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Program Administrative Handbook for Local Directors 

Adult Education 

Wyoming 

Chapter 10: Monitoring & Evaluations 

 

I. Introduction 
 

A. Workforce Innovations and Opportunities Act (WIOA) 13 Considerations 
 

WIOA legislation clearly defines what can and cannot be done in Adult Education programs across the country. 

Section 231 of this Act lists 13 considerations that States must ensure that all local providers follow. These 

considerations form the basis of nearly everything we do in Adult Education. They are part of the grant 

application processes, re-applications, year-end reports and most importantly, they are reviewed through 

multiple monitoring processes to ensure that local providers are in compliance. It can at times, seem like a 

balancing process where nearly every aspect of compliance is consistently monitored to 

the 13 considerations! 

 
Figure 10.1: The 13 Considerations 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

13 Considerations 

WIOA Sec 231  

STATE  

1) Considerations used in 
awarding grants 

2) Considerations used in EOY 
narratives to demonstrate 
compliance 

3) Considerations used in 
monitoring  

Non-compliance to 13 
Considerations 

1) Target monitoring 

2) Correction Action Plan 

3) Technical Assistance 
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B. What is the State Looking for in a Monitoring Visit? 
 

All grantees shall be monitored by the state office or a designate annually. The grantee is obligated to provide 

all information requested by the person conducting the monitoring. 
 

There are two types of monitoring:   Figure 10.2: Types of Monitorings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Monitoring may require the inspection of fiscal / programmatic documents related to the current or previous 

year(s). This will involve a random sampling of student records and possible visits with staff and/or 

students. 
 

On-site and/or virtual monitoring visits are time-consuming. Advanced planning and preparation generally 

helps expedite the process. 
 

Monitoring is intended to look for compliance with the grant, to correct areas not in compliance, and to give 

technical assistance as requested or needed. Monitoring also helps determine professional development 

needs. Monitoring is NOT an optional activity and should be taken very seriously by the local program. 

Federal legislation requires that States conduct a monitoring process to ensure compliance. When a local 

program is monitored and if there are questions about any of the items on the checklist, the local program 

should always ask questions as they are preparing documents for the monitoring. 

 

 

 

 

 

 

On-site (virtual) 

A physical review of documents, 
policies, LACES, and interviews.  

Monthly, Quarterly & EOY Monitorings 

Includes monthly desk monitoring tools, quarterly reports, 
mid-year goal report, EOY reports, reviews of fiscal 
drawdowns, state reviews of each program’s NRS tables and 
the LACES dashboard, reviews of fiscal drawdowns, and 
informal check-ins by phone 

Note: See Chapter 

10 for a completion 

discussion of the 

monthly, quarterly, 

and EOY 

monitoring reports 
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II. Site Visit / Virtual Monitoring 
 

A. Purpose of a Site-visit (virtual monitoring) 

 

 To ensure that programs are meeting AEFLA requirements as  

     described in the 13 considerations and other federal documents 

 To improve the quality of federally funded activities 

 To provide assistance in identifying and resolving accountability    

     challenges 
 

The flowchart below depicts the Federal and State monitoring processes/flows that 

must occur for all Adult Education grants. 
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B. Adult Education Program Fiscal Audits 
 

A program audit completed by an independent auditor is required each year as described in EDGAR Part 80.42. 

These are completed annually after June 30th (i.e. the end of the year). Each local AE agency’s business 

administrator will have copies of the annual audit information. A copy of this audit is to be sent to the AE 

program office at the State by December 31st each year. 
 

C. Site Visits: Virtual Monitoring Visits 
 

Site visits occur every two years. These can be either in-person or virtual but consist of a comprehensive review 

of a local program and require that the site provide evidence that it is in compliance to State and federal 

guidelines for grant funded programs. In order to help local providers identify and prepare documents, the State 

provides a checklist of items that need to be reviewed for compliance. 
 

Monitoring is a chance for local programs to brag about their program accomplishments AND to provide 

evidence all of the ‘good things’ you are doing! It is meant as a means for directors/programs to learn about all 

of the federal requirements for accountability purposes. Evidence submitted as part of a monitoring is submitted 

on a thumb drive to the State Office. Upon receipt of the thumb drive, the State conducts a comprehensive 

review of submitted documents, the LACES database, and other compliance issues. When the State review is 

competed, a report and cover letter are distributed to the local provider with technical assistance, correction 

action, and other guidance given when necessary. 
 

There are 16 chapters to the monitoring tool checklist. The content of each chapter is aligned to reflect current 

practices, policies, regulations and items address in an RFP. 

 
 

     Figure 10.4: Components to the Monitoring Tool Checklist 
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The Monitoring Tool Checklist 
 

Providers are required to participate in state monitoring/evaluations to identify promising practices and models 

for replication and research information.  Providers not meeting state required performance will be monitored 

more often than the two-year cycle in the State Unified Plan. Providers are also required to participate in the 

data collection system LACES used by the state for evaluation purposes. 
 

Once the State receives the evidentiary documentation from a provider for a virtual monitoring, the State 

conducts a comprehensive review of all submitted documents, of the program’s LACES records, and of the 

providers’ performance trends across a two year period.  The State then writes a comprehensive report and 

schedules a meeting with the local provider to review findings, address questions, etc. A final report is then sent 

to the local provider. 
 

Chapter One: Intake/Orientation  
 

This chapter reviews the processes/protocols a local program has in place for intake, testing, the 

career services course, and other activities that need to occur during the initial contact phase of 

enrollment. The chapter reviews multiple Considerations to ensure that programs are following 

State policies, the Unified State plan, and other guiding documents. 

 
Item General Requirements Evidence 

Compliance Status 
(To be completed by State Staff) 

Yes 
 

No 
 

1. At intake, the participants are presented with the following 
information in a format they can understand: ADA compliance and 
name of ADA coordinator (WIOA Sec 188) 

   

2. An intake  session  is provided to every learner which includes a/an:  

 initial academic assessment 

 Career Services course  

 process to identify strengths & weaknesses of student for 
placement 

 local program student handbook of policies 

 guidance/counseling on assessment results (WIOA  Sec. 3 (7) (C) 

 plan of study and schedule 

 goal setting and transition planning 

 referrals, as needed 

Example:  
Document #1: assessment 
Document #2: evidence of Career 
Service course 
Document #3: local program 
handbook 
 
Submitted evidence should be 
titled as shown below with 
notations made in this column 
referencing the document names. 
C1I2a, C1I2b, C1I2c, etc. 

  

3. The  intake processes include an explanation of: 

 the roles of instructor/student and responsibilities 

 instructional delivery platforms,  inclusive of virtual learning, 
distance learning and instructional materials 

 College and Career Readiness Standards or ESL Standards, as 
appropriate 

 Employability & Social Capital Skill Standards 

 Referral services available 

   

4. Intake processes and Career Services courses are given at flexible 
times to accommodate students’ schedules (morning/evening). 

   

5. A valid NRS approved pre-test is given within the first 12 hours of 
instruction. 

   

6. Virtual applications, where applicable, are responded to within 24 
hours. 

   

7. Intake/Career Services course can be offered in either virtual or hybrid 
forms so that students can effectively utilize multiple types of learning 
platforms. 

