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Program Administrative Handbook for Local Directors 

Adult Education 

Wyoming 

Chapter 6: Data, Data, Data 
 

I. Data Collection 
 

Data collection is a requirement of the 

Workforce Innovations and 

Opportunities Act. Publically funded 

programs and agencies have greater 

accountability in this law and the law 

requires programs to demonstrate their 

impact. 
 

Data is collected on student 

demographics and the progress made 

towards advancing their educational 

levels, employment, and enrollments in 

postsecondary/training. These are 

recorded in a Management Information 

System (MIS). The vendor we use in 

Wyoming is LiteracyPro Systems 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 form and entered by each local ABE program provider, the data is 

aggregated at the state level for reporting to the US Department of Education – Office of Career, Technical, and 

Adult Education (OCTAE) through various Tables. State data is entered into the National Reporting System 

(NRS) online database. OCTAE creates a NRS report that is then given to the U.S. Congress. It has both state 

profiles and aggregated data tables for the national Adult Education program. 
 

It all begins with our AE students entering the AE 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 times, timely input of 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 students enter the program, intake staff collect NRS measure data, including demographics such as age, 

ethnicity, race, barriers to employment,  gender, as well as, family information. Contact information is recorded 

on the intake form which will be used in retention and follow-up activities.  

 

HSEC, 
Postsecondary, 
training, IET, 
etc. collected 
through data 
match/survey 

T5, 8-11 
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In FY 21/22 the intake form will become electronic and will be available in both English and Spanish. This new 

intake form will automatically populated the LACES database with relevant student information needed for 

reporting purposes.  
 

Note: Please refer to New Teacher Training Module 4 for additional guidance on intake data collected through 

the intake process. 
 

B. Career Services Data 
 

All students complete a career service course where such things as assessments, career planning, goal setting, 

participatory learning, brain-based theory is introduced to students. Instructors must compile, record, and 

submit all completed documentation to the program director/data entry person to record this information into 

the student’s 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 program staff. This 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 must 

be taken into consideration. There are several components that should be customized and included in every 

Career Services course. These were explained in great detail in Chapter Three, but 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, study skills, test taking skills, time 

management, and additional training opportunities. Collaborating partners 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 opportunities 

available to them. 
 

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

Note: Please refer to New Teacher training Module 3 for additional guidance on the orientation and career 

services course. 
 

C. Assessment Data 
 

Accurate assessment is critical to placement and curriculum design for students. TABE 

tests are used as assessment tools for all local programs in Wyoming. 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 in the State’s Assessment policy when giving all standardized assessments. 
 

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/
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Pre-testing

•must occur within the first 12 hours of instruction

•TABE locator is required

•Once an assessment in completed, results must be entered into LACES

•Standard testing conditions and timing of the tests are essential to obtaining accurate results

Post-Testing

•The length of time between the pre- and post-tests must be long enough to allow the test to measure educational 
gains according to the test publisher’s guidelines. [34 CRF 462.40 (c)(3)(iii)]. 

•Post-testing should not occur until the student has accrued, at a minimum level, 40 hours of instruction. 

•Once a post-test is completed, the data must be entered into LACES in a timely manner. 

•Local programs must closely monitoring when a student become eligible for post testing as accurate and valid post-
testing are critical components to program performance.

Official 
Practice Tests 

•may never be given as placement into an AE progrm

•may never be given within the first 12 hours of instruction.

•should not be given until a student has demonstrated a readiness to test (through TABE testing, when possible)

•Scores must be entered into LACES before a student commences testing for an HSE certificate

Informal 
Assessments

•are to be used to monitor learning and inform instruction

•are not recorded in LACES, but copies should be maintained in student file

Note: Additional guidance on assessments is also available in the New Teacher Training module 5. 

 

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

Attendance for each student must 

be tracked for each class. This 

information is entered into 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. Non-instructional hours may be 

tracked by entering them without linking them to a 

class. All instructional hours must be linked to a 

class for them to be counted on the National 

Reporting System tables. 
 

