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Part I.  Introduction and State Context 

 
Need for Assessment 
The Workforce Innovation and Opportunity Act (WIOA – Title II) and the National Reporting System (NRS) require standardized 
assessment. 34 CFR 462 Subpart D outlines the requirements that must be included to guide local providers in measuring 
educational gain and reporting data in the NRS.  “To ensure comparability of the meaning of the educational functioning levels 
across all programs in the State, all programs must use standardized assessment procedures that conform to the State’s 
assessment policy when determining students’ educational functioning levels. The assessment procedure must include a 
standardized test or a standardized performance-based assessment with a standardized scoring rubric that has been approved 
by the Office of Career, Technical, and Adult Education (OCTAE) within the US Department of Education (DOE) for measuring 
educational gain within the NRS framework.”  Adult learner educational gains are namely, gains in the development of basic 
English literacy, language skills, and/or numeracy skills.  The NRS specifically requires that adult education (AE) programs  
assess and place each student of Adult Basic Education (ABE), English as a Second Language (ESL), and Adult Secondary 
Education (ASE) into NRS educational functioning levels at intake and at least one other time during the year to determine and 
document the academic progress of each student.   
 
The Act establishes primary indicators of performance for WIOA Core programs that will be used to assess state performance 
(WIOA Sec 116): 
 

(I) the percentage of program participants who are in unsubsidized employment during the second quarter after exit 
from the program;  

(II) the percentage of program participants who are in unsubsidized employment during the fourth quarter after exit 
from the program;  

(III) the median earnings of program participants who are in unsubsidized employment during the second quarter after 
exit from the program;  

(IV)      the percentage of program participants who obtain a recognized postsecondary credential, or a secondary school 
diploma or its recognized equivalent (subject to clause (iii)), during participation in or within 1 year after exit from 
the program;   

(V) the percentage of program participants who, during a program year, are in an education or training program that 
leads to a recognized postsecondary credential or employment and who are achieving measurable skill gains 
toward such a credential or employment; and  

(VI)      the indicators of effectiveness in serving employers established pursuant to clause (iv).  
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(ii) PRIMARY INDICATORS FOR ELIGIBLE YOUTH.— The primary indicators of performance for the youth program 
authorized under chapter 2 of subtitle B shall consist of—  
(I) the percentage of program participants who are in education or training activities, or in unsubsidized 

employment, during the second quarter after exit from the program;  
(II) the percentage of program participants who are in education or training activities, or in unsubsidized 

employment, during the fourth quarter after exit from the program; and  
(III) the primary indicators of performance described in subclauses (III) through (VI) of subparagraph (A)(i).  
 
(iii) INDICATOR RELATING TO CREDENTIAL.—For purposes of clause (i)(IV), or clause (ii)(III) with respect to 
clause (i)(IV), program participants who obtain a secondary school diploma or its recognized equivalent shall be 
included in the percentage counted as meeting the criterion under such clause only if such participants, in addition to 
obtaining such diploma or its recognized equivalent, have obtained or retained employment or are in an education or 
training program leading to a recognized postsecondary credential within 1 year after exit from the program. 
 

Adult Education will continue to track basic academic skill gains in English language arts, English literacy, speaking and 
listening, and numeracy. New descriptors for the NRS educational functioning levels are anticipated along with new regulations 
that will govern the assessment process in the near future and revisions will be made once these are available. 
 
The US DOE has promulgated rules that require the State to have a written assessment policy that its local eligible providers 
must follow in measuring educational gain and reporting data in the NRS.  The state must submit its assessment policy to the 
Secretary of Education for review and approval each year at the time it submits its annual statistical report for the NRS. 
 
It is critical for programs to administer assessments in a standardized and consistent way to help preserve data validity and 
reliability.  Validity is how well an instrument measures what it is intended to measure.  This relates to the NRS educational 
functioning levels for ASE, ABE and ESL.  Reliability is how well an instrument performs similarly with use.  It is very important 
that assessments are uniformly implemented and data be comparable across Wyoming and at the national level.  With the 
implementation of the Wyoming AE funding formula that ties increased educational functioning levels to local program funding, 
it is more critical that comparability of testing be uniform across the state.  

_________________________________________ 
 
Purpose of Assessment and Use of Standardized Assessments 
Accurate assessment using standardized assessments of student educational gain is critical because it helps: 
 

 Establish state appropriate performance standards for program accountability; 
 Ensure the collection and reporting of quality data; 
 Sustain continued funding for local programs using the performance outcomes in the funding formula; 
 Accurately inform programs and students about their basic skill levels and accuracy in adult learner placement; 
 Better equip students to set appropriate goals; 
 Monitor program and student progress and certify learner mastery; 
 Guide and motivate students to be actively involved in their learning; 
 Determine the extent to which instructors are meeting student needs; 
 Provide programs and instructors with information to improve instruction. 

