%

PM

Beg 1

45

39

87%

PM

Beg 2

49

45

92%

PM

Intermediate

34

19

56%

AM

Level

Total
Students

Paired Scores

SOD 1

SOD 2

SOD 3

Number/Percent

Number/Percent

Number/Percent

Number/Percent

Total
PP

2010-2011

611

432/71%

282/65.3%

140/32.4%

74/17.1%

496

2011-2012

597

154/26%

278/72%

159/41.2%

77/19.9%

514

2012-2013

486

367/61%

333/90.7%

215/58.6%

111/30.2%

659

EL Civics

Mean Learning Gains for ESL
Year

Total
Students

Paired Scores
Number/Percent

Significant Gains*
Number/Percent

2 Level Gains*
Number/Percent

Total
PP

2010-2011

620

446/72%

273/61.2%

52/11.7%

325

2011-2012

592

286/48%

251/65%

44/11.4%

296

2012-2013

550

396/72%

254/64.1%

34/8.6%

288

The promotional data show that most Beginning level students were promoted to the next level, with
the exception of the Beginning 2 afternoon class. Attendance in this class was not as stable as in the
other classes, and fewer students were present for the entire year. Using the promotional process
described above, the teacher determined that a significant number of students did not have the
necessary skills to move to the next level. The Intermediate ESL afternoon and evening classes also
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had a lower promotion rate. The teacher of these classes determined that a significant number of
students had not gained sufficient oral language skills to move from the ESL to the ABE program. The
elimination of the Intermediate High level accounts for this lower promotion rate. Most of the students
who were not promoted to ABE would have been promoted to Intermediate High ESL. However, it is
unclear why the promotion rate in the morning Intermediate class is higher. Promotion data shows the
percentage of students who complete Intermediate ESL and enter the ABE program.
EL Civics data shows that CCAS has a 28% room for growth in getting more students to have paired
scores. However, it notable that the percentage of students making gains increased substantially for
SOD 1-3. In addition, individual class pass rates for students taking the EL Civics tests rages from 95100%.
Mean learning gains are based on student test results on CASAS functioning levels which do not have
a direct correlation to our agency course titles or levels. However, as mentioned above, the results are
used to measure student progress as part of a comprehensive assessment system.
ABE
In the ABE program, students can earn a Completion Certificate when they pass the Test of Adult
Basic Education (TABE) with a minimum of 6.0 in both Reading and Math Computation. A paragraph
writing assessment is also administered as part of the final test.
2012-2013

2011-2012

2010-2011

Enrolled

190

190

181

Completed

25

14

14

13.2%

7.4%

7.7%

ABE Completers

%

We have determined that these figures are not the best indicator of student learning progress of ABE
students. Better indicators would be CASAS Reading and Math, and TABE. Students who earn a
completion certificate only represent students who entered the class with a realistic year-end goal of
finishing the program. Better data to improve student outcomes would include specific learning gains
of students in math, reading, and writing. These gains can be measured by CASAS scores (see Mean
Learning Gains table below), TABE scores (Test of Adult Basic Education), and paragraph writing
scores (determined by rubric). That way, student progress can be measured no matter when the student
enters the class (at beginning of year, mid-year or at end-of-year), how much prior education they
have, or how much progress they make throughout the year. The department will implement TABE
Online Adaptive testing in Fall 2014, which will allow us to test students at entry, mid-year and exit.
The department is also working on reforming the writing rubric.
Mean Learning Gains for ABE
2012-2013
Class
ABE – AM
ABE – AFT
ABE - PM

Test
Math / Reading*
Math* / Reading*
Math / Reading

# Paired
Scores
10 / 40
10 / 39
5 / 23

Mean Pre-test

Mean Highest

Gain

228 / 220.7
232.1 / 220.9
229.4 / 221.22

232.8 / 226.83
239.2 / 227.85
234.6 / 229.48

4.8 / 6.13
7.1 / 6.95
5.2 / 8.26
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2011-2012
ABE – AM

Math* / Reading*

# Paired
Scores
9 / 37

ABE – AFT
ABE - PM

Math / Reading*
Math* / Reading*

2/7
1 / 16

Class

Test

Mean Pre-test

Mean Highest

Gain

230.11 / 219.35

239.44 / 226.03

9.33 / 6.68

221.5 / 217.43
215 / 218.56

229 / 224.86
223 / 224.63

7.5 / 7.43
8 / 6.06

2010-2011
Class

Test

ABE – AM
ABE – AFT
ABE - PM

Math* / Reading
Math* / Reading*
Math* / Reading*

# Paired
Scores
4 / 42
2 / 11
2 / 25

Mean Pre-test
232.75 / 221.98
219.5 / 213.91
229 / 219.8

Mean Highest
(Post)
239 / 229.6
228.5 / 222
239.5 / 229.16

Gain
6.25 / 7.62
9 / 8.09
10.5 / 9.36

*Completed level
Data shows consistency among all 3 classes’ pre- and post-test levels. Mean math scores are higher
because the department only gives a math test to students who already have a Reading pre-test that is
too high for the ABE range.
ASE
Enrollment, Hours, Courses Completed, HSD, & GED®
enrollment
hours
2012-2013

Adult GED

Adult HSD

Concurrent

Total

295 - 42.4%

250 - 35.9%

151 - 21.7%

696

8286 - 18.4%

45017

99 - 65.6% - 47.1%

0

158 - 27.2%

580

7547 - 21.1%

35759

111 - 70.3% - 56.1%

198

109 - 20.6%

530

5622 - 15.7%

35832

61 - 56% - 54%

113

36731 - 81.6%

courses completed

111 - 44.4% - 52.9%

HSD

7 – 3%

GED®

36 - 12.2%

CAHSEE ELA

44%

CAHSEE Math

29.4%

enrollment
hours

210 - 36.2%

28212 - 78.9%
87 - 41% - 43.9%

courses completed
2011-2012

37 - 17.6%

CAHSEE ELA

55%

CAHSEE Math
enrollment

35%
195 - 36.8%

hours
2010-2011

13 - 6.1%

HSD
GED®

212 - 36.6%

226 - 42.6%

30210 - 84.3%

courses completed

52 - 26.7% - 46%

HSD

12 - 6.2%

GED®

49 - 21.2%

CAHSEE ELA

54%

CAHSEE Math

47%
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Mean Learning Gains for ILC

2012-2013

2011-2012

2010-2011

Test

# Paired
Scores

Mean
Pre-test

Mean
Highest

Gain

Math

16

222.8

227.9

5.1

Reading*

26

227.4

236.2

8.8

ELA*

145

234.6

243.5

8.9

Math

3

225.7

233.7

8

Reading

----

----

----

----

ELA*

125

234.5

242.7

8.2

Math

3

225.7

233.7

8

Reading

----

----

----

----

ELA*

125

234.5

242.7

8.2

*Completed level
Analysis of ASE student data indicates the following:
 Data is not captured in a quick, easy, retrievable and actionable way.
 Adults make up approximately 80% of ASE enrollment and 82% of hours but only 44% of
adults in the high school diploma program completed courses.
 While concurrent enrollment and completion has remained similar, data regarding those
students’ graduation status has not been collected to determine the effectiveness of the adult
school in helping students graduate.
 Further analysis of courses completed will provide information on how long courses take
students to complete. A process is being implemented beginning next term that will capture
start and end dates of courses.
 Limited summer hours for adults in the ILC may have contributed to a lower completion rate in
2010-2011.
 CAHSEE pass rates reflect the total number of students who passed each section over the total
number of students who took each section which includes both CCAS and non CCAS students.
Therefore, the pass rate does not accurately reflect effectiveness of CAHSEE preparation. Data
needs to be disaggregated by CCAS and non CCAS students.
 Student transition data has not been documented.
 Because CASAS Mean Learning Gains data is not correlated to student course work, this data
is used to determine process and procedural changes needed to increase the number of students
taking both the pre and post test. For example, all ASE students take the pre test as part of
orientation.
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Chapter II. Progress Report
Significant Changes Since 2010:
Culver City Adult School has undergone many major changes since the Initial Visit in January
2010:
Spring 2010
Changes in Faculty, Staff, and Course Offerings
● Phase I, II, and III Budget Cuts were implemented district-wide, resulting in significant
losses for the Adult School, including the elimination of all Career and Technical
Education (CTE) course offerings:
○
○
○
○
○
○

Course Cuts:
Summer ADA classes
2 afternoon ESL classes
One Friday ESL class
Phonics class
Real Estate class
Adult School Teacher (CBEST) class

Faculty Cuts:
○ CBET class teacher
○ CBET class aide
Staff Cuts:
○ 2 Clerk Typists

○
○
○

Security class
Mental Fitness classes
Older Adult classes (9 teachers
affected)
○ Medical Billing classes and
internship program
○

ABE class aide (retired; not
replaced)
○ 2 campus aides
○

2 Security Guards

School Year 2010-2011
Academic/Extra-Curricular and Technical Improvements:
 Student Council was reinstated under the tutelage of counselor McBreen
 Per recommendations from the Visiting Committee, a computer lab was installed at the
Overland Campus, to complement the already existing lab for ESL students on the Elenda
Campus. The Elenda Campus computer lab was updated at this time
 CCAS implemented CASAS eTesting in both computer labs for use by all departments
 Administration began charging a $20 Registration Fee for all Adult School ADA classes
 ABE, ASE, and ESL took the first school-wide field trip to the Simon Wiesenthal
Museum of Tolerance in West L.A. in spring 2011, with funds from a grant from the
Culver City Education Foundation (CCEF)
School Year 2011-2012
Academic/Extra-Curricular, Technical, and Administration Changes:
 SmartBoards were installed in ABE, ASE, and ESL classrooms (both campuses)
 Professional Development increased through CALPRO workshops at the school
 Wireless network was installed in Bungalow 6/7 of ESL classrooms on Elenda Campus
 Network and servers were upgraded for greater Internet speed
 Student-use (classroom) textbooks increased in ABE, ESL, and ASE
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Principal Kevin Kronfeld was reassigned to the position of Coordinator of State and
Federal Programs at the district office
Counselor Nicki McBreen retired

School Year 2012-2013
Changes to Administration and Course Offerings; Physical Move
 CCAS welcomed new principal, Veronica Montes
 CCAS welcomed new counselor, Eunice Vines
 Principal and counselor both work full-time, but divide their time between the Adult
School and Culver Park High School
 ESL moved from the Elenda Campus to the Overland Campus; Culver Park High School
now resides at the Elenda Campus
 ESL changed curriculum and implemented new textbooks
 Two levels of ESL were eliminated
 Overland Campus classes were rearranged and consolidated to accommodate ESL
 The entire Adult School is now housed at the Overland Campus
 Computer lab at Elenda campus was dismantled and computers were distributed
throughout the classrooms at Overland. Currently, we do not have a dedicated computer
or testing lab. Laptops were installed in the staff lounge/kitchen area for ESL program
testing for class placement, CASAS, and EL Civics
 A new attendance policy was implemented to accommodate students on waiting lists for
limited enrollment in all programs
The following are the changes incurred by each department in more detail:
ESL






ESL course offerings were restructured and limited to accommodate lack of space at the
Overland Campus.
o ESL Beginning Literacy and ESL Intermediate High were eliminated.
o Five levels of ESL became 3 levels:
Prior to 2012/2013: 5 levels in morning and evening (Beginning Literacy,
Beginning Low, Beginning High, Intermediate Low, and Intermediate High);
2012-2013: 3 levels in morning, afternoon, and evening (Beginning Low,
Beginning High, and Intermediate)
The Distance Learning Literacy level replaces the face-to-face Beginning Literacy class
A new textbook series was implemented in the ESL program
Afternoon ESL no longer has an instructional aide

ABE
 A physical move from two to one classrooms
 A new independent study portion of the class was added to all 3 classes: morning, noon,
and evening
 Evening class was moved into the Independent Learning Center. The former evening
ABE room is being refurbished to accommodate testing for GED®, TABE, and CASAS
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ASE




One classroom was lost (Room 7), which used to house GED® lecture classes as well as
GED® and CAHSEE testing
The former counselor’s office (Room 6) was appropriated for use as a combination
coordinator office/classroom for GED® lecture classes and ABE classes (evening)
The counselor’s office moved to the main office

School Year 2013-2014
Changes to Course Offerings and Policies/Procedures
 Bright Links overhead projector technology was installed in all classrooms schoolwide
 A second ESL Conversation class was added to accommodate student need
o Classes are now 2 hours instead of 3 hours.
 Speaking and Writing tests are being implemented at the end of each trimester
 ESL has an aide for the first 2 hours of the afternoon session
 Evening ESL hours were changed from 6:30-9:30 to 6:00-9:00.
 New registration procedures were implemented; more information is gathered on student
intake
 ABE evening class was moved out of Room 2 and into the Independent Learning Center.
This has led to a significant reduction in teacher-led instruction. Room 2 is being
technologically refurbished to become a GED® testing site
 ABE evening class hours were changed from 6-9 to 5:30-8:30
 ABE evening class instructor is also responsible for instructing ASE students
 ASE accommodates new GED® test prep materials and continues to educate itself on
new Common Core standards
 ASE staff schedule has completely changed, and department program schedule has also
changed. We are now closed on Fridays, but stay until 8:30 pm from Monday through
Thursday
 Algebra class has been divided into two separate 5-credit classes: Algebra 1A and
Algebra 1B; Literature 12A was launched in summer 2013
 ASE orientation is now by appointment only
 Evening teachers stop teaching at 8:00 pm and start correcting tests. Students are allowed
to stay until 8:30
Support Staff:
 As a result of the relocation of the ESL program to the main campus on Overland, we
have seen an increase in student traffic. The main campus now has full classes running
from 9a.m.- 9p.m. Monday-Thursday, and 9a.m. - 11a.m. Friday. Office staff
accommodated the increase of student traffic by staggering work hours and increasing the
hours the office is open (Monday-Thursday, decrease in office hours on Friday)
 We have implemented an appointment calendar for ESL placement exams and ILC new
student orientations
 Counselor has increased her onsite hours

CHAPTER 2: PAGE 17

Response to Critical Areas for Follow-up from the WASC Initial Visiting committee:
The Initial Visit Committee identified the following areas of need, improvement, and follow-up:
● The school’s faculty needs to review all areas of improvement and follow-up noted by the
Initial Visit Committee and include the “critical areas” in the school’s Action Plan or Single
Plan for School Improvement.
The Leadership Team at Culver City Adult School has reviewed the Initial Visiting Committee’s
suggestions and has been working to address each one, despite major financial challenges and
administration and location changes over the past three years. Focus Groups have been meeting
regularly on our initial self-evaluation of our academic programs, and a Leadership Team was
created in fall 2012 with representatives from administration, academic departments, and support
staff.
● Under the direction and guidance of the school’s principal, the staff needs to formalize a data

set of major indicators of student achievement in each program and annually review these
data for achievement trends, needs, modification of instruction, and allocation of resources.
Since the initial visit in 2010, the administration and each academic department have been
working to determine major indicators of student achievement using CASAS, TOPSPro, TABE,
GED®, CAHSEE, and other departmental assessments. However the collecting, storing,
disaggregating, and analyzing of the data has been challenging. As a result, this is a major area
of our Action Plan. This limited data has been shared with stakeholders on an annual basis. As
data was added to Chapter One of our self-study, Focus Groups read and reported on
achievement trends, modification of instruction, and allocation of resources.


The school’s Expected Schoolwide Learning Results (ESLRs) need to be reviewed and revised,
as necessary, to ensure that students’ outcomes on each are measurable, measured, and
regularly reported to the key stakeholders in quantifiable terms.

Since the initial formation of the school’s SLOs (formerly ESLRs) for the initial visit, the faculty
and staff of Culver City Adult School have reviewed them several times through Leadership
Team meetings, Focus Group meetings, Student Council meetings, and informal class
discussions across all academic departments. In fall 2013, a SLO rubric was introduced to
determine the applicability and measurability of the SLOs in each department based on the
current student population, materials, and curricular offerings. However, the rubric and
measurement of the SLOs has not been fully implemented; therefore, this has been included in
our Action Plan.
●

As finances permit, the school needs to continue expanding teachers’ and students’ access to
technology, including staff professional development to use instructional technology
comfortably and effectively in the classroom.

Despite reductions in allocation over the past few years, technology improvement has been a
priority for the administration of Culver City Adult School. After the initial visit, a new
computer lab was installed at the school, and classrooms were outfitted with Smart Boards,
projectors, and laptop upgrades. In 2013, all classrooms were equipped with Bright Links
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projector technology with EasiTeach software. Staff takes advantage of free professional
development through organizations including CALPRO, Smart Technology, NROC, OTAN, and
Cue. We’ve also utilized our own staff for in-house professional development training.
●

The school’s staff needs to increase attention and focus on preparing Adult Secondary
Education students to pass the CAHSEE, and for all students to improve their performance on
the CASAS assessment.

Prior to 2011, the ASE program had used an online CAHSEE prep course called Stepping into
Your Future. The course covered the math and English parts of the test. After students finished
the registration process, they were assessed and a plan of study was created based on students’
needs. This program was very successful when followed by teacher’s instruction in a hybrid
class (face-to-face and online). Unfortunately, this program was developed and maintained by a
grant which expired in the summer of 2011. Since then, OTAN (Outreach and Technical
Assistance Network) received the rights to disseminate it, but so far, it hasn’t been able to deliver
the online class due to software problems in its server. To accommodate the waiting period, the
ASE program has been recycling old usernames and passwords from students who stopped using
the program. ASE is currently developing a new CAHSEE prep program.
These changes are anticipated for CASAS implementation:
1. We will receive a prep package for ASE CASAS (set of materials developed to help
prepare students to take the CASAS test and practice in between test dates)
2. The ASE program will pilot a CASAS math prep class online
3. A review package for all GED® students
4. Addition of a “C” level for ASE students. So far, we only test the “D” level, which can be
difficult for some of the ASE students. We will change the eTest matrix for ASE students
to include both the Life and Work Series and the Secondary Level Assessment for
Language Arts.
●

The school’s leadership needs to explore the benefits of implementing E-testing for the CASAS
assessment.
We implemented e-testing in 2010, which has increased our efficiency, reduced paperwork, and
improved teachers’ ability to test students with the appropriate test. The e-test is user-friendly
and also supports our Student Learning Objective that our students will be technology users.

●

The school’s leadership needs to continue collaboration with the Regional Occupational
Program (ROP) with the aim to reinstate the Certified Nursing Assistant (CNA) program as soon
as possible.
● As finances permit, the school’s leadership should develop even more Career-Technical
Education (CTE) classes to augment adult school offerings for the community.
Culver City Adult School administration looks forward to working with local Community
College districts on course offerings through regional consortia (AB 86). The reduction in ROP
funding in 2008-2009 forced the closing of the CNA class at the adult school. ROP has been
financially unable to reinstate that program.
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●

The school’s leadership should implement procedures to provide students even more
opportunities for career awareness, exploration, and preparation.
In 2011-2012, staff worked hard to provide students with opportunities to explore extracurricular
career awareness and preparation activities. These activities included a resume writing
workshop, parenting workshop, Career Day Fair, and Volunteer Day clothing drive, which
students organized and executed themselves through Student Council. These efforts could not be
maintained due to reductions in staffing. It is a major Action Plan item to increase students’
awareness of opportunities that exist beyond the adult school.

● The school needs to implement a “graduate follow up study” to assess what the graduate is doing

approximately one year after receipt of diploma, how well the school prepared the student, and
what the school could have done better to prepare the student for higher education and/or the
world of work.
Historically, we have not had a big response to our graduate surveys by our former students. One
of the problems we identified was that students change their address and phone numbers
frequently, and are essentially un-reachable after their graduation. This led to a procedural
change in 2012 when intake/registration forms were changed to include space for multiple phone
numbers and an email address.
●

The school needs to expand articulation with the local area community colleges, four-year
colleges, and the business community.

As mentioned previously, Culver City Adult School administration looks forward to working
with local Community College districts on course offerings through regional consortia (AB 86).
The principal will expand articulation with local businesses through her participation in the
Chamber of Commerce. Continued and more focused community outreach is part of several of
our Action Plan items.
●

As finances permit, the school’s leadership should seek ways to provide teachers more
opportunities for off-site professional development conferences and workshops.

As previously stated, despite reductions in allocation, some adult school teachers have
participated in free professional development through organizations including CALPRO, Smart
Technology, NROC, OTAN, and Cue. In spring 2012, the adult school sent a delegation of
administrators and teachers to a two-day district-wide seminar on student achievement. Through
a closer look at our data and current research, we will determine which professional development
would be best suited to meeting our goal of increasing student learning outcomes.
●

The school’s leadership should explore the merits and procedures associated with providing
students peer tutoring opportunities for credit, which would supplement the volunteer tutoring
support already in place.

Peer tutoring/mentoring is an area of need for the adult school.
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●

The school’s leadership needs to explore ways to increase the availability of safe parking
areas for students on each of the two campuses.

The adult school’s current single campus shares its parking lot with a neighboring educational
organization (LA Goal). Parking in the lot for the students is on a first-come basis. Overflow
parking is on residential streets and students must obey all parking laws. Due to reductions in
staff, evening school security personnel is not dedicated to the adult school, but shared with the
high school. As a result, security on campus and in the parking lot is intermittent, but on-call for
emergencies as needed.


The school’s leadership needs to collaborate with the teaching staff and plan the timeline of
preparation for the school’s first full WASC Self-Study and the next Visiting Committee.

Following the initial visit, a timeline was created by the self-study coordinator and shared with
all stakeholders via email, a campus bulletin board, and postings on the Wiki
(http://ccas1.wikispaces.com), which is available for all teachers to read. Starting in fall 2012, new
principal Veronica Montes formed the Leadership Committee, which is composed of the
academic program coordinators, counselor, principal, and school secretary. The WASC timeline
continued to be revised based on the progress of the Focus Groups in responding to all criteria
and the Action Plan.
●

With district support, the school’s leadership and future Self-Study Coordinator need to
attend appropriate WASC training workshops and, if possible, participate on a WASC Visiting
Committee to another adult school.