   

8. The data dictionary or other references are available to provide 
participants & instructors with definitions necessary to correctly 
identify/answer ‘Barriers to Employment’ questions. 

   

Comments: 
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Evidence 

Evidence must be submitted for each item. The State then reviews the submitted documents and determines 

whether the program is in compliance. 
 

Example:  A valid NRS approved pre-test is given within the first 12 hours of  

                       instruction with both ABE & ESL students. 
 

Here, there are two things being looked at: A valid NRS assessment AND that the assessment 

was given within the first 12 hours. Since LACES only recognizes valid NRS assessments, the only evidence 

needed for this item would be a copy of the current dashboard showing that assessments are being given within 

the first 12 hours of instruction. 

 
 

Chapter Two: Student Eligibility, Marketing & Retention 

Chapter two reviews the processes the local program has in place to recruit eligible 

students. Programs should not rely solely on ‘word of mouth’ and referrals from 

local high schools for HSE. High schools in Wyoming are seeing increasing 

graduation rates. This has a direct effect upon adult education programs in Wyoming as there is not as great of 

need for high school equivalency programs of study as there were in previous years. This means that 

Wyoming’s adult education programs must begin to diversify program offerings and expand into other areas 

where students can be recruited from.  
 

Chapter two reviews multiple WIOA compliance issues in regards to eligibility as well as Considerations 1 & 4. 

 

Item General Requirements Evidence 

Compliance Status 

(To be completed by State staff) 

Yes No 

1. Students meet the age requirement, being 16 years of age or older and 
are not required to be enrolled in secondary school. Drop out 

documentation is on file.  

   

2. Age waiver students: 

 complete a program of study 

 are enrolled in LACES 

 complete an OPT at the ‘Well Prepared’ level for HiSET or 

‘Ready to Test’ level for GED after completing a program of 
instruction and has OPT scores recorded on LACES. 

 have a valid, NRS approved pre-test AND post-test (when 

applicable) 

   

Had there been a number 

here, the local program 

would have to find out the 

reason. 
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2. Students do not have a high school diploma/equivalent or have limited 
basic academic skills and function below 12.9. 

   

3. Placement into instruction is based upon test results identifying the 

appropriate Educational Functioning Level. 

   

4. Low functioning ESL students and low ABE literacy level students are 
individually assessed (beyond an NRS approved assessment)  for 

phonemic awareness, fluency, vocabulary, and comprehension to 

determine his or her level of differentiation and the appropriate focus 
for beginning and/or continuing reading instruction. 

   

5. Local program utilizes multiple media sources for recruitment 

purposes. 

   

6. Local program continually monitors student performance and has an 
effective retention plan in place. 

   

Comments:  

 

 

Evidence 
 

Several components in this chapter examine eligibility in terms of age and in terms of being skills deficient.  

Example: Students meet the age requirement, being 16 years of age or older & are not  

                  required to be enrolled in secondary school. Drop out documentation is in  

                  file. 
 

This item is looking at two things: is the student old enough to be enrolled in an AE program 

AND if they are between the ages of 16 & 17 at the time of enrollment, is there evidence in the 

LACES database stating that they are not enrolled in secondary school? 
 

This would need two types of evidence.  

1) LACES verification that enrolled participants are 16+ years of age. 

 
 

 

2) A secondary piece of evidence required for this item would be the drop out documentation for age 

waiver students. The State ‘will’ verify that each student between the ages of 16 & 17 has had the drop 

out documentation uploaded into the students’ LACES record BEFORE commencing a program of 

study. Evidence submitted should be a screen shot of an age waiver student’s drop out documentation 

that has been uploaded into the individual’s LACES file. 

If there are students showing on 

this line item, the program must 

determine why or this could be a 

finding. 
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The creation date on this uploaded 

document should be BEFORE the 

student began a program of study. 

This will be something the State 

cross-checks. 
 

I. A secondary item in this chapter that examines ‘eligibility’ is item #2 regarding age waiver students. 

This item requires multiple evidence. 

Example: Are age waiver students typically completing a program of study? 

i. Here the local program can submit a copy of a HiSET transcript. 

 
b. Are they enrolled in LACES? 

i. Evidence required for this would be a LACES screenshot of the same student as in (a) 

above. This verifies that a completed student has been enrolled in LACES. Please note 

that all student’s who complete an HSEC are to have their status in LACES changed to 

‘completed’. The State will verify and cross check all completers to DiplomaSender and 

will verify that transcripts are being uploaded into LACES as required. 

c. Are they scoring at the ‘Well-Prepared’ Level on OPT’s for HiSET? 

i. All that would be required for this item is a LACES screenshot of a student record 

showing that the OPT score for an age waiver student (preferably the same student as in 

the two items above) showing well-prepared levels. Alternatively, a local program could 

submit the actual test scores earned by the student which reflect well-prepared levels. 

d. Are they being given both a pre test and a post test? 

i. Copies of both a pre test and a post test using alternative forms if the student is post tested 

after minimum hours would need to be submitted. 
 

II. Eligibility is also checked through the third item in this chapter: “Students do not have a high school 

diploma/equivalent or have limited basic academic skills and function below 12.9.” In order to 

provide instruction in AE, students must be ‘basic skills deficient’ which means they have academic 

abilities that are below the 12.9 level OR do not have a secondary school credential. 
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The evidence required for this is determined by a student’s pre-test scores which shows 

academic abilities below 12.9. A pre-test should be submitted as evidence. In cases where a 

non-age waiver student’s tested abilities are at 12.9 but do not possess a secondary school 

credential, the only evidence needed would be the self-attestation on the intake form that the 

student does not have a high school credential. 
 

Chapter Three: Sufficient Intensity and Duration  
 

Chapter three address Consideration #5 and Consideration #2 and verifies that the provider has 

addressed each of these items as outlined in the original grant competition or as directed by the 

State. 

 
 

Evidence 

Example: Program offers at least 6 hours per week at satellite classes and at least 20   

               hours per week at the main                 

           campus of instruction at a  

                            minimum. 
 

 

In this example, the local program should submit a copy of a 

schedule of classes for all sites. Programs should note that the State 

will verify if the submitted schedule differs from what was 

submitted in the grant application process. 

 

 

 

 

 

Chapter Four: Education/Instruction and Career Counseling 

Because WIOA is a workforce piece of legislation that requires the integration of 

services among core partners, many of the items found in chapter four are associated 

with these aspects of the legislation but also address Considerations 5, 7, 8, & 11. 
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The Office of  Career, Technical &  Adult Education (OCTAE) has established federal level content standards 

for Adult Basic Education in Mathematics, Reading/Writing, and for ESL. These standards provide a series of 

objectives, which if attained, will prepare students for work, school, and life in the United States.  In addition, 

Wyoming has adopted additional standards for  ‘Employability’ and ‘Social Capital Skills’. These standards 

should be used by instructors as benchmarks to evaluate a student’s achievement/non achievement of goals. All 

Wyoming Standards for Adult Education can be found on the Commission’s website.  
 