There are two types of attendance hours that must 

be accurately tracked and recorded for all adult 

education programs: contact hours and proxy hours.  
 

Contact hours are defined as synchronous time 

spent instructing the learner. Contact hours include 

two-way interaction between instructor and learner 

by face-to-face interaction, telephone, video, 

teleconference, virtual classrooms, or other online 

communication where learner and program staff are 

able to interact and through which learner identity is 

verifiable.  
 

Proxy hours are defined as asynchronous time a 

learner spends independently engaged with distance 

learning activities, 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 be pre-approved 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 the student clocks in/out. 

Hours are then entered into the student file on the 

LACES database. 
 

Hours accrued in a virtual classroom are to be 

recorded by 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 the Teacher 

Information sheet and 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 local program 

director. All staff who utilize the LACES database 

must also complete and submit to the State office a 

copy of the ‘Confidentiality Agreement.’ 
 

Instructors have 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 goal-setting process. 

In addition, since instructors have direct contact 

with students, 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 

everyone’s responsibility. 
 

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 

minimum, the file must 

contain the following 

information: 

 Intake form 

 TABE locator 

 Pre/post tests with prescriptive results 

https://communitycolleges.wy.edu/adult-education/directors/#forms
https://communitycolleges.wy.edu/adult-education/directors/#forms
https://communitycolleges.wy.edu/adult-education/directors/#forms
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 Accommodations documentation (when 

applicable) 

 Appropriate release forms 

 HSEC choice of test form 

 Any earned credentials/milestones recorded 

 Copies of student work 

 Enrollments in postsecondary 

 Co-enrollments with WIOA core partner 

programs are noted 

 Case & progress notes 

 Follow up surveys 

 Local program documents 

 Official practice test score sheets (when 

applicable) 

 HSEC transcripts (when applicable) 

 Age waiver documentation (when 

applicable) 

 State approved Goal sheet 

 State approved Referral form 

 Career assessments 

 Career explorations/career counseling 

documentation 

 

 

 

 

Random selection of student files are reviewed through 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 must have a local folder, even those who are considered ‘non-fundable students’ as 

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/maintained on this special population. 

 

G. Goal Setting 

 Realistic goals setting with a regular review of the goals has been linked to student retention. As you know the 

longer you can keep a student in class, the greater the chance of the student’s success in passing the HSEC or 

meeting their goals. The goal is to have students come often enough and remain long enough in the program to 

develop the necessary skills to be successful outside the classroom. This is intensity and duration. 

Skill  

Development 

DURATION 
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H. Retention of Student 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 multi-year grant. The federal guidelines state: 
 

"Programmatic and fiscal records... must be retained for three years. When grant support is 

continued or renewed, the retention period for each funding period starts on the date the 

grantee or sub-grantee submits to the awarding agency its single or last expenditure report for 

that period. If any litigation, claim, negotiation, audit or other action involving the records has 

been stated before the expiration of the three-year 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 

regular three year period, whichever is later." (34 CFR Part 80.42) 
 

II. Data Entry and the Data Collection System 
 

The data collection process results in a high volume of paper (forms, test scores, attendance 

records, surveys) that clerical staff receives and tracks. Staff must develop an organized 

system for managing this paper flow. The process includes receiving forms from other staff 

for checking and correcting. Once error checkers correct forms, program staff then 

completes the data entry. 
 

One or more staff members must enter information from forms into the program’s database (LACES). Data 

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 have an individualized 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 resolve errors and 

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 electronically at least once a week. Keep attendance, testing information, and 

goal attainment up-to-date. The dashboard in the local LACES software is built to inform local programs of 

achievements and offer support in identifying retention and post-test issues. 
 

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

data quality.   