The self-study coordinator served on a WASC visiting committee at El Monte/Rosemead Adult
School in 2011. The self-study coordinator and other Leadership Team members attended all
WASC training workshops. New Culver City Unified School District Superintendent David
LaRose has been very supportive of the adult school’s accreditation efforts.
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Chapter III. Self-Study Findings

CRITERION 1
Institutional Mission and Schoolwide
Learner Outcomes
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Criterion 1: Institutional Mission and Schoolwide Learner Outcomes
Criterion: The institution demonstrates a strong commitment to its mission, emphasizing student
achievement. The school communicates its mission internally and externally. Schoolwide
Learner Outcomes (SLOs) are developed and reviewed annually to ensure that they are current
and relevant.
Summary
CCAS is legally authorized to grant credits and a high school diploma both by the state of
California and by the Culver City Unified School District (CCUSD). Our commitment to
providing opportunities for the whole community is evident in our mission, course offerings,
and Student Learning Objectives. However, our learning programs and services have not
traditionally been established to align with the mission or the needs of our student population.
The mission statement and SLOs are not reviewed and revised in a regular systematic process
that relies on a student needs assessment or profile data. Many stakeholders are still unaware
of the evaluation and measurement of the SLOs, and there is no process in place to evaluate
the SLOs in light of current research-based educational literature.

Indicator 1.1: The institution has a statement of mission that describes its broad
educational purpose, its intended student population, and its commitment to high levels of
student learning.
● In what ways does the mission statement reflect the institution’s commitment to high
levels of student learning?
● How does the institution establish learning programs and services that are aligned with its
mission and that match the needs of its student population?
● What documents does the school have that proves that the institution is legally authorized
by the state or appropriate government agency to grant credits, certificates, or diplomas?
Mission reflects commitment:
Culver City Adult School’s mission is:
Culver City Adult School is an educational resource to the community, providing
classes and programs that afford our students opportunities to become lifelong
learners and to participate actively in their communities.
CCAS’s mission statement does not explicitly refer to the school’s commitment to high levels of
student learning; however, it is implied in the commitment to develop lifelong learners. The
mission was amended since the initial visit as a result of the elimination of CTE program
offerings due to budget cuts. It will be reviewed annually at the end of each year by student and
staff stakeholder groups.
Programs and services aligned:
CCAS’s learning programs and services have not traditionally been established to be aligned
with its mission. However the programs and services are matched to the needs of the students
based on the demand as determined by enrollment history. Our core program areas are ESL,
ABE, and ASE for adults. We also provide community interest fee-based class to adults. In
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addition, through our partnership with LA Goal, we provide functional academics classes to
adults with disabilities. Besides providing classes for adults, we also support students in K-12.
Through our Summer Kids Program, CCAS provides enrichment classes to students in grades
kindergarten through 8th grade. We provide high school aged students an opportunity to make up
high school credit through our concurrent enrollment (High School Options) program. Finally,
we support community involvement by accepting volunteers from the community to volunteer in
our classrooms.
The Leadership Team has begun to discuss the need to use data to drive our mission and inform
programs and services decisions that lead to improved student learning outcomes. These
discussions have also included the need to involve stakeholders more in various decision-making
situations such as the revision of the mission statement.
Legal authorization:
CCAS is legally authorized to grant credits and a diploma both by the state of California and by
the Culver City Unified School District (CCUSD). The California Department of Education has
assigned CCAS a CDE code and annually approves all courses taught by CCAS. In addition, the
CCUSD authorizes CCAS in its board policy and administrative regulations.
1.
2.
3.
4.
5.

Evidence:
Department meeting agendas with Mission Statement
Student Council handouts including Mission Statement
Brochure with CCAS Mission Statement
CCUSD Adult Education Board Policy & Administrative Regulations
CDE authorization documents

Indicator 1.2: The mission statement is approved by the governing board, published
internally and externally, and regularly reviewed and revised to connect to current student
learning needs.
● Who was involved in the development of the mission statement and how was it
accomplished?
● How is the mission statement communicated to the institution’s constituents?
● How often is the mission statement and school purpose reviewed and revised in order to
maintain relevancy and effectiveness?
● Who is involved in this review and revision process?
Development:
CCAS’s current mission statement is a slight revision from its original mission. Revisions
involved input from a broad range of stakeholders including first and foremost, current faculty
and staff as well as students and various members of the community. Most recently, the current
Leadership Team revised it to reflect the changing times and course offerings, although the main
goals have remained the same. This final revision was then reviewed and approved during focus
group meetings.
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Communicated:
The mission statement is communicated to constituents through a variety of means including on
the school’s website, in the school brochure, on the online Wiki. It is also posted in classrooms
and in the school hallway. In addition, it will be on all future marketing materials, student
handbook and staff handbook.
Reviewed, revised and involvement:
The current mission statement has been discussed regularly in Focus Group meetings,
department meetings, and through student representatives to the Student Council since the self
study process began. However, the review and revision of the mission and the school’s purpose
in order to maintain relevancy and effectiveness has not been done in a regular and systematic
manner and has not adequately involved stakeholders. The administration, teachers, and students
have been involved in the review and revision process through focus group meetings, department
meetings, leadership team meetings, and student council meetings. It is the intent of the
principal to solicit additional input regarding our mission from community members through
participation in district committees, Chamber of Commerce, AB 86 Regional Consortium, and
partners, etc. Future changes to the statement will come about as a result of the annual review
and/or significant events or circumstances such as change in CCAS principal, accreditation
process, shift in state, federal or district focus for adult education.
Indicator 1.3: The institution’s mission statement is central to institutional planning and
decision-making activities.
● How does the school consider its mission and SLOs in its planning and decision-making
activities? What evidence does the school have to support the use of the mission
statement and SLOs in planning processes?
● How is analysis and review of the institution’s mission and achievement of SLOs related
to the revision of the schoolwide Action Plan each year?
The school’s mission and SLOs are printed on all department meeting and Leadership Team
meeting agendas, to inspire and remind attendees of our stated goals. The mission statement and
SLOs are also handed out at every Student Council meeting, beginning school year 2013-2014.
Planning and revision of the SLOs and mission statement have been integrated into departmental
and Leadership Team meetings since the beginning of the self-study process. Prior to this selfstudy process, the school did not have a formalized Action Plan. The formalized Action Plan that
results from this self study, will include tasks that ensure that our Action Plan is tied to our
mission and achievement of SLO’s.
Evidence:
1. Agenda template
2. Meeting minutes discussing Mission Statement development (Leadership
Team, Departments, Student Council, Focus Groups)
3. Brochure & website
4. School posters
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Indicator 1.4: The institution establishes Schoolwide Learner Outcomes that identify the
broad, global goals for all students based on current and future student learning needs.
● How were the SLOs developed and how are they measured?
● How do faculty members integrate these SLOs into their lesson planning?
● How are all stakeholders connected to the SLOs?
SLOs development and measurement:
SLOs were developed by the leadership team prior to the initial visit with student and staff input
gathered from classes, student council meetings, staff meetings, and WASC team meetings.
They were then reviewed by staff and students throughout the following years. Currently, student
achievement of the SLOs has not been measured. A rubric for the measurement of student
attainment of the SLOs was introduced during school year 2013-2014 and is still in development.
Departments will determine an implementation timeline for measuring the SLOs using the
rubric.
Integration into lesson planning:
In spring 2013, results of a staff survey indicated that 25-42% of teachers are not directly
addressing all SLOs in their lessons. As of summer 2013, the SLOs are posted in each classroom,
giving teachers and students an opportunity to discuss them during class time and as applicable
during lessons; however, regular discussion of the SLOs as they apply to lessons is not taking
place. As of school year 2013-2014, the mission and SLOs are printed on every department
meeting agenda and minutes as a reminder for discussion during the meeting. It is a goal for
future department meetings to focus on intentionally integrating SLOs into lesson planning and
assessing their attainment.
SLO’s connection to stakeholders:
To date, the SLOs are a concept that few stakeholders understand. It is critical that the teacher
and student stakeholder groups understand the importance of the SLOs in relation to their
educational program. As we begin to measure the achievement of the SLOs and evaluate the
results, this will provide us with data to better communicate SLOs to all stakeholders.
Evidence:
1. Meeting minutes discussing development of SLOs
(Leadership Team, Departments, Student Council, Focus Groups)
2. Posters of SLOs in classrooms
3. Staff survey results
4. SLOs draft rubric

Indicator 1.5: The institution demonstrates the incorporation of current research-based
ideas into learning programs to ensure that the institution’s overarching goals (SLOs) are
current and relevant.
● What is the process used to evaluate current educational literature and integrate new ideas
that address current and future student learning needs?
● What process is used to look at student learning data results to see what needs current
students have and explore what new ideas might be useful to address these needs?
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●

To what extent does the regular review and revision of SLOs include discussion based on
current educational research?
● How does the review of profile data impact the review and revision of the SLOs?
● How does the achievement of SLOs connect to the schoolwideAction Plan?
Current educational literature:
Currently there is no formal process to evaluate current educational literature and integrate new
ideas that address current and future student learning needs. However, members of the
Leadership Team attended a district-wide training on Professional Learning Communities (PLC)
in May 2013. As a result, the LT has discussed ways to implement the PLC work to improve
student learning outcomes which includes reviewing educational literature and research. The
discussion of current educational literature and new ideas takes place during regular department
meetings as time permits and as initiative presents itself. Staff is encouraged to attend
professional development opportunities and share during department meetings. However, most
staff rely on the program coordinators to bring information from conferences they attend or PD
they participate in.
Review student learning data:
The current process to look at student learning data results to see what needs current students
have and explore what new ideas might be useful to address these needs takes place during
regular department meetings. Coordinators and teachers review various student learning data
results such as CASAS, end-of-unit/term assessments, TABE, EL Civics. Findings indicate that a
review of CAHSEE results has not been done to inform CAHSEE preparation.
Educational research:
Self study findings indicate that CCAS does not regularly review and discuss revisions of the
SLOs based on current educational research.
Profile data:
Currently, CCAS does not review of profile data in determining revisions of the SLOs.
Review of our profile data has sparked a discussion of the SLOs, their evaluation, and possible
revision. We look forward to more detailed review of the SLOs as we integrate them more into
our lesson planning and instructional program.
Action Plan
The attached Action Plan is the first for CCAS and it includes steps to ensure connections
between the achievement of SLOs and the schoolwide Action Plan.
Evidence:
1. Staff survey regarding SLOs (fall 2013)
2. May 2013 PLC Agenda and notes
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Indicator 1.6: The institution has a process in place to regularly review the courses and
programs offered so that the needs of the community are met.
● How does the institution use annual profile data to evaluate course and program
offerings?
● To what extent does the institution gather input from current students and the community
at large to determine future course and program offerings?
Evaluate courses and programs:
Self study findings indicate that CCAS has not used profile data in the past to evaluate course
and program offerings. We have just begun to examine our profile data to evaluate course and
program offerings in ABE, ESL, and ASE. We also provide community interest classes for a
fee. Due to budget cuts, we have not been able to offer any CTE classes in several years.
However, West LA College, located less than one mile from CCAS, offers many CTE classes
and programs that our students can take advantage of. CCAS and West LA are part of the LA
Regional Adult Education Consortium and will be working together to further coordinate
services for our adult community.
Input for future courses and programs:
Self-study findings indicate that CCAS gathers input from current students and the community at
large to determine future course and program offerings on a limited basis. Some teachers survey
their students at the end of the term to get student feedback on the course. However, CCAS uses
enrollment patterns to determine demand for classes and programs in ESL, ABE, ASE and
community interest classes.
Evidence:
1. Student Demographics Survey (fall 2013)
2. ASAP attendance reports

Strengths:
 CCAS’s commitment to provide opportunities for the whole community is evident in our
mission, course offerings, and Student Learning Objectives.
 The mission and SLOs are on every meeting agenda and are becoming discussion points
in our staff meetings, and a key part of Leadership Team meetings.
 CCAS is legally authorized to grant credits and a diploma both by the state of California
and by the Culver City Unified School District (CCUSD).
Key Issues (Prioritized):
1. CCAS’s learning programs and services have not traditionally been established to be
aligned with its mission or to match the needs of its student population.
2. CCAS does not use annual profile data to evaluate course and program offerings.
3. The mission statement and SLOs are not reviewed and revised in a regular systematic
process that relies on a student needs assessment or student learning data.
4. CCAS has not measured student achievement of the SLOs.
5. Currently there is no process to evaluate current educational literature and integrate new
ideas that address current and future student learning needs.
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CRITERION 2
Organizational Infrastructure and Leadership
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Criterion 2: Organizational Infrastructure and Leadership
Criterion: The institution utilizes the contributions of leadership throughout the organization to
provide for continuous improvement. The organizational structure and roles of governance are
clearly defined and designed to facilitate decisions that support student learning and improve
institutional effectiveness. The governing body enables the administrator/director to implement
policy and lead the institution effectively.
Summary
The makeup and role of the CCAS Leadership Team (LT) ensures that staff and students
have an opportunity to provide input regarding various school decisions. CCUSD
District senior management and Board of Education provides CCAS administration with
strong support, trust and assistance. The current LT has begun to compile and study our
programs, policies, and procedures in an effort to formally evaluate their effectiveness
and their applicability to the interests of all stakeholders.

Indicator 2.1: The institution has clearly defined roles of governance that provide for
ethical and effective leadership and results in continued improvement of the institution.
● How do the organizational structure and job descriptions promote efficiency and impact
school improvement?
● How does the governing body implement its requirements for membership and training?
● To what extent does the governing body handle policy issues and long-term planning
while allowing the administrator/director to oversee the day-to-day operations of the
institution?
● How does the governing body support the school leadership and hold them accountable
without micromanaging them?
● To what extent does the governing body demonstrate honesty and integrity in its
relationships with stakeholders, other institutions or agencies, and with its own local
community members?
Organizational structure & job descriptions
The organizational structure and job descriptions of Culver City Unified School District
(CCUSD) and Culver City Adult School (CCAS) promote efficiency and positively impact
school improvement. The governing body of CCUSD consists of the Board of Education and
District Administration. District Administration includes the Superintendent and three
Assistant Superintendents of Educational Services, Human Resources, and Business Services.
There are additional departments that fall under the supervision of Educational Services and
Business Services such as Fiscal Services, Purchasing, Maintenance, Operations, and
Transportation (MOT), Security, Information Technology (IT), and State and Federal
Programs. All positions in CCAS’s current organizational structure (see chart below) have
specific responsibilities designed to promote efficiency and impact school improvement. For
example, custodians ensure the campus is clean and safe; the budget secretary ensures that all
materials and equipment are ordered, received, and paid; department coordinators ensure
consistent curriculum and instruction, etc. Office staff have specific duties and positions that
are managed effectively by the Principal and her secretary. Each office staff member is
responsible for a specific aspect of the school such as advertising, fiscal management, master
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scheduling, payroll, data reporting, etc. As registrants of new students, all contribute to a
welcoming customer service atmosphere. In addition, CCAS staff also coordinates with
various district departments to address matters such as major facility repairs, keys, safety, and
technology issues and installation. Findings indicate that a shared principal and counselor
impacts efficiency and therefore has slowed down school improvement.
Membership and training
The governing body implements its requirements for membership through the Office of Human
Resources which begins with the initial application process to the hiring and initial training of
hired staff. The continued training requirements are implemented by one of the other district
administration departments depending on which department the employee falls under. For
example, all custodians work for the Maintenance, Operation, and Transportation (MOT)
department (Business Services Department). Therefore, required custodian training would be
implemented by MOT.
Policy issues & long-term planning
The governing body establishes policies and long-term planning for the district as a whole,
which includes the adult school and must be adhered to by the adult school. However, current
district administration is committed to involving the adult school principal in discussions that
impact the adult school about policies and long-term planning prior to implementation. This
allows the principal to manage the day-to-day operations of the school.
Support & hold accountable
The governing body holds CCAS administration accountable through the monitoring of
adherence to district policies and the allocation of funding. The governing body supports the
adult school in a number of ways, most notably, by allowing the adult school administration to
determine staffing, program offerings, and spending for non-personnel resources. The principal
also meets with various district administration leaders throughout the year to discuss a variety of
topics including budget, staffing, maintenance, staff evaluations, etc. These discussions include
a status report as well as any need for additional support. Annually, the principal makes a
presentation to the community during a Board meeting to report on the status of the adult school.
Honesty and integrity
The governing body demonstrates honesty and integrity through open board meetings,
publication of agendas and minutes, and open communication with all stakeholders. In addition,
CCUSD engaged in a partnership with various community stakeholders to create the Culver City
Compact. Some guiding principles of the Compact include: Success for All Takes Us All and
Collective Input, Collective Action, Collective Impact. Members of the Compact include the
city of Culver City, Chamber of Commerce, Loyola Marymount University, West Los Angeles
College, Sony Pictures, Culver City Education Foundation, Culver City PTA, and CCUSD.
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1.
2.
3.
4.
5.
6.
7.
8.
9.

Evidence:
CCUSD organizational chart
CCAS organizational chart
Job descriptions
Human Resources webpage (Employee handbook, documents)
Board Policies & Budgets
Adult School budget
Open Board meeting agendas & minutes
Board presentations
Culver City Compact

Indicator 2.2: The leadership of the institution creates a positive learning environment in a
collegial and collaborative atmosphere that provides the foundation for school
improvement and high levels of achievement for students.
● To what extent does the administrator/director effectively lead the institution as both a
visionary and academic leader?
● To what extent do school leaders effectively guide the institution toward school
improvement?
● What evidence exists to show that school leaders are trusted by the stakeholders?
● To what extent do the faculty and staff display that they are motivated by school
leaders to bring focus to student learning and school improvement?
Visionary and academic leader
The principal effectively leads the institution as both a visionary and academic leader through
both her words and her actions. In one year of adult school leadership, Principal Veronica
Montes has demonstrated willingness to support and enhance our school culture. Her vision
is one of academic success for all students and a cooperative professional learning community
for staff. She works with staff to promote our mission and our SLOs through curricular
planning, instructional techniques, and collection and analysis of data. She maintains an
“open door” policy for students and staff. The principal, academic department coordinators,
counselor, and principal’s secretary comprise the LT, which meets monthly to determine the
best courses of action to guide the school toward improvement. Coordinators then lead
monthly department meetings, and encourage professional development. The counselor
oversees monthly student council meetings, the work of which teachers support. In past
years, the counselor and coordinators have facilitated student organization of extra-curricular
activities, such as Volunteer and Career Days.
Guide school improvement
The principal and LT are committed to working together to guide the school toward school
improvement by creating and implementing policies, procedures, practices and behaviors that
facilitate student learning and success. The LT formally meets together once a month. However,
the principal meets individually with each member of the team regularly to discuss items that
come up between the formal meetings. The principal also formally meets with the office staff
prior to the start of each new term to discuss ways to improve service to students and staff.
Additionally, the principal is in communication with office staff on a daily basis to address
comments, questions, and concerns that arise. Suggestion/Concern forms are also available for

CHAPTER 3: PAGE 32

students and staff to provide input on items CCAS can do to improve the school. Examples of
improvements made include an Attendance/Absence Policy, Exception Request form, GED
registration procedures, books and materials requesting/ordering procedures, and custodian
assignments.
Trusted by the stakeholders
Evidence of trust in school administration exists in the high return rate of students, their
willingness to pay a registration fee each term, the return rate of staff, and staff willingness to
share issues and concerns with the principal. Registration stays consistently high each term,
with waiting lists for many classes.
Focus on student learning & school improvement
Staff display motivation towards improvement by attending regularly scheduled, non-mandatory
staff meetings, participation in the accreditation process, voluntary participation in offsite and
onsite professional development activities, and willingness to adapt to new changes including
assimilation of new textbooks and technology.
1.
2.
3.
4.

Evidence:
Meeting agendas, sign-in & notes (LT/Dept/Classified/StCoun)
Principal Bulletins – policies
Forms – Suggestion/Concern, Exception Request
Enrollment Reports-Waiting Lists

Criterion 2.3: The institution’s governance, decision-making structure, and organizational
processes are regularly evaluated to ensure their integrity and effectiveness.
● To what extent does the institution include all stakeholders in the regular evaluation of
the institution as a whole?
● How do stakeholders have a voice in decision-making processes?
● How does the institution widely communicate the results of regular evaluations and
use them as the basis for school improvement?
● What process does the institution use to evaluate its organization, governance
structures, and decision-making procedures?
Stakeholders & evaluation of organization, governance and decision-making procedures
Self-study findings indicated that CCAS did not have a formal process to regularly evaluate the
school as a whole, including the governance structures and decision-making process. Since there
was no formal evaluation process, stakeholders were not involved formally. As a result of the
findings, the LT has determined that meetings will include agenda items to ensure the annual
evaluation of all school areas including governance structures, decision-making procedures,
curriculum and instruction, professional development, etc. and the involvement of stakeholders.
Stakeholders in decision-making processes
Office staff, program coordinators, teachers, and students are encouraged to provide input on
school related topics through LT meetings, department meetings, student council meetings, staff
evaluation follow-up meetings, open communication with the principal, and Suggestion/Concern
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forms. However, findings indicate that CCAS does not formally capture input from stakeholders
on items specifically requiring decisions.
Communicating results of evaluations as the basis for school improvement
The principal is in communication with the Board and district administration throughout the year
and presents a report to the Board annually. This report has typically included demographic and
enrollment data and student outcome data such as GED, HSD, CASAS. Findings indicate that
this information was not used as the basis for making school improvements. Therefore, CCAS
has not yet communicated the results of our regular evaluations to all stakeholders in the
community. CCAS’s LT has just begun the formal process of evaluating data as the basis for
school improvement.
1.
2.
3.
4.

