Program Administrative Handbook for Local Directors
Adult Education
Wyoming
Chapter 6: Data, Data, Data

l. Data Collection

. . Demographics || EFL's/MSG Employment Credentials
Data collection is a requirement of the
Workforce Innovations and
Opportunities Act. Publically funded
programs and agencies have greater
er s . HSEC,

accountability in this law and the law Postsecondary

i i Collected o ’
requires programs temonstratetheir _ training, IET,
impact. at intake Measured DAt etc. collected

By testing match & through data

Data is collectedn student Survey match/survey
demographics and the progress made
towards advancing their educational
levels, employment, and enroliments in Tables 4 | | 122 9A, 8-
postsecondary/training. These are Reported on 4A, 4B, 4c, 1 T5, 8-11
recorded in a Management Information Tables 1. 2 8-11
System (MIS). The vendor we use in oA 3

Wyoming is LiteracyPro Systes and
the software is LACES.

Each year program staff will create staff, student, and class setup in the LACES management information
management system. Schedules, locations, and dates should be included.

Once the data is collected on the intake formemtdred by each local ABE program provider, the data is
aggregated at the state level for reporting to the US Department of Edtc@tifice of Career, Technical, and
Adult Education (OCTAE) through various Tables. State data is entered into the Nagpoaing System

(NRS) online database. OCTAE creates a NRS report that is then given to the U.S. Congress. It has both sta
profiles and aggregated data tables for the national Adult Education program.

It all begins with our AE students entering thié program to enroll in classes. The quality of the data is

initially up to the front line staff that walks the student through the orientation, enrollment, and assessment
process. Instructors accurately determining the appropriate post testing timbgsinoueof scores, recording
attendance, and managing the student files to reflect current information on students is a cornerstone to this
accountability process. Error checking and updating should happen on a continual basis.

A. Intake Data

When studets enter the program, intake staff collect NRS measure data, including demographics such as age
ethnicity, raceparriers to employmentgender, as well as, family information. Contact information is recorded
on the intake form which will be used ineation and followup activities.
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In FY 21/22 the intake form will beconeectronicand will be available in both English and Spanish. This new
intake form will automatically populated th& CES database with relevant student information needed for
reporting purposes.

Note: Please refer tdew Teacher Training Bdule 4for additional guidance on intake data collected through
the intake process.

B. Career Services Data

All students complete aaceer service course where such things as assessments, career planning, goal setting
participatory learning, brathased theory is introduced to students. Instructors must compile, record, and
submit all completed documentation to the program directar&latry person to record this information into
the studentodos LACES record.

The Career Services course is an introduction to adult education and serves as an orientation to the program
where an exchange of information occurs between the student and petgifaiihis exchange of information
occurs so that the student knows what to expect from the program and what the programs expects from the
student.

Each local program in Wyoming has designed its own Career Services course to meet the needs of students
This means that each program serves unique populations in their area and the needs of these populations m
be taken into consideration. There are several components that should be customized and included in every
Career Services course. These were empthn great detail in Chapter Thrdaut are briefly discussed here as
well. In general, the orientation should include program information, HSEC information (when applicable),
commitment, and motivation to learn, assessment, learning information, kiilgytest taking skills, time
management, and additional training opportunities. Collalbgrpartners may join the orientation session to
share information on complimentary programs offered at your location or other local sites. Career counselors
from community colleges can also be invited to participate to make students aware of the opggortunitie
available to them.

All students must be officially registered in LACES upon completion of their Career Services course.

Note: Please refer tdew Teacherrtining Module 3for additional guidance on the orientation and career
services course.

C. Assessmernbata

Accurate assessment is critical to placement and curriculum design for students. T. 7
tests are used as assessment tools for all local prografhgming. Students must be
assessed with a valid form of one of the required instruments. Standard testing
conditions and timing of the tests are essential to accurate results. Programs must follow
the guidelines outlined intifét at e 6 s A s s wiwen giving dll standafdized gesssments.