 
Use of Informal Assessments 
Local AE providers are encouraged to use a variety of informal assessments to monitor learning and inform instruction on a 
regular basis.  These informal assessments may include but are not limited to teacher-made tests, unit tests, portfolios, rubrics 
for learner observations and applied performance. 

________________________________________ 
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Policy Overview 
This policy is intended to help ensure accuracy and consistency across programs in assessment administration and data 
collection/reporting.  Additionally, the policy will identify and explain such important issues as: 
 

 Approved assessments to measure student educational gain; 
 Appropriate administration of pre- and post-tests; 
 Appropriate reporting of student advancement. 

 
 

General Requirements 
__________________________________________________________________________________________________ 
 
Wyoming Approved Assessments 
The assessments approved for Wyoming AE programs to use as standardized assessment instruments are as follows: 

 TABE® 11& 12   (TABE 9 & 10 will be allowed from July 1 to Sept 30, 2018 if needed) This is revised to read: 
TABE 9 & 10 will be allowed from July 1, 2018 to June 30, 2019 for post-testing only on student who pretested 
the April thru June of 2018 and students in the WY Department of Corrections unable to use the TABE 11 & 
12 in the first quarter of 2018-2019 program year. 

 TABE CLAS-E® 
 BEST Plus 2.0® 
 BEST Literacy® 
      

All eligible students being served with AE funding are required to be pretested during the initial introduction to the program, 
using only state approved instruments with standardized scale scores. Demographic and skill level data should be collected 
during the initial introduction. At the latest a student should be pretested before 12 hours of instruction [34 CRF 462.40 (c)(1)] 
especially in the case of English language learner (ELL) student with limited English proficiency. 
 
Please refer to the table in Exhibit A for pertinent information on these tests (i.e., publisher contacts, approved forms and tests 
for the NRS levels, and publisher recommended post-test timing). Please refer to the tables in Exhibit B for standardized 
scoring requirements.  The tables specify the score ranges tied to educational functioning levels for placement and for reporting 
educational gains.  
 
Programs may not use other performance-based or homegrown assessments for reporting to the State for NRS purposes.  
However, programs are encouraged to use their own placement tests, diagnostic assessments in reading, and other informal 
assessments that provide additional, useful instructional information to teachers and students. 
 
Programs may use the results of tests for the NRS, only if the test was administered in a manner that is consistent with 
the State's assessment policy and the test publisher's guidelines. The testing must be administered with a trained teacher 
or proctor present under standardized testing conditions. 
 
For additional clarification and technical assistance, contact the AE program manager at the Wyoming Community College 
Commission at (307) 777-7885. 
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Part II.  General Assessment Requirements 

 
The use of standardized assessments is essential to ensure that all adult students are placed at the appropriate level of 
instruction.  Local AE providers must measure the educational gain of all students receiving 12 or more hours of instruction 
with an NRS-approved assessment.  The post-test is used to measure educational gain and advance students across 
educational functioning levels. [34 CRF 462.40 (c)(11)]   
 
Assessment systems may include appraisal, pre-assessment tools, or locator tests which supply basic skill level information 
for the individual.  Test results guide placement into an appropriate instructional program and identify the appropriate pretest 
level.  These pre-assessment tests are not used to measure learner progress or educational functioning level. 
 
Programs must follow these important guidelines when assessing students: 

 Each test publisher describes the use of a locator or pre-assessment tool if it is require for determining initial level to 
begin testing.  

 Use the test scores and educational level descriptors found in Exhibits A and B as criteria for placing students at the 
appropriate NRS educational functioning levels. 

 Determine educational gain by comparing the initial (pre-test) educational functioning level to the level attained on the 
post-test.  If a student is not post-tested, then no advancement can be determined. 

 Testing for NRS reporting must be conducted face-to-face in a secure, proctored setting with a trained test 
administrator. 

 Assessments should be given under good logistical conditions (i.e., well-lit, quiet space, adherence to time limits). 
 Instructors and advisors must have access to assessment results and counsel with students on academic progress. 
 If a student has a high school diploma or high school equivalency certificate (HSEC) and is seeking AE services, they 

must provide a legitimate reason for these services.  Lack of sufficient mastery of basic educational skills to enable 
the individual to function effectively in society is considered a legitimate reason to seek AE services.   