Evidence:
Meeting agendas, sign-in & notes (LT/Dept/Classified/Student Council)
Principal Bulletins – policies
Forms – Suggestion/Concern, Exception Request
Board presentation

Criterion 2.4: The institution has an established infrastructure of policies and procedures
that provides stability and consistency for all institutional programs, activities, and events.
● To what extent does the school document its policies and procedures in a Policy
Manual?
● How do written policies guide decision-making processes?
● How does the organizational infrastructure support all academic programs, activities, and
events so that students are able to achieve Schoolwide Learning Outcomes?
● How often does the school review and update its Policy Manual?
● How do faculty, students, and staff members have established mechanisms for providing
input into institutional decisions?
● To what extent is the creation of new policies as well as the decisions made based on
current policies done in a transparent and ethical manner?
Documentation, review, and update of policies and procedures
Documentation of policies and procedures are found in multiple sources. CCAS does not
currently have its own policy manual. CCAS currently documents student policies and
procedures either in the brochure and/or the school’s website. Self-study findings indicate it
would be beneficial to students and staff to have policies, programs, and procedures in a
CCAS handbook. CCUSD provides staff with district policies and procedures upon initial
hiring. Thereafter, staff must annually review and sign-off on mandated notifications. Sexual
harassment online training is mandated for all staff every two years. District policy and
procedures can be found in the teacher handbook, administrator handbook, and emergency
procedures handbook. State mandated notifications are also posted in various locations
throughout the school such as in classrooms, hallways, the office, and staff lounge.
Written policies guide decision-making
CCAS principal and LT review written policies to ensure that decisions are in compliance
with policies before implementation. In addition, the LT reviews policies for effectiveness to
determine whether modifications need to be made to the policy. For example, questions about
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the attendance/absence policy initiated a discussion at a LT meeting about the policy, its
equitable enforcement by teachers, and exception requests by students. As a result, the
principal put a reminder and description of the policy in the next Bulletin for teachers to
review with students.
Organizational infrastructure supports programs & activities for achieving SLOs
While the organizational infrastructure supports all academic programs, activities, and events so
that students are able to achieve Schoolwide Learning Outcomes, currently CCAS does not
formally measure student achievement of the SLOs.
Mechanisms for providing input
Office staff, program coordinators, teachers, and students are encouraged to provide input related
to school issues through LT meetings, department meetings, student council meetings,
Suggestion/Concern Form, on-campus suggestion box, open communication with the principal,
and during staff observation/evaluation follow-up meetings. However, a formal, explicit process
for soliciting input regarding decisions does not currently exist.
To what extent is the creation of new policies as well as the decisions made based on current
policies done in a transparent and ethical manner?
Creation of policies and decisions based on policies are always done in a transparent and ethical
manner. Most school policies are created in meetings and communicated through staff meetings,
student council, publication in the principal’s monthly email bulletin, and publication in our
brochure each trimester. For example, in 2012-2013, we implemented a new attendance/absence
policy for ABE and ESL classes. This was designed to give as many students the opportunity to
attend our school and get the most out of their time here, thus promoting our mission of
supporting lifelong learning and active community participation. Understanding that there are
extenuating circumstances that sometimes impact attendance and absences, CCAS implemented
an Exception Request Form that students may utilize to explain and provide documentation that
supports their request. Each request and documentation is reviewed individually along with a
review of the student’s attendance for the past three trimesters.

1.
2.
3.
4.
5.
6.
7.
8.

Evidence:
Teacher handbook
Administrator handbook
Emergency handbook
Annual mandated notification memo & packet
Brochure & website
Posters
Bulletin (re attendance/absence policy)
Exception form & binder

Strengths:
 CCUSD administration and Board of Education support the CCAS school site principal
in management of the adult school’s finances and operations
 Regular communication exists between the principal and district administration
 CCAS LT is composed of cross-department and cross-classified employees who meet
regularly to candidly discuss all operations and commitments of the adult school
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Students and staff have many opportunities to provide input regarding school topics

Key Issues (Prioritized):
1. CCAS does not have a formal process to regularly evaluate the school as a whole,
including the governance structures and decision making process or reporting the results
to stakeholders.
2. Evaluation of demographic and student learning data has not been used as the basis for
making school improvements.
3. CCAS does not have a formal explicit process for soliciting and capturing input from
stakeholders for decision-making.
4. Currently CCAS does not formally measure student achievement of the SLOs.
5. Self-study findings indicate it would be beneficial to students and staff to have policies,
programs, and procedures in a CCAS handbook.
6. Findings indicate that a shared principal and counselor impacts efficiency and therefore
has slowed down school improvement.
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CRITERION 3
Faculty and Staff
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Criterion 3: Faculty and Staff
Criterion: The institution employs qualified personnel to support student learning programs and
services to ensure institutional effectiveness. Personnel are treated equitably, evaluated regularly,
and provided opportunities for professional development that impact student learning.
Summary
Through a transparent and equitable hiring process, CCAS employs thoroughly
qualified faculty and staff who perform effectively in their positions. Personnel policies
and procedures are published in an Employee Handbook. A regular schedule of
evaluation is in place, although it can be honed to focus more on goal setting and to
ensure applicability of professional development opportunities. More analysis of
student learning data, as well as a measurability rubric, is needed to ensure that students
are achieving the SLOs.

Indicator 3.1: The institution employs personnel who are qualified by appropriate
education, training, and experience in line with its school mission and SLOs.
● To what extent are the institution’s personnel sufficiently qualified to guarantee the
integrity of programs and services?
● What methods does the institution use to assure that qualifications for each position are
closely matched to specific programmatic needs and aligned with the school’s mission?
● How does the institution determine the number of faculty and staff members needed to
meet the learning needs of all students?
Personnel qualifications:
CCAS employs personnel who are qualified by appropriate education, training and experience to
ensure the integrity of the academic programs and services to CCAS students. All staff is
qualified in a manner by state, district, and school regulations, guidelines, policies, procedures
and practices. Each certificated staff holds a valid California teaching credential that matches
their assignment. CCAS’s certificated staff is both well educated (43% has a Bachelor’s Degree
& 57% has a Master’s Degree or above) and experienced (71% has worked in the field of
education for 10 years or more). Most classified staff positions require testing to ensure basic
qualifications prior to interviewing. Among CCAS’s classified staff, 55% has an Associate’s or
Bachelor’s Degree and 99% have been employed at CCAS for five years or more.
Methods to assure qualifications:
CCUSD and CCAS use the following methods to assure that qualifications match specific
program needs, are aligned with the mission, and meet district requirements:
 CCAS reviews each posting description
 Human Resource Dept (HR) verifies the following documents submitted through EdJoin
o Completed applications
o HSD/GED or college transcripts
o Letters of recommendation (if applicable)
 CCAS reviews applications of candidates who meet minimum requirements
 CCAS panel of three interview eligible applicants
 CCAS/HR contacts references of selected candidates
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Candidate is processed

Number of personnel needed:
The number of faculty and staff members hired to meet the learning needs of all students is based
on funding, need, and bargaining contracts.
1.
2.
3.
4.

Evidence:
Credentials, degrees (personnel file)
Staff surveys
Postings
Reference check forms

Indicator 3.2: The institution’s hiring process is marked by clear communication
regarding job descriptions, expected job skills, and procedures for the selection of
personnel.
● Who is involved in the hiring process and to what extent is there transparency in the
advertisement for open positions?
● To what extent do job descriptions accurately reflect position duties, responsibilities, and
employer expectations?
● By what means does the institution verify the qualifications of applicants and newly hired
personnel?
Hiring process:
HR, CCAS principal, and applicable coordinator or classified supervisor are all involved in the
hiring process. To ensure transparency, the District advertises all vacant positions on EdJoin, the
district’s website, and at locations throughout the district. All CCAS positions are posted on site.
All applications must be submitted through EdJoin.

Accurate job descriptions:
Job descriptions accurately reflect position duties, responsibilities, and employer expectations.
Once a needed position is identified, CCAS principal collaborates with applicable department
coordinator or classified supervisor to review the last description provided by HR and make
essential modifications. The revisions are then submitted to HR to include in the advertisement.
Verification of qualifications:
The district’s HR Department vets all applicants for all positions. HR reviews and verifies
qualifications through the CTC, transcript and contacting past employers and references.
Evidence:
1.
2.
3.
4.

EdJoin application sample
Postings
Job descriptions
Union contracts
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Indicator 3.3: The institution develops personnel policies and procedures that are clearly
communicated to all employees.
● What processes does the institution use to develop and publicize its personnel policies?
● How does the institution ensure that it administers its personnel policies and procedures
consistently and equitably?
● To what extent does the institution have a written code for professional ethics for all
personnel and communicate expectations to them?
● What are the institution’s provisions for keeping personnel records secure and
confidential?
● How does the institution provide employees access to their records?
Personnel policies & professional ethics:
CCAS follows district guidelines as they relate to personnel policies described in the Employee
Handbook. Among the policies is a written code for ethics for all employees. These policies are
developed, publicized and communicated in accordance with federal and state laws, local labor
contracts, and general HR guidelines. During the final hiring process, HR provides all new
employees with an Employee Handbook and various required training. The handbook is updated
annually and posted on the district’s HR website available to all employees. In addition, the
principal’s secretary keeps a copy on site. In addition, in the beginning of every year, all
employees are expected to read, comply, and acknowledge receiving an Annual Employee
Notification by completing the Annual Employee Notification Acknowledgment form. HR and
the principal’s secretary each maintain verification records. One way the district ensures
consistent and equitable administration of the personnel policies and procedures, is to monitor
complaints of violations filed with labor unions or HR. CCAS has had no complaints filed.
Secure personnel records & employee access:
Personnel records are kept securely and confidentially at the adult school in the principal’s
office. Additional personnel records are housed by HR at the district office and are kept in a
locked file cabinet in a locked room with limited access. Employees can request access to
records at any time at the district HR office.
Evidence:
1. Employee Handbook
2. Annual notification memo & sign off
3. Picture of HR personnel records room

Indicator 3.4: The institution assures the effectiveness of its faculty and staff members by
evaluating all personnel systematically.
● To what extent does the institution establish written Postsecondary Criteria for evaluating
all personnel, including performance of assigned duties and participation in institutional
responsibilities?
● How is the evaluation process built on a collegial spirit that fosters growth and
improvement?
● By what methods does the institution define “effective teaching” in its evaluation
process? How is that effectiveness judged?

CHAPTER 3: PAGE 40

●

Who does the annual evaluations of employees and are the results of such evaluations
documented and shared in follow-up meetings with the employees under review?
● What process is in place to assure that evaluations lead to improvement in job
performance?
Written evaluation criteria:
CCAS follows district guidelines as they relate to the evaluation of staff. Written guidelines,
timelines and forms are located on the district’s HR website. Evaluation criteria and rubric of
certificated staff is based on the California Standards for the Teaching Profession (CSTP).
Additional responsibilities can be found in the Employee Handbook and in the Culver City
Federation of Teachers (CCFT) agreement. Principal guides teachers and staff in self-evaluation
and meets with teachers after their evaluations for a follow-up meeting to discuss the findings of
the evaluation and plan for improvement.
Collegial spirit:
During the initial goal setting meeting between the principal and faculty and staff, the dialogue is
collegial with an emphasis on what areas the staff sees as strengths and areas for growth. The
principal asks each member, “What do you need from me to help meet your goals and how can I
support you?” This year, the principal included the four PLC questions during the initial goal
setting meeting with faculty to direct the focus to improved student learning:
 What do you expect students to know?
 How do you know they learned it?
 What do you do when they don’t?
 What do you do when they do?
In addition, the principal maintains an open-door policy with all staff.
Who evaluates & how shared:
The principal formally evaluates all temporary certificated employees annually and every
permanent certificated employee every other year. This process involves an initial goal setting
meeting, formal and informal observations, observation follow-up meetings, and final evaluation
meeting. During the follow-up meetings the principal and staff member discuss the written
observations and evaluation.
Effective teaching & improved job performance:
CCAS uses the California Standards for the Teaching Professional (CSTP) and the CCUSD
Guide for Performance Evaluation rubric based on those standards as the guideline for defining
and measuring effective teaching. The process and timeline are structured to assure that
evaluations lead to improvement in job performance.
1.
2.
3.
4.

Evidence:
Administrator Handbook-Section 8 Evaluations
List of staff to be evaluated
Annual evaluation memo to staff
Evaluation forms (Goals & Objective Planning Sheet, Classroom
Observation Report, Observation Acknowledgment Form, Performance
Evaluation Form, Lesson Plan Outline)
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Indicator 3.5: Faculty members take ownership of student progress toward achieving
stated Schoolwide Learner Outcomes.
● What are the roles of teachers and other staff members in the development of SLOs?
● How often do faculty members meet to discuss SLOs and analyze student learning data to
ensure that students are achieving SLOs?
SLO Development and Analysis
The SLOs have been developed by staff members and students collaboratively since the
inception of the accreditation process, and are reviewed annually to determine relevancy. Staff
members discuss the SLOs at virtually every Leadership Team and departmental staff meeting,
as well as Student Council meetings. More focused discussion of the SLOs, analysis of student
learning data, and development of a SLO measurability rubric is the focus for the 2014-2015
school year.
1.

Evidence:
Meeting agendas, notes & sign-in sheets

Indicator 3.6: The institution provides all personnel with appropriate opportunities for
professional development.
● To what extent does the institution plan professional development activities that are
connected to student learning needs?
● To what extent does the institution provide funding for professional development
opportunities?
● How does the institution ensure meaningful evaluation of professional development
activities?
● What impact do professional development activities have on the improvement of teaching
and learning? How does the institution evaluate that improvement?
Planning:
All staff is encouraged and supported to participate in professional development opportunities
onsite, online, and off-site throughout the year. Development of onsite professional development
activities has traditionally been determined by staff during regular department meetings based on
need, such as new technology or new texts or materials in the classroom, as well as student
learning needs.
Funding:
All staff is compensated to attend regular department meetings that take place outside of their
regularly scheduled day. On a few occasions during these meetings, presenters have been
brought in to offer a workshop on varied topics. For example, the ESL department had a
presenter deliver a workshop on the new textbook series that was purchased. In addition, a
presentation was given to staff on how to use the new Bright Links system. In the last two years,
CCAS has paid for the coordinators, the counselor and the principal to attend and/or present at
conferences and workshops off site.
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Examples include: ACSA, CCAE, CAEAA, GED, OTAN, CALPRO. Staff are encouraged by
the principal and program coordinators to take advantage of free online and in-person trainings
via CALPRO, OTAN, and other academic focused organizations. Funding for professional
development is available for coordinators and office staff as needed.
Evaluation and impact on learning:
People attend based on their interest. Self-study findings indicate that anyone who attends
professional development is encouraged to share data and information upon return. In the past,
professional development activities have encouraged discussion among colleagues and even lead
to changes in methodologies. However, the impact of the professional development on
improving student learning outcomes has not been evaluated.

1.
2.
3.
4.

Evidence:
Meeting agendas, notes & sign-in sheets
Conference forms
Budget showing meeting line
Surveys

Indicator 3.7: The institution regularly evaluates all non-teaching support staff members
and provides direction and support for improvement of their skills.
● What process is in place for the regular evaluation of all non-teaching personnel?
● To what extent are job descriptions and duty expectations regularly reviewed and revised
to meet the current needs of the school?
● How is the support staff included in meetings and processes (as appropriate) to engage
them as important stakeholders in the learning programs of the school?
Evaluations:
The principal evaluates all classified personnel annually. CCAS follows district guidelines as
they relate to the evaluation of classified staff. Written guidelines, timelines and forms are
located on the district’s HR website. Staff meets with the principal to review and discuss the
performance evaluation and the goals staff set. At the end of 2012-2013, the principal created a
baseline evaluation of all staff with the goal of improving the evaluation process for 2013-2014
so that it is more collaborative and valuable for staff.
Job description review and revision:
The review process for job descriptions and duty expectations is revised in collaboration with the
unions for creation and/or change of positions as needed. Job descriptions are reviewed by the
district HR office as well as the site administrator to ensure that staff are working within
classification and required duties are being performed. Principal looks at job descriptions
annually while performing evaluations. In addition, the principal and coordinators review job
descriptions in preparation for hiring a new person.
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Engagement in learning programs:
CCAS utilizes the following strategies to engage support staff in the learning programs:
 Leadership Team (LT) members share information and solicit input from their respective
teams. LT includes department coordinators, the counselor, and the principal’s secretary.
 Instructional aides attend department meetings
 The principal’s secretary is reports relevant information to appropriate staff
 Quarterly office staff meetings
 Focus group meetings
 Principal’s open-door policy
Findings indicate that custodial staff has no formal way for providing input. However, custodial
staff has not participated in meetings.

1.
2.
3.
4.
5.
6.
7.

Evidence:
Evaluation timeline and forms
Annual evaluation memos & emails
Job descriptions
Emails regarding reviewing job descriptions
Meeting agendas, notes, & sign-in sheets
Surveys
Goal Setting & Self Evaluation form

Strengths:
 Thorough and transparent hiring process is in place to ensure highly qualified staff
 Highly qualified and experienced staff are well-trained for their responsibilities
 Employee Handbook includes personnel policies that are available to faculty and staff
 Faculty and staff are regularly evaluated
Key Issues (Prioritized):
1. Analysis of student learning data needed
2. Development of an SLO measurability rubric needed
3. Process for evaluation of both faculty and staff can be refined to include more goalsetting and follow-up procedures
4. Professional Development opportunities need to be evaluated for their impact on student
learning and the growth needs of personnel
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CRITERION 4
Curriculum
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Criterion 4: Curriculum
Criterion: The institution demonstrates a conscious effort to support student learning through
the development of a challenging, coherent, and relevant curriculum that allows all students the
opportunity to reach Schoolwide Learner Outcomes (SLOs). The school’s curriculum reveals its
mission and SLOs and connects directly to current student learning needs. The school pursues
current, research-based curriculum development information to keep its programs relevant and
effective.
Summary:
Curricular materials in all departments at CCAS provide a clear progression for students
through ESL, to ABE, to ASE. Learning materials and technology are ample in
classrooms, but more evidence must be collected as to how this increases student
achievement and relates to current educational research. All programs at CCAS engage in
curricular review at staff meetings on an as-needed basis, but school needs to plan and
implement a curricular review cycle and a technological review cycle throughout the year
with all stakeholders. More focused collection of evidence regarding connection between
the curriculum, mission statement, and SLOs must be planned and executed.

Indicator 4.1: The institution has a documented curricular map that outlines courses of
study necessary to reach stated outcomes, licensure requirements, or certificate
expectations.
● How does the school list all courses and provide course outlines and objectives for all
stakeholder groups?
● To what extent does each course have clearly defined learner outcomes?
● How is institutional resource allocation connected to curriculum development needs?
Course Outlines and Objectives
All classes are listed in each semester’s bulletin (three per year), and the course outlines are kept
and maintained by the coordinators of each program, and accessible by all teachers. Copies are
also kept in the principal’s office. Course outlines are compiled according to each major
program’s curriculum (ASE, ABE, ESL), and are divided into goals and purposes, performance
objectives, instructional strategies, evaluation, units of study, course description, and repetition:
ASE - Course outlines are available to administrators, counselors, teachers, aides, and anyone
else who may ask. Sometimes, Culver City High School counselors and universities also ask for
copies of our course outlines. The syllabi (we call them student plans) are given to students upon
starting a class. Both teachers and students keep syllabus copies in their respective folders.
ABE – Course outlines are kept in the classroom on the teachers’ computer desk. A detailed
curricular plan is offered to students upon enrollment.
ESL - All teachers have a copy of their course outlines. The Tables of Contents in the textbooks
present students with a detailed view of the scope and sequence of course content. Each textbook
unit begins with a list of goals.