In addition to providing standards based education to enrolled participants, AE providers are also WIOA 

mandated to deliver instruction that is derived from the most rigorous research available and appropriate, 

including scientifically valid research and effective educational practices. (Consideration #7).  
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Evidence 

 Example: Program can verify through LACES that they maintain a Career Service Course and an    

    ABE/ASE 9+ course to track students who are pursuing a course of study at a 9th grade     

    level or higher. 
 

This example is asking that the local program submit evidence that they offer two State required 

courses: 
Figure 10.5: State Required Courses 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Chapter Five: Program Personnel  
 

Chapter five is geared towards evaluating compliance for Consideration #9 as it reviews the 

practices a local program has in place for employing highly qualified staff. 

 
Evidence 

  Example: Program is staffed by qualified instructional staff. 
 

It should be quite obvious that the qualifications of instructors is what is being evaluated by this 

item. There are several types of evidence that could be submitted: 
 

1. Resume/CV of staff member showing educational and professional experience 

2. Wyoming Adult Education Instructor Information form 

01 

02 

01 

Career Services Course 

All program in Wyoming have to utilize a Career Services course 

as the front-end, orientation type course to all programs of 

instruction. The requirements of this course are outlined in WY 

Policy #03092020-Carer Services Course/Training Services. The 

State is also required to submit an annual SPR report that clearly 

indicates the total number of hours enrolled participants spent in a 

Career Services Course.  

02 
ABE/ASE 9+ Course 

In order to populate Table 5 for reporting purposes, students must be 

at NRS 5/6 OR must have been registerd into a class that was taught 

at the 9+ level.  
 

In Wyoming the ABE/ASE 9+ class is for students pursuing a HSEC 

and are about to take their last exam BUT have not attained NRS 5/6 

through testing. 

https://communitycolleges.wy.edu/ae-policies/
https://communitycolleges.wy.edu/ae-policies/
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AE programs should always follow local institutional practices when employing AE staff members. As such, a 

copy of the local institution’s policy should also be submitted. 
 

Chapter Six: Professional Development  
 

This chapter reviews the professional development opportunities a local program has for staff. The State has 

provided online training modules for all instructional staff and new director training. These modules should be 

completed as part of the new hire’s local training. Modules are available on the Commission’s website at: 

https://communitycolleges.wy.edu/adult-education/directors/#professdevelop. 
 

Recipients of AE grants in Wyoming are obligated to provide professional development opportunities to staff. 

This includes the Summer Institute, which requires that 80% attendance for each program. Programs unable to 

meet this 80% mark, will be required to provide 12 hours of PD to local staff at their own expense. 
 

In planning for professional development, local programs are required to utilize the three-tiered PD budget 

worksheet. Planning must occur for trainings at all three levels. 

 
Figure 10.6: Three Tiered Training 

 

 

 

 

 

 

 

 

 

 
 

 

 

Local programs also have a responsibility to 

provide yearly TABE training to all staff. This is 

outlined in the State’s assessment policy. In 

addition, all AE staff who give a TABE 11/12 

assessment must be certified examiners and 

certificates must be submitted to the State upon 

completion. 
 

Wyoming’s AE programs utilize LACES as the 

database for collecting data and for reporting  

 

purposes. It is the responsibility of the local 

program to train staff on how to enter and access 

relevant information from this database. The State 

also provides local programs with multiple LACES 

trainings throughout the year at no cost to the 

program. These trainings include at least one face-

to-face meeting and multiple mini-webinars. In 

addition, at the end of the year each local provider 

receives a one-on-one review with the LACES 

Local Training 
Local trainings caninclude in-service , meetings with staff, 
etc. on topics related to program improvement, program 
performance or any other topic of relevance to the local 
program. 

State Training 
State sponsored trainings include the 
State institute, LACES trainings, and 
any other specialized trainings 
deemed necessary by the State. 

Regional / National 
Training 

Regional and national trainings can 
include participantion / enrollment in 
LLINCS course, COABE, MPAEA 
cnoferences, NRS trainings, and any 
other trainings that a staff member 
may be interested in pursuing. 

https://communitycolleges.wy.edu/adult-education/directors/#professdevelop
https://communitycolleges.wy.edu/adult-education/directors/#forms
https://communitycolleges.wy.edu/adult-education/directors/#forms
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trainer to review end of year program data for 

accuracy and validity. 
 

In addition, should a local program need specialized 

LACES training, this is also available but the cost 

of this type of training is the responsibility of the 

local program. 
 

Because Adult Education grants are all about 

‘accountability’, it is critical that data staff 

understand how and when data needs to be entered. 

To this end, all new data staff must complete a full 

day of LACES new user training, typically held at 

the beginning of each fiscal year. Experienced 

LACES users are also required to attend multiple 

LACES webinars held throughout each fiscal year.  
 

One aspect of PD that is often overlooked is the 

opportunity to learn from ‘peers’. WIOA Section 

242 (C) requires that local programs develop, 

replicate and disseminate information on best 

practices and innovations such as: 
 

 The identification of effective strategies for 

working with adults with learning disabilities 

and with adults who are English language 

learners 

 Integrated education and training programs 

 Workplace adult education and literacy 

activities 

 Postsecondary education and training programs 
 

Because of this local instructors are expected to 

share promising practices at conferences (state, 

regional or national), through publications or other 

means. During monthly director’s meetings, local 

directors are also afforded the opportunity to share 

promising practices that are occurring in their site. 

In addition, once per quarter all local directors and 

workforce managers throughout the State meet 

virtually in what is called a ‘Meet and Greet’ to 

share promising practices that are occurring in the 

region. Local programs need to encourage AE staff 

to present promising practices at local, regional, and 

national conferences. 
 

Regardless of the type of PD completed, all PD 

must be tracked in LACES. This policy came into 

effect on July 1, 2021. PD is tracked on LACES 

through the ‘Staff’ tab and comprehensive reports 

can be run at any time
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Evidence 

Example:   Instructional staff attends a minimum of six hours of staff development  

             related to their program in addition to the State Institute. 
 

This item expects that the local program provide evidence that each staff member has attended 

the minimum required 6 hours per year of PD. The easiest way to provide this evidence is through the LACES 

PD report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Chapter Seven: Assessment 

 

The monitoring of how assessments are being used by a local program is critical as it 

affects both local and state performance. Because of this it is important that Wyoming 

Assessment Policy be implemented and followed by all local programs.  In addition, it 

is critical that instructors understand the importance of assessment. (please refer to 

Module 5 of New Instructor training) This chapter is aimed at measuring the alignment of local assessment 

policy to State policy. Additional items under review in this chapter also examine post-test rates, longitude 

performance, and other protocols outline in State Assessment policy. 

 

https://communitycolleges.wy.edu/adult-education/directors/new-teacher-training/
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Evidence 

Example:  Pre and post-testing is completed using alternate forms of the test or the  

           required additional hours between testing have been observed. 