L‘Assessment
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https://studentportal.literacypro.com/wy/program
https://communitycolleges.wy.edu/adult-education/directors/new-teacher-training/
https://communitycolleges.wy.edu/adult-education/directors/new-teacher-training/
https://communitycolleges.wy.edu/ae-policies/

<

Pretesting

wmust occur within the first 12 hours of instruction
WYI'ABE locator is required
wOnce an assessment in completed, results must be entered into LACES

uStandard testing conditions and timing of the tests are essential to obtaining accurate results J

<<

PostTesting

=

wrhe length of time between the prand posttests must be long enough to allow the test to measure education

AFAya FOO2NRAY3I 02 UKS 0Sau LWzt AaKSNIRa 3IdzA RSt AY
oPosttesting should not occur until the student has accrued, at a minimum level, 40 hours of instruction.
wOnce a postest is completed, the data must be entered into LACES in a timely manner.

alocal programs must closely monitoring when a student become eligible for post testing as accurate and val
testing are critical components to program performance. J

<

Official
Practice Test

wnay never be given as placement into an AE progrm

wnay never be given within the first 12 hours of instruction.

uashould not be given until a student has demonstrated a readiness to test (through TABE testing, when possible)
uScores must be entered into LACES before a student commences testing for an HSE certificate

<

Informal

oare to be used to monitor learning and inform instruction
aare not recorded in LACES, but copies should be maintained in student file

<

Assessment

—
Note: Additional guidance on assessments is also available eheTeacher Training module £

Assessment data

——

3|Page

ax

d post


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

D. AttendanceData

Attendance for each student must
be tracked for each class. This
information is enterethto the
data system and allows the
agency to evaluate class
participation, appropriateness of class scheduling
and staff performance. Hours may be totaled and
entered weekly. Noinstructional hours may be
tracked by entering them without linking themato
class. All instructional hours must be linked to a
class for them to be counted on the National
Reporting System tables.

Aﬂen?éjace

There are two types of attendance hours that must
be accurately tracked and recorded for all adult
education programgontact hours and proxy hours.

Contact hoursaredefined asynchronous time

spent instructing the learner. Contact hours include
two-way interaction between instructor and learner
by faceto-face interaction, telephone, video,
teleconference, virtualassrooms, or other online
communication where learner and program staff are
able to interact and through which learner identity is
verifiable.

Proxy hoursare defined assgnchronous time a

learner spends independently engaged with distance

learning ativities, such as using an approved
distance learning platform or approved instructional
tool. Proxy hours can include approved independent
instructional activities in a computer lab, activities
assigned out of class, or supplemental activities, but
must ke preapproved by the State Distance

Learning Committee.

Allowable attendance includes time a student is
working in the AE center lab or class, in an
approved online distance learning program, in
virtual/hybrid classrooms settings, or spending time
with an instructor in advisory activities. High

School Equivalency (HSE) testing time is not
included in instructional hours.

Hours accrued through face to face interactions with
students are to be verified by student signature or
time card methods where thiadent clocks in/out.

Hours are then entered into the student file on the
LACES database.

Hours accrued in a virtual classroom are to be
recordedoy the instructor and recorded in the
student file on the LACES database as either
contact hours or proxy hours.

E. The Data Collection & Review Process
Instructors

Each teacher should complete freacher
Information sheeand have the information entered
into LACES. A copy
of the sheet is then
sent to the Adult
Education State
Program Director. The teacher's staff development
information is also recorded by the lbpaogram
director. All staff who utilize the LACES database
must also complete and submit to the State office a
copy c&dnfidenhagty Ayreemenb.

Instructors hae a large role in data collection in
most programs. They report student attendance or
contact time, assess students, report test scores, and
sometimes are involved in the gestting process.

In addition, since instructors have direct contact
with studetts, they are often asked to provide
student information that was missing or incorrect at
other stages of the data collection process. Ideally,
instructors not only help with completing forms, but
also have a role in reviewing data and reports.

NOTE: Valid and accurate data collection is part of

everyonebs responsibilit

F. Maintaining Student Files

Each student enrolled in Adult Education programs
of study must have on file with the grantee, a
permanent file. At a 4 a :
minimum, the file must
contain theollowing
information:

U Intake form

U TABE locator

U Pre/post tests with prescriptive results

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

U Accommodations documentation (when U Local program documents

applicable) U Official practice test score sheets (when
U Appropriate release forms applicable)
U HSEC choice of test form U HSEC transcripts (when applicable)
U Any earned credentials/milestones recorded U Age waiver documeation (when
U Copies of student work applicable)
U Enrollments in postsecondary U State approved Goal sheet
i Co-enrollments with WIOA core partner U State approved Referral form
programs are noted U Career assessments
i Case & progress notes U Career explorations/career counseling

U Follow up surveys documentation
> PG X
v -4 v
Random selection of student files are revietvedugh the monitoring process to ascertain whether the local

program maintains this information in hard copy.