 

 

 

 

 

 

 

First, data collection procedures need to be explicitly organized. Program staff should establish specific, 

concrete procedures for data collection and data reporting. These procedures should state what is to be 

Organized 

data collection 

procedures 

Dedicating 

sufficient 

resources 

Timely 

Reporting 
Spot checking 

data on a 

regular basis 
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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 enhances the likelihood that staff perform them. 
  

The second critical factor to collecting quality data is devoting sufficient resources—time, staff, and money—to 

data collection. Providing resources shows staff that data collection is a valued and important activity, not 

something that is done as an afterthought or when there is time. At least one staff member in a program should 

have explicit responsibility for ensuring that data is collected and reported.  
 

Timely reporting of 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. At 

the local level, information should be entered into the program’s data system as frequently as possible. For 

example, attendance should be reported daily or weekly. For reporting to the State, quarterly data submission is 

required to achieve data quality at the superior level. More frequent reporting or real-time data updates, such as 

through a Web-based system, are optimal.  

 

If the time lag for reporting data is too long, then the data is not reported completely, as staff have a tendency 

to put off data reporting until the deadline. The result is a high degree of missing and possibly false data. 

Another reason for frequent reporting is that errors or problems can be identified and corrected on an ongoing 

basis. If data is reported infrequently, errors may go unnoticed before it is too late to correct them.  
 

Finally, frequent contact with data collection staff and spot checking their data assists in ensuring quality data. 

A State or local staff member knowledgeable in reporting and data collection should provide regular, ongoing 

monitoring of data collection through scheduled contact with local staff. Samples of data collection forms 

should be examined periodically. To be most effective, monitoring should be proactive and non-punitive and 

viewed as a form of technical assistance. With this approach, staff are 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 

director and other program leaders to review data reports. As the person 

most responsible, the director may often look at the “big picture,” and 

bring a different perspective to the data review process. This review may 

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

checking and verification among the staff. The program director may share 

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

receive staff buy-in into the data collection process by demonstrating how 

data can be used for program management and inform continuous program 

improvement. 
 

The program director should also utilize the data found in LACES for program evaluation and improvement. 

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 assist 

them in managing student files, 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. 

 

 
 

data 
integrity

data 
reports

data 
validation

data 
driven 

decisions
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B. State Data System and Reporting 
 

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 report. 

As part of the data integration 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) annually, using the NRS data tables. ED 

then creates a national report and submits the report to the U.S. Congress and uses the data in determining state 

performance incentives. Prior to creating the national report, ED reviews each state’s data tables for errors and 

inconsistencies and asks for corrected data tables from states, as needed. In turn, states may once again need to 

review local program data to correct data problems and contact local program directors for corrections. Local 

staff then needs to identify problems 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 process identifies 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 point 

of the process represents a staff person who has a definite role in data collection. Each person 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 

and 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 process is 

that it has many checkpoints and feedback 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. At 

each checkpoint, there is a staff member who has the responsibility and authority to correct the data. In addition, 

several different levels of staff (clerical and data entry, teachers, program directors, state and federal) review the 

data. This review by staff, internal and external to the process, produces quality data. The third concept is in 

WY the expectation is that all local providers will meet the NRS Measures.  

**Information from the National Reporting System 

III. Data Matching 
 

The collection of accurate data is critical to not only the success of the local program, but also for the State. 

Because of this there are multiple ways in which data is collected throughout the year on the post-exit 

indicators. The State data matches employment records for students who have exited Adult Education programs 

in Wyoming for the 2
nd

 & 4
th

 quarter 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 number. 