 

This item is looking at two factors: Are alternate forms being used? AND Is testing occurring in 

after at least the minimum required hours have been logged. The evidence submitted for this item must address 

BOTH issues. 
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Figure 10.7:  Assessment Evidence   

Assessments 

A Pre & Post Test 

LACES Screenshot 
of student record 
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Assessment List 
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Between 

Assessment 
Report 

LACES Screenshot 
of student record 

LACES Current FY 
enrollments 

showing Hours 
Before 

Assessment 
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Chapter Eight: Student Files 
 

Chapter eight examines the documents available in local student files and checks to see if 

federal and state policies are being followed in regards to the appropriate use of forms, 

assessments, eligibility, credentials, assignments, etc. Most of the criteria in this chapter 

verifies that the activities a provider offers provides participants with the academic tools 

needed to be successful. (Considerations #1, 2, 4, 6,  8 and10). 
 

Because there are so many documents that are required in each student file, it is advisable that local programs 

maintain a student file checklist and periodically conduct file audits with local instructors to verify that student 

files contain the required documents. 
 

Desk Audit Checklist 
 

Local programs should periodically conduct a random sample review of student files, particularly if the program 

has outreach sites and student files are maintained at the outreach site. Directors should randomly select 2-5 

student folders and complete a checklist similar to the one found in Appendix 1 of this chapter to verify that all 

required data/documents are maintained in student folders.  

 

 



18 | P a g e  

 

 

 

Evidence 

 Example: Computer prescriptive results or student profile is in the file. 

 

 

 

 

 

 

This item is looking for the 

TABE computer prescriptive 

result that is obtained when a 

student completes their TABE 

test. A sample is shown to the 

right. The State will verify not 

only that the prescriptive result 

is in the student file, but that the 

scores earned by this student 

have been entered into LACES. 
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Student File Checklist 

As part of the monitoring process, the State will also review individual student files through a random selection 

of files. A Student File checklist is used for this purpose. 

 

 
 

Chapter Nine: Cooperative Planning and Partnership Arrangements for Developing Career Pathways  
 

This part of the monitoring process addresses Consideration #4 as it measures and evaluates how 

well the local program coordinates and aligns activities, services, strategies and goals to the 

Unified State Plan as well as to the activities and services of the one-stop partners. Each of the 

items found in this chapter require a short narrative and if, possible, any other evidentiary 

documentation that can be supplied, such as copies of MOU’s which a local provider may have. 
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Evidence 

Example:  Local program can demonstrate that collaborative efforts have led to a 

reduction in the duplication of services among core partners, as required by 

WIOA. 
 

This item asks that the local program explain how the work they are doing with WIOA core partners is leading 

(or has led) to the reduction in the duplication of services. A sample narrative is provided. 

 

 

 

 

The narrative is supported by a flyer, a schedule 

showing when the joint program offerings occurred, 

and emails/correspondence regarding job shadowing 

and other employment opportunities. 

 

 

 

 

 

 
 

Chapter Ten: Facilities, Equipment & Supplies 
 

This chapter is perhaps one of the easiest to gather evidence for as it requires only pictures for each item. 
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Evidence 

 

 
 

 

 

 

 

 

 
Figure 10.8: Facilities Evidence 

 

 

 

 

  

Heating, 
lighting, 
ventilaton.. 

…are conductive to 
learning 

Facilities …. 

…are free of 
physical barriers, 
accommodating 
adults and 
individuals with 
disabilitities. 

Equipment 
and 
materials… 

..are located on 
shelves in 
wheelchair-
accessible areas. 

Handicap 
accessible 
parking… 

…is available. 

Computers, 
internet, and 
other equipment 
are available… 

..for students to use 
within the facility and/or 
available to check out 
for distance/virtual 
learning, when 
applicable. 

Equipment & 
supplies… 

…are appropriately 
labeled. 
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Chapter Eleven: High Quality Data Management Information System  

 

The LACES database houses all of our Adult Education student files. All documentation completed throughout 

the State is entered into this MIS system. The State maintains the cost of utilizing this system, but local 

providers are required to enter all student, staff, and other required data on a regular basis. This database is used 

for a multitude of purposes and is vital to both the State and local programs. 
 

Figure 10.9: LACES Information 
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Evidence 

Example:  Program uses data matching and/or the suggested survey instrument and can  

                       provide records on survey follow-up. 

 

This item is asking that the provider submit several items. First, a copy of the data-matched results obtained 

from the local college and/or from the National Student Clearinghouse. Secondly, a copy of a completed survey 

the local program has completed for students who cannot be data matched. 

 

 

 

 

 

 



24 | P a g e  

 

Sample #1: Report from National Student Clearinghouse (with SSN’s omitted) 

 

 

 
 

Sample #2: Copy of a Completed Local Program Survey Instrument 
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Chapter Twelve: Internal Program Evaluation 

 

In the grant competition, Wyoming’s AE providers were asked to established protocols regarding internal 

program evaluations. These were divided into multiple categories as shown in the graphic below. Providers are 

expected to conduct internal program evaluations on each of these items and maintain evidence of each 

evaluation conducted. Chapter 12 of the monitoring process reviews how the local program is implementing and 

utilizing internal program evaluations as they outlined in the grant competition. 

 
Figure 10.10: Internal Program Evaluations 
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Evidence 

Example:  Staff evaluations are completed annually and SIA observations are used by  

                       the local program. 

 

For this item, all the local program would need to submit is a completed SIA evaluation. Secondary evidence 

could include a local institutional evaluation. 

 

Sample #1: Completed SIA Checklist    Sample #2: Institutional Evaluation 
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Chapter Thirteen: Fiscal Review 
 

Chapter 13 is a review of the fiscal protocols the local program has in place.  Typically, there can be multiple 

types of evidence that can be submitted for each item. The primary objective of this chapter is to monitor the 

fiscal aspects of the grant which were outlined in the grant competition.  

 
Figure 10.11: Fiscal Monitoring 
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Initial budgets, full 
cost budgets, buget 
revisions, Mattch 
funding,  
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Costs Limits, 
Program Income and 
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Because WIOA places a cap of 
5% on the total amount of funds 
a local program can spend on 
PD & administration, local 
programs can apply for a waiver 
of up to 18%. 

 
All program income collected in 
a fiscal year must be spent in 
that same year on allowable 
Adult Education activities. 
 
In accorance with WIOA Title II 
(Sec. 241), funds made available 
for adult education & literacy 
activities under an AE grant 
shall supplement and not 
supplant other State or local 
public funds expended for adult 
education & literacy activities. 

Allowable Costs 

Edgar Part 76 and CFR part 200 
Subprrt E-Cost Principles provide 
information on allowable / 
unallowable costs for AE programs 

Other Items of State 
Importance 

This includes FSR submission, 
payroll records, inventory, 
record retention, etc. 
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Evidence 

 

Example:  Program ensures that funds are expended as approved in the final budget. 
 

Here, the item is asking that the provider submit evidence that budgetary line items, utilized in 

the draw down system is within the limits established in the budget approved by the State. The 

only documents that should be submitted for this item would be 1) a copy of the approved budget and 2) a copy 

of a drawdown, preferable a year end drawdown, showing that the provider has not exceeded line item budget 

amounts. 