CHAPTER 3: PAGE 46

Learner Outcomes
Learner outcomes are clearly defined within each program:
ASE - In the Independent Learning Center (ILC), each new student receives a student plan when
starting a class for high school diploma study. Students must complete every item in the plan
with testing scores of 70% or more. A course is completed when the whole list is done. All
students have a student plan in their folders (teachers also have a copy), to keep track of the
students’ progress toward their goal.
When students inquire about diploma or GED® study, they are referred to the counselor,
who assesses their reading (TABE) and math grade level (GED Predictor) and high school
transcript, if available. A determination is made as to whether the student will progress in the
high school diploma program, or follow a course of GED® preparation study. If students are
pursuing a high school diploma, the counselor informs ASE staff and student as to which courses
he needs, and a progressive graduation plan is made. At the beginning of each course, students
meet with a staff member and are made aware of what is expected of them throughout the course
and what materials are available. Students who wish to prepare for the GED® make a plan of
study with ASE staff that may include books, lecture classes, software, online classes, distance
learning, and self-paced classes.
Students who are following a course of high school diploma or GED® study can work
independently in the school’s ILC. Students work through courses at their own pace, and we
encourage them to do a minimum of at least one test per week, with attendance of at least eight
hours/week for adults and six hours/week for concurrent students from Culver City High School.
We also offer teacher-led lecture classes in GED® math, GED® writing, high school algebra,
and Office 2010.
ASE also offers classes to TOEFL students. Students may study spelling, grammar,
vocabulary, writing composition, and other specifically published TOEFL material. Students
take a diagnostic test when they register which determines what classes they should take.
Professional students already have at least a high school diploma but are requesting
refreshment in a specific area. These students may study any of our subjects, but the most
common requests are mathematics, English, and Spanish.
ABE - ABE follows a curriculum that is composed of course outlines in Reading, Writing, and
Mathematics (three levels for each course: Beginning, Intermediate, and Advanced). Each course
outline has stated skills and goals to be met by its completion. Course outlines are readily
available to teachers, substitute teachers, and aides in the classroom. As mentioned earlier,
students also are given a curricular plan that outlines skills they will learn throughout the course
of one complete school year. Students will be exposed to all of these skills regardless of which
level textbook they use.
ABE classes are multi-level and a combination of teacher-led, group (or one-on-one)
instruction, and independent study. Textbooks for each course outline include subjects such as
science, vocabulary, grammar, and United States history and government.
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ESL - Each staff member has a copy of the course outlines (based on California Model
Standards for ESL) for all three levels. These outlines state level exit standards for speaking,
listening, reading, and writing. The Distance Learning curriculum also has CASAS and SCANS
competencies integrated into each level.
The ESL program consists of a three-level series of face-to-face courses (using Future 1,
2, and 3 as the core texts) and a seven-level series of distance learning courses (using English
Academic Success for You [EASY], Ingles ¡Ya!, Putting English to Work 1-3, Crossroads Café,
and Connect with English). The core ESL text was chosen for its multi-skills format and
inclusion of CASAS and SCANS competencies. Students use a textbook and workbook for one
level for the entire school year. There are also several Conversation classes offered.
The face-to-face courses meet 3 hours per day, Monday to Thursday, in the morning,
afternoon, and evening. All classes follow a yearlong curriculum, and most students remain in
the same level until the end of the school year. ESL staff agrees that a year is necessary to cover
the textbook curriculum. However, since there is a strong possibility that changes will be made
to the ESL course offerings in 2014-2015, the curriculum cycle may be shorter. In the current
system, some students move to the next level mid-year, but most do not, as they are informed
during the placement process that we use the same texts for the whole year, so they expect to
remain in the same level. If they move up, it is based on formal (e.g. unit tests, end-of-trimester
tests, CASAS tests) and informal assessment. Students enrolled in Distance Learning move
through the curriculum at their own pace as they meet mastery criteria.
Resource Allocation
Resource allocation for departments at Culver City Adult School is appropriate and available
when necessary, but is not formally connected to curricular development needs. Each department
has its own needs and communicates them to administration when necessary. One recent, schoolwide example of resources benefiting our students is the new Bright Links projector technology
and document cameras. The curricular material is able to “come alive” and the visual provides a
group connection to the material that enhances the class experience for both students and
teachers.
ASE – Up-to-date technology resources are extensively integrated to the curriculum used in the
classroom, and necessary for the functioning of the variety of instructional techniques available
to students: Microsoft Office, Internet, online classes, educational software, local area network,
document camera, wikis, Moodle, computer lab, and e-testing.
ABE - CCAS allocates resources to the program in the form of books, supplies, hardware, and
software, when necessary. Coordinator and staff meet to discuss the efficacy and
appropriateness of current texts and technology.
ESL – Funding is provided for curriculum development in several areas: Distance Learning,
computer-based learning, and teacher support materials for the core textbook used in each
course. The ESL coordinator position is funded in part to facilitate ongoing monitoring and
evaluation of the curriculum, including regular review of new publications to ensure that
materials used reflect current and best practices. This information is shared with ESL staff at
regular intervals during the school year, at which time teachers discuss the strengths and
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weaknesses of the current curriculum. The ESL coordinator submits a written request to the
principal including the specific materials needed and a justification for each request.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Evidence:
Department course outlines
School-wide curricular map
Bulletin of courses
Coordinators’ hours for all departments
ABE curricular map
ABE textbook list/inventory
ASE - GED Academy
ASE - Office 2010 class
ASE - Staff wiki
ASE – GED-Ready e-testing
ASE - Video watching through LAN
ASE - Moodle for algebra
ASE - GED Academy
ASE - Accelerated Math and Reading
ASE - Graduation plan
ASE - Student plans

Indicator 4.2: The institution regularly reviews curriculum in order to ensure that the
content taught in the classrooms is accurate and relevant.
● To what extent does the institution have a curriculum review cycle in place that includes
as many stakeholders as possible?
● To what extent does the curriculum review process result in written conclusions that are
used to make allocation decisions?
● What processes are in place to ensure that learning materials are providing accurate and
up-to-date information to students?
● To what extent are all teachers involved in the curriculum development process?
● How does the curriculum reflect the school’s mission and how does it connect to the
school’s SLOs?
● How often is the entire school curriculum evaluated for relevancy in light of changing
student demographics?
Curriculum Review Cycle/Written Conclusions
Each department at CCAS reviews curricula as needed at staff meetings to address each
department’s immediate student populations, but there is no standard or schedule for this
curricular review. Any concerns are written into the meeting minutes and communicated by the
department coordinators with the Leadership Team. Beyond that, there is no other
communication with other stakeholders regarding curricular review.
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Learning Materials
Learning materials are reviewed when necessary by each department, but no formal schedule has
been set to review accuracy and relevancy of those materials.
ASE – Curricular review and materials review in the ASE program occurs mostly when a new
course is implemented or an old one is updated. New classes are developed when there is a need
to update books that are obsolete and out-of-print, or to keep up with new high school diploma
requirements (an example is the state requirement that students need 10 credits of algebra within
their 20 math credits). The ASE coordinator reviews the books and teachers’ materials offered
for that course at Culver City High School. After analyzing and discussing the high school
material, the ASE staff may or may not use the same curricular materials based on any changes
that are required to meet the needs of our adult population. For example, some of our classes use
books from adult school publishers and not high school publishers. Also, some books and
assessments seem to be more difficult for the adult school population because the high school
books assume a prior knowledge of many science concepts. So the ASE coordinator will then
recommend a different text for use with our student population. After the text is in use, teachers
communicate about any difficulties students are having with text, and we discuss ways to address
the problem (vocabulary worksheets, study guides, Cornell Notes, etc.)
ASE has monthly staff meetings where courses are discussed, reviewed, and modified,
when necessary. All teachers attend staff meetings through which they actively participate in
curriculum development. This results in written conclusions that are then put into action by
adding, removing, or changing the student plans. Only after a thorough (whole ASE staff) review
of the new class (outlines, materials, assessments) are appropriate changes made, after which the
course is then offered to students. Assessments are constantly analyzed regarding students’
performance to ensure appropriate level of difficulty.
ABE - Major issues are communicated among teachers in staff meetings, and any outstanding
issues or needs are routed to the principal, who allocates funds based on need in the department.
The most recent editions of textbooks are employed where possible and when necessary. Several
Pre-GED® level textbooks were introduced over the past few years after need was demonstrated
by students who wished for a more advanced curriculum to prepare them for ASE. Lower level
reading and language texts were recently employed for students at Beginning or Pre-Beginning
levels in the class.
ESL - In the 2011 spring trimester, ESL staff began a search for a new multi-skills core text
series for ESL. Our current textbook series was selected after a review of several options that
met our criteria: we had a 5-level program at that time, so we needed a series with 5 levels; we
wanted a series that focused more on oral skills and that incorporated technology to a greater
extent. With the move to our current location in the fall of 2012 and the resulting space
limitations, our program was reduced to 3 levels. We eliminated the lowest and highest level of
the textbook series that we selected. We eliminated the levels with lower enrollment compared to
the remaining three. Distance Learning accommodates the needs of students at the levels that
were eliminated from our onsite course offerings.
All ESL classes follow the same pacing plan for the textbook unit tests. Each level
focuses on the same course content within a week of each other, which allows close, real-time
communication among instructors about the curriculum. This ensures that the book is finished
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by the end of the year and that instructional time for each unit is comparable. The pacing plan
also provides continuity of instruction for students who need to switch from one time period (e.g.
morning) to a different time (e.g. evening). Although all three classes follow the same basic
curricular structure, the students’ instructional needs in each class can vary. Teachers adjust
curricular content and modality based on an ongoing assessment of individuals’ and class
strengths and weaknesses.
Teachers and the Curriculum Development Process
Because we are such a small school, any and all concerns about the curriculum are discussed in
regularly scheduled staff meetings, as well as discussed informally among teachers and with the
department coordinators. All teachers are involved informally in curricular development of their
departments.
ASE – Teachers are involved in the curricular development process in ASE. It takes around six
months for a class to be launched to students. First, the staff reads the student book and discusses
the lessons, assessments, and other assignments during monthly staff meetings. Only when the
whole course has been studied, reviewed, and approved by the whole staff do we offer the new
class to students. The ASE coordinator gives the course outline to the principal who then asks for
approval at the board meeting. Then, we choose specific students to pilot the new class and
gather their input. Newer and older classes are constantly being tuned up, as necessary.
ABE - All teachers in ABE contribute to the curricular development of the department as needed
throughout the year. The staff is small (3 teachers) and so through staff meetings and informal
discussions, need is determined and addressed as soon as possible, and changes have historically
been implemented quickly by administration. Teachers review CASAS test results immediately
after each testing period (four times per year) and TABE test results are reviewed at mid-year
and end-of-year. All three classes follow the same basic curricular structure, yet each teacher
focuses aspects of his or her class to reflect the needs of its current student population. In 20122013, staff began to read through the course outlines, and a departmental curricular review
process began in earnest in fall 2013. Comprehensive and regular department-wide CASAS and
TABE results review is a goal for the ABE department and will be included as a critical area of
focus.
Curriculum/Mission/SLOs Connection
Courses at CCAS have not been formally reviewed to determine if they reflect the school’s
mission and connection to the SLOs. Each department informally seeks to address the SLOs and
the school’s mission of furnishing courses that will afford students the opportunity to achieve
academically and gain the skills to continue learning throughout their lives:
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ASE- Our goal is to facilitate the learning methodologies by adding distance learning, online
learning, and independent study (prior to 2013-2014) as options for our students, many of whom
are working parents. We offer technology skills (Word, Power Point, Internet, online classes),
creating critical thinkers (critical thinking exercises are being added to classes), and teaching
students to be life-long learners (many of our students continue their education in community
colleges, on the job in-services, apprenticeship, and career tech programs). Some of our students
are visiting scholars from other countries and only study the TOEFL preparation courses. Our
goal is to prepare students to pursue better jobs, improve or establish career paths, or pursue
further education at community college or universities.
ABE – The department’s goal is to provide students with the skills to attain their goals, be that
promotion to ASE, preparation for a job search, retention of employment, acquisition of basic
skills to help children with their homework, and/or acquisition of technology skills. The
curriculum in ABE reflects the mission statement and the SLOs of the school in that the
department seeks to prepare students at various stages of life, practices critical thinking skills,
and practices use of technology, and encourages students to make a connection between the
curriculum and students’ own lives. This is done through incorporating current events through
the News for You newspaper, by writing personal narratives in weekly journals, and by
incorporating life skills that will help students prepare for more education or increasing their
workplace skills readiness and community awareness. Textbook lessons and teacher-directed
writing assignments and class projects address the learner’s role as a student, worker, family
member, and member of society.
ESL - The ESL program’s aim is to provide students with the language skills necessary to
function in the real world environment and attain their goals, and to transition to more academic
skills study in the ABE program. The curriculum in ESL reflects the mission statement of the
school to ensure that students are prepared for their next stage of education and/or a life skills
goal. Textbook lessons address the learner’s role as a worker, family member, and community
member. The school’s mission to promote lifelong learning and facilitate the development of life
and workplace skills is reflected in the ESL curriculum’s inclusion of CASAS and SCANS
competences. The ESL Coordinator keeps current with online trainings in technology,
instructional methodologies, programmatic planning, and assessment provided by CALPRO and
OTAN.
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Curriculum/Demographic Relevancy Evaluation
As part of our self-study process, we have just begun to gather and aggregate student
demographic data, and look forward to more evaluation of that data against our school’s
curriculum.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

Evidence:
Department meeting minutes
Department lesson plans
ABE new book order
ABE - Observation of presence of classroom materials
ABE – Group CASAS and TABE test results
ABE – Student journals
ASE – Samples of student work
ASE – Online class attendance
ASE - Coordinator attends conferences
ASE – Coordinator’s hours
ASE – Workshops of students
ASE - Bulletin board
ASE - Distance learning and independent study folders
ASE - TOEFL student’s folder
ASE - Technology in the classes
ASE – Staff journal “Staff Stuff” binder
ASE - CCHS and other books
ASE - New class - Literature 12A

Indicator 4.3: Students have access to texts, learning materials, and information resources
that are sufficient to meet the course learning objectives.
● To what extent does the institution provide texts and/or learning materials in a timely
manner?
● To what extent does the institution provide sufficient library resources, or access to such
resources, to support classroom instruction?
● How does the school make learning labs, computer labs, etc. available to students to
support their learning needs?
● How does the institution support the quality of its instructional programs by providing
technology and other learning resources that are sufficient in quantity, currency, and
variety to facilitate educational offerings?
Access to Learning Materials
Access to learning materials varies by program. All classrooms are equipped with Bright Links
projectors, computers, and document projectors. Students in the ABE and ASE programs have
access to classroom sets of textbooks and have learning materials and information resources
available in each classroom (described more in detail below). ESL classes require students to
purchase texts in the school bookstore (office).
ABE - In the ABE program, students have access to all texts in the classrooms, and vocabulary
and math textbooks are for sale in the school bookstore if students wish to do some work or
review/preview work at home. Students may access the texts in the classroom under teacher
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supervision at any time so that they may work independently or under the tutelage of a teacher,
aide, or volunteer literacy tutor. Biweekly, and at designated points during the school year,
students use educational software on classroom computers and for occasional research projects.
Students alternate weeks on the computer for use of software such as Rosetta Stone or Ultimate
Phonics, and during projects, they double- or triple-up on the classroom computers to do Internet
research. Students have access to books and videos in the classroom’s free lending library, which
they use during the department’s March Reading Challenge (annual friendly reading competition
among the classes). Also available to students are dictionaries, thesauruses, maps, atlases,
encyclopedias, and a globe. Students use these tools throughout the year as part of daily
exercises in research and expansion of the lesson plans. Teachers see increased confidence of
students as their ability to research unfamiliar words, concepts, and subjects increases.
An annual trip to the county library next door with a tour by a librarian provides students
with the opportunity to get a library card and expand research skills. The resulting project, a
group-written and orally presented report, increases students’ confidence in participating in a
group project and speaking in front of the class. A weekly student-centered newspaper (News for
You/New Readers Press) is read in class each week, and students can take copies home when
they are done reading in class. Teachers informally agree that this addition to the curriculum
increases students’ connection with current events and provides an opportunity for students to
practice conversational skills in in-class discussions. In 2012-2013 some new texts were piloted:
Reading Basics (at multiple levels), Language Builder (at multiple levels). In department
meetings, we are still discussing the pros and cons of these textbooks.
ESL - In ESL classes, textbooks are available for students to purchase from the first day of class.
In class, students use language-learning software (a CD-ROM supplement to the textbook used
in class), interactive projector technology, as well as online learning (internet-based activities, a
blended online ESL course). This computer practice time in class allows students to review
course content while improving their computer skills. This addresses one of our SLOs: “CCAS
students will be technology users.” Depending on time, interest, computer literacy level, and
access to hardware and connectivity, some students may also use the textbook CD-ROM, do
Internet-based activities, or participate in the online ESL course from home or another location.
The EL Civics (English Literacy and Civics Education) curriculum (one
curriculum/assessment cycle each trimester) follows a yearly survey of student needs in fourteen
life skills areas: financial services, housing, community resources, rules of the DMV, education,
emergency help, help for immigrants, recreation, safety, health care, medicine, employment,
family, government and law. Although it is a separate instructional area, the EL Civics
curriculum is directly linked to content and skills taught in the core text. The ESL Coordinator
develops instructional and assessment materials for each curriculum/assessment cycle in
accordance with EL Civics guidelines as set forth by CASAS.
ASE – The ILC has books, computers, DVD players, TVs, and computers with Internet
connections that offer students the necessary educational resources to meet the course learning
objectives. Students may purchase books if desired, but it is not mandatory. The school does not
sell ASE books. Books, dictionaries, calculators, and other classroom materials are available to
students at all times. Most of the ASE resources are part of the classes’ curriculum. Some are
additional to the curriculum like a thesaurus or dictionary. With the computerized GED, ASE
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will need to add more computer practice to the curriculum in order to help students with the style
of the new test.
Access to Library Resources
The school does not have a library onsite. The Culver City Julian Dixon Library (an L.A. County
Library) is located in the building south of ours on Overland Avenue.
Access to Learning/Computer Labs
The school does not have a dedicated learning, listening, or computer lab. Classrooms are
equipped with about ten computer stations each for student use. The ESL intake station has a
small separate testing room, and the administration is seeking to expand the computers in the
ABE room to make it a dedicated evening testing lab for all computerized testing in the future.
Sufficiency of Learning Materials and Technology
Our school district and school administrators are willing to provide the best technology our
budget can afford. Even in today’s difficult financial times, we are able to occasionally attend
conferences, online and in-person workshops, and have a vast array of technological software
and hardware. Technology is upgraded as needed, as in the major installation of Bright Links and
document cameras of 2012; however, there is currently no plan for regular review of
technological materials.

Evidence:
Computers, document cameras, and Bright Links technology in classrooms
ABE – Student computer use charts/logs
ABE – March Reading Challenge flier and rules
ABE – Annual library trip flier
ABE – News for You newspaper with lesson plan
ABE – Textbook inventory
ABE – Textbook price list for bookstore purchasing
ESL - Textbooks for each ESL level (F2F classes)
ESL - DVDs and homework units for Distance Learning
ESL - EL Civics instructional materials
ASE – Teacher/student daily agreement plan
ASE – Technology incorporated in student plan
ASE – Open lab hours
ASE – Staff development meeting, agenda, and sign-in
ASE – Student plans per class
ASE – Completed student plan
ASE - Open entry/open exit ASE hours
ASE - Text books, dictionaries, thesaurus, reading books, Internet, and software (Star Reading and Math,
Accelerated Reading and Math, GED Academy, Rosetta Stone)
19. ASE - Tech mentoring teacher projects (PowerPoint Presentations)
20. ASE - Online and face-to-face tech workshops (certificates)

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
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Strengths:
● Departmental curricular review process on an as-needed basis
● ESL: Core ESL text content reflects school SLOs, connects to student needs, and
provides a coherent transition from one ESL level to the next and through to ABE.
● ASE: Department is adaptive to the student population; department adds and augments
courses with additional resources and technology.
● ABE: Department provides learning materials for pre-beginning, beginning, intermediate,
and advanced levels and provide curricular support across many different subjects.

Key Issues (Prioritized):
1. School needs a school-wide curricular review plan with all stakeholders based on regular
review of changes in demographic data
2. Courses at CCAS should be formally reviewed to determine if they reflect the school’s
mission and connection to the SLOs
3. Learning materials are reviewed when necessary by each department, but no formal
schedule has been set to review accuracy and relevancy of those materials
4. Resource allocation (including technology) for departments at Culver City Adult School
is appropriate and available when necessary, but is not formally connected to curricular
development needs
5. The school does not have a dedicated learning, listening, or computer lab
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CRITERION 5
Instructional Program
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Criterion 5: Instructional Program
Criterion: The instructional staff uses research-based instructional strategies and teaching
methodologies that engage students at high levels of learning and allow them to achieve
Schoolwide Learner Outcomes and course objectives. Faculty members are given ongoing
training in various instructional strategies that allows them to address the varied learning styles
of students in their classrooms.
Summary:
The instructional program at CCAS has integrity and variety. However, more evidence is
needed to determine how often these varied methodologies are being used in the classrooms.
Staff is dedicated and stable, departments meet at regular intervals throughout the school
year, communicate well with the coordinators, and discuss concerns about student progress
amongst each other informally. Review of current educational research regarding
instructional strategies, regular and formal discussion of their use, and a measure of their
effectiveness on student achievement is needed.

