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To ensure educational and workforce services are provided at the highest levels of quality for Adult Education and Literacy Act (AELA), the Office of Adult Education Initiatives (AEI) has drafted the following assurances.

Applicants are required to sign and agree to these assurances in order to be eligible and considered for AELA funding. Therefore, the following must be signed and submitted concurrently with an applicant’s grant proposal. Agreement to these assurances ensure applicants commit to follow applicable federal and state laws regarding AELA.
Local Data Procedures Assurances
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Data collection and reporting are essential components of the accountability system for grantees. AELA grantees are required to use the statewide data reporting system, LACES. The must initial, sign, and agree to all of the following assurances to be eligible for AELA funding. A grantee’s completion of this form indicates that the grantee takes legal responsibility for upholding the requirements included in this procedure and it is understood that a violation of these assurances could result in grant termination.
1. Local LACES System Administrator Duties
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The grantee must assign a staff person to be the Local LACES System Administrator. The Primary or Secondary Contacts on each grant will receive AEI Updates, and all AEI updates and LACES announcements must be shared with the Local LACES System Administrator and any other relevant data entry staff. 

The Local LACES System Administrator must:

· Attend all AEI LACES training. 

· Manage all user access to the grantee’s LACES database by sending email requests for new users to the AEI Data Coordinator. 

· Manage all user access to the grantee’s LACES database by sending email requests to disable user permissions to the AEI Data Coordinator.

· Document LACES user permissions on the AELA Staff List.

· Ensure all staff are properly trained in the use of LACES and the requirements of the Local Data Procedures 

Initial: _____ 
2. Intake/Registration Data Entry  
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The grantee must ensure all learner intake/registration forms contain all state-required fields. 

Initial: _____ 
Grantees must submit their intake/registration form to the AEI Office for review.

Initial: _____ 
All learner intake/registration forms must be reviewed by the grantee for completeness and accuracy before entering the data into LACES, including but not limited to checking for existing learner records before creating new learner records (to prevent duplicates in LACES). 
Initial: _____ 
The grantee must ensure all learner intake/registration forms are entered into LACES before learners are enrolled into programming and/or attend classes.

Initial: _____ 
The grantee must ensure all intake data is reviewed and updated for returning and continuing learners each new Fiscal Year and must ensure any changes to returning and continuing learner intake data are entered in LACES before learners return to programming or classes.

Initial: _____
3. Assessment Data Entry     
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If using NRS assessments, the grantee must ensure all NRS assessment data is entered into LACES no less than 1 week after test administration. 

Initial: _____
Not Applicable: _____
All NRS assessment data must be reviewed by the grantee for completeness and accuracy before entering the data into LACES, including but not limited to checking for existing test records before creating new test records (to prevent duplicates) and confirming the accuracy of tests subject areas, levels, series, forms, scores, and assessment dates.

Initial: _____
Not Applicable: _____
If using NRS assessments, the grantee must enter all NRS tests into LACES, including incomplete tests, tests that resulted in an out-of-range score, post-tests administered early, and post-tests administered on the same form. 
Initial: _____ 

Not Applicable: _____
If administering tests via computer or using computer-scoring, tests can be automatically ingested into LACES. These ingests will occur within 24 hours after the test score appears in the test vendor’s test administration system. Grantees may choose to continue manually entering computer-based tests into LACES as long as this is done the same day as test administration and scoring. 

If grantees using computer-based tests choose not to manually enter tests the same day into LACES, the tests will be ingested the following day; however, grantees must check LACES for any missing assessments from the ingest before admitting learners to classes. If tests were not ingested, grantees must make demographics edits in either LACES or the test vendor’s system to ensure First and Last Name, Date of Birth, and Gender data between the two databases match so that the test may be automatically ingested. 

· The following test are currently included in the automated ingest: TABE 11/12

· The following tests are NOT included in the automated ingest: CASAS Life and Work, CASAS Goals, Best Plus 2.0. All of these tests must be entered manually into LACES until they are included in the automated ingest. 

Initial: _____ 

Not Applicable: _____
If using NRS assessments, the grantee must not enter tests scores received from partnering organizations into LACES unless the grantee has verified that the tests administration met the requirements outlined in the state assessment policy.

Initial: _____
Not Applicable: _____
If using NRS assessments, the grantee must ensure all learners are pre-tested before being admitted to class each new fiscal year. The grantee must not push assessments forward into a new fiscal year unless the tests administration occurred within the previous 3-month period.

Initial: _____
Not Applicable: _____
If using NRS assessments, the grantee must complete an Early Post-test Form, located in the state assessment policy, before early post-testing a learner. The grantee must ensure all approved Early Post-test Forms are uploaded into LACES when a learner’s early post-test record is entered into LACES.