 Special populations may require exceptions or accommodations (e.g. learners with disabilities, language barriers, and 
limited literacy skills). [34 CRF 462.40 (c)(6)] See additional instructions on page 10 under “Student Accommodations.” 

 
________________________________________ 

 
Test Administration Requirements 
All programs must ensure the following procedures are in place and implemented. The allowed assessments for NRS reporting 
are described below. [34 CRF 462.40 (c)(1)and (2)] 
 
 
Pretesting 

 All TABE students are to be administered the locator to identify the level for initial pre-testing. [34 CRF 462.40 (c)(1)] 
 All students enrolled in an ABE or ASE level program must be assessed using TABE 11 & 12 (levels L, E, M, D or A), 

and ELA students must be assessed using one of the approved assessments including BEST Plus 2.0, BEST 
Literacy, or TABE CLAS-E.  These are the only assessments that may be used for student placement and to 
document the Educational Functioning Level (EFL). 

 Programs should follow publisher guidelines for test administration. 
 Pre-testing must occur at student orientation or prior to the completion of 12 hours of participation in an AE or ESL 

program, ideally, at intake or soon thereafter, and utilized when setting goals.  [34 CRF 462.40 (c)(9)] 
 All students shall be officially enrolled in NEXGEN/LACES upon completion of the registration/intake form, 

introduction to the program and at least one hour of instruction. 
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o The hours spent in the student success course, intake, assessment, career exploration, working in the 
classroom, and working with the instructor or in online approved distance or learning curriculum shall count 
toward the student’s total attendance hours. 

 Allowable attendance includes time a student is working in the AE center, in an approved online distance learning 
program, or spending time with an instructor, other than HSEC testing time. 

 Within a program year, if a student “stops-out” of class and then returns after an absence of less than 90 days (three 
months), a new pretest should not be given. If absent for more than 90 days, a new period of participation will begin 
and the pretest may be used in the new period of participation or a different subject area may be established.  TABE 
tests will be good for one year from the test date. 

 Pre- and post-testing must use different test forms of an approved assessment (for example, TABE Form 11, Level D 
for pre-test and TABE Form 12, Level D for post-test). 

 The lowest test score in a subject area may be used to determine a student’s entry level.  Areas to be measured, at a 
minimum are literacy, numeracy, and language skill development.  The assessment(s) should be in areas in which 
instruction will be focused to facilitate student educational gain [34 CRF 462.40 (c)(2)and(5)] 

o When a student wants to work on a subject area that is not the lowest EFL, the instructor 
and /student will decide at the beginning of the year or period of participation what subject area will be chosen 
in NEXGEN/LACES.  For example, if a student receives a low score in reading and writing but wants to work 
on math, then math will be the subject tracked and assessed in NEXGEN/LACES. 

 If a subject area is different from the lowest assessed area, it is recommended that a notation be 
made in the student’s comment section of NEXGEN/LACES and in the student’s hard copy permanent 
file. 

o If more than one subject area falls within the same EFL, NEXGEN/LACES will default to reading and will track 
reading.  However, NEXGEN/LACES allows the subject area to be changed to math, if the subject placed the 
student in the same EFL as reading, and that is the student’s preferred study area. Language may be used if 
math and reading are at the highest ASE level and language is needed to qualify a student for AE services. 
[34 CRF 462.40 (c)(10)] 

 
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)] 
 See Exhibit A for publishers’ recommended post-test intervals. Hours of instruction between assessments are checked 

monthly by local staff. 
 The State requires that instructors use professional judgment and students complete an appropriate curriculum based 

on their academic assessments and diagnostics to determine if the student is ready for post-testing. 
 Post-testing on TABE at the minimum hours of instructions must be completed on alternate forms of the TABE. The 

“minimum number of hours” is defined by the publisher. Any exceptions are described in the 
Recommendations below. If the same form of the assessment is used the hours are increased to 120 hours 
according to the publisher’s guidance on the “Quick Reference to Post-testing” on page 8 of this document.  

 Post-testing on BEST Plus 2.0 and BEST Literacy have no exceptions for early testing.              
 Programs should consider the factors that will influence learning proficiency gains when determining timing for post-

testing; intensity of instruction, duration of classes, class size, teacher training and experience, and use of and 
completion of appropriate curricula and materials. 

 Before post-testing, the State requires that students receive the publisher recommended hours of instruction. 
 [34 CRF 462.40 (c)(3)(i)and(ii)] 

o Recommendation for Low ASE and High ASE (NRS levels 5 & 6) students:  
 Only ASE students placed in Low ASE and High ASE levels (tested with TABE) may be assessed 

after 30-60 hours of instruction when using alternate forms of the test. 120 hours of instruction are 
required if the same level and form of the assessment is used.   