Indicator 5.1: The school provides high-level instruction with appropriate breadth, depth,
rigor, and sequencing for all programs and courses.
● How does the institution measure the quality of instruction in its classrooms?
● How do faculty members keep current in instructional strategies and methodologies in
their areas of expertise?
Measure of Instructional Quality
Schoolwide student performance on CASAS tests is one way we measure the quality of
instruction in all of our classrooms at CCAS, but each department also has more specific
measures of the effectiveness of its instructional program:
ESL - Quality of instruction is also measured by student performance on written book tests, endof-unit tests, formal and informal oral assessments, and writing assessments. The department is
piloting an end-of-unit speaking and writing assessment in 2013-2014. Textbook unit tests are
corrected in class so students have access to results immediately. Teachers score the end-oftrimester speaking and writing assessments using rubrics furnished by the publisher of our course
texts. When students use the interactive CD-ROM, they get immediate feedback on their
answers. Teachers discuss all student performance measures and results at staff meetings. Results
are used to determine whether instructional materials and strategies are meeting student needs,
and to determine the extent to which students have mastered the material covered. As mentioned
in ESL’s response to Criterion 4, it’s possible that the results will be used to modify the
curriculum or course offerings for 2014-2015.
ABE - Quality of instruction is measured by student performance on standardized tests such as
CASAS and TABE, writing samples, informal end-of-unit textbook assessments, and an end-ofyear student feedback form. Each teacher looks at his or her own students’ feedback forms but
we have yet to look at the forms as a department. Volunteer tutor logs and independent study
logs also provide opportunities for staff to communicate about specific students’ learning needs.
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Homework and informal class discussions also alert teachers to student learning deficits and the
need to differentiate the nature of instruction.
ASE - Quality of its instruction is measured by tracking GED® certificates and high school
diplomas, tracking courses completed, unit assessments, and CASAS tests. Each student also
takes a computer survey upon completion of every course. Comments and feedback from this
survey are reported to the staff through the teacher’s diary. This journal, called “Staff Stuff,” is
available for daily review by the entire ASE staff. The survey data is not reviewed on a regular
basis (it was printed and discussed twice in the last year). The journal is used daily as a way of
communication among staff, and at monthly staff meetings, ASE teachers and aides discuss
varying strategies to meet student learning needs. The strategies discussed by teachers are based
on our own experience; we gather strategies from our own pool of experience as teachers.
Teachers monitor individual student planners for progress and to evaluate the program’s
effectiveness.
Keeping Current in Instructional Strategies and Methodologies
Staff from all departments attends professional development whenever schedules and interest
permit, but there is no regular schedule or accountability for professional development among
staff. As mentioned in Chapter One, a strong majority (95.75%) of the staff has attended some
professional development over the last two years, and almost 80% of the staff belongs to some
professional organization, we have yet to set up a schedule in each department for sharing what
was learned in those professional developments and tracking the effectiveness of it in our
classrooms.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

Evidence:
Teacher evaluations by principal
Staff demographics surveys
TOPSPRO data
ABE – Professional development certificates
ABE – TABE results and writing samples
ABE – End of year student survey
ABE – Volunteer tutor logs
ABE – Independent Study logs
ESL - Meeting minutes
ESL - Student folders (unit tests score sheet; end-of-trimester tests; CD-ROM activity
log; EL Civics worksheets; CASAS score sheet)
ESL - List of trainings attended by ESL staff
ASE - Professional Development certificates of ASE staff
ASE - Coordinator professional development, including technology training
ASE - Student survey
ASE - Tracking of GED® data
ASE - CAHSEE data
ASE - Tracking of courses completed
ASE - GED® pre and post tests
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Indicator 5.2: The institution uses delivery modes and teaching methodologies that reflect
the diverse needs and learning styles of its students.
● What opportunities for dialogue are provided for faculty members to discuss student
learning needs and pedagogical approaches?
● What teaching strategies and methodologies are commonly used?
● To what extent are teachers given support in developing differentiated teaching strategies
to ensure that all students’ needs are addressed?
● To what extent have faculty members discussed the relationship among teaching
strategies, methodologies, and student performance?
Faculty Dialogue on Student Learning and Pedagogy
Across all departments at CCAS, student learning needs and pedagogical approaches are
discussed on an as-needed basis at regularly scheduled staff meetings, and informally discussed
with other staff members and program coordinators when necessary in between meetings. When
possible, staff meeting time is dedicated to sharing effective methodologies, interesting uses of
technology, or recent projects teachers have used in their classes; however, more regular
discussion of these best practices is an area of need for all departments at CCAS. Staff meeting
minutes are shared through the use of a schoolwide wiki so staff can read what is going on in
other departments.
Teaching Strategies and Methodologies
Each department employs various and specific strategies and methodologies to help deliver
course content. This differentiation is an area of strength for CCAS, although we have not
formally measured how often these strategies/methodologies are used.
ESL - Teachers provide instruction through whole class, small group, partner, individualized
activities, and a Distance Learning component. Course content is delivered through a variety of
other media, including video, audio, and realia. Computer-based content (made available through
classroom computers and Bright Links software) is another important component, including use
of the Internet and presentation software such as EasiTeach Interactive, PowerPoint,
ActiveTeach, and the CD-ROM component of the departmental textbook, Future.
ABE - Teachers use varied techniques for dealing with multilevel class management and
multiple course offerings under the ABE umbrella. Classes are taught using varied pedagogical
approaches, such as whole group, small group, one-on-one tutoring, or independent study.
Within those approaches, different techniques are used to deliver the material. These include:
discussion group, cooperative learning (group research projects), note-taking, flashcards,
portfolio and journal keeping, computer time, homework, and use of DVD or instructional
software (Rosetta Stone, Focus on Grammar, Ultimate Phonics). Additionally, there is an
annual department-wide reading competition, an annual trip to the Culver City Julian Dixon
County Library, and biannual publication of student writing on the hallway bulletin board.
ASE - The ILC is an open lab. It is an open entry/open exit lab where students may come to
study toward their high school diploma, GED®, TOEFL, CBEST, and professional programs
anytime Monday through Thursday from 9 am to 8:30 pm. There is at least one teacher and one
aide available. During peak student attendance hours, we have two teachers and one aide. We
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have also been fortunate to have many talented volunteers who help us on a daily basis. Except
for a few lecture classes, students are taught on a one-to one basis by teachers, aides, or
volunteers. Students who need help form a line. Occasionally, teachers will approach students
who have not tested in a while. For students who are not progressing or approaching tutors, but
are always attending, teachers create a daily plan of study.
Other instructional methodologies include lecture classes, online instruction, GED®
Distance Learning, one-on-one tutoring, Cornell Note-taking, practice and review, homework,
essays, research projects, E-flash cards, access to a staff wiki, interactive software (including
PowerPoint and GED®), DVDs, videos, CD-ROMs, and remedial instruction. Students also keep
a student planner that marks their progress, and teachers review the planner before giving a test
or showing test results. This allows the teacher to review student progress and make any
necessary adjustments to ensure that the student is aware of the requirements needed to complete
the course.
Teachers and aides in ASE are constantly involve in real-time adjustment of their
instructional strategies and course materials to meet the needs of the immediate population,
which are recognized by informal observation by multiple staff members. Some recent examples
include the following changes:
 During last fall and winter sessions, we noticed that students have problems
understanding the meaning of literary terms when studying or testing. We noticed this
after hearing similar questions from different students. After discussing this with staff,
we created a study guide for the test.
 Until last school year, students taking Algebra 1A and 1B had an uneven load of work
depending on semester. Last fall, the math teachers met and rearranged the lessons in the
first and second semesters, so students have now a similar work load.
 The economics class is very challenging to most students. To help them, we added online
flashcards for each chapter, and self-assessment before taking a test.
 The spelling book has three chapters that are more difficult than the others. For each of
these three chapters, we created worksheets that facilitate students’ understanding.
 Earth science is also a difficult class for many students. We are allowing a specific
chapter assessment to be exchanged by a research project. The same is happening with
some chapters in Literature 12A and biology.

Teacher support/Relationship among teaching strategies and student performance
Department coordinators provide informal support as needed in developing differentiated
teaching strategies to attempt to meet the needs of all students. Formal and informal meetings
take place where teachers and coordinators discuss classroom management and instructional
techniques when necessary, and techniques are also discussed informally on an as-needed basis
at staff meetings. There is no regular schedule for discussion of the relationship among teaching
strategies, methodologies, and student performance.
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Evidence:
Department staff meeting minutes
ABE – Weekly Schedule
ABE – Literacy materials
ABE – March Reading Challenge flier/book report slips
ESL - Textbook teacher guides
ASE - Staff Wiki
ASE - Lesson plans
ASE - Evidence of communication between coordinator and staff regarding
changing methodologies to meet specific students’ needs/Staff Stuff Binder
9. ASE - Teacher/student agreement plan
1.
2.
3.
4.
5.
6.
7.
8.

Indicator 5.3: The institution is actively engaged in integrating new technology into the
instructional program of the school.
● To what extent does the institution have a team in place to review technology advances in
instruction and how it can be adapted and used effectively in the school?
● To what extent does the institution have policies in place to govern the acceptance of
credits earned through outside online programs?
● How are faculty members trained to use technology more effectively in their own
classrooms?
● To what extent does the school offer online learning options or virtual classroom
experiences for students?
Technology Review Team
Recent advances in technology have been integrated into the instructional program; however,
there is no specific technology team in place to review advances in technology and their
adaptation for our school. There has been no formal study to review how teachers and students
use technology, and no study of the effectiveness of this methodology in our classrooms.
Although there are no formal technology meetings, the ASE and ESL coordinators
assume the role of technology mentors for the school when need arises. The ESL coordinator,
through yearly renewal of the WIA II Technology Grant, reviews advances in instructional
technology and determines how these may be incorporated into ESL instruction. ASE
Coordinator has been involved in extensive educational technology training through OTAN
(Outreach and Technical Assistance Network) in Sacramento. She has attended annual CCAE
and CUE conferences to familiarize herself with new “edtech” trends, and has held trainings for
staff in all departments at CCAS to learn a variety of educational technologies (including Power
Point, Smart Board, Exam View, School Notes, etc.). She has also helped to pilot online classes
for NROC (National Repository of Online Courses). ABE Coordinator has attended online
trainings through Smart Technology and OTAN for use of SmartBoard, PowerPoint, Internet,
and online courses (using Moodle).
Bright Links technology and document cameras throughout CCAS are revolutionizing
our instructional programs. Based on our Student Learner Outcome, “CCAS Students Will Be
Technology Users,” the Leadership Team is invested in ensuring that the teachers and students
are using the latest technology. Unfortunately, our computer labs were dissolved in the physical
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move of fall 2012, which was a great loss. However, all classes are now equipped with
computers for student use.
Acceptance of Outside Credits from Online Institutions
CCAS does not accept credits earned through outside online programs.
Technology Training for Faculty
Department coordinators provide technology support and training to their staffs. In spring 2013,
we received training in Bright Links projector technology, and more training on the new TABE
Adaptive online assessment system is expected. Former trainings have included OTAN
presentations on using math websites, search engines, and using PowerPoint in the classroom.
Online Learning Options or Virtual Classroom Experiences
There are no online learning options in the ESL or ABE programs. In ASE, students are offered
the option to complete a portion of some hybrid courses online.
Evidence:
1. Department meeting minutes
2. ABE – Coordinator tech professional development certificates
3. ABE – Lesson Plans featuring use of Bright Links, document cameras, or student-use
computers
4. ESL - List of technology training attended by ESL staff
5. ESL - Link to online learning
6. ASE - Coordinator experience with OTAN, NROC, CALPRO, and CUE
7. ASE - Lesson plans
8. ASE - Instructions to student on how to use online courses
9. ASE - Online resources – otanmath.wikispaces.com, NROC math, GED Academy,
Rosetta Stone

Strengths:
 Teachers use a variety of instructional techniques in all departments
 Bright Links technology, document cameras, and student use computers in all classrooms
 Great communication and longevity within departments – All 21 certificated staff have
been at CCAS for over five years.
Key Issues (Prioritized):
1. Formal measurement of the frequency and effectiveness of instructional strategies is
needed across all departments
2. Regular schedule needed for discussion of the relationship among teaching strategies,
methodologies, and student performance
3. Technology team needed to review advances in technology and their adaptation for our
school
4. Regular schedule and accountability measures need to be set for staff professional
development
5. Dedicated computer or learning lab desired if more space becomes available
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CRITERION 6
Use of Assessment
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Criterion 6: Use of Assessment
Criterion: The instructional staff uses established assessment procedures to design, administer,
deliver, and evaluate courses, programs, and student learning levels. The institution recognizes
the central role of its faculty for improving courses and programs through the assessment
instruments and practices used in the school. Assessment is used to measure student progress, to
modify learning approaches, and to carry out institutional planning and ongoing school
improvement.
Summary
All departments at CCAS feature regular and comprehensive evaluations that provide many
opportunities for gathering student learning data across all departments. However, a
schoolwide, regular system for the collection and analysis of this learning data is needed to
identify students who need remediation and inform any changes to our instructional program
and allocation decisions. We would also like to develop the most effective ways to
communicate our student achievement data with all community stakeholders. To aid in the
collection of this data, we are fortunate to have the TOPS Enterprise and CASAS eTest
software at our disposal, and we are awaiting the implementation of TABE Online Adaptive.

Indicator 6.1: Clear learning outcomes are developed for each course so that success can
be measured and students who are struggling can be identified and helped.
 How are core competencies and specific learning outcomes developed for every course?
 How are courses regularly evaluated in regard to depth, breadth, rigor, and sequencing?
 What improvements to courses and programs have occurred as a result of analysis of
learning data?
Development of core competencies and specific learning outcomes
Core competencies and specific learning outcomes are developed differently throughout the
departments at CCAS:
ESL - Student outcomes at each ESL level are based on California Model Standards for ESL and
are clearly defined in the ESL program course outlines. Course outlines were revised in 2008 to
reflect updated course offerings and instructional materials.
ABE – Currently, learner outcomes are only clearly defined for ABE students whose goal is to
progress to our ASE program. Clearer learner outcomes need to be developed for Beginning and
Intermediate levels. Course outlines exist for all levels, which align with California Model
Standards for Adult Basic Education, and classroom textbooks align with core competencies and
learning outcomes as described in the course outlines. Students are assessed on curricular
material via unit tests in all areas of study (Reading Comprehension and Language Arts, Math,
Writing, and History) and teacher evaluation of writing samples and journals. We are in the
process of developing a rubric to assess the writing samples. That process will involve analyzing
student work samples with colleagues.
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ASE – Learning outcomes are developed using district and state standard-based textbooks, and
often follow the CCHS curriculum standards. Every effort is made to use the same curricular
materials used at the district’s secondary level schools. All courses are reviewed and approved at
the district level.
Regular evaluation of courses in regard to depth, breadth, rigor, and sequencing
There is no schoolwide schedule for regular evaluation of courses in regard to depth, breadth,
rigor, and sequencing; however, each department engages in its own version of real-time
curricular adjustment based on immediate student population:
ESL – Because of the amount of change to the ESL department in recent years, the department
has not had an opportunity for review of the efficacy of its current course offerings. [The ESL
program’s move to our current location in the fall of 2012 required the elimination of two ESL
levels. We decided to eliminate the lowest (Beginning Literacy) and highest (Intermediate High)
levels, leaving Beginning Low, Beginning High, and Intermediate as current ESL course
offerings. Beginning Literacy students can enroll in Distance Learning at the Beginning Literacy
level. Intermediate High students can enroll in ABE. The Level Exit Standards set out in our
course outlines provide the basis for determining whether a student will move to the next level at
the end of the school year. Starting in June 2014, the next class recommendation for ESL
students will be based on end-of-trimester speaking and writing tests (covering the textbook units
completed). These assessments are in addition to textbook unit tests, highest CASAS post-test
score, and EL Civics results, which are already being used to determine level placement for the
following year.]
ABE – The department is currently involved in an ongoing curricular review process and a
review of our learner outcomes and assessments for Beginning, Intermediate, and Advanced
level students. We have also experienced changes to our class structures (especially evening
class).
ASE - With very few exceptions, all our courses are constantly evolving. When one of our staff
members notices a problem, a student makes a comment about a test, or there is a need to change
something, the teacher writes the problem in our teacher diary. The staff reads the diary daily
upon arriving to school. We review the issue described and write notes to each other, giving our
views about it. During staff meetings, we discuss the issue until we come to a conclusion about
how best to address it. It may be that a question is not clear, or it is too difficult, too easy, not
well written, not in the chapter studied, etc. After the staff meeting, the program coordinator
makes the changes suggested and submits the change to the staff members. Once accepted, the
correction is passed along to the students.
Assessments are developed using standards-based textbooks and further developed
during staff meetings to deliver clear and fair student outcomes. All assessments are reviewed by
the teachers during staff meetings, and changes are made as many times as needed until we feel
comfortable that we are asking for a clear and fair student outcome. Together with the unit or
chapter assessments, there are other types of measurable outcomes like videos and video quizzes,
researches, and Power Point presentations. All teachers use the same assessments. Sometimes
assessments may be modified in order to find a better way to verify knowledge. This is done
when student is constantly having problem passing the test. When teachers notice that the same
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assessment is difficult for most students, then we discuss it during a staff meeting. We modify or
edit it as necessary in order to have a fair assessment questions or to create student study guides
to help with the assessments.
Improvements to courses as a result of analysis of learning data
While some teachers may formally analyze learning data of their students, no systematic
schoolwide analysis of learning data is occurring. Improvements to courses are constantly
occurring in each department as a result of informal observation of current student populations:
ESL – In the spring trimester of 2012, ESL teachers reviewed several new multi-skill core
textbook series in light of problematic aspects of our current text that had been identified.
Teachers wanted to adopt a textbook that placed greater emphasis on oral language practice.
Moreover, after using the same textbook series for five years and seeing the difficulty students
had in completing many of the written activities, teachers felt that we needed a
textbook/workbook series in which the writing activities were more in line with our course
objectives. At the time of our textbook review, we were looking for a series with five levels. We
are currently using three of the original five levels that we selected. Another revision of course
outlines is in progress; it will reflect changes in course offerings and instructional materials that
took effect in the 2012-2013 school year.
We are currently in our second year with the new textbook. The results of end-of-trimester
speaking tests and the CD-ROM activity log have shown that the series’ emphasis on oral
language and the inclusion of computer technology in instruction have increased our program’s
ability to meet the language and computer learning needs of our students.
ABE – In 2012-2013, ABE teachers began to reevaluate the course outlines in light of our
current students’ needs and goals, general results of our students’ CASAS scores, and current
texts, a process that continues in the 2013-2014 school year. A recent analysis of CASAS score
reports resulted in amending the curriculum to include more instruction and practice with maps,
charts, and graph reading and interpretation via a text, Maps, Globes, and Graphs, and ABE
CASAS prep materials. In 2013, teachers met to discuss the discontinuation of the final subject
test, which had not proven to be an indicator of skills and knowledge learned in the class. Too
many students had not been in the class for the entire school year, and/or had missed sections of
the class. The final promotion from ABE and ASE will now be based on TABE Reading and
Math scores as well as a final paragraph writing exercise. Teachers in the department are refining
a writing rubric in order to consistently and uniformly evaluate student paragraph writing
throughout the year and as part of their promotional exam. Teachers of all three classes adhere to
the same weekly curricular map, but often spend extra time on a particular skill based on the
needs of his/her current student population. Student need is assessed through homework, student
writing samples, end-of-unit assessments, and dictation exercises.
ASE - As a result of teacher and student feedback, many alterations to courses have occurred to
meet our students’ learning needs. The department has substituted texts, altered sequences of
study, formulated new questions for the tests, added essay questions, added use of technology,
included videos to compensate for the lack of a science lab, added a wiki for math students, and
provided online classes to reinforce work done in the classroom.
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1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.

Evidence:
Department course outlines
Department staff meeting minutes
CASAS assessment results (TOPS Reports)
ABE – TABE assessment results
ABE – Writing Sample assessments
ABE – Writing rubric (in progress)
ABE – Morning class homework assessment
ESL - Level exit standards
ESL - Textbook tables of contents
ESL - Unit tests
ESL - EL Civics assessments
ESL – CD-ROM activity log
ASE - Staff Stuff binder
ASE - Vocabulary list in Literature 12A
ASE - Videos in biology and US history
ASE - US history chapter 1 test
ASE - Economics e-flashcards and self-testing