In addition, the State data matches for credential attainment and enrollments in postsecondary at least two times 

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 the National Student Clearinghouse (credentials 

earned anywhere in the USA) and through the Commission’s own database. Once this data is collected it is 

entered into LACES. 
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Local programs have the responsibility of collecting data for enrollments/completions in postsecondary/training 

and for the high school equivalency exam.   Because this information is critical for reporting purposes, local 

providers are required to conduct data matches at least three times per year through both the National Student 

Clearinghouse and through the local community college.  Local providers are required to conduct data matches 

as follows: 

 

 

Conduct data match 

through 

Schedule of data match 

 

-October of each year to capture fall enrollments 
-February of each year to capture spring enrollments 
-June of each year to capture summer and/or any late student registrations which 

have not been picked up by previous data matches. 
Wyoming Community 

Colleges 

Because non-credit training/ workforce courses are not tracked through the NSC or 

through the State’s database system, local programs are required to data match 

eligible student records at the local community college at least three times per year 

following the timeline outlined above. 
 

These data matches as well as surveying are required to be completed on students for two consecutive years. 

Table 4 will capture data on postsecondary/training enrollments for students in the current fiscal 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 a 

survey instrument to collect data on the post-exit 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 self-employed, farmers, ranchers, railroad employees, and federal & military employees as 

these types of occupations do not report earnings through the State UI system and are not able to be data 

matched. 
 

Surveys must be conducted (See Chapter 5) with 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 

SSN’s 

quarterly 

NSC 

WCCC 

State 

Employment 

Postsecondary / 
Training 
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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 found in Chapter 5. 
 

Local providers are required to utilize the DiplomaSender database or the HiSET/GED website to obtain copies 

of student HSE credentials and of student transcripts. When possible, both of these documents need to be 

uploaded into the student file 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 take 

a high school equivalency exam. Local programs should record this information upon receipt immediately into 

the student’s LACES record. 
 

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

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

IV. Required Classes for Accurate Data Reporting 
 

Each provider in Wyoming has its own system for managing and recording how students are accruing hours. 

However, there are, at present,  two required courses that each provider must have: A career service course and 

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 

partners. The legislation provides a clear definition of what these services must include. (please refer to WY 

Policy #03092020-Career Services Course/Training Services). Adult Education programs in Wyoming meet this 

WIOA requirement through the provider’s Career Services course. There are a standardized number of hours 

which can be recorded for each enrolled participant in this course.  As outlined in the aforementioned policy, 

Wyoming’s providers may award up to 15 hours for completion 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 required to submit and reconcile the total number of participants and 

the hours they’ve logged in these course, so it is critical that accurate hours be tracked for each enrolled 

participant. 

 

 
 

NSC & Local 
College 

Quarterly 

HiSET/GED 
website 

DiplomaSender 

Local 
Program 

Postsecondary / 
Training: 

HSEC 

https://communitycolleges.wy.edu/ae-policies/
https://communitycolleges.wy.edu/ae-policies/
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B. ABE/ASE 9+ 
 

In order for HSEC students to populate to the correct columns/lines on Table 5, it is critical that providers 

closely monitor student 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 readiness to test through other 

means must be registered into an ABE/ASE 9+ class before completing their last HSE assessment. This will 

ensure that Table 5 populates correctly. 
 

When setting this class up on LACES it is critical that the provider clearly denotes that the class provides 

instruction at the 9+ level. This is done by selecting the appropriate drop-down menu under the Class 

Tab>Class Data. 

 

 
 

V. Data Validity 
 

WIOA section 116 requires each State to have ensure the data contained in its reports be valid and reliable. Data 

validation helps ensure the accuracy of the annual statewide performance reports, safeguards data integrity, and 

promotes the timely resolution of data anomalies and inaccuracies.  The OCTAE guidance on data validity may 

be  found in the OCTAE Memorandum 19-1.   

A. Joint Data Validation Framework  
 

Data validation is a series of internal 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 program data are 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: 

 Verify that the performance data reported by States to the US Departments of Labor and Education are 

valid, accurate, reliable, and comparable across programs;  

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

 Outline source documentation required for common data elements; and  

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

B. Source Documentation for Common Data Elements  
 

Procedures developed by the States must include regular data element validation through core program 

monitoring on 24 common data elements. The Departments selected these elements based on their importance 

to reporting accurate performance outcomes and to ensure data consistency across core programs. 
 