Student files are the permanent records of your students' efforts and successes and must be accurately
maintained. All students musthaveaddc f ol der , even t hofsuen dwehbol ea rset ucdos
information regarding these students is recorded and submitted on NRS Table 2A and local programs must
maintain an audit trail on how data was collected/maiathon this special populah.

G. Goal Setting

Realistic goals setting with a regular review of the goals has been linked to student retention. As you know tt
|l onger you can keep a student in class, the grea
meeting tleir goals. The goal is to have students come often enough and remain long enough in the program
develop the necessary skills to be successful outside the classroom. This is intensity and duration.
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H. Retention of Stdent Records
Student files and records are to be retained for three years after the final fiscal data report is
submitted at the end of a mujtear grant. The federal guidelines state:

"Programmatic and fiscal records... must be retained for thres. WWaen grant support is
continued or renewed, the retention period for each funding period starts on the date the
grantee or suigrantee submits to the awarding agency its single or last expenditure report for
that period. If any litigation, claim, negation, audit or other action involving the records has
been stated before the expiration of the tyesr period, the records must be retained until
completion of the action and resolution of all issues which arise from it, or until the end of the
regularthree year period, whichever is later.” (34 CFR Part 80.42)

I. Data Entry and the Data Collection System

[ i X % The data collection process results in a high volume of paper (forms, test scores, attendan
’ Daca \_ records, surveys) that clerical staff receivestaacks. Staff must develop an organized

; = . system for managing this paper flow. The process includes receiving forms from other staf
| Entx\l .\ for checking and correcting. Once error checkers correct forms, program staff then
completes the data entry.

Oneormorestaf member s must enter information from for
entry may occur at an instructional site, or the program may have a central data entry point to which all sites
submit their forms for key entry. Programs must havendividualized student database that is organized to
allow the program to examine relationships among student and program variables, attendance, and student
outcomes. Once forms are keyed, data entry staff should review error reports promptly and resslaacder
missing data by returning forms to the staff members who collected the problem data. The Dashboard has
interactive graphs to help expedite the process but thorough checks must be done at least quarterly.

Data on each student is entered electadhji@t least once a week. Keep attendance, testing information, and
goal attainment upo-date. The dashboard in the local LACES software is built to inform local programs of
achievements and offer support in identifying retention andtpesissues.

During the data collection process, States and local programs can implement four mechanisms to help ensur
data quality.

Organized Dedicating Timely Spot checking

data collection sufficient Reporting data on a
procedures resources regular basi

V V V NV

QUALITY DATA

First, data collectioproceduresieed to be explicitly organized. Program staff should establish specific,
concrete procedures for data collection and data reporting. These procedures should State tdnat
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collected, when it is collected, and who is responsible for collecting it. The time when the information should
be collected and reported also should be determined. Incorporating these procedures formally into staff job
responsibilities enhancese likelihood that staff perform them.

The second critical factor to collecting quality data is devoting sufficemtturced time, staff, and monéyto

data collection. Providing resources shows staff that data collection is a valued and importantraattivi
something that is done as an afterthought or when there is time. At least one staff member in a program shot
have explicit responsibility for ensuring that destaollected and reported.

Timely reportingof data according to a fixed, regular schedule is the third factor for promoting data quality.
Data should be reported to a central agency, such as the State or district, frequently and at fixed time periods
the local level, information shouldbeemett i nt o t he programdéds data syst
example, attendance should be reported daily or weekly. For reporting to the State, quarterly data submissiot
required to achieve data quality at the superior level. More frequent rgporrtiaaltime data updates, such as
through a Welbased system, are optimal.

If the time lag for reporting data is too long, then the dat@at reported completely, as staff have a tendency

to put off data reporting until the deadline. The resulthggh degree of missing and possibly false data.

Another reason for frequent reporting is that errors or problems can be identified and corrected on an ongoin
basis. If datas reported infrequently, errors may go unnoticed before it is too late to ctreec.

Finally, frequent contact with data collection staff and spot checking their data assists in ensuring quality date
A State or local staff member knowledgeable in reporting and data collection should provide regular, ongoing
monitoring of data dtection through scheduled contact with local staff. Samples of data collection forms
should be examined periodically. To be most effective, monitoring should be proactive gmehitove and

viewed as a form of technical assistance. With this approtfhase less likely to try to hide problems or

cover up mistakes.