Indicator 6.2: The institution gathers learning data from multiple sources, disaggregates
and analyzes the results, draws conclusions, and makes recommendations for change based
on assessment results.
 To what extent do the administration and faculty frequently meet to analyze student
learning data and use results to improve the educational program of the school?
 What changes have faculty made in teaching methodologies or instructional strategies to
improve learning as a result of learning data analysis?
 How does the school document the conclusions it reaches when analyzing student
learning data so that recommendations can be made to address key issues?
 How are assessment results integrated into the institution’s teaching and learning process
with a focus on individual student learning?
 How are the results of data analysis connected to the schoolwide Action Plan so that
student learning needs are the driving force of the school?
 How are assessment results evaluated with school SLOs in view?
Gathering and analyzing assessment results and making recommendations for change
Although each department reviews some of its student achievement data, a schedule of regular
and frequent meetings to analyze and improve the educational program is needed. Assessment
results need to be evaluated with the SLOs in view. This will be the majority of work detailed in
our Action Plan.
ESL - Teachers use a variety of assessments to determine whether and to what extent students
have mastered the skills and content required for promotion to the next level. We continually
monitor student performance and modify instructional practices to meet student needs. In faceto-face classes, textbook unit quizzes and tests, end-of-trimester tests, EL Civics assessments,
and CASAS reading and listening tests allow teachers to identify students in need of extra help
or students who should be transferred to another ESL level.
Distance learning teachers monitor and assess student progress on the basis of written homework
assignments and periodic meetings with each student. Students are given the next homework
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unit if they pass the previous unit test at 80% or higher and complete all parts of the assignment
with 80% accuracy. If a student’s work does not meet this standard, he or she will either do the
unit again, or be moved to a lower level.
In ESL, teachers keep a progress folder for each student on file. Folders contain assessment
results from multiple sources: CASAS tests, textbook unit tests, end-of-trimester speaking and
writing tests, EL Civics assessments, Interactive CD-ROM progress logs (CD-ROM furnished
with textbook), and other evidence of student progress as deemed appropriate by the teacher.
This documentation is used to determine level placement for the following school year.
Assessment results are also used to ensure that instruction in each ESL level provides a strong
foundation for, and facilitates a smooth transition to, the next level (or in the case of Intermediate
ESL, to the ABE program).
The ESL Coordinator provides staff with updated CASAS test reports at least once every
trimester. At the beginning of this school year, we looked at CASAS pre-test scores to determine
correlations between test scores and student performance in class. Teachers noted several
instances in which the pre-test score validated the teacher’s in-class observations, confirming
that a student needed to be moved to a different level. Pre-test results also show that students
who have studied English in home countries where grammar and reading are emphasized tend to
score higher on CASAS reading tests relative to their oral language level. However, our program
focuses on oral language, so students’ speaking and listening skills generally determines level
placement. ESL staff recognizes that with sufficient infrastructure and staffing, it would be more
appropriate to test all ESL students in the listening modality for CASAS.
We also reviewed the end-of-year CASAS and EL Civics test results for 2012-2013. The ESL
program generated more paypoints in both CASAS tests and EL Civics assessments than the
previous year. Teachers believe this is due to the more rigorous school wide attendance policy
that was implemented in the fall trimester of 2012 and the adoption of a textbook series
emphasizing CASAS and EL Civics competencies to a greater extent.
ABE - When students enter the ABE program, their skill levels in Reading, Math, Writing, and
speaking are evaluated via CASAS reading tests, mathematics skills assessments, a written
assessment, and an informal interview. The teacher uses those tools to place the student into one
of three levels of ABE: Beginning, Intermediate, Advanced. Individual student progress
continues to be evaluated by individual teachers and as a department throughout the year with
CASAS testing data, mid-year and end-of-year TABE tests, writing evaluations, and informal
teacher/student conferences. The promotional test to advance to the high school diploma
program or GED® courses consists of a minimum score of 6.0 on TABE Reading
Comprehension and TABE Mathematics Computation, and an exit-level score on a paragraph
writing sample. Because of issues in accessing the TABE data, this data has not been aggregated
and/or reviewed and analyzed to determine overall student learning needs or key issues. This is
an area of need we hope to see improved with the implementation of TABE Online Adaptive
(fall 2014).
The department reviews CASAS scores and TABE scores in staff meetings twice/year.
Individual teachers review CASAS results four times/year. No major curricular changes have
occurred as a result of this analysis. More effort is needed to review the skills behind the
questions. Based on major areas of need shown by the TABE results in winter 2014, an
independent portion of class is being piloted that will tailor a student’s course of study to the
need shown by the test results and their paragraph writing.
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ASE - Monthly faculty meetings in the ASE include regular discussions about student outcomes
and progress. Assessments and materials are regularly reviewed with staff and administration to
judge appropriateness and level, and adjustments are made to tailor instructional materials to the
specific needs of the current student population. During monthly staff meetings, books and
assessments are discussed when a need is demonstrated by one of the staff members. The school
principal may also request that a class be developed in the ASE program in order to be
compatible to the classes at CCHS. For example, the Literature 12A class was created last
summer because our ASE 12th grade English classes did not include the same class materials
offered at the high school.
ASE policies are documented in a wiki, allowing all staff members access and input to
policies regarding key issues in student learning. Changes are made on an ongoing basis to allow
flexibility in addressing any difficulty discovered while analyzing student outcomes. The process
of evaluating student outcomes in the ASE is an ongoing process. The instructional process is
changed or modified on a continuing basis as need is determined through informal observation
by multiple staff members. The faculty and administration as a whole is dedicated to providing
the flexibility to address the changes in the student population, as well as individual variation,
and redesign the instructional materials and delivery to provide the most effective
implementation. For example, ASE faculty has incorporated multiple learning methodologies,
including computer-based, Internet based, and multimedia instructional materials to provide
students with multiple learning modalities. To enrich the students’ experience and supplement
their learning, we added such things as biology videos and labs, US history videos, research
projects, Civil War CDs, Spanish interactive software. The intention of these additions is to try to
instill in our students a joy of learning. We want the classes to inspire them, to encourage them to
think beyond the books, to see the material learned in action. There is no formal data for this, but
staff believes that ASE students are enjoying what they are learning.
Data analysis results connected to SLOs and Action Plan
Through our self-study process, we are just beginning to analyze student achievement data in
Leadership Team meetings and recognize the need for analysis with both learner outcomes and
the SLOs in view to be the primary focus of our Action Plan.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Evidence:
Department staff meeting minutes
ABE – Intake assessment forms
ABE – Lesson plans
ABE – TABE results data
ASE - Meeting with principal resulted with the development of a new English 12
class
ASE - Teacher/student agreement plan
ASE - Civil War CDs, government essay topic for test, vocabulary list in biology
ASE - Annotation in student folders, Staff Stuff binder, TLC list
ASE - Student work sample in testing, essays, videos, Power Point, research
ASE - Student survey
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Indicator 6.3: Student learning data analysis is used to make institutional changes that
enables students to reach educational goals and achieve academic success.
 How often do the administration and faculty meet to talk about student learning levels,
assessment results, etc.?
 To what extent do faculty members use formative and summative assessment results to
modify learning and teaching approaches?
 How has the analysis of learning data impacted the instructional program of the school
and improved learning levels for students?
 How does the school use assessment results to evaluate the effectiveness of the programs
and courses it offers?
Student Learning Data Analysis
The school’s Leadership Team meets monthly or twice/month to review issues pertinent to the
school; however, this has not yet included in-depth analysis of student learning data. Program
coordinators, teachers, and aides meet at regularly scheduled staff meetings in each department,
as well as informally, to discuss student learning levels. No other regular analysis of learning
data is taking place at this time at the institutional level. This process of self-study has
highlighted our need for more focused attention on regular evaluation of our student achievement
data. Another goal for CCAS is for the CASAS coordinator to meet with program coordinators
at various times per year to address issues related to student learning levels and interpretation of
assessment data.
Using assessment results to analyze instructional program and inform change
The use of formative and summative assessment is present in all departments, but how each
department uses these assessment results to modify learning and teaching differs by department.
It is an area of need for all departments to formalize their learning data collection and analysis in
order to inform any changes that are needed to the instructional program.
ESL - The ESL staff uses data gathered both formally and informally to assess the extent to
which our program is meeting our students’ needs. One major area we have identified for
improvement is computer skills. We identified this area of need by an informal observation of
student computer use in class. It is also a departmental need to develop classroom-management
strategies that will allow all ESL students the opportunity for computer-based learning (only
three teachers currently instruct students on computer use in the classroom).
Using homework completion data, Distance Learning staff determined that a digital information
system would facilitate monitoring and assessment of student progress. We now have access to a
shared drive on our computers, enabling staff to view student progress information more easily.
With this system, staff working at different times of the day can provide information on student
needs and progress in one central location.
ABE - Teachers use formative assessments informally whenever new material is presented in
class as a way to evaluate student learning. Some of those forms include supervising paired
student problem-solving, student board work, and small group work that illustrates a goal of the
lesson, and evaluating rough drafts of topic sentences written from a writing prompt in class.
Teachers can then be alerted to any difficulty a student is having before a summative assessment
is issued, such as an end-of-unit vocabulary test or a paragraph writing assignment. End-of-unit
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math assessments are used to evaluate a student’s skill level, and a student must pass with 80%
skill mastery before moving on to the next skill chapter or book.
If teachers discover that student is having difficulty with the material, that student has the
opportunity to work one-on-one with a volunteer tutor or aide to remediate the skill. There is also
an Independent Study period in class twice/week when students can work on additional practice
of the skill. Identifying students who are having difficulty and honing the Independent Study
portion of class is an area of need for ABE.
We hope for even more focused instruction based on TABE Adaptive Online results in
2014-2015. A more detailed analysis of student scores at entry and mid-year will help teachers to
identify areas of need for ABE students and can help focus their Independent Study for the year.
As mentioned previously, a writing rubric is in development in school year 2013-2014, and will
also help inform our instruction and possible remediation for ABE students in the future.
ASE - The ASE program coordinator meets monthly with staff to discuss class assessments,
GED® pre-testing results, Star Reading and Stat Math diagnostics, and its own CASAS
benchmarks. The formative assessments at ASE show the result at the end of a chapter, unit, or
class completed. It is an accountability measure that is generally used as part of the grading
process. The summative assessments are used when students prepare for the formative
assessment. This can be found on the practices students show before testing, the goal setting they
fill up when starting a class, the pre- and post-testing of the GED®, and the diagnostic for
reading and math before and after taking a class. Both types of assessments are taken into
consideration when staff develops new learning and teaching procedures. GED® students
discuss a plan of action with teachers after they take the pretest. Teachers analyze the results and
create an individualized plan for each student according to his/her needs and time available.
Students retake the GED®, which we call a post-testing, after a period of time. The result is
again analyzed by teachers. This may give a sign to the teacher that the student is ready to take
the real GED®, or that he should continue on the original plan, or that there is a need to make
adjustments in the plan.
Students’ learning results are used as a gauge that helps us make decisions about the
difficulty level of the educational material used. When needed, changes are made to
accommodate and assist student understanding. These changes may include videos, online
classes, worksheets, electronic flashcards, self-quizzes, and Cornell notes.
1.
2.
3.
4.
5.
6.
7.
8.

Evidence:
Department meeting minutes
ABE – Lesson plans
ABE – Independent Study logs based on student learning needs
ABE – Tutor logs
ASE - GED pre testing and GED student plan
ASE - Star Reading and reading plan
ASE - Lecture classes in math and writing
ASE - Passing grade is 70%, with option to redo test when needed. Redo only after
remediation work
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Indicator 6.4: Assessment results are reported regularly to all stakeholders so that
accountability can be maintained and that student learning remains the focus of the school.
 How often are student learning results reported to appropriate stakeholder groups, i.e.
governing body, faculty, and community members? How is this done?
 What processes are in place to use learning data analysis as a way to identify students
who require additional help?
 How are learning results reported to the community at large?
Assessment results reporting and learning data analysis for remediation
Assessment results and recommendations for remediation are reported to students in various
ways by department:
ESL - Students are notified of their unit test results, CASAS test results, and EL Civics results
immediately after each test. Unit test results are corrected in class by teachers. CASAS test
scores are reported to students through a score reporting sheet. EL Civics test results are reported
to students orally (pass/fail). Assessment results are recorded in student folders and teachers
review student learning data throughout the year to determine the need for additional help.
Teachers also use observational data on student participation and progress. It should also be
noted that, because we are such a small program (7 teachers, 3 levels, 9 face-to-face classes—all
in one small building), teachers can and do easily meet informally to discuss student learning
results on a regular basis. Faculty are formally notified of student learning results at the end-ofyear staff meeting.
ABE - Students are notified of their CASAS scores immediately after testing (4 times/year), by
student/teacher conference for their first test, and on individual student score reporting sheets for
subsequent tests. Students are notified of their TABE scores within a week of the test by
student/teacher conference. It is a goal of the department that this conference would result in a
goal creation and planning form for the student to use during his/her independent study time each
week. Any remediation would take place during this independent study time. End-of-unit tests
are reviewed in class, as is progress on individual students’ math contracts.
ASE - Diploma students receive their assessment scores on the same day or the day after they
test. Students’ results are posted in the student plan for the class they are taking. Teachers and
students have a copy of each student plan. Students who are performing poorly are discussed
during staff meeting and an action plan is devised for that particular student. If the student still
continues to perform poorly, further plans and modifications are made. Students who have five
or less classes to graduate are “promoted” to a blue folder. The “blue folder” students are
considered potential graduates. These students are monitored and coached carefully.
GED® Predictor results are analyzed and discussed with a teacher in one-on-one basis,
and a plan of study is created for each student, which may include a post-test after some time of
progress. Any student whose score is very low may be referred to the counselor and they may be
asked to strengthen skills in ABE until they are ready to move back to ASE. The coordinators of
both programs discuss the immediate academic needs of those students. CASAS scores are
reported to students after each testing period.
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From time to time, it may become necessary in ASE to monitor a student’s reading level.
Students who are not performing well in a class and for whom English is not their first language
take the Star Reading test to check their reading level. If the reading level is low (below 6th
grade), we create a reading plan using Accelerated Reading books. Students start reading books
from the list provided. We try to match the reading level with the book assigned. When a student
finishes a book, s/he takes a comprehension test. If s/he performs well, we choose another book
at a little higher level. We recommend that the student retake the Star Reading test six months
after the first test.
GED® and diploma results are reported to the Culver City Board of Education annually.
Other stakeholders have also been notified of student learning results since the self-study process
began in 2010. Staff have been notified through reading the Student/Community Profile as part
of focus groups. The Principal presents an annual report to Board of Education members on the
Adult School’s student learning gains for that year. More effort is needed to report student
learning data to members of the community, other than our dedicated classroom volunteers who
are aware as part of their participation on self-study focus groups. It is a goal of the Leadership
Team of the school to involve more of the community in learning about our programs and
successes of the Adult School.
1.
2.
3.
4.
5.
6.
7.
8.

Evidence:
Principal’s presentation to school board
ABE – CASAS Results reporting sheet
ABE – Lesson plan with CASAS score conferencing
ABE – Math contracts
ESL - Student folders
ESL - Distance Learning progress logs
ASE - TLC list, Staff Stuff binder, teacher/student agreement plan
ASE - Student plan score keeping

Indicator 6.5: The institution relies on assessment results for institutional planning, Action
Plan revision, and resource allocation.
 Who is involved in the institutional planning of the school? Are all stakeholders
represented?
 How often is learning data analysis used to assess the relevance and appropriateness of
course offerings at the institution?
 To what extent does the governing body and administration make financial allocation
decisions based on the analysis of learning data?
 In what way has the assessment of learning data resulted in the modification of the
schoolwide Action Plan?
Assessment results for instructional planning
The planning of the school takes place at once- or twice-monthly Leadership Team
meetings. Program coordinators, principal, secretary, and counselor are present. The counselor
communicates important information with students at monthly Student Council meetings.
Student Council representatives report to the students in the classrooms, and then report back to
the Student Council. The counselor reports back to the Leadership Team. In this way, many
stakeholders are represented. More effort is needed to report to the greater community at large.
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It is the goal of CCAS to use learning data analysis to drive our curriculum and
instructional program, but this has not been achieved yet. At that time, it will be clearer to the
administration which financial decisions make sense in the light of the data.
Evidence:
1. Leadership Team meeting agendas and minutes
2. Student Council meeting agendas and minutes
3. Student transfer from ASE to ABE due to GED pretesting, Star Reading, or Star
Math results
4. ESL student transfer to ASE due to pretesting result

Strengths:
 Regular and comprehensive evaluations provide many opportunities for gathering student
learning data across all departments.
 The CASAS eTest system allows for immediate feedback to students and facilitates
teacher monitoring of results
 TOPS Enterprise software allows for analysis of learning data in multiple ways
 TABE Adaptive Online has been purchased and is awaiting implementation in fall 2014

Key Issues (Prioritized):
1. A schoolwide system for collection and review of student learning data needs to be
planned and implemented in order to inform any changes to the instructional program
and/or allocation decisions
2. Schedule needs to be set for regular evaluation of courses in regard to depth, breadth,
rigor, and sequencing
3. Assessment results need to be evaluated in light of learner outcomes and the SLOs
4. Communication of assessment data, school successes and needs, to all stakeholders needs
to be improved
5. TABE Adaptive Online needs to be implemented
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CRITERION 7
Student Support Services
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Criterion 7: Student Support Services
Criterion: The institution recruits and admits students who are able to benefit from its
programs. Student support services address the identified needs of students and create a
supportive learning environment. The entire student pathway through the institutional experience
is characterized by a concern for student access, progress, learning, and success. The institution
systematically assesses student support services using School-wide Learner Outcomes, faculty,
staff, and student input and other appropriate measures in order to improve the effectiveness of
these services.
Summary:
Culver City Adult School currently admits all students who are interested in pursuing
their education. Initial guidance and placement are strong, through advisement by
knowledgeable support staff, credentialed counselor, and program coordinators.
Teachers, aides, and dedicated volunteers support students’ academic needs in class.
Active Student Council provides a voice for the student body and a means of
communication between students and administration. Occasional workshops address
some of students’ needs regarding job search and further education, yet more data
needs to be collected as to student support needs. More planning is needed to actively
address these needs with guidance and interventions when necessary.

Indicator 7.1: The institution provides sufficient student support services that enhance the
learning environment and encourage the achievement of School-wide Learner Outcomes.
● What specific support services are provided to the students by the institution?
● To what extent does the institution offer financial aid counseling, learning resource
assistance, academic counseling, personal counseling, technology support, and health
services?
● By what means does the institution assure the quality of its student support services?
● How does the institution demonstrate that these services support student learning?
● How is information regarding student services shared with students so that they know all
the options available to them?
Support Services
Culver City Adult School provides basic student services that support student learning.
Academic, career, and personal counseling are available by the credentialed counselor by
appointment as well as on a drop-in basis. The counselor position is full-time, yet counselor
splits her time between the adult school and Culver Park High School. Counseling hours are
varied to provide access to both day and night students, and continue to evolve based on the
needs of adult school students. The counselor has on hand resource information for use when
referrals are needed. The counselor also serves as Chief Examiner of GED® Testing at the
CCAS Testing Center. She is supported in this role by the school’s budget secretary, who serves
as a GED® Examiner.
Teachers’ aides in each department and classroom volunteers from the local community support
students and teachers in the ABE and ASE programs:
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ASE - The ASE staff and students have been fortunate to have educated and trained aides, as
well as knowledgeable, pleasant, and responsible volunteers for many years. A few of them have
been awarded the See’s Candy Volunteer of Year by the Culver City Education Foundation.
Volunteers’ hours and days vary. There is a volunteer schedule in the classroom. Some students
wait to see a specific volunteer while others will get help from any one of them. These people are
indispensable due to the one-on-one teaching style of the program, the open entry/open exit
policy, and the fact that we teach many classes at the same time in one room.
ABE – The department has one aide, who works four mornings and two afternoons per week.
The evening class does not have an instructional aide. The aide and volunteers augment teachers’
lessons by providing students with one-on-one remediation or small-group practice of the lesson
objectives. Volunteers are District-approved and screened, and work one three-hour shift each
week. ABE currently has approximately fifteen dedicated volunteers; many have been with the
department for several years. The impact on student learning has not been formally studied, but it
does allow students who would not normally be able to take part in a large-group, teacher-led
class to work at their own level and still remain connected to the class. Right now that portion of
students comprises approximately 10% of each class. ABE would benefit from allocated
meetings that would allow for volunteer tutor training and support.
The principal maintains an open-door policy and any student concerns can be discussed with her
when necessary. Professional referrals are made through the counselor or principal.
Faculty and administration has provided students with curricular enhancement activities that
demonstrate our commitment to the Student Learning Objectives. These workshops have been
offered from time to time, but there is no schedule for their continuation or follow-up. Past
workshops have included:
 Resume writing (Skilled Workers/Technology Users)
 Successful interviewing techniques (Skilled Workers)
 Career and college preparation (Lifelong Learners)
 Job search (Skilled Workers/Technology Users)
 Study skills (Lifelong Learners/Critical Thinkers)
 Getting financial aid for college (Lifelong Learners)
 Disaster preparedness (Strong Members of Their Families and Communities)
 Parenting skills (Strong Members of Their Families and Communities)
Quality of student support services/Supporting student learning
There are no formal measures in place to evaluate the quality of student support services at
CCAS.
Sharing information about support services with students
Information regarding workshops is disseminated to the entire school population (ESL, ABE,
and ASE) at student council meetings, as well as on a hallway bulletin board, email to staff, and
announcement in staff mailboxes. Counselor maintains a job board in the main hallway that is
accessible to all students. A Student Handbook detailing policies and procedures of the school is
in planning by the Leadership Team. The counselor has a goal of visiting classrooms
once/trimester to meet students and to explain further educational options at the school.
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1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Evidence:
Leadership Team meeting minutes
Schoolwide volunteer list
Volunteer applications
Department meeting minutes and sign-in sheets
Student Council meeting minutes
Workshop fliers and attendance sheets
ABE – Volunteer handbook
ABE – Volunteer sign-in sheets
ABE – Volunteer tutor logs
ABE – Volunteer meetings minutes
ESL - Placement explanation and materials
ASE – Volunteer schedule

Indicator 7.2: The institution designs, maintains, and evaluates counseling and/or
academic advising programs to support student development and success in the transition
to further education or employment opportunities.
● How does the institution develop, implement, and evaluate counseling and/or academic
advising?
● How does the counseling or academic advising program assist students directly with their
transition to advanced educational opportunities or connection to employment
opportunities?
● What professional development opportunities are provided to school counselors or
advisors?
Development and evaluation of counseling/advising
Currently, there is no system in place for evaluation of the counseling program.
Assisting students with transitions
Students are advised of their opportunities when they meet with a counselor upon enrollment,
and/or if they transition within programs at the adult school. The new counselor is still in
development of a program for our current students to explore further education or employment
opportunities, which may include a guidance calendar, a college board with free college
workshops, and check-in visits to students in the high school diploma and GED® programs.
Another goal of the adult school is to create a follow-up survey for current students to get their
feedback on our admissions, placement, and guidance processes.
Professional development for counselor
The counselor attends GED® workshops and other professional development opportunities.
1.
2.
3.
4.

Evidence:
Email invitation/registration forms
Counselor monthly calendar
Flyers
California Results-Based School Counseling and Student Support Guidelines 2007
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Indicator 7.3: The institution provides support for all students from the recruitment and
admissions phase to the successful completion of the school program of choice.
● How does the school address:
○ Marketing, community awareness, recruitment of new students?
○ Transitioning new students into the school?
○ Providing meaningful learning experiences for students?
○ Transitioning students into job placement or further education?
○ Assessment of success in years that follow to ensure that the students reach their
desired outcomes?
● To what extent does the school have clear admission policies in line with its mission that
guides student admission?
● To what extent does the institution provide students with information on school policies
and procedures that clarifies expectations that impact them?
● How are students given counseling regarding the completion of their program so that they
stay on track and successfully meet their goals?
Support from admissions to completion
Students are supported upon entry and as needed as they progress through programs at the
school:
 New students are greeted into our programs by an extremely knowledgeable office
support staff, which routes students to the appropriate department or counseling service.
The enrollment phase for a new student starts with placement testing to ensure
appropriate assignment in a program.


All new students interested in high school diploma or ABE attend an individual
counseling appointment prior to enrollment. TABE placement testing is offered to ensure
accurate placement in our programs (some students are routed to ABE for remediation).
If TABE reflects an appropriate grade equivalent, transcripts are requested and evaluated
and the student enters the Independent Learning Center (ILC). Interested GED® students
are given a GED® predictor test in the ILC. As mentioned in our response to Criterion 6,
after pre-testing, the student meets with an ASE teacher to discuss the result and develop
a study plan of action. That plan is written in the student’s folder and in the teachers’
folder for that student. The result is again analyzed by teachers to determine if the student
is ready to take the real GED®, or if more adjustments need to be made to the student’s
original study plan.



Interested ESL students are given placement tests in listening, speaking, reading
(CASAS), and writing, and may be placed in ESL classes, distance learning, or ABE if
they score higher than the intermediate level in oral skills (speaking and listening). Intake
personnel use a rubric to determine class placement. Since there is no longer a Beginning
Literacy class on site, students at this level are placed in Distance Learning. Students who
are waitlisted for an onsite class are offered enrollment in Distance Learning as an
alternative while they wait for a space in the teacher-led class. Because our school
brochure lists and describes ESL Distance Learning as a separate option, some student
state their intent to enroll in DL at the beginning of the placement process because their
schedules don’t allow them to attend a teacher-led class.
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Once students have been placed in programs, teachers and aides continue to monitor the
validity of that placement through formal and informal assessments. Volunteers and aides
in ABE and ASE assist teachers with ensuring that all students have access to
achievement of learning objectives. In order to provide better help and encourage
students towards successful progress to graduation, potential graduates in the ASE
program (5 classes or less needed to graduate) are separated into a cohort halfway
through the school year to receive additional support and coaching. This is done by
putting those students’ records in blue folders in a separate drawer and providing these
students with close attention to help them achieve their goal. ASE staff members become
“grad coaches” to a specific list of students to mentor and coach them toward their goal,
and provide intervention if needed. Each coach tracks the performance and attendance of
their students. A coach may call the student, email, meet, set date goal for testing, etc.