OCTAE sent the list in the box on the following page which encompasses the 19 elements Adult Education 

must monitor. The common data elements are described along with the allowable types of source documents 

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=
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 programs may use to validate the data. 
 

Written procedures for 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 

program staff (e.g., at least 

annually);  

2. Monitoring protocols, 

consistent with 2 CFR 

§200.328, to ensure that 

program staff are 

following the written data 

validation procedures and 

take appropriate corrective 

action if those procedures 

are not being followed;  

3. A regular review of 

program data (e.g., 

quarterly) for errors, 

missing data, out-of-range 

values, and anomalies;   

4. Documentation that 

missing and erroneous 

data identified during the 

review process have been corrected; and  

5. Regular assessment of the effectiveness of the data validation process (e.g., at least annually) and revisions 

to that process as needed. 
 

An essential feature of the data collection process must be regular 

and frequent review of data entered into the data system. The data 

system has pre-programmed error reports that allow for a review 

of inconsistent, out-of-range, and missing data. Data entry and 

clerical staff should regularly review these reports and should 

return them to teachers, intake workers, and clerical staff to clarify 

problems and obtain the missing data. Corrections should then be 

sent to data entry staff so they can enter them into the database. 

WIOA legislation requires that each State have policies in place to 

ensure that data contained in reports is valid and reliable. This is 

fully explained in WY Policy #08142020.. Wyoming utilizes a 

multi-level approach to data validation as discussed below.  

 

 

 

 

https://2ky701279qlou23p6256zftv-wpengine.netdna-ssl.com/wp-content/uploads/2020/08/Data-Validation.pdf
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VI. Instructors & Tracking Professional Development Data 
 

Information on instructors is collected and entered into the LACES database for accurate reporting on NRS 

Table 7. The collection of pertinent data begins when each instructor completes the State ‘Teacher Information’ 

sheet, which is ultimately submitted to the State Educational Agency for Adult Education. 
 

Beginning in FY 21/22, the State requires that all professional development for Adult Education programs in 

Wyoming be tracked through the LACES database.  PD hours are tracked under the ‘Staff’ tab on LACES and 

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. 

 
 



14 | P a g e  

 

Local programs can monitor all professional development hours through a LACES report entitled ‘Staff 

Professional Development Hours.’ This report will become a component to the Adult Education End of Year 

Report beginning in fiscal year 2021/22. 
 

VII. Data Reporting 
The data collected on all program participants is recorded into LACES 

and is compiled into 15 tables each year. These are called the NRS tables. 

All NRS tables, except 2A record participant information on students 

with 12+ hours. 
 

At the end of each year, the State is required to consolidate and submit data on all non-duplicated student 

records. These tables are submitted to OCTAE and the NRS for review and the data provided within them form 

the context for both the provider’s narrative reports and the State’s narrative report to OCTAE. The tables have 

been revised by OCTAE for WIOA and reviewed and approved by the Federal Office of Management and 

Budget (OMB) under control number 1830-0027. 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 

performance. 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 outcomes 

of participants in integrated education and training (IET) 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 separately and must submit separate 

reports to meet WIOA reporting requirements with additional breakdowns.  

 

Employment measures follow a multiple-year reporting procedure. A time lag in the availability of employment 

data from the unemployment insurance (UI) database used for data matching requires reporting of students who 

attended in different program years for second-and fourth-quarter employment measures.  
In addition to performance tables in the AEFLA information collection 1830-0027, 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, please see New Director’s training 

module 4-Measuring Performance. 
 

In March 2021, the NRS updated its Technical Assistance Guide which provides extensive technical assistance 

on data reporting. Electronic copies are available at https://nrsweb.org/policy-data/nrs-ta-guide or on the 

Commission’s website. 