 

Chapter 14: Reports 
 

There are many required reports for the Adult Education program in Wyoming. Most of these reports are about 

program performance and accountability, which address the State and Federal guidelines under which AE 

programs operate.  These reports are discussed in detail in Chapter 10 of this policy manual. The State will 

verify the submission of all required reports, but this chapter reviews that the local program is able to 

effectively use LACES to run various reports that are often considered ‘sub-reports’ to a monthly desk 

monitoring, end of year report, or quarterly report. 
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Evidence 

 

The only evidence needed for each of these items is a copy of the reports being asked for. 
 

Chapter 15: WIOA System Network 
 

The items in this chapter address Considerations #1 & 3 as they review the coordination a local program has 

between itself and WIOA core partners. The chapter also evaluates how well a local program is aligning to the 

strategies and goals outlined in the Unified State Plan for Wyoming.  

 

Evidence 

Each of the items in this chapter require a short narrative response as evidence. 
 

Example:  Access to Adult Education through the One-Stop center is through direct  

                          linkage. 

 

Response:  DWS has office space in our lab & schedule days/hours to work with students on-site. DVR will 

come on-site when there is a student in need of their services. 

https://wyowdc.wyo.gov/news-updates/
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Chapter 16: General Education Provision Act 

 

Section 427 of the General Education Provisions Act (GEPA) requires U.S. Department of Education 

(Department) grantees, such as Adult Education grantees, to describe the steps the grantee will take to ensure 

equitable access to, and participation in, the Federally-assisted program by addressing the special needs of 

students, teachers, and other program beneficiaries. This provision allows applicants discretion in developing 

the required description. The statute highlights six types of barriers that can impede equitable access or 

participation: gender, race, national origin, color, disability, or age. Based on local circumstances, a local 

educational agency (LEA) should determine whether these or other barriers may prevent students, teachers, or 

other program beneficiaries from such access or participation in the Federally-funded project or activity. 

 

Examples provided by the US Department of Education are provided below. 

 

Technology GEPA Examples:  

1. Our district will use SRSA grant funds to help with paying our testing 

coordinator along with digital learning academy classes. Our rural school 

district has a high poverty base and these funds will greatly help with the 

much needed outside technology classes that our small school cannot afford a 

one-site certified teacher. We will ensure that no student or teacher will be 

denied participation based on gender, race, national origin, disability or age. 

2. A majority of students in the school district are from low socioeconomic families, with over 50% 

available for Free/Reduced Lunch Program. As a result, we plan to use grant funds to integrate 

technology in all classrooms and on teacher professional development. Students who participate in 

supplemental programs and all other students in the district will have equal access to these resources. In 

addition, all teachers will have access to professional development, including those who serve at-risk 

students. 

3. Our district will use SRSA grant funds to purchase devices and other related items to support the 

upgrade to our technology and internet needs. Due to our number of low-income students/families, many 

students do not have the ability to use digital devices on their own. The district is committed to offering 

a technology rich educational experience for all of our students. These funds will also be used to provide 

professional development opportunities to our teachers, which they would not otherwise have. We will 

ensure that no student or teacher will be denied participation based on gender, race, national origin, 

disability or age. 

4. Our district will use SRSA grant funds to purchase computers and laptops as part of our school-wide 

technology upgrade. Due to a large number of our students in the district being from low socioeconomic 

families, the district will use grant funds to integrate technology in all classrooms. All students in the 

district will have equal access to these resources. We will ensure that no student or teacher will be 

denied participation based on gender, race, national origin, disability or age. 

 

Professional Development GEPA Example: 

1. Our district will use SRSA grant funds to send staff to trainings to 

improve K-3 Early Literacy. The training is to ensure students are 

reading at grade level by the end of third grade. Staff will come back 

from the training and help other staff use techniques to ensure all students 

no matter gender, race, national origin, disability or age are denied help 

to ensure proper grade level reading. Staff will also be training to ensure 
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all students feel safe and work on proper protocol for improvement of behavior and not disciplinary 

actions. 

2. Our district will use SRSA grant funds for professional development. Because a significant portion of 

our students are at or below the poverty level, we will provide funds for teacher training that will assist 

staff in understanding poverty and how to adapt teaching strategies so that poverty students and their 

parents will be more engaged in their learning. The goal is that through this strategy, students will learn 

more and perform better on assessments. We will ensure that no student or teacher will be denied 

participation based on gender, race, national origin, disability or age. 

 

STEM GEPA Examples: 

1. Our district will use SRSA grant funds to strengthen its district-wide STEM 

initiative. Because we know that STEM-related classes tend to disproportionally attract 

boys, we are implementing outreach strategies to encourage more girls to participate in 

our STEM initiative. 

 

Additional Staff GEPA Examples: 

1. Funds will be used for the salary for our district technology coordinator who 

provides tech support for our teaching staff and students. This includes servers, 

networking, personal computers, , software and other technology for all 

students, including who may not have access to this type of equipment at 

home. We are committed to ensuring all students and teachers have all 

technology available to them; regardless of gender, race, national origin, disability or age. 

2. Our district will use SRSA grant funds toward our guidance counselor efforts to support our low-income 

families/special needs/ESL population. Time is allocated for her to work with these families to ensure 

communication between home and school with constant conversations through home visits, school 

meetings, phone calls, emails etc. addressing safety issues, supporting living conditions, attendance, 

interpreters, meeting IEP requirements, etc. We will ensure that no student or teacher will be denied 

participation based on gender, race, national origin, disability or age. 

3. Our district will use SRSA grant funds to hire additional art and music instructors, fund field trips, and 

make technology purchases. Because of the isolation of the island schoolhouse, it is necessary that the 

students receive exposure to a broad curriculum that brings them both personally and virtually in contact 

with instruction and experiences that all other students receive who are not being educated in such a 

unique environment. We will ensure that no student or teacher will be denied participation based on 

gender, race, national origin, disability or age. 

 

School Climate GEPA Example: 

1. Our district will use the SRSA funds to increase safety and enhance the social 

emotional well-being of our students. Our district will focus on non-discrimination 

awareness programs for all sub-groups including gender, race, ethnicity, gender 

orientation and socio-economic status, through outreach to families and community 

members. Additionally, our district will initiate professional development in this area 

for all staff. 
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Evidence 

 

Example:  Applicant has submitted a ‘sufficient section 427 statement with their   

                        application. 

 

Providers may submit a copy of the GEPA statement submitted as part of the grant application process. 
 

Five Year Monitoring Plan 
 

In order to help providers plan for a site visit/virtual monitoring, the State has prepared a Five Year Monitoring 

Plan as shown below. 
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Figure 10.12: Targeted Monitoring 

 

 

 

 

 

 

 
 

 

 
 

 

 
 

 

III. Monthly/Quarterly Monitoring  
A. Local Providers 

 

Monthly Reports 
 

Each month local providers complete several types of self-monitoring reports. The first is a monthly drawdown. 

The drawdown system utilizes an online submission form (see WCCC website). Budgets are established on the 

system once award letters are sent out. All drawdowns are due by the fifth of each month. 
 

The second type of self-monitoring is the Desk Monitoring Tool (DMT). This three-part form consists of a data 

review, using statistical data from the LACES database, a fiscal review using information from the drawdown, 

and a general comments section. The DMT is due by the 10th of each month. The template and instructions on 

how to complete the DMT are available on the WCCC website. 
 