A. Programmatic Administrative Reviews

The review process should include a regular opportunity for the program data
director and other program leaders to review data reports. As the person driven _ data}

mostr esponsi bl e, the director may dé’cf;ibn%” | ontegrityat t h
bring a different perspective to the data review process. This review may

raise further questions about data integrity, requiring another round of of &

checking and verification among theff. The program director may share

data reports with staff as a means to identify problems, track progress, aid

receive staff buyn into the data collection process by demonstrating how g5tq data
data can be used for program management and inform continuouamrogyglidation reports
improvement.

The program director should also utilize the data found in LACES for program ewalaatimprovement.

LACES is designed to provide NRS performance and local service level data reports that can be used to
evaluate state level or program level performance. Reports can be created and utilized by program staff to as
them in managing studentds, tracking test needs, and goal/cohort attainment. Program directors or
coordinators can monitor classes and make informed decisions concerning scheduling, curriculum,
supplemental service needs and improve program operation.
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B. State Data System and Rerting

All local program data is dynamically available to the state agency and used for integration into the state data
reporting system. The state level database combines the individual program data into a state aggregated rep
As part of the data tegration process, state staff may identify errors or inconsistencies in local data, initiating
another round of data checking, cleaning, and data entry by the local program.

All states send their data to the U.S. Department of Education (ED) annuitythes NRS data tables. ED

then creates a national report and submits the report to the U.S. Congress and uses the data in determining
performance incentives. Prior to creating the na
inconsistencies and asks for corrected data tables from states, as needed. In turn, states may once again ne:
review local program data to correct data problems and contact local program directors for corrections. Local
staff then needs to identify goslems and correct errors and resubmit data to the state, which then provides
corrected tables to ED.

C. Summary

The discussion around the model data collection pradessfies two key characteristics central to the success
of a good data collection system. First, the process requires many people working together as a team. Each |
of the process represents a staff person who has a definite role in data colatioperson must know his or
her job and do it right. Ideally, each staff member will also accept responsibility, as a member of the team, for
fulfilling his or her role. The team makes the process work, which includes collecting and recording accurate
ard timely information, submitting the information to the next staff person in the process, and reviewing and
correcting information that is missed or erroneous. The second characteristic of a good data collection proces
that it has many checkpoints afe@dback loops. There are frequent checks on the data (when forms are first
completed, after data entry, prior to report submissions) and several opportunities to improve data integrity. A
each checkpoint, there is a staff member who has the respoypsibditauthority to correct the data. In addition,
several different levels of staff (clerical and data entry, teachers, program directors, state and federal) review
data. This review by staff, internal and external to the process, produces qualifyheataird concept is in
WY the expectation is that all local providers will meet the NRS Measures.

**Information from the National Reporting System

lll.  Data Matching

The collection of accurate data is critical to not only the suafabe local program, but also for the State.
Because of this there are multiple ways in which data is collected throughout the year onéxé post
indicators. The State data matches employment records for students who have exited Adult Education progre

in Wyoming for the ¥ 4" guarter after exit. These data matches are typically conducted on a quarterly basis
and one comprehensive sweep at the end of the fiscal year on all students who provide a social security nurmr
In addition, the State dataatches for credential attainment and enroliments in postsecondary at least two time
per year. (December and June). The State does NOT match for high school equivalency as this is a local
requirement. The State conducts these data matches through theNatiment Clearinghouse (credentials
earned anywhere in the USA) and through the Comm
entered into LACES.
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Employment

e nd SSIB
State WYOMING

COMMUNITY COLLEGE COMMISSION

0

Postsecondary

Local programs have the responsibility of collecting data for enrollments/completions in postsecondary/trainir
and for the high school equivalency exafecause this information is critical for reporting purposes, local
providers areequired to conduct data matches at least three times per year through both the National Studen
Clearinghouse and through the local community college. Local providers are required to conduct data match
as follows:

-October of each year to capture fall enroliments
National Student -February of each year to capture spring enrollments
Clearinghouse’ -June of each year to capture summer and/or any late student registrations wi
have not been picked up by previous data matches.
Because nowredit training/ workforce courses are not tracked through the NS(
through the Statebds database syster
eligible student records at the local community college at least thmes per year
following the timeline outlined above.

NSC

These data matchas well as surveyingre required to be completed on students for two consecutive years.
Table 4 will capture data on postsecondary/training enrollments for students in timé iisces year, while
Table 5 captures this data on students enrolled in the previous fiscal year.

In cases where the local program did not collect a SSN on student(s), the local program is required to utilize
survey instrument to collect data on thestgexit indicators. This data must be collected utilizing the state
approved survey and contact log, found in the Appendix to policy #08112020R. Surveys are also required on
individuals who are selémployed, farmers, ranchers, railroad employees, andaleflenilitary employees as
these types of occupations do not report earnings through the State Ul system and are not able to be data
matched.