Initial: _____
Not Applicable: _____
If using NRS assessments, any test administration errors (early post-tests without a pre-approved Early Post-test Form and same form post-tests) must be documented in LACES with a comment in the learner record explaining the error that occurred and how program staff will avoid similar test administration errors going forward.

Initial: _____
Not Applicable: _____
If using NRS assessments, any re-tests given to address an out-of-range score or a test which was invalidated due to cheating or testing disruptions must be documented in LACES with a comment in the learner record explaining what occurred to necessitate a re-test, which assessment was out-of-range or invalid, and which test is the valid re-test.

Initial: _____
Not Applicable: _____
If using NRS assessments, any assessment data entry errors must be corrected through an Assessment Deletion Request. Grantees must email the AEI Data Coordinator to request a test deletion. Before requesting a test deletion, the grantee must ensure the corrected assessment record has been entered into LACES (if applicable). The email request must include:

Student ID

Test Name (including form, level and subject area)

Test scale score

Test administration date (as entered in LACES)

Rationale for why the assessment needs to be deleted 

Initial: _____
Not Applicable: _____
If not using NRS assessments but using some other standardized assessment for the purposes of placement, academic/career planning, or documenting progress and outcomes, to the greatest extent possible, those assessment results must be entered into LACES no less than one week after assessment administration. 

Initial: _____
Not Applicable: _____
4. Attendance & Hours Data Entry  
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The grantee must ensure all programming delivered with AELA allocation or program income funding are reported in LACES. The grantee will ensure that all classes, case management, and/or counseling reported in the grantee’s locations list are entered as individual class or workshop records in LACES with matching start and end dates, titles, program types, addresses, and times.
Initial: _____
Not Applicable: _____
The grantee must ensure that attendance hours are tracked for all programming (classes, tutoring, and academic or career counseling/advising). LACES class records will be used to track all instruction aligned to the NRS assessments (TABE, CASAS Life and Work, CASAS Goals, and Best Plus 2.0). Grantees not administering NRS assessments will report all programming (classes, tutoring, and academic or career counseling/advising) as Workshop records in LACES. All attendance hours, both for classes and workshops, must be entered into LACES no less than one week after the programming takes place. Hours must be entered at the daily level in no more than 15-minute increments unless the grantee has been approved to report mastery model distance learning instructional hours. 

For classes, attendance hours must be tracked separately by each subject area. Hours must be entered at the daily level in 15-minute increments unless the grantee has been approved to report mastery model distance learning instructional hours. For workshops, all attendance hours are tracked in the same way, regardless of content, as “workshop” hours. 
Initial: _____
The grantee must review all attendance data for completeness and accuracy before entering the data into LACES, including but not limited to checking for existing attendance records before creating new records (to prevent duplicates) and confirming the accuracy the number of hours entered for each record.

Initial: _____
The grantee must ensure that approval for distance learning hours is requested and received from the AEI Office before recording distance learning hours in LACES. The grantee must report distance learning hours as distance learning within a subject area in LACES. The grantee must ensure that distance learning is reported weekly and at the daily level unless approved by the AEI Office to track and report mastery model distance learning hours. 

Initial: _____
Not Applicable: _____
5. Outcomes and Progress Measures Data Entry  
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The grantee must conduct goals setting around Progress Measures and Performance Outcomes with all learners. AEI Recommends this goal setting take place before placement into programming and that grantees revisit goals with learners no less than quarterly. Grantees must ensure a good faith effort is made to enter all Outcomes and Progress Measures goals data not associated with assessment and attendance data reporting into LACES on no less than a quarterly basis. 
Initial: _____

The grantee must ensure that no less than quarterly, data are reviewed to inform program and instructional design and delivery, including but not limited to increasing persistence and retention, improving intake/orientation and class schedules, improving instructional quality, and increasing supports to address learner barriers.

Initial: _____

The grantee must ensure that no less than quarterly LACES data is reviewed to determine whether the grant program is on track to meet or exceed performance outcomes and progress measures goals. Reporting forms and deadlines will be established by the AEI Office. Data reported will be shared with the Adult Education and Literacy Workforce Development Committee meetings. 
Initial: _____

6. Data Privacy
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Safeguards must be implemented to protect the privacy of learner data. 
Initial: _____

The grantee must ensure all paper files containing learner data are stored in a secure, locked location. The grantee must also ensure that all digital files or systems containing learner data are kept in locked/password protected formats.

Initial: _____

Local LACES System Administrator Name (Printed)

Local LACES System Administrator Signature






Date

Program Director Name (Printed)

Program Director Signature








Date