Quarterly Reports 
 

Each quarter local providers complete a self-monitoring to review seven aspects of their program: successes, 

challenges, surveying, referrals, effects of COVID upon the program, technical assistance, and student success 

stories. This short narrative provides the opportunity for a local provider to consolidate program performance. 

Copies of the template for this report are available on the WCCC website. 

D.  Target Monitoring Process 

▲ 

Increased Risk 
Where there is increased ‘risk’ in granting / 

awarding federal funds to a provider. 

 

Non-compliance 
An applicant / recipient has a history of 

failure to comply with the general or specific 

terms and conditions of a federal award. 

 

There are times in which a local program may have to go 

through what is known as a targeted monitoring process. 

This can occur under certain circumstances. 

Lack of Performance 
An applicant / recipient fails to meet 

expected performance goals as described in § 

200.210. 

 

Lack of Responsibility 
When an applicant / recipient is not 

otherwise responsible. 

 

https://communitycolleges.wy.edu/adult-education/directors/
https://communitycolleges.wy.edu/adult-education/directors/
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Along with the 2nd quarterly report, providers also 

submit a mid-year review of programmatic goals. 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. State 
 

Each month the State also monitors each local program’s progress towards targets by reviewing:
 

 The NRS tables 

 The diagnostic report 

 Each providers hours between assessment 

reports 

 Overall enrollments 

 The LACES dashboard 

 

 Fundables/non-fundables 

 Referrals made 

 Professional development entries into 

LACES 

 Distance learning 

 IET/IELCE enrollments 
 

IV. Internal Program Evaluations 
 

Program self-evaluations initiated at the local level are necessary to meet the grant accountability requirements 

and are a State requirement. They help to determine the ongoing progress and success of the program to meet or 

exceed the performance measures established by the WCCC with the US Department of Education - Office of 

Career Technical and Adult Education (OCTAE). Four types of evaluations are to be performed by the local 

program during each grant cycle. Programs must describe the method and timing of the following types of 

evaluations:  
 

A. The Data Quality Checklist  
 

The Data Quality Checklist (See Chapter 6) confirms correct understanding and application of data gathering, 

data submission, and data management training. The NRS state data quality standards identify the policies, 

processes and materials that states and local programs should have in place to collect valid and reliable data for 

NRS reporting purposes. The Division of Adult Education (DAEL) within OCTAE develop the standards to 

define the characteristics of high quality state and local data collection systems for the NRS. These standards 
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provide an organized way for DAEL to understand the quality of NRS data collection and also provide guidance 

on how to improve their systems. 
 

Local providers in Wyoming are required to complete this checklist once a year and submit it with the end of 

year reports. 
 

B. Summative Evaluations  
 

These evaluations are used to appraise or measure program outcomes and the effectiveness of the program’s 

activities and instruction. (See Appendix #2 for a research article on Summative vs. Formative Evaluations for 

Adult Education).  

 

Extracted from: 

https://www.sciencedirect.com/topics/social-

sciences/summative-evaluation (July 9, 2021) 

 

Summative evaluations are 

intended to provide a package of 

results used to assess whether a 

program works or not. While the 

timing of a summative evaluation 

has to allow the program to have 

a reasonable chance to achieve its goals, it is often 

carried out for the evaluation of short-term goals. In 

general, summative evaluations provide quantitative 

data and are focused on outcomes. However, 

alongside the developmental, behavioral, or 

cognitive outcomes these evaluations often also 

include program statistics, for example, attendance, 

staff characteristics, funding, and cost-

effectiveness data. Summative evaluation can form 

part of an impact evaluation, or be carried out in 

conjunction with a qualitative or process evaluation 

to provide complementary evidence. 

 

Summative assessment – evaluation – comes at the 

end of learning, while formative 

assessment provides information and support during 

the learning. Summative assessment aims to 

evaluate what students know, can do, and can 

articulate at a given point in time. This evaluation is 

reported verbally or in writing to others. Summative 

assessment is more reliable and valid when 

evidence of learning is collected from multiple 

sources over time and when the evidence is 

examined in light of quality expectations or 

achievement indicators. Summative assessment, at 

the classroom level, is based on evidence collected 

both during the learning by students and teachers as 

well as evidence collected at the end of learning. 

Evidence of learning may include observations of 

students engaged in the process of learning, 

products students create, test results, and student 

articulations of their understandings as evidenced 

through sources such as teacher notes, student self-

assessments, or recordings of discussions. Anything 

students do, create, or articulate is potentially 

evidence of learning. It is important that evidence of 

student learning be in relation to clear learning 

targets, be of high quality and free of bias (James et 

al., 2007; Stiggins, 2007). In recent years, there has 

been growing concerns regarding the quality of 

teacher-made tests and the appropriate use of 

external examination results in summative 

assessments (ARG, 2006). It is important that 

educators learn how to use tests and the information 

they provide appropriately. 

 

Summative evaluation requires sufficient evidence 

that the intended learning has been achieved. In the 

past, the assumption has been that such evaluation 

was best done externally – with tests and other 

forms of evaluation created and monitored by 

outside sources. What research has revealed, 

however, is that when teachers are involved in 

becoming assessment literate and engaged in a 

conscious development and application of 

consistent criteria for summative evaluation, valid 

and reliable summative evaluation of the learning 

are more likely to result. Further, when clearly 

specified criteria that describe progressive levels of 

competence and procedures are developed and used 

to judge student work for evaluation purposes, 

teachers are more able to reliably assess a greater 

range of classroom work. Looking at a greater range 

of student work as they apply shared criteria 

increases the validity of professional judgments 

(ARG, 2006; Sadler, 1989). It is important that 

https://www.sciencedirect.com/topics/social-sciences/summative-evaluation
https://www.sciencedirect.com/topics/social-sciences/summative-evaluation
https://www.sciencedirect.com/topics/nursing-and-health-professions/cost-effectiveness-analysis
https://www.sciencedirect.com/topics/nursing-and-health-professions/cost-effectiveness-analysis
https://www.sciencedirect.com/topics/social-sciences/summative-assessment
https://www.sciencedirect.com/topics/social-sciences/formative-assessment
https://www.sciencedirect.com/topics/social-sciences/formative-assessment
https://www.sciencedirect.com/topics/medicine-and-dentistry/self-diagnosis
https://www.sciencedirect.com/topics/medicine-and-dentistry/self-diagnosis
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classroom teachers understand the role of external 

evaluations in terms of: 

1. how the information is used to impact 

classrooms and education practice; 

2. informing teachers’ understanding of the 

effectiveness of classroom programs and 

instructional techniques; 

3. providing information concerning trends and 

patterns with regard to indicators such as 

student learning, student achievement, 

evolving needs of learners, and changing 

emphasis of curricula; and 

4. informing system-level decision-making so 

appropriate supports and resources can be 

provided. 
 

In summary, when preservice and in-service 

educators learn about classroom assessment 

research, theory, and practices, they are better able 

to support student learning through assessment. 