Surveys must be conductéslee Chapter yith the appropriate data entered into the LACES databased
following the schedule outlined by the NRS found on page two of the aforementioned policy. Local programs
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are also required to maintain a Survey Notebook which includes all data collected through a surveying
instrument Additional information on surveying can be falin Chapter 5

Local providers are required to utilize the DiplomaSender database or the HISET/GED website to obtain copi
of student HSE credentials and of student transcripts. When possible, both of these documents need to be
uploaded into the studefiie on LACES with the appropriate information entered into LACES to reflect HSE
credential attainment when earned.

Note: Students who do not provide a SSN at intake will be required to submit this information to register to tal
a high schooéquivalency exam. Local programs should record this information upon receipt immediately into
the studentodos LACES record.

Hard copies of all credentials earned MUST be maintained in the local student file.

Postsecondary / Quarterly
Training:
NSC & Local
College
Local
Proaram

DiplomaSender

HISET/GEE

A= website

V. Required Classes for Accurate Data Reporting

Each provider in Wyoming has its own system for managing and recording how students are accruing hours.
However, therare, at present, two required courses that each provider must have: A career service course a
an ABE/ASE 9+ class.

A. Career Services

WIOA Sub-section C: clearly articulates that career services are required in the delivery system of WIOA core
partnersThe legislation provides a clear definition of what these services must include. (pleaseiéfer to
Policy #0309202&Career Services Course/Training ServicAdult Education programs in Wydng meet this

WI OA requirement through the providerds Career S
which can be recorded for each enrolled participant in this course. As outlined in the aforementioned policy,
Wy omi ngobs pr ardupdoelb loursrie gomplation of the various components of a career services
course. Any additional hours are to be tracked through either a Career Pathways or a Classroom Essentials
course.

At the end of each fiscal year, the State is requireddmgwand reconcile the total number of participants and
the hours theydve |l ogged in these course, so it
participant.
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https://communitycolleges.wy.edu/ae-policies/

B. ABE/ASE 9+

In order for HSEC students to populate to the coelttimns/lines on Table 5, it is critical that providers
closely monitorstudent test data to ensure that students are at NRS 5/6 before they begin taking their HSE
assessments. Students who are not post tested at NRS 5/6 but have shown a readirtbssughtesher

means must be registered into an ABE/ASE 9+ class before completing their last E&inass. This will
ensure that dble 5 populates correctly.

When setting this class up on LACES it is critical that the provider clearly denotes tHasthprovides
instruction at the 9+ level. This is done by selecting the appropriatedds@p menu under the Class
Tab>Class Data.

Class Data Enroliment Attendance Instructor nstructor Hours Comments

Term: 2U20-202 Instruction at 9th Grade Yes Location: Community/Junior college
Course Number: 2021 Days: Location Detail:
Title:  ABE/ASE 9+ Times: Variable Credit:

Status; Active Bldg/Room; No Value Entered Credits

V. Data Validity

WIOA section 116 requires each State to have ensure the data contained in its reports be valiblanDatdia
validation helps ensure the accuracy of the annual statewide performance reports, safeguards data integrity,
promotes the timely resolution of data anomalies and inaccuracies. The OCTAE goiddate validity may

be found in theOCTAE Memorandum 19.

A. Joint Data Validation Framework

Data validation is a series miternal controls or quality assurance techniques established to verify the accuracy
validity, and reliability of data. Establishing a joint data validation framework based on a consistent approach
shared by the Departments will ensure that all prograemata consistent and accurately reflect the

performance of each core program in each State.

The purposes of validation procedures for jointly required performance data are to:

U Verify that the performance data reported by States to the US Departments of Labor and Education are
valid, accurate, reliable, and comparable across programs;

U Identify anomalies in the data and resolve issues that may cause inaccurate reporting;

Outlinesource documentation required for common data elements; and

U Improve program performance accountability through the results of data validation efforts.

c:

B. Source Documentation for Common Data Elements

Procedures developed by the States must include retatlaelement validation through core program
monitoring on 24 common data elements. The Departments selected these elements based on their importar
to reporting accurate performance outcomes and to ensure data consistency across core programs.

OCTAE sat the listin the boxon the following pag&hich encompasses the 19 elements Adult Education
must monitorThe common data elements are described along with the allowable types odemuroents

1l1|Page


https://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/octae-program-memo-19-1.pdf?utm_content=&utm_medium=email&utm_name=&utm_source=govdelivery&utm_term=

programs may use to validate the data.

