Roles & Goals Reporting
General Instructions:

· On the CLLS report form you will be asked, “How many adult learners in your program set at least one goal this year? ____”   Enter the number of adult learners for whom you have Roles & Goals data.  The system will automatically calculate the percent this represents of your cumulative Total Adult Learners Served (#6 p.2)

· Please note that you are only reporting on the learners who were active during the reporting period in question.  Do not include data from learners who did not receive instruction during the 6 month period the report covers.  

· Carry over any "set goals" from past reporting periods as long as the adult learner was active at some point during the six months on which you're reporting.  Continue to carry-over the set goals from one reporting period to the next as long as the learner is active and/or until the goal is met. 

· You should remove the “goal set” if an adult leaner who set a goal in a prior reporting period has left the program (was not active in the current reporting period).  All “goals set” associated with an inactive learner should be purged from the report.  You would also remove a “goal set” ” if an active learner communicates that the goal is no longer of interest.
· Next to each listed goal, please enter the total number of learners who "SET" that goal (for example, 15 learners want to vote for the first time; 13 learners want to learn to use the ATM machine) AND the number of learners who "MET" that goal during the reporting period -- (for example, 12 learners voted for the first time; 15 learners used the ATM machine for the first time.) 
Goals could have been SET in prior reporting periods and carried over AND

goals could have been SET in the current reporting period.

Goals MET are always those which were met in the current reporting period.

·  Individual learners will probably have set more goals than they have met; however, in no instance should they have met more goals than they set.  If a goal is tallied as “met” there must be a correlating “goal set.” 

Frequently Asked Questions (FAQ’s)
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Frequently Asked Questions:
Question #1:  When do we report to the State Library on Roles and Goals?  

Answer:  You are asked to submit data in the mid-year online report in January and the final online report in July of each year.
Question #2:  Will you want us to account for every student?

Answer:  Report on all of your active students. The State Library wants a "snapshot" of the data in January and July (mid-year report and final report). You may have students who come in to the program in October, and can't possibly meet a goal by the end of December.  Not a problem, just report the goals they set.  Your entire report will show us:

· the number of adult learners who received instruction

· the number of adult learners who set and/or met goals (should be close or the same number as the above bullet-point) 

· a tally of the number of goals set and goals met, for example:

· 24 learners set a goal to vote for the first time and 10 met that goal;

· 15 learners set a goal to use the ATM machine, and 8 met it

Question #3:  Many of my learners met goals that they hadn’t set – how do I report this?

Answer:  This will happen!  As literacy skills improve, the adult learner will do things s/he never could have anticipated.  Maybe s/he realizes all of the sudden, “Wow, I’m able to read that street sign!”  For reporting purposes you must check “goal set” for the adult learner as well as “goal met.”  The goal WAS set (even if just in the learner’s mind) it just didn’t happen to coincide with the form being present.  
Question #4:  My learners often set goals but didn’t meet them during the reporting period. Do I carry-over those goals set into the next reporting period?

Answer: As long as the adult learner remains active in your literacy services, continue to report or carry-over his/her “goals set” from reporting period to reporting period until the goals are met.

Question #5: What do I do about the “Goals Set” for a learner who has left our program?

Answer:  If an adult learner was not active during the reporting period in question, you must remove any “goals set” attached to that learner from the report.
Question #6: What happens when a learner meets his/her goal?

Answer:  If a goal was set a year ago and then met in the last reporting period, that data should be removed (not carried-over) into the current report.  Once a goal is met, you will report it as such in the reporting period that covers the time in which the goal was met.  The data related to that goal set/goal met will then be purged from future reports.
Question #7: How do we add “other” goals that are not on the form?

Answer:  Keep in mind that the goals we DO collect have been vetted by adult learners and literacy staff from around the state in an attempt to represent the most common reasons that adults seek help from library literacy services.  The State Library is not collecting “other” goals at this time but you can encourage your tutor/student pair to attach additional pages listing other goals so you can monitor their progress.  If you notice that some of the “other goals” that they submit actually fit into some of the pre-existing categories, we encourage you to tally them there since the statewide numbers look stronger when you use the more general roles already listed.