Educators can then thoughtfully employ classroom 

assessment practices such as: 

• setting clear learning targets; 

• using samples to show quality and possible 

pathways to success; 

• co-constructing criteria about important 

products, processes or other evidence of 

learning; 

• engaging students in reflection, self-

assessment, and peer assessment using a 

common language; 

• ensuring that they give themselves and 

receive from others specific descriptive 

feedback; 

• collecting ongoing evidence of their 

learning; 

• preparing collections of evidence to show 

proof of learning; and 

• involving students in communicating proof 

of learning to an audience. 

 

When students are involved in creating and 

collecting evidence of learning in relation to clear 

learning goals, they have a greater opportunity to 

show proof of learning and use the language of 

assessment. When they communicate proof of 

learning to others using the language of assessment 

they inform others, receive feedback, and can 

consolidate plans for next steps. Lastly, teachers 

themselves also collect evidence of learning from 

multiple sources over time in relation to clear 

learning goals. When it is time to report, teachers 

engage in a process of summative assessment – 

evaluation – that involves professional judgment.

 

 

C. Formative Evaluations  

These types of evaluations are primarily used to gather information that can be used to 

improve or strengthen the implementation of a program. Formative assessment focuses on 

student learning and the notion that instruction and assessment are reciprocal in nature.  

They are, in simple terms, an evaluation FOR learning. They are (often) ungraded and 

informal. Their aim is to provide both the students and instructor with a gauge of where their 

level of understanding is at the current moment, and enable the instructor to adjust 

accordingly to meet the emerging needs of the class. 
 

Extracted from https://lincs.ed.gov/state-resources/federal-initiatives/teal/guide/formativeassessment (July 9, 

2021) 

Formative assessment centers on active feedback loops that assist learning (Black & Wiliam, 2004; Sadler, 

1989; Shavelson, 2006). Teachers use formative assessments both to provide feedback to students about their 

progress and to guide decisions about next steps in the learning process, thereby closing the gap between the 

learner’s current and desired states. Popham (2008) defines formative assessment as “a planned process in 

which teachers or students use assessment-based evidence to adjust what they are currently doing” (p. 15). The 

operative word in this definition is process, in that formative assessment is happening throughout the learning, 

as opposed to summative assessment, which is often a one-time event that occurs at the end of a learning unit 

and is used to make judgments about student competence. 
 

https://www.sciencedirect.com/topics/medicine-and-dentistry/self-diagnosis
https://www.sciencedirect.com/topics/medicine-and-dentistry/self-diagnosis
https://www.sciencedirect.com/topics/social-sciences/summative-assessment
https://lincs.ed.gov/state-resources/federal-initiatives/teal/guide/formativeassessment
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Elements of the Formative Assessment Process 
 

Several researchers (e.g., Black & Wiliam, 1998, Sadler, 1989) have identified essential elements of formative 

assessment. These include (1) identifying the gap, (2) feedback, (3) learning progressions, and (4) student 

involvement, which are described as follows. 

1. Identifying the gap is the process of defining the difference (the “gap”) between what students know and 

what they need to know; it includes collaboration between teacher and learner to identify learning goals 

and outcomes and criteria for achieving these. 

2. Feedback (i.e., rich conversations between the teacher and student) gives the teacher information needed 

to identify the current status of a student’s learning as well as the specific next steps that he or she can 

take to improve. Teacher feedback to students must be both constructive and timely to enable students to 

advance their learning. It must include a description of how their response differed from that reflected in 

the desired learning goal and how they can move forward. Student feedback and reflection can alert the 

teacher of the need to modify instructional approaches. 

3. Learning progressions are used by the teacher to break a learning goal into smaller, more manageable 

subgoals. The teacher identifies a student’s location on the learning continuum and works 

collaboratively with the student to set a series of smaller goals. 

4. Involving students in decisions about their own learning and in self-assessment helps students to engage 

in reflection and build their metacognitive skills. See the TEAL Center Fact Sheet No. 4 on 

Metacognitive Processes. There is a profound influence on student motivation and self-esteem when 

students are involved in self-assessments and understand how to improve. 
 

 
 

 “Formative assessment represents evidence-based instructional decision making. If you want to become more 

instructionally effective, and if you want your students to achieve more, then formative assessment should be 

for you.”– Popham (2008), p. 15 

 

Why Use Formative Assessments? 
 

Formative assessment with appropriate feedback is the most powerful moderator in the enhancement of 

achievement (Hattie & Timperley, 2007). Formative assessment helps teachers identify the current state of 

learners’ knowledge and skills; make changes in instruction so that students meet with success; create 

appropriate lessons, activities, and groupings; and inform students about their progress to help them set goals 

(Ainsworth & Viegut, 2006, p. 23). 
 

Teachers can use results of formative assessments to adjust their teaching strategies and match students with 

appropriate materials and learning conditions. Information gained from formative assessment can help a teacher 

determine (1) how to group students, (2) whether students need alternative materials, (3) how much time to 

allocate to specific learning activities, (4) which concepts need to be re-taught to specific students, and (5) 

which students are ready to advance. 
 

Feedback on Student Writing 
 

The role of feedback in the learner’s writing quality has received considerably less attention than it deserves, 

according to the few researchers who have turned the inquiry spotlight from students’ compositions to teachers’ 

comments on drafts. Teacher feedback, given in written annotations and in oral comments in conferencing, is 

the mechanism to provide the guided practice struggling writers need to apply newly learned skills (Pathey-

Chavez, Matsumura, & Valdes, 2004). 
 

Too often, students tend to correct only those specific errors or directions that are noted without taking the steps 

to revise the draft (Beach & Friedrich, 2006; Fisher & Frey, 2007), resulting in no real improvement in the 

consequent draft. These researchers recommend providing feedback through modeling of metacognitive 
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processing and carefully focusing feedback in written and oral comments on students’ understanding of writing 

development. They emphasize that conferences about writing drafts should end with a written plan of action, 

whether or not these have occurred face-to-face or online. 
 

A national study of effective writing conducted in the U.K. (Grief, Meyer, & Burgess, 2007) credits 

constructive and timely feedback with significant development of competence and confidence. The study’s 

authors recommend that group dialogue and individual feedback be part of a writing curriculum for adult basic 

education students. 

Recommended Strategies for Assessing Student Writing 
 

The purpose of assessment tasks and activities is to provide the teacher with a window into students’ cognitive 

processes. Formative assessments allow students to show their thinking and allow teachers a way to see and 

gauge students’ cognitive processes. 
 

Forms of assessment can range from performance-based assessments to reflection journals to multiple-choice 

items. They can take the form of checklists, rubrics, written papers or oral presentations, graphic organizers, 

Socratic questioning, etc. They can be teacher observations of student performance, teacher questioning/class 

discussions, analysis of student work, student self-assessment, KWLs, and student journals, among other 

informal assessments. The approaches shown in figure 10.14 are useful for assessing students’ knowledge about 

a given topic as well as their writing skills.
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 :  

QUICK WRITES 
As a pre- or post-assessment tool, 1- to 3-minute quick writes on a topic or 
big idea can be revealing. Student responses often show what they do or 
do not understand about a topic, and they provide the teacher with 
insights into the reasoning processes that students are using. 