Written procedur esfor data validation contain a description of the process for identifying and correcting
errors or missing data, which may include electronic data checks:
1. Regular data validation

training for appropriate WhiCh Common Data Elements
program staff (.9 atleas  Require Source Documentation?

annually);
2. Monitoring protocols,
consistent with 2 CFR

§200 328 tO ensure that 2. Date of Program Exit 15. Type of Recognized Credential
program S’taff are 3. Other Reasons for Exit \bag 16. Date Attained Recognized Credential

1. Date of Program Entry 14. Wages 2nd Quarter After Exit Quarter

following the Written d ata 17. 2::: g: m:t Ii:’ceelr(tltzl't:llaasurable Skill Gains: Educational
validation procedures and

take appropriate correctivg &
action if those procedures|
are not being followed;

18. Date of Most Recent Measurable Skill Gains:
Post: dary Transcrip port Card

s . - = 2 19. Date of Most Recent Measurable Skill Gains: Secondary
T atROIPARG Xt ¥ During Program Transcript/Report Card
Participation

20. Date of Most Recent Measurable Skill Gains: Training

1 8. Enrolledin Secondary Education Program :
3. Aregular review of & o Milestone
prog ram data (g . 3 E:;edii;rz::‘s%ier::p;::E:;;iit::ﬁ::uz;g::;?ng;rgmm 21. Date of Most Recent Measurable Skill Gains: Skills

Progression

guarterly) for errors, : :
10. Employed in 1stQuarter After Exit Quarter 22. Date Enrolled During Program Participation in an

mlSSl ng data, Obmf-range Education or Training P_rogram Leading to a Recognized
. 11. Employed in 2nd Quarter After Exit Quarter Postsecondary Credential or Employment
values, and anomalies;

4. Documentation that 12. Employed in 3rd Quarter After Exit Quarter outh 2nd Quarter Pla itle )
. mISSIng and erroneous 13. Employed in 4th Quarter After Exit Quarter 24. Yoi Qua ment (Title I} 12
data identified during the
review process have been corrected; and

5. Regular assessment of the effectiveness of the data validatiosgp(eag, at least annually) and revisions
to that process as needed.

An essential feature of the data collection process must be rec
and frequent review of data entered into the data system. The

system has prprogrammed error reports that allow for a review - e
. i K . mmediate || review

of inconsistent, odbf-range, and missing data. Datargrand el

clerical staff should regularly review these reports and should

return them to teachers, intake workers, and clerical staff to clz Reriens

data

problems and obtain the missing data. Corrections should ther
sent to data entry staff so they can enter themthe database.

WIOA legislation requires that each State have policies in plac

ensure that data contained in reports is valid and reliable. This Data Validity
fully explained inWY Policy #08142020 Wyoming utilizes a

multi-level approach to data validation as discussed below.
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https://2ky701279qlou23p6256zftv-wpengine.netdna-ssl.com/wp-content/uploads/2020/08/Data-Validation.pdf

Wyoming’s Multi-approach to
Data Validation

Throughout a given year, LACES
trainings provide support to the
data validation process on such
topics as data input, tables & NRS
: updates, error correction, etc.
Provider reviews program Ry
progress towards targets, LACES Trainings
referrals, financial data, etc.

Monthly Desk Monitoring

Each month the State reviews LACES
data for progress toward targets by

 Data Dashboard
=] Wyoming utilizes two
dashboards: LACES & the
A datahub from weee. State
Monitoring
Visits
v \_/ The State conducts regular

reviews of each provider’s
performance, compliance
and program effectiveness.
Programs are on a two

each provider, completion levels,
nten:on, assessments, a financial program :’;:::yssde X ClotEvine
review, employment numbers, [mprovement
enrollments in training (inclusive of
IET/IELCE), ete. A Goals
w Providers write measurable v
goals for program
‘ 'Qoa State M.onthly \-/ improvement that are both End of Year
it Review qualitative and quantitative, Reports
‘ These are monitored In a six a

»

Drawdowns

A

v

month review.

\ / Atthe end of each fiscal

year providers submit a

Quarterly Reports comprehensive narrative
which reviews various
[ Each quarter providers aspects of thelir program.

submit a quarterly report
that reviews data,

successes/challenges in

Each month providers submit budget
documentation to request a drawdow: D

of funds for reimbursement of A4
expenditures incurred within the

month. The State verifies that each line

item on the requested funds does not

exceed approved budgetary amounts.

relevant

the quarter, progress in
surveying, and other

information.