Workshops on job placement and further education are offered periodically. It is a goal of
the adult school to design a good follow-up survey for graduates to check up on their
progress after they leave. As mentioned previously, another goal is to create a student
handbook so all school rules and other pertinent information can be consistent and
disseminated among the departments. Once per year, students in the ASE program visit
ABE and ESL students to provide peer mentorship and educate them about their next
transition within the adult school.

Policies and procedures
CCAS does not have any admission policies, besides a willingness to learn. A $20/semester
registration fee is required for our academic programs. The school publishes a brochure four
times per year (fall, winter, and spring trimesters; summer program). Sent by mail, these
brochures advertise the adult school program to the local community of Culver City and to five
other zip codes in the West Los Angeles area. There is no recruitment policy because our
students come to us through student word-of-mouth, or by referral from other local adult schools
that have recently closed. Principal sends a monthly email to teachers to share information,
policies, and inspiration to students and faculty. These sections are called, “Veronica’s Corner”
and “Information for Students and Staff.”
Program completion counseling
Students are given counseling upon request. It is a goal of the counselor to develop a system of
identification of potential graduates or program completers and offer them an opportunity for
mid-year guidance, although current understaffing and scheduling constraints have not provided
for that yet.
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1.
2.
3.
4.
5.
6.
7.
8.
9.

Evidence:
TABE intake assessments
School brochure
Principal’s monthly email blast
Documentation of ASE students visiting ESL and ABE students
ASE - GED® predictor test
ASE - GED® post-test
ASE – Student plan (in student folders and teacher folders)
ASE – Blue student folders
ASE – Potential graduate coaching group lists

Indicator 7.4: The institution regularly evaluates student needs in order to provide
support services that increase the likelihood of success for all students.
● How does the institution research and identify the learning support needs of its student
population and provide appropriate services and programs to address those needs?
● To what extent does the institution offer appropriate extra-curricular and co-curricular
programs (whenever possible) that meet the needs of its constituency?
● How are online services and services at off-site locations evaluated?
● How frequently does the institution evaluate student support services and revise what is
offered to meet current student needs?
Identifying student support needs
The main avenue for students to provide feedback concerning the student services they need or
desire is through the Student Council. The group meets once per month under the counselor’s
tutelage to plan extra-curricular activities and provide feedback to administration regarding
student body concerns (cleanliness, parking, etc.). The Leadership Team seriously considers all
suggestions made by the student representatives and follows up on requests. Representatives
report back to their classes and communicate reciprocally. Continued and frequent
communication between the teaching staff and the counselor ensures that changes and additions
to the program are implemented in a timely manner when needed.
Within the classrooms, teachers evaluate students’ needs using a variety of assessments.
When necessary, teachers refer students to the counseling office. Any student who believes s/he
has been misplaced can be redirected with the teachers’ and counselor’s approval. Referrals to
community organizations are made when appropriate. One major change to the school’s
curricular offerings was that due to high attendance and interest, an extra ESL conversation class
was added beginning in fall 2013.
Evaluation of current student needs
There is no current system in place for the evaluation or revision of student support services
based on the current student needs. The need to further identify students’ needs through data
collection of surveys and interviews is recognized by the Leadership Team.
Evidence:
1. Student Council meeting minutes
2. Student council representative notes
3. Blood Drive flier 2013
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Indicator 7.5: The institution maintains student records permanently, securely, and
confidentially with provision for secure backup of all files.
● How does the institution publish and follow established policies for release of student
records?
● To what extent are there institutional policies in place that govern the maintenance and
security of student records?
● To what extent are all student records kept in a secure location and protected from fire
damage or loss?

Release of student records
Policies are in place regarding the release of student records. Upon completion of a course, credit
is issued by the teacher and inputted into the adult school computer database (ASAP2000) by the
counselor. Official transcripts of previous high school coursework as well as adult school courses
of students completing requirements for the high school diploma are also entered in ASAP2000.
Maintenance and security of student records
Efforts are made to maintain the security of our students’ records:
ESL - EL Civics assessment data is kept on file in the ESL office for three years, accessible to
staff. EL Civics test records are created in TOPSPro Enterprise to record pass/fail results for each
individual student. Additionally, all ESL teachers keep on file in their respective classrooms a
folder for each of their students. Unit test results, EL Civics assessments, CASAS scores, and
other classroom student work that is deemed appropriate is accumulated throughout the school
year. At this time, these folders do not progress with students to their next year class.
ABE – TABE materials and student achievement results are kept in locked file cabinets. With
impending implementation of TABE Adaptive Online, records will soon be computerized.
Student writings, math contracts, and test result reporting sheets are kept in student folders in the
classroom, accessible to students.
ASE - Student files for the ASE program are kept in metal file cabinets in the counselor’s office.
Access is available to the counselor and the coordinator of the ASE program. Transcripts are
generated and released to students in person, or with a signed request form that includes name of
student, date of birth, and signature.
GED® - Records are kept in a state database. In addition, Culver City Adult School is an
authorized testing center and required to maintain monthly testing records. Records are kept in a
locked cabinet in a storage room. Examinees can request their official test records from the state
ETS/GED office only.
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CAHSEE – The examination is administered at the adult school four times per school year:
October, February, March, and May. CAHSEE files are kept in a dedicated file cabinet for
CAHSEE material/records in the storage room. A copy of the CAHSEE results is put in the
student file in the counselor’s office, and the scores and pass/fail results are inputted into the
ASAP 2000 student database.
CASAS - Student results for ESL, ABE, and ASE are stored in the adult school’s local test
system; results are exported on a regular basis into TOPSPro Enterprise.
Attendance - Records are secured in the ASAP 2000 database, protected by password.
There is no protection for the school’s paper records against fire damage.
Evidence:
1. ESL - File drawer in ESL office for student placement packets
2. ABE – TABE materials
3. ABE – Student classroom folders

Indicator 7.6: Institutional information is easily accessible to all stakeholders and
prospective students and is free from misrepresentation or false promises.
● To what extent does the institution provide a catalog for its constituents with precise,
accurate, and current information?
● How does the school clearly identify where publications with policies and procedures can
be accessed?
● How does the school assure that accepted students can benefit from the program they
enter?
● How does the school document the accomplishment of the intended outcomes?
Catalog of current information
The adult school publishes a brochure three times per school year. The school also maintains a
website where current information can be accessed regarding course offerings, class schedules,
important dates, and fees. All information is reviewed by program coordinators each term to
ensure accuracy and is free from misrepresentation and false promises. The brochures are mailed
to several neighboring zip codes (recently determined from the demographic information of our
current student population). The school, an integral part of the Culver City Unified School
District and community since the 1950’s, is located on a busy, central boulevard in Culver City.
Two signs outside the building identify the school, and a large, lit marquee advertises trimester
dates and programs.
Assurance of student benefit
The school can assure its students that they will benefit from the program they enter by providing
that student opportunities to be initially assessed for placement, and continually evaluated
throughout their tenure here to ensure they remain in the right program to meet their goals.
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Documenting student accomplishment
Student accomplishments are celebrated in several ways at CCAS, yet we are open to
determining still more expansive methods of documenting our students’ accomplishments to the
greater community:
 The Principal gives an annual report to the Board of Education to share our students’
accomplishments, including test scores and graduation rates.
 A graduation ceremony is conducted each June at Culver City High School and is open to
all stakeholders and community members. The Board of Education attends and
participates by handing out diplomas to our graduates. Scholarships are awarded. ASE
awards several students for high achievement. ABE students are given certificates for
program completion at this time.
 Student accomplishments also have been published in the District’s Culver Currents
publication.
 In their respective classes, ABE students receive awards for Best Attendance and Most
Improved Student each June.
1.
2.
3.
4.

Evidence:
ESL Placement materials
Graduation speeches
Graduation bulletins
Graduation awards lists

Strengths:
 Credentialed counselor
 Strong placement process for new students
 Active student council to represent student needs
 Community volunteers support several of our academic programs
 Articulated progression and transition from ESL to ABE to ASE and graduation
 Strong support for our programs by our Board of Education
Key Issues (Prioritized):
1. Identification needed of student support needs through data collection (surveys and
interviews)
2. Formal measures for routine evaluation of the quality of student support services need to
be established
3. System needed for evaluation of the effectiveness of the counseling program
4. Program needs to be developed for current students for exploration of further education
and/or employment opportunities
5. Greater publication of Culver City Adult School success stories in more public forums
needed
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CRITERION 8
Resource Management
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Criterion 8: Resource Management
Criterion: Financial resources are sufficient to support student learning programs and services.
The distribution of resources supports the development, maintenance, and enhancement of
programs and services. The institution plans and manages its financial affairs with integrity and
in a manner that ensures financial stability. The level of financial resources provides a reasonable
expectation of both short-term and long-term financial solvency.
Summary:
CCAS has sufficient resources to maintain its current level of programs and services through
2014-2015. The expansion of programs and services in 2015-2016 and beyond will be
partially driven by the work of the AB 86 Los Angeles Regional Adult Education Consortium
and state funding of K12 adult education since the LCFF does not have a mechanism for
funding adult education.

Indicator 8.1: The institution has sufficient resources to offer its current educational
courses and programs.
● Has the school stayed within budget for the past three years?
● What evidence is there that the institution has sufficient revenues to support educational
improvements?
● How does the institution review its mission and goals as part of the annual fiscal planning
process?
Budget:
Culver City Adult School has operated within budget for the past three years. However, this was
a reduced budget from the previous years. All CBET, CTE and Program for Older Adults
classes were eliminated by the end of the 2009-2010 school year because the school had been
operating over budget and because the District exercised its Tier 3 flexibility authority. CCAS’s
current budget includes funds from state allocations, WIA grant, and revenue from the Summer
Program 4 Kids, class fees, and book sales.
Revenue:
The adult school has sufficient revenue to support educational improvements in technology,
instructional materials and staffing. CCAS administration has historically dedicated funding for
technology to support education. Most recently, all classrooms were outfitted with Bright Links
technology that enables the whiteboard to operate like a Smart Board but saves space. In
addition, document cameras were purchased for each department. We have also purchased new
curricula and supplemental textbooks as needed, including classroom copies of texts.
Review of mission and goals in fiscal planning:
Since the adult school’s budget has remained relatively unchanged for the past three years,
CCAS has continued to offer the same programs and classes. Therefore, the fiscal planning is
not thoroughly reviewed based on the fact that there are very few changes that can be made
without changing our core programs of ESL, ABE, and ASE. In addition, various people keep
financial data in multiple formats, making it difficult to use for planning because it is not easily
accessible and hard to read. The principal has begun to create spreadsheets to transfer the data to
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make it readily actionable for decision-making. The principal solicits input based on goals and
needs from staff through regular meetings with the leadership team as a whole and department
coordinators individually. These discussions include staffing, instructional material, and
technology needs to support the existing program as well as to improve the program.

1.
2.
3.
4.

Evidence:
Budget sheets
PRs
Principal’s budget spreadsheets
Meeting agendas, notes, & sign-in

Indicator 8.2: The institution operates with financial integrity and transparency and has a
management system in place with appropriate control mechanisms to ensure sound
financial practices are followed.
● To what extent are clear financial operating procedures in place with appropriate checks
and balances?
● What do the annual audit statements reveal about the integrity of the institution’s
financial management?
● How does the institution provide timely corrections to audit exceptions and management
advice?
● To what extent does the institution regularly review financial policies and practices and
adjust to changing needs and conditions?
● How does the institution report regularly to all stakeholders with financial updates and
decisions?
● To what extent is there sufficient cash flow to maintain school programs?
● To what extent are there sufficient reserves in place to respond to emergencies and
budget shortfalls?
● To what extent does the institution have sufficient insurance?
● How does the institution oversee financial aid, grants, externally funded programs,
contractual relationships, auxiliary organizations, and institutional investments and
assets?
Checks and balances:
CCAS follows district guidelines as it relates to all financial operating procedures including
personnel and non-personnel expenditures. Purchase requisitions and petty cash transactions are
created by the budget secretary and must be approved by the principal. All transactions are
submitted to the district’s fiscal services department and are reviewed and audited annually by
district auditors. All cash register transactions are reconciled by the principal’s secretary and rereconciled by the budget secretary.
Audits:
CCAS is audited annually as part of a district wide audit. In addition, the district fiscal services
department monitors the adult school’s fiscal processes and transactions monthly. The last audit
was for fiscal year 2012-2013. We have never had an audit finding.
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Financial policies and practices:
Financial policies and practices are reviewed regularly each year in discussions between
principal and the fiscal services director. These meetings take place on an informal and formal
basis, but happen at least once every other month.
Report financial updates:
The District administrators and the Board of Education must approve all adult school budgetary
decisions that relate to personnel prior to hiring. The Assistant Superintendent of Educational
Services, the Assistant Superintendent of Business Services, and the Superintendent sign off on
non-personnel items prior to purchase. The expenditure is then sent to the Board of Education
for oversight. All Board meeting agendas and minutes are available for public access via the
district website.
Sufficient cash flow, reserves, & insurance:
CCAS continues to work within budget to provide for necessary expenditures to maintain school
programs. The District maintains a 5% reserve that is 2% above the 3% required by the state by
Education Code. The business services department maintains required insurance for all
programs (pre-K through adult school) to cover any incident as needed.
Oversee:
Scholarships are maintained in an ASP account and are awarded to students that qualify based on
their enrollment in college courses following graduation from the adult school. Our federal
WIAA Title 2 grant is managed by the principal in conjunction with the district’s coordinator of
State and Federal Programs as well as business services. All adult school assets are property of
the CCUSD and are therefore maintained by business services through their inventory and asset
control system. At this time, the adult school does not have any contractual relationships,
auxiliary organizations, or investments.
Evidence:
1. District fiscal policies
2. Audit notes
3. District budget board reports

Indicator 8.3: Institutional planning reflects a realistic assessment of current financial
resources and looks forward in long-range strategic planning.
● To what extent does the governing body and administration receive regular reports on the
financial condition of the institution?
● How does the governing body and administration connect short-term and long-term
financial planning with the schoolwide Action Plan’s identified priorities?
● To what extent are institutional funds currently being used judiciously so that the
facilities and support materials are sufficient for all the programs and courses offered?
● To what extent does the institution have plans for payments of long-term liabilities &
obligations, including debt, health benefits, insurance costs, building maintenance costs,
etc.?
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Financial condition reports:
The Board of Education and administration receive financial reports from fiscal services about
all schools and programs including the adult school at its regular board meetings. In addition, a
monthly report is received by the budget secretary, in which expenditures and obligations as well
as budgets are listed and reconciled.
Financial planning & AP:
Up until this time, CCAS has had no formalized action plan. The Board and District
administration has supported the school in continuing to offer current core classes and programs.
It is the intent of the current principal to use the Action Plan, mission and SLOs during annual
financial planning with the leadership team to encompass short and long term financial planning
in order to offer the number of classes and personnel required to fulfill our goals.
Funds for sufficient programs:
The adult school purchases resources for use by all programs and classes. Our primary
expenditures are in the form of personnel, and our classes are offered only if they meet a
minimum number of students enrolled. This will ensure that resources are adequately utilized
based on student needs.
Long-term liabilities & obligations:
Long-term liabilities and obligations have been built into the adult school budget by fiscal
services in conjunction with the principal in the budget planning process. Together we ensure
that the adult school works within its budget to maintain our programs in the short and long term.
Evidence:
1. Copy of monthly reports
2. Budget spreadsheets
3. Principal’s spreadsheets

Indicator 8.4: The institution provides facilities that are clean, safe, and well-maintained in
order to provide for an effective learning environment.
● To what extent does the institution annually review needs for improved or additional
facilities with a focus on student learning?
● How is the learning environment enhanced by the facilities or how are the facilities an
impediment to the successful completion of SLOs?
● To what extent do the facilities provide a safe and nurturing learning environment for
students that makes them feel welcomed?
Facilities focused on learning:
Facilities is a fixed agenda item at the regular leadership team meetings. Discussions include
maintaining a safe and clean campus that ensures a positive learning environment as well as
ideas regarding improvements and expansion. In addition, the principal implemented the use of
a Suggestion/Concern Form for students and staff to provide input on various items, among
them, facilities. The adult school then works with district administration to maintain and utilize
facilities as needed based on our budget, student and school needs to provide optimal support for
student learning. During a leadership team meeting, both a Student Council report and concern
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form indicated that students were concerned about the stocking and cleanliness of the restrooms.
As a result, a schedule was created for the custodians to address sufficient supplies and signs
were created and placed in the restrooms to help students remember how to keep it clean.
Learning environment:
The CCAS campus is a well maintained and relatively recently remodeled facility. Students
attend classes on a clean and safe campus that provides adequate space, lighting, and positive
classroom environment, which enhances student learning. Two issues that still remain that may
impact students feeling safe and welcome are 1) we do not have any security personnel on
campus and 2) parking is very limited.

1.
2.
3.
4.

Evidence:
Suggestion/Concern forms
MOT orders
Notes to custodians-jobs
Emergency plan

Strengths:
 School manages limited fiscal resources to continue offering existing programs and
classes, despite major reductions in recent years
 Significant instructional technology is available to and in use by students and staff
Key Issues (Prioritized):
1. Financial data is not organized in an easily understandable, accessible and actionable
format.
2. Financial planning needs to include a more thorough review of data and involvement of
stakeholders.
3. The school needs to actively and regularly survey the students on their perception of the
institution as a safe and clean learning environment.
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CRITERION 9
Community Connection
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Criterion 9: Community Connection
Criterion: The institution seeks to enhance its educational effectiveness by developing close
partnerships and relationships with community members. Connections within the community
provide students with expanded learning experiences, including additional educational or
vocational opportunities.
Summary:
During the self-study process, it became evident that no non-CCUSD community
leaders have been on our campus; few formal connections to local businesses &
organizations exist; data is not collected and reported in an easily accessible &
actionable way; AB 86 will facilitate a formalized partnership with West LA College.
Through the student council, the students participate in one service opportunity, an
annual Blood Drive, but no other service opportunities in the community are available
to students. The school is in the process of forming, expanding, and reforming defunct
partnerships with community leaders and businesses that were severed during the past
few years of budget cuts.

Indicator 9.1: Efforts are made by the institution to connect to community leaders,
businesses, and organizations that can enhance the learning opportunities for students.
● What connections with local businesses and organizations are currently in place?
● To what extent do community leaders come on campus for events and activities??
Connections with local business and organizations:
In the past, CCAS administration convened career advisory meetings that included staff from
West LA College, the library, and members from the Chamber of Commerce, Rotary Club
among others. However, no career advisory meetings have taken place since February 2009.
Culver City Adult School has maintained some connections with local businesses and
organizations:
 The Culver City Lions Club provides scholarships to graduates who pursue further
education.
 Culver City Senior Center refers local Culver City residents to volunteer in our ABE and
ASE departments.
 LA Goal, a non-profit organization that provides support to disabled adults, utilizes a
CCAS teacher to support its clients in learning basic skills twice a week.
 Guest speakers have donated their time to speak to students on a variety of topics.
o CERT Community Emergency Response Team (disaster preparedness)
o Director of Office of Child Development (parenting skills)
o Counseling Intern (workshops on time management, financial aid, and CA 3tiered college system)
 Two meetings have taken place between senior management of West LA College and
CCUSD/CCAS regarding the AB 86 Implementation Grant to develop a streamline
system to move students from CCAS to West LA for either an AA degree or a CTE
certificate program.
 Los Angeles Housing Partnership, Inc. and CCAS have an MOU to provide educational
services to the residents of Tilden Terrace.
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Counselor maintains a job board.

Community leaders on campus:
Few community leaders have visited the campus for events or activities. Several CCUSD school
board members have been on campus to visit classes or attend meetings. One board member is a
member of one of the focus groups. In addition, an Assistant Superintendent will visit the
campus to recognize staff retirements and acknowledge 25 years of service. However, all five
CCUSD Board members, Superintendent and Assistant Superintendents attend CCAS’s high
school graduation every year in June. The Board President and the Superintendent are featured
speakers. This event is held at the Robert Frost Auditorium on the high school campus to
accommodate the large number of family and friends that attend.
It is the intent of the principal to reinstate an annual community advisory meeting beginning in
the 2014-2015 school year. In addition, she will attend all Education Committee meetings of
Chamber of Commerce beginning January 14, 2014. It is evident that a focus on increasing
partnerships with local businesses and organizations would expand opportunities for students.

1.
2.
3.
4.
5.