CLOZE WRITING 
The cloze procedure consists of fill-in-
the-blank activities for sentences and 
paragraphs that can be used to assess 
knowledge. Facilitative supports, such 
as a vocabulary bank, can be used for 
sentences. For a more extended 
response, students can be given a short 
story (for example) for which they must 
write a one-paragraph ending. The 
brainstorming for this activity can be 
done in pairs or small groups, and then 
each student can write his or her own 
one-paragraph ending 

THINK-PAIR-SHARE OR 
WRITE-PAIR-SHARE: 

These types of activities ensure that everyone 
has a chance to talk and process their thinking. 
Ask for two minutes of silence while each 
student considers his or her response to a 
prompt, text, lecture, etc. Then, have students 
take turns sharing their reflections with a 
partner. Some reflections can then be shared 
with the whole group..  

GRAPHIC ORGANIZERS  

These include items such as Venn diagrams, word/idea webs or 
concept maps, cause/effect charts, flowcharts, and sequence 
charts. Graphic organizers can be used to assess prior 
knowledge, record learning during a lecture or class reading, or 
organize knowledge after learning. 

ENTRY/EXIT 
CARDS 

As students enter class, they respond 
to a prompt displayed on the board or 
a flipchart (e.g., a sentence or short 
paragraph) related to the topic of that 
day’s lesson. Alternatively, students 
can be asked for an “exit card” that 
provides insight into what they learned 
from the day’s activities or what they 
predict might follow..  

STUDENT REFLECTION 

The teacher can encourage students to reflect on their 
accomplishments as well as their challenges by asking students to 
answer questions that spark critical thinking: 
-What was your task, the ultimate goal, or the outcome for this 
activity? 
-What are some important concepts and ideas that you 
discovered/learned? Why are they important? 
-How did you solve the problem or task? Did you reach your goal? 
Explain. 
-Would you make changes if you had to do it again? Explain. 

Figure 10.13: Writing Assessment Strategies 
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There is a significant body of evidence linking the formative assessment with student achievement. Adult 

educators, by encouraging student reflection on their learning and by involving students in decisions related to 

next steps in reaching their learning goals, both motivate and empower students in the assessment and learning 

process. Formative assessment can help teachers improve the quality of instruction and help students reach their 

full potential. 

Internal Self Evaluations  
 

Internal Self-Evaluations help the program meet performance targets (include employees, outcomes, program 

design, and data analysis).   
 

V. Student Evaluations 
 

End of course student evaluations provide useful feedback on program design, 

quality of instruction, and the overall delivery of course(s).  Local program directors 

can use the information collected from student evaluations to identify professional 

development needs for instructional staff. The data collected from student program 

evaluations can also help the local director identify challenges in the program, such 

as timing of classes, the need for more distance learning options, the availability of 

classes, and other student needs. 
 

Student program evaluations can be done in paper or electronically and results should always be reviewed by 

the program director. Copies of evaluations should be maintained for the length of the grant and should be 

available to the State for monitoring purposes. 
 

A. Career Service Course Evaluation & Certificates 
 

All students who complete a career service course must be presented with the opportunity to complete an end of 

course evaluation. In addition, it is highly recommended that successful students also be awarded a ‘Certificate 

of Completion’. This is particularly important for participants who are co-enrolled with DWS as DWS will ask 

for a copy of this certificate. 

 

VI. Staff Evaluations 
A. Standards in Action Tool 

 

Because the use of standards in AE classrooms is critical, the State requires that all local programs utilize the 

Standards in Action Evaluation tool on all instructional staff. Local directors are required to observe each 

instructor’s lesson at least once per year utilizing this multi-paged form. Copies of the completed review are to 

be maintained in each instructor’s local file and these are subject to State review through the monitoring 

process. A copy of this tool is available on the Commission website, but is also included in Chapter 13 of this 

manual.  
 

B. Institutional Evaluation Processes 
 

Most AE programs in the State of Wyoming are housed within a Community College and because of this 

institutional policies in regards to evaluation are also important. Institutional evaluations may differ greatly 

from the SIA checklist but both should be used by local programs. 

 

https://communitycolleges.wy.edu/adult-education/directors/#forms
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C. Instructional Self-Assessment Tools 
 

The State has provided local programs with multi-leveled self-assessment instruments that can be used by staff 

to self-identify areas of weakness pertaining to their responsibilities as an AE instructor. These tools are 

optional but provide a method for easily identifying an instructor’s professional development needs. The forms 

are available on the Commission’s website. 
 

D. Manager Competency Evaluation Tool 
 

Another optional tool available to local programs is the Manager Competency Evaluation. The intent of this 

form is to provide instructors and other staff with an opportunity to evaluate the local director. Programs which 

use this form should maintain the confidentiality of the staff who are completing the form by identifying a 

‘lead’ person to collect the forms as they are completed. This lead person should then present the completed 

evaluations to the local director who may review responses. Programs which want to utilize this form may 

obtain the template from the Commission’s website. 

  

 
 

This tool can be utilized by local programs to help facilitate and identify areas in the program which may 

need to be addressed by the local director. 
 
 

https://communitycolleges.wy.edu/adult-education/directors/#forms
https://communitycolleges.wy.edu/adult-education/directors/#forms
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Appendix #1: Sample Desk Audit Checklist 

 

 ABE Desk Audit Checklist    

Site:__________________________ Date:_______________________ 

  

File #____: Student Name____________________   

    

 Yes No Notes: 

Intake Forms       

1. current intake form is used       

2. form is signed       

3. form is complete       

4. Student has registered at Wyoming at Work     

The date of registration must 
be indicated on the intake 
form. 

        

Student Files contain:       

1. intake form       

2. intake essay       

3. state goal sheet       

4. Integrated Learning Map       

5. PowerPath results, response booklet, personal 
profile       

6. pathways form       

7. student contract       

8. software access codes       

9. pre/post test results       

10. information regarding student progresss       

11. Smarter Strategies       

12. Samples of student work       

13. Career Research Worksheet       

14. SMARTER Career Plan       

        

        

Distant Learning Students       

file contains:       

1. DL assessment       

2. DL application       

3. Student tracker timesheet       

        

Exited Students       

file contains:       

1. exit form and reasons for exit are documented       

2. post test (if applicable)       

3. HSE test results (if applicable)       
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4. surveyed information is recorded       

        

Student Hours       

1. student hours are logged on site (sign-in sheets)       

2. DL hours are tracked appropriately       

3. Hours logged on sign in sheets and DL hours        

    match hours submitted on Weekly Log of Hours       

4. Student hours are logged in a place where        

    instructor can readily access to verify when        

    student is due for a post test.       

  Yes No Notes: 

Age Waiver Applications       

1. application is complete       

2. shows the date in which it was submitted to       

     the State and to Torrington       

        

Testing       

1. OPT scores are in file       

2. pre and post test scores are in file       

3. Waiver to post test form (if applicable)       

4. Release to test form is in file       

5. HISET log in information is recorded in  

    

  

     student file   

6. Full battery TABE CLAS-E assessment is given 
(when applicable)       

7. Alternate Forms are used for pre/post testing        
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Appendix #2: Research Article 
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