VIII. Data Dives 
 

Several years ago, all AE directors underwent training on how to conduct data dives to review program data for 

various purposes. Data dives assist with the data-informed decision making process that requires a cultural shift 

from teachers, administrations, and 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 aspect of program 

effectiveness/performance. At the end of each year, a comprehensive review of data must take place as part of a 

provider’s End of Year Report. 

 
 

https://communitycolleges.wy.edu/adult-education/directors/#professdevelop
https://communitycolleges.wy.edu/adult-education/directors/#professdevelop
https://nrsweb.org/policy-data/nrs-ta-guide
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A. Purpose of Data Dives 
 

 Measure students’ progress 

 Make sure that students don’t fall through the 

cracks 

 Measure program effectiveness 

 Participate in job-embedded professional 

development 

 Maintain educational focus 

 Measure and share teachers’ instructional 

strategy effectiveness 

 Guide curriculum development 

 Promote accountability 

 Show trends 

 Measure performance 

 Program improvement
 

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 demonstrate one type of a 

continuous improvement cycle. 

 

 
 

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 found on the Commission’s website at: 

https://communitycolleges.wy.edu/adult-education/directors/. Along with this toolkit is a sample report that can 

be used to communicate programmatic data to relevant stakeholders. A sample copy of this report can be found 

in Appendix #1 to this chapter. 
 

D. Use of Data for Program Improvement 
 

LACES is designed to provide performance and service level data reports that can be used for 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 concerning 

scheduling, curriculum, supplemental service needs and continuous program improvement. 
 

•Implement 
actions

•Plans to achieve 
goals

•Monitor & 
measure

•Find & fix

•Document Results

•Establish a baseline

•Identify priorities

•Set improvement 
goals & standards

•Evaluate

•Apply lessons 
learned

•Modify as 
necessary

Act Plan

DoCheck

Continual Improvement 

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

quality checklist, which defines OCTAE’s standards 

for data quality. Providers are required to submit 

this checklist with their annual NRS data 

submission. The checklist describes State NRS 

policies and the data collection procedures that local 

programs within the State follow to collect NRS 

data. It provides a standardized way for OCTAE to 

understand and evaluate NRS data quality by 

defining data quality standards in four areas.  
 

A. Data Foundation and Structure  

 

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 and follow-up, whether local programs 

know these policies, and whether the State and local providers conduct validity studies to ensure processes are 

working to produce accurate and reliable data.  

 

B. Data Collection and Verification  
 

This area determines whether the State & local providers collect 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 whether the State also has processes 

for verifying the validity of the data.  
 

C. Data Analysis and Reporting  

The quality standards in this content area include whether the State and local programs have systems for 

analyzing and reporting data, including appropriate databases and software. The standards also address whether 

analyses and reports are produced regularly, are used to check for errors and missing data, meet NRS and State 

needs, and are useful to State and local staff for program management and improvement. 
 

D. Staff Development  
 

The standards under this area address whether the State and local programs have systems for NRS professional 

development for State and local staff, including whether the State provides training on data collection, 

measures, assessment, and follow-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 area there are three levels of data quality that reflect whether the State and local programs have 

policies and procedures likely to improve the reliability and validity of data. Based on the checklist, OCTAE 

classifies States’ NRS data procedures into one of these levels each year.  

 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.  



17 | P a g e  

 

 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 verifying the accuracy 

of data.  

 Exemplary Quality. The State and local programs have procedures 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 an ongoing basis. State and local program procedures indicate a 

focus on continuous improvement of the quality and accuracy of data.  
 

States and local programs have to meet all of the standards within a quality level to be considered at that level. 

In addition, the scoring is cumulative, so that to score at the superior level, a State has to meet all of the 

standards for that level and all 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 

 

 

A data dictionary of terms commonly used by Wyoming’s Adult 

Education programs is available on the Commission’s website. 

 

 

 

  

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


18 | P a g e  

 

Appendix: #1-Sample Data Dive Report 
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Appendix #2: Readings 
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