VI. Instructors & Tracking Professional DevelopmentData

Information on instructors is collected and entered into the LACES database for accurate reporting on NRS
Table7 The coll ection of pertinent data begins whe
sheet, which is ultimately submitted to the State Educational Agency for Adult Education.

Beginning in FY 21/22, the State requires that all professidevelopment for Adult Education programs in
Wyoming be tracked through the LACES database.
should include the date in which the PD occurred, name of training, and the hours taken to complete the
training. This must be tracked for all Adult Education instructors.

Staff Data

VITW, wiiaiige

Hours Workshop Enrollments Workshop Attendance Professional Development Demographics History

o coures

Drag a column header and drop it here to group by that column

Assignments

riswar rear rinei.

Professional Develo... ¥ All Fiscal Years

OJ Fiscal Year Date Attended Name/Type of Professional Development Hours Creation Date

E] 2020-2021 11/23/2020 Simple K12 Webinars (3) 1.50 11/30/2020 © 4
[] 2018-2019 10/01/2018 TABE Part Il Certification 1.00 10/30/2020 ©
[] 2018-2019 09/25/2018 TABE 11/12 Part | Certification 1.00 10/30/2020 © @
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Local programs can monitor all professional deve
Professional Devel opment Hour s. 06 T Hduwation&npdofryear wi |
Report beginning in fiscal year 2021/22.

VII. Data Reporting
- The data collected on all program participants is recorded into LACES
: stinel Rponitng Sieen and is compiled into 15 tables each year. These are called the NRS tables
for Adult Education All NRS tables, except 2A reabiparticipant information on students
with 12+ hours.

At the end of each year, the State is required to consohddtsubmit data on all natuplicated student

records. These tables are submitted to OCTAE and the NRS for review and the data prokidetemit form
the context for both the provider 6s nalThedables\have r e
been revised by OCTAE for WIOA and reviewed and approved by the Federal Office of Management and
Budget (OMB) under control numb&8330027.Copies of each table for all years in which Wyoming has been
collecting data is available through the LACES database system.

Several reporting tables allow for separate reporting on special populations for the primary indicators of
performane. For example, tables for distance education and correctional education participants provide a
picture of how these participants performed on performance measures. There also is a table to report outcon
of participants in integrated education and tragn{lET) and one optional table for separate reporting of
participants in family literacy and integrated English literacy and civics education (IEL/CE) programs. States
are encouraged to examine the performance of other target subpopulations separatat andmit separate
reports to meet WIOA reporting requirements with additional breakdowns.

Employment measures follow a multipfear reporting procedure. A time lag in the availability of employment
data from the unemployment insurance (Ul) dataliase for data matching requires reporting of students who
attended in different program years for secand fourthquarter employment measures.

In addition to performance tables in the AEFLA information collection 48R0/, OCTAE requires States to

submit a narrative report and financial reports detailing expenditures.

For additional information on the NRS tables and how data is collected for each table, pléasevseeDi r ect or 6 ¢
module 4Measuring Performance

In March 2021, the NRS updated its Technical Assistance Guide which provides extensive technicaeassistan
on data reporting. Electronic copies are availablétat://nrsweb.org/policgdata/nrsta-guideor on the
Commi ssionds website.

VIIl. Data Dives

Several years ago, all AE directors underwent training on how to conduct data dives to review program data 1
various purposes. Data dives assist with the-uditeimed decision making process that requires a cultural shift
from teachers, administratioremd students. The process of data dives includes collecting data, analyzing data
using data to help make decision, and communicating through the use of data.

Local programs should conduct a data dive at least once per quarter to evaluate some@speathof
effectivenss/performance. At the end of each yeatomprehensive review of data must take place as part of a
providerds End of Year Report.
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https://communitycolleges.wy.edu/adult-education/directors/#professdevelop
https://communitycolleges.wy.edu/adult-education/directors/#professdevelop
https://nrsweb.org/policy-data/nrs-ta-guide

A. Purpose of Data Dives
0O Measure studentsdé progréMsasure and share teach
0O Make sure t hatthreughuhdde nt s dcimategyteffectieeheks
cracks Guide curriculum development
U Measure program effectiveness Promote accountability
U Participate in jokeembedded professional Show tremnls
development Measure performance
U Maintain educational focus Program improvement

[ et enH et et e

The process in which the program administrator reviews the continuous improvement cycle utilizing data to
make informed programmatic decisions. The Plan/Do/Check/Act (PDCA) cycle demonstrgteecoka
continuous improvement cycle.