Evidence:
January 2014 Chamber meeting agenda
Copy of Scholarship letter
Flyer with guest speakers/sign-in
MOU with Tilden Terrace
Graduation program listing district officials

Indicator 9.2: The institution has outlets for students in community service or internship
opportunities that are connected to student programs that will enhance their learning
experiences in line with the institution’s mission.
● What service or internship opportunities are currently in place for students?
● What evidence can be provided to indicate the reputation of the institution in the
community?
● What efforts have been made to connect the school with its community through service
projects?
Internship opportunities:
There are currently no formal internship opportunities for students at the adult school. Prior to
the budget cuts and changes in administration, CCAS was working with Culver City Chamber of
Commerce and Loyola Marymount University to develop an Internship Bank that would match
CCAS students with local businesses for short-term learning experience with potential for school
credit in the future. Talks are stalled at this time.
Reputation in the community:
The primary example of CCAS’s reputation in the community is in the fact that it has been in
existence since 1954 and despite the state budget deficits in education and the District’s
flexibility to sweep adult education funds, CCAS is still around. Another example is that West
LA College accepts CCAS’s ESL classes as being the equivalent of some of their ESL classes.
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In addition, enrollment in CCAS’s ESL, ABE, ASE, community interest and Summer Program 4
Kids classes are usually at capacity. Community interest and Summer Program 4 Kids
enrollment often includes returnees. Finally, adult students and parents are our best marketers.
Student surveys and teacher observations indicate that many people learn about the programs
from other satisfied customers. Lastly, the city invested in a new Culver City Adult School sign
on the street.
Service Projects:
While several service projects have been instituted at CCAS over the years, there is no regular
formalized way projects are determined, selected, or implemented. In addition, students are
informed of local community and district-wide service projects via flyers posted in the adult
school. Some school and community projects have included:
 The Buddy Project connected students in ASE and the Culver Transition Program.
Transition students are 18-22 year old disabled high school students. The goal of the
project was to provide social skills practice for the transition students and diversity
awareness and service opportunities to ASE students.
 Various Donations & Drives
o School based initiatives by student council and/or staff
 Clothing drives for St. Augustine’s Catholic Church (Culver City),
PATH/People Assisting the Homeless (West L.A.), & CCAS students
 Shoe drive for the homeless
 Book drive
 Blood drive in collaboration with Red Cross (2013, 2014)
o District - Culver Closet – (clothes, shoes, toiletries) Culver High School houses a
donation center for CCUSD families
 Student Volunteer Opportunities
o School sponsored events listed above
o La Fiesta Ballona Festival – annual community event
o Julian Dixon Library
Evidence:
1. Event flyers

Indicator 9.3: The institution informs its community regarding its mission, its programs
and learning opportunities, recognizing the benefits that community support can bring.
● How does the school use its profile (Chapter I of the Self-Study Report) to understand and
connect to its community?
● How have students been successful in the community after leaving the school?
● What programs or processes are in place to connect the school to its community?
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Profile use:
Focus Groups have read and commented on Chapter One since the accreditation process began.
The Leadership Team has begun to use the information in the profile during Leadership Team
meetings to discuss who we are, why we exist, what do we do, and should we be doing
something different. During those meetings it has become evident that we are lacking data and a
comprehensive data collection system.
After CCAS:
CCAS ASE program implemented a follow-up student survey by mail in 2010 to capture
information from high school diploma or GED students after they leave us about higher
education or employment. However, the return responses have been minimal. Many surveys are
returned because of change of address. In addition, small random samples of ESL completers
are surveyed. Like the other survey, return responses are minimal. The information has not been
collected and recorded in an easily accessible manner, thereby, making it difficult to analyze the
data effectively and efficiently. Positively, past grads have returned to the adult school
promotional exercises and graduation to address students.
Connection of school to community:
Other programs that are in place to connect the school to the community:
 The Options Program provides high school students with a dedicated (M-Th; 3-5pm)
opportunity to make up credit before graduation
 A CCAS teacher teaches an Adults with Disabilities class at LA Goal (next door)
 ABE classes attend an orientation at the Culver City Julian Dixon Library once/year and
students receive library cards
 Student Council is spearheading an effort to get a safety light at the intersection of our
driveway and Overland Boulevard. This effort has gone as far as Jim Clarke, Culver City
Councilman.
 Summer Program 4 Kids provide both educational enrichment and interest classes for
children K-8 during the summer for a nominal fee
 The adult school is visible in the community through our mailings, brochure, website, and
its location (next to the library).
 Proximity to the district compound, which houses one of the district’s elementary
schools, its middle school, two of its high schools, and the Office of Child Development.
 The principal attends school board meetings yearly to present on the adult school.
 In spring 2011, students took a school-wide field trip to the Simon Wiesenthal Museum
of Tolerance. It was made possible by a grant from the Culver City Education
Foundation (CCEF). CCEF is a nonprofit organization whose mission is “to [raise] funds
to support and enhance a quality education for every student in the Culver City Unified
School District.”
 In recent years, individual classes have participated in letter-writing campaigns to the
governor and state legislators to encourage continued funding for adult education.
 CCAS publicizes workshops, events, opportunities, etc. that support our students. Ex: LA
Public Library – Robertson Branch provided a seven-week class on “Get that Job.”
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Evidence:
1. Student follow-up survey / results
2. Summer Kids list
3. Brochure & website

Strengths:
 The CCUSD Board of Education and District Administration support CCAS high school
graduation
 Longevity and strong reputation in the community, although more visibility is desired
 Student-led volunteer efforts occur on a limited basis as student council interest permits
Key Issues (Prioritized):
1. Increased community involvement opportunities are desired for students, including
internship opportunities (possibly for elective credit)
2. The school is in the process of forming new and expanding partnerships with community
leaders, higher education institutions, and local businesses that were severed during the
past few years of budget cuts.
3. Follow-up survey data is minimal and needs to be expanded.
4. It is a desire of the CCAS Leadership Team to invite community leaders to campus to
showcase our programs, staff, and classrooms, and to promote partnerships.
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CRITERION 10
Action Plan for Continuing Improvement
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Criterion 10: Action Plan for Continuing Improvement
Criterion: The institution uses the self-study process to identify key issues that are inserted into
a schoolwide Action Plan that governs school improvement activities and events. The
schoolwide Action Plan is used regularly, reviewed annually, and monitored consistently by the
governing body to ensure continuing school improvement.
Summary:
The school’s Action Plan is specific in its goals, timelines, persons
responsible, and measures of accomplishment. All steps have provisions in
the timeline for annual review processes in light of student demographic data
and learning needs. All stakeholders are represented throughout the steps.
Student needs and the achievement of student learning outcomes form the
basis for each Action Plan goal. Regular meeting time during which progress
will be made on the Action Plan is already built into the regular adult school
budget. A schedule for regular review of the Action Plan by all stakeholders
needs to be created.

Indicator 10.1: The institution has created an Action Plan that reflects the efforts of all
stakeholders to plan for future growth and improvement.
● To what extent does the Action Plan identify specific goals, timelines for completion,
persons responsible, reporting instruments, and benchmarks to measure accomplishment?
● How is the Action Plan reviewed annually and how are revisions made to respond to
changing conditions and current student needs?
● How does the Action Plan focus primarily on student learning needs?
Creation and Maintenance of Action Plan
The CCAS Action Plan is specific in its identification of goals, timelines for completion of those
goals, persons responsible, and benchmarks for measures of accomplishments. As this is our
initial Action Plan, we have not yet had the opportunity to review it annually. All steps toward
the achievement of our stated goals have provisions in the timeline for annual review processes
in light of current student demographic data and learning needs. All stakeholders are represented
throughout the Action Plan goals. The overriding goal for each item in the Action plan is the
identification of student learning needs through the analysis of data, and the achievement of
student learning outcomes.
Evidence:
1. Finalized Action Plan

Indicator 10.2: As a result of the accreditation process, the institution has identified key
issues (short-term and long-term) that will impact student learning and increase the
achievement levels of students.
● How did the self-study process identify the key issues for the school?
● How have the key issues been prioritized by the institution?

CHAPTER 3: PAGE 99

●

To what extent have all stakeholders met to discuss the Action Plan and give input to its
implementation?

Key Issues Identification and Prioritization
Key issues were determined by an analysis of the school’s progress on each of the criteria and
their indicators. In any area where the Focus Groups determined the school did not meet a
satisfactory standard, a key issue was raised and eventually prioritized by the group members.
The list of prioritized key issues for each criterion was then aggregated and reviewed by the
Leadership Team, which highlighted major themes across all criteria. Those themes became the
three goals that comprise the Action Plan.
Because of limited time, the Action Plan was not discussed in meetings, but rather through a
series of emails in which members of the Leadership Team were asked to review the Action Plan
draft and provide input. All other stakeholders were given an opportunity to review and provide
input on the Action Plan after this draft and before the visit. All stakeholders are represented in
the potential implementation of the Action Plan.
Evidence:
1. Action Plan drafts
2. Finalized Action Plan
3. Action Plan email communication

Indicator 10.3: The institution has procedures in place to implement the Action Plan with
the support of stakeholders.
● For each Action Plan key issue, how has the school identified an individual or group
responsible to implement the needed action steps to address the key issue?
● To what extent has the governing body and administration funded the activities or events
needed to address key issues?
● What opportunities are provided for all stakeholders to have a voice in the regular review
and revision of the Action Plan?
Action Plan Implementation
Leadership Team has identified a committee, department group, or individual responsible to
implement the action steps for each goal of the Action Plan by weighing options and judging
which person or group of people are best for the task. Provisions were made to create specific
committees to handle responsibilities that are outside the normal job descriptions of the
department coordinators or teachers.
Funding Improvement Activities
Most activities that have been identified to address key issues can be completed during
staff/department meetings or Leadership Team meetings over the timeline provided in each
Action Plan goal. For the past two years, the administration, with authorization from the Board
and District Administration, has funded that regular meeting time for teachers and coordinators,
and will continue to fund it moving forward. That time is now built into our regular budget.
Additional funding to address identified issues can be requested at any time.
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Stakeholder Participation
Every step of our three-goal Action Plan contains a provision for full stakeholder participation.
When it comes time to review and revise the Action Plan, it is our goal to also have full
stakeholder participation.
Evidence:
1. Finalized Action Plan
2. Budget

Indicator 10.4: The institution has a definitive plan for how the Action Plan is to be
monitored to maintain accountability, as well as to report progress to all stakeholders.
● How does the Action Plan specify how the improvement efforts will be monitored and
who will oversee the process?
● How will progress be reported to all stakeholders?
Monitoring
The Leadership Team will be the main overseer and monitoring body of the Action
Plan. Department coordinators and special committees will be responsible for reporting progress
to the Leadership team. It is the Leadership Team’s goal to continue operating in its best
understanding of a Professional Learning Community and to listen to and incorporate the voices
of all stakeholders, especially students, as much as possible throughout the process. A schedule
for regular review of the Action Plan as we progress needs to be created.
Progress Reporting
Progress on the Action Plan will be reported to staff at department meetings, through emails and
memos from the Principal, to students through the Student Council, and to the Board through the
Principal’s communication with the superintendent and her annual presentation to the Board. The
type of communication used will be specific and appropriate to the task item.
Evidence:
1. Action Plan and timelines
2. Memos
3. Schedule for annual Board report

Indicator 10.5: The schoolwide Action Plan is used for institutional planning, resource
allocation, and the evaluation of existing programs.
● To what extent is the schoolwide Action Plan user-friendly and practical for all
stakeholders’ involvement?
● How does the governing body use the Action Plan in resource allocation discussions?
● To what extent does the school leadership use the Action Plan in its decision-making
processes?
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Practicality
The Action Plan is practical for all stakeholders’ involvement, as it was created with that
criterion in mind. The school is working within its fiscal limitations and the tasks and timelines
were created with funding and time limits in mind.
Resource Allocation
The Leadership Team will review the Action Plan during resource allocation discussions to
ensure that funding needed to meet the tasks is allocated. The principal will then include those
funding needs in resource allocation discussions with District Administration, which will be
forwarded to Board for approval.
Decision-Making
The Leadership Team will review the Action Plan at every meeting to ensure that decisions are
made with the Action Plan in mind. In addition, the principal will maintain a large visual
representation of the Action Plan in her office to review as decisions are made.

1.
2.
3.
4.
5.

Evidence:
Leadership Team meeting agendas and notes
Department meeting agendas and notes
Student Council meeting agendas and notes
Budget
Action Plan in principal’s office

Strengths:
 The Action Plan is specific in its identification of goals, timelines for completion of
goals, persons responsible, and benchmarks for measures of accomplishments.
 All steps toward achievement of goals have provisions in the timeline for annual review
processes in light of student demographic data and learning needs.
 All stakeholders are represented throughout the steps of the Action Plan goals.
 Student needs and the achievement of student learning outcomes form the basis for each
Action Plan goal.
 Regular meeting time during which progress will be made on the Action Plan is already
built into the regular adult school budget.
Key Issues (Prioritized):
1. A schedule for regular review of the Action Plan as we progress needs to be created.
2. All stakeholders need to be represented in the scheduled review and revision of the
Action Plan.
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Chapter IV. Action Plan
Formation of the Action Plan
Since 2010, the faculty, staff, and students of Culver City Adult School have been in a
continuous process of evaluating our classes and programs against the criteria set forth by
WASC. As this is our initial Self-Study, we did not have a former Action Plan, but relied on the
Suggested Areas for Follow-Up given to us by the Initial Visiting Committee in 2010. We did
not begin to form a formal Action Plan until recently, when all stakeholders had thoroughly
evaluated our classes and programs against each criterion and its indicators, revealing our
school’s Strengths and Key Issues. These were collated and reviewed by the Leadership Team,
which noted three major overlapping themes:
 The need for more systematic data collection and evaluation
 Review and revision of the SLOs and the school Mission
 Identifying and addressing student support needs
The identification of these themes led to the formation of three Action Plan goals:
Goal #1: Develop and Maintain Comprehensive Data Collection and Evaluation Systems
The major theme among the criteria findings indicated that all areas of the school, programmatic
and administrative, could benefit from establishing and maintaining systems of data collection
and evaluation. These systems will serve as the foundation for any data-driven decision-making
in the future in the areas of curriculum, instructional program, assessment, student support, and
administrative/financial. The following questions will be asked in each of these areas to guide us
in schoolwide improvement and increased student achievement of the learning outcomes:
 What data should be collected?
 Why should it be collected?
 When should it be collected?
 Where will the data be stored?
 How will we use that data?
 What decisions will be made as a result of that evaluation?
 Will those decisions benefit student achievement?
Goal #2: Regular Review and Revision of the School’s Mission and SLOs
The criteria findings indicated that the school needs a regular system for reviewing and revising
its mission and SLOs in light of analysis of our profile data. We need to establish measures for
our Student Learning Objectives and create a snapshot of our instructional program, guided by
the questions raised by Professional Learning Communities:
 What do we expect students to learn?
 How do we know they are learning?
 What do we do if they are learning?
 What do we do if they aren’t learning?
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Goal #3: Addressing Student Support Needs
The criteria findings also indicated that we have a great need to survey our students to determine
their support needs. From there, we can establish and maintain a guidance program to help
students be successful in our programs, to progress from program to program, to complete our
programs, and to be successful after exiting our programs. This goal also includes identifying
and maintaining community partnerships in the greater Culver City/West Los Angeles area.
REDI2
All steps to complete each Action Plan goal were formed by applying the acronym REDI2 =
Review, Evaluate, Decide, Implement, and Inform. Although the steps for completion of each
goal are different, they all follow this same basic idea: First, we will collect and review data.
Second, we will analyze that data and evaluate what it tells us. Then, we can decide if a change
needs to be made. The next step is to implement that change, and the final step is to inform all
stakeholders of the change in policy or procedure.
Action Plan Purpose
Having weathered many changes in administration, location, faculty, and curricula over the past
decade, Culver City Adult School looks forward to the establishment of these systems of review
and evaluation to be a strong foundation for the future of the school. The main goal in the
formation of the Action Plan is to increase our students’ learning outcomes, and to ensure that
we have high-quality programs that meet their needs.
Step-by-Step Development of the Action Plan
Step 1: Focus Groups met to finalize their responses to Criteria 4-7, solidifying the Strengths and
prioritizing the Key Issues.
Step 2: All stakeholders were given the opportunity, through email or handwritten Input Forms,
to review Criteria 1, 2, 3, 8, and 9. Principal and Self-Study Coordinator collected all input.
Step 3: Leadership Team met to examine the aggregate of Strengths and Key Issues sent in by
the Focus Groups (criteria 4-7) and the faculty and staff comments on 1, 2, 3, 8, and 9. LT
reviewed the list and identified major categories that stood out among the Key Issues for all
criteria.
Step 4: Principal and Self-Study Coordinator met to further distill the major categories and draft
the Action Plan.
Step 5: Leadership Team met and discussed Action Plan draft.
Step 6: Further edits were made to the Action Plan.
Step 7: Leadership Team finalized Action Plan.
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SCHOOL ACTION PLAN 1: Data Collection, Analysis and Decision‐Making
Goal: Formalize a process to collect and analyze data to improve student learning outcomes by increasing effectiveness of the school’s decision‐making
regarding classes, programs, services and finances.
Rationale: Many key issues were related to our need for improved data collection and analysis to improve student achievement outcomes and make
decisions for the overall functionality of the school.
Steps to Meet Goal:
1. Examine existing demographic
and achievement data and
sources and determine any
additional data needed:
 What do we collect?
 Why do we collect it?
 How do we collect it?
 When do we collect it?
 What do we do with it/
how do we use it?
2. Create a plan for gathering
storing, & retrieving existing &
new data.
3. Create processes for reviewing
& analyzing data.

Responsible Party(s)
Dept/Committees
 ABE
 ESL
 ASE
 Counseling
 Admin

Timeline for Completion

Measurement of Progress



May 2014




Meeting agenda & notes
List of data, sources, &
needed data & sources

Reporting to
Stakeholders
Memos/email
Bulletin
Meetings

Resources
Needed
 Meeting time

Memos/email
Bulletin
Meetings
Memos/email
Bulletin
Meetings
Website
Memos/email
Bulletin
Meetings

 Meeting time
 Technology to
access data
 Meeting time
 Coordinator hrs
 PD

 Meeting time
 PD
 Sub time
 Materials
 Meeting time




Leadership Team
Data committee



June 2014




Meeting agenda & notes
Data collection plan





Data committee
Leadership Team
Dept/Committees



Sept 2014



Meeting schedule,
agendas & notes

4. Identify areas for improvement
based on data analysis &
establish timeline for
implementation.
5. Implement strategies to
address improvement.




Leadership Team
Dept/Committees



Meeting schedule,
agendas & notes




Leadership Team
Dept/Committees




Meeting agenda & notes
Observations

Memos/email
Bulletin
Meetings

6. Evaluate results of strategies
developed to address needs




Leadership Team
Dept/Committees





Meeting agenda & notes
Reports
Data & Surveys

Memos/email
Bulletin
Meetings
Website
Board presentation

7. Rinse & Repeat
Monitor process for continuous
school improvement




Leadership Team
Dept/Committees

Check‐ins:
 March 2015
 Sept 2015
 Dec 2015
Ongoing based on timeline



Dec 2015 then
ongoing

Ongoing

 Meeting time
PD

SCHOOL ACTION PLAN 2: CCAS Mission and Student Learning Outcomes
Goal 2A: Develop a system for the regular review and refinement of the CCAS mission and Student Learning Outcomes (SLOs) to ensure relevancy.
Goal 2B: Measure the achievement of the Student Learning Outcomes.
Rationale: Many key issues were related to our need for review and revision of the SLOs in light of data collection and analysis, measurement of student
achievement and measurements of content, delivery, assessment and student support services, policies, procedures, and practices currently in use.
Steps to Meet Goal:

Responsible Party(s)

Timeline for Completion

2A‐1. Update school &
community profile; gather local
employment growth trends;
survey employers

Data committee
Leadership Team



January

2A‐2. Review and refine mission &
SLOs for relevancy in light of data

Leadership Team



March

2A‐3. Share data and revised
mission & SLOs with stakeholders
to solicit feedback.

Leadership Team



April

2A‐4. Inform stakeholders of
revised mission & SLOs

Leadership Team



June

*Annual process
 Sept 2014

2B‐1. Develop rubric to score
student performance of the SLOs.

Leadership Team
Departments

2B‐2. Develop and implement
assessment tools for measuring
SLOs

Departments



Oct 2014‐June 2015

2B‐3. Modify instructional
practices and/or curriculum to
address gaps identified in
assessment results (research‐
based)

Departments



Nov 2014‐June 2015

2B‐4. Review and refine rubric
and assessment tools to improve
student learning

Leadership Team
Departments



Sept 2015

*Annual process

Measurement of Progress






Meeting agenda & notes
Updated profile
Surveys & results
Input forms
Revised mission







Meeting agenda & notes
Rubric
Assessment tools
Lesson plans
Assessment results

Reporting to
Stakeholders
Memos/email
Bulletin
Meetings
Board presentation
Media articles
Websites

Resources
Needed
 Meeting time
 Staff time
 Technology

Memos/email
Bulletin
Meetings
Website

 Meeting time
 Technology
 PD
 Instructional
materials

SCHOOL ACTION PLAN 3: Student Support Services and Community Connections
Goal: Expand our system for helping students transition through CCAS programs and onto their next stage of education and employment.
Rationale: Many key issues were related to student support needs and create a system for guidance of our students through each program, into the next
program, and after exit. This need also extends to establishing and maintaining more community connections that may assist our staff and students in
meeting student goals.
Steps to Meet Goal:

Responsible Party(s)

Timeline for Completion

Measurement of Progress

Resources
Needed
 Meeting time
 Coordinator hrs

 Leadership Team
 Departments
 Principal (AB 86
Consortium member)

 June 2014

2. Determine student support
needs
 Within each department
 Advancing from program to
program
 Upon exit
 After exit

Dept/Committees
 ABE
 ESL
 ASE
 Counseling
 Admin
 Student Council

 January 2015






Meeting agenda & notes
Student surveys & results
Prioritized list of needs
List of programs/services to
address them

Memos/email
Bulletin
Meetings

 Meeting time
 Technology
 Instructional
time

3. Create & implement plan to aid
students based on prioritized
needs

 Leadership Team
 Counselor
 Departments

 March 2015
 September 2015
 Ongoing with
trimester update

 Meeting agenda & notes
 Schoolwide student support
plan
 Implementation schedule

Memos/email
Bulletin
Meetings

 Meeting time

4. Develop a schoolwide
accountability system to
maintain measures of student
achievement

 Leadership Team
 Dept/Committees

Check‐ins:
 Jan 2016
 April 2016
 June 2016

 Meeting agenda & notes
 Surveys & results
 Monitoring schedule &
results

Memos/email
Bulletin
Meetings
Reports

 Meeting time

1A. Identity community partners
1B. Establish community
connections
 Internships
 Volunteering
 Workshops
 Job fairs

 January 2015

 Meeting schedule, agendas
& notes
 List of partners
 MOUs
 Flyers
 Event calendar

Reporting to
Stakeholders
Memos/email
Bulletin
Meetings
Website