(uEvaIuate W ( uEstablish a baseline\
WApply lessons widentify priorities
learned ufSet improvement
uModify as goals & standards
necessary
\__ -
—
u«Monitor & Amplement
measure actions
uFind & fix uPlans to achieve
uDocument Results J goals
N

C. Toolkit

In order to help local programs in Wyoming use programmatic data in a useful way, the State has revised the
NRS data dive toolkit. This may be fouadh t he Commi ssi onb6s website at:
https://communitycolleges.wy.edu/adeliucation/directorsAlong with this toolkit is a sample report that can

be usedo communicate programmatic data to relevant stakeholders. A sample copy of this report can be four
in Appendix#1to this chapter.

D. Useof Data for Program mprovement

LACES is designed to provide performance and service level data reports thausad i@ evaluation at the

state or program level. Reports can be created and used by teachers to assist them in managing student files
tracking test needs and goal attainment. Programs can monitor classes and make informed decisions concer
scheduling curriculum, supplemental service needs and continuous program improvement.
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IX. Data Quality Checklist
To allow the State to assess the quality of NRS data,
providers must complete annually the NRS data
gual ity checklist, which
Examines: Data Foundation & | TOF data quality. Providers are required to submit
ggfg;‘;;?c;f%iﬂmggi this checklist with their annual NRS data
Reporting, Staff Development, |~ submission. Tie checklist describes State NRS
policies and the data collection procedures that local
Mirrors Federal programs within the State follow to collect NRS

Report data. It provides a standardized way for OCTAE to
understand and evaluate NRS data quality by
defining data quality statards in four areas.

Has three tiers

Data Quality
Improvement Plan A. Data Foundation and Structure

Certification

This content area addresses whether the State and
local providers have in place the foundation and
structures for collecting quality data that meet NRS
guidelines. Standards measure whether there are policies for assessment angfollbether local pgrams

know these policies, and whether the State and local providers conduct validity studies to ensure processes :
working to produce accurate and reliable data.

B. Data Collection and Verification

This area determines whether the State & local prozidellect measures according to NRS guidelines using
procedures that are likely to result in high reliability and validity. Standards also address whether data are
collected in a timely manner and are systematically checked for errors, and whethetetaés&taas processes
for verifying the validity of the data.

C. Data Analysis and Reporting
The quality standards in this content area include whether thea8thtecal programs hawgstems for
analyzing and reporting data, including appropriate datsband software. The standards also address whether
analyses and reports are produced regularly, are used to check for errors and missing data, meet NRS and S
needs, and are useful to State and local staff for program management and improvement.

D. Staff Development

The standards under this area address whether theaBthliecal programs hawystems for NRS professional
development for State and local staff, including whether the State provides training on data collection,
measures, assessment, &itbw-up procedures. Standards also focus on whether the training is ongoing and
continuous, meets the needs of State and local staff, and is designed to improve data quality.

E. Levels of Data Quality and Quality Improvement

Within each are#here are three levels of data quality that reflect whether theeBtdiecal programs have
policies and procedures likely to improve the reliability and validity of data. Based on the checklist, OCTAE
classifies Statesd NmRSBsekdwseachygancedures i1 nto one
U Acceptable Quality. Policies and procedures for implementing the NRS meet the essential
requirements for NRS implementation as described in this guide and all related NRS guides on
improving NRS data quality.
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U Superior Quality. Procedures go beyond the minimum to promote higher levels of data validity
and reliability through more rigorous definitions, regular oversight of data collection methods,
ongoing assistance to local programs on NRS data issues, and procedures for Vieeifgoogitacy
of data.

U Exemplary Quality. The State and local programs hgwecedures and systems that promote
the highest levels of data validity and reliability, including systems for verifying data accuracy
from local programs, systems for monitoring data collection and analyses, and corrective
systems to improve data on amgoing basis. Statend local programprocedures indicate a
focus on continuous improvement of the quality and accuracy of data.

Statesand local programbkave to meet all of the standards within a quality level to be considered at that level.
In addition, the scoring isumulative so that to score at the superior level, a State has to meet all of the
standards for that levahdall standards for the acceptable quality level. To rank at the exemplary level, States
have to meet all of the standards for all quality levels.

X. Data dictionary

Ofé\(b ’O(\(b A data dictionary of terms commo
X Education programs is availébl on t he Gwebsimi sSsi ona

O®

o
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Appendix: #1-Sample Data Dive Report
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