 Testing before the time designated by the publisher should not occur without a Post-testing Exception 
Form. Corrective action and retraining should remediate other situations.   
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 The following must be in place when sending High ASE students for HSEC testing posttest: 

 Staff confirms the student post-tested into the high ASE level before taking the Official 
Practice Tests (OPT). This supports the maximum outcomes for performance. 

 The student must have a minimum of 30 hours of instruction; and 

 For students using a High School Equivalency (HSE) test as their post-test for completion 
(ASE only), proof of readiness to test on a HSE test should be evidenced by: 

o A minimum score of  8 on the HiSET or a 150 on the GED 2014 OPTs,  
o Results placed in the student file,   
o Results documented in NEXGEN/LACES, and   
o Completed Post-Test Exception Form, if testing early.  

 The State requires no more than 3% of NRS levels 5-6 students be post tested before 30 
hours of instruction. These exceptions apply to TABE testing must be medical or military. 
Moving away is not an exception to testing before 30 hours.   Documentation is 
required. This will be monitored. 

 When an additional high school equivalency test is adopted, the publishers will notify the state 
of cut scores at which time proof of readiness will be established. 

 High School Equivalency (HSE) test passing rates differ with each test: 

 HiSET  
o “Prepared” on a subtest with a total of 45 on four subtests. 
o College and Career Ready is 15 out of 20 on a subtest. 

 GED 2014 
o Passing score is 150 on each of the five subtests. 
o GED Honors is 170 on a subtest.  

 
o Recommendation for Low & High Beginning ABE and Low and High Intermediate ABE (NRS levels 1-

4) students:  
 Only ABE students placed in Low & High Beginning and Low and High Intermediate levels (tested 

with TABE) may be assessed after 50-60 hours of instruction when using alternate forms of the 
test. Teachers may request an exception for a student with a minimum of 40 hours of instruction. The 
written exception request must have an OPT or other assessment which demonstrates readiness to 
pass. The State requires no more than 3% of NRS levels 1-4 students be post tested before 50 
hours of instruction. These are to be rare events. Moving away is not an exception to test below 
40 hours.  This will be monitored. 

 120 hours of instruction are required if the same level and form of the assessment is used. 
 Testing before the time designated by the publisher should not occur. Corrective action and training 

of staff should remediate these situations.   
 The following must occur when sending Low & High Beginning and Low and High Intermediate level 

students for post testing: 

 Staff confirms the student has a minimum of 50 hours of instruction between pre testing 
and post-testing sessions, or  

 Staff has documented through informal assessment the student’s readiness to test and 
requested a waiver from the local director if testing is before the 50 hour mark. The 
percentage of waivers is tracked by the local director. 

o Recommendation for all ESL NRS Levels using TABE CLAS-E: 
 For alternate form testing, DRC|CTB recommends 60-95 hours of instruction (i.e., A2 to B2) with a 

minimum of 50 hours with an exception request. 
 For same form testing DRC|CTB recommends– 100-140 hours of instruction (i.e., A2 to A2). 

 
o Recommendation for all ESL NRS Levels using BEST Plus 2.0 and BEST Literacy: 
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 80-100 hours of instruction recommended with a minimum of 60, or at end of instructional 
session that exceeds the 60 hours (i.e., 60 hours within 6 weeks, during a quarter or semester 
classes). 
 

 All programs are required to achieve or exceed the State’s post-test standard.  For program year 2017-18, the post-
test standard is 60%.  To achieve this goal, programs must adhere to post-testing recommendations and retain their 
students for a sufficient length of time to quality for post-testing. 

 Affected students may be post-tested and/or re-assessed as described in the individual publisher’s user manuals: 
o the end of the instructional session, i.e. end of 50-60 hours and/or managed enrollment class period of the 

same length, or 
o a student must be re-assessed after he/she has had an instructional lapse in services for more than 180 

consecutive days. 
 Those classes with intensive instruction, such as corrections or ELA classes should post test no more than quarterly 

or at the end of a managed enrollment class providing the class has enough hours to meet the minimum hours of 
instruction for post testing. 

 Only one measurable skill gain will be counted per period of participation (PoP). For new PoPs the student may use 
the same subject area or change the subject area being tracked. 

 Retesting Continuing Students - If a student is attending class at the end of the program year and continues into 
the next program year, that student’s contact hours from the previous year carries over and counts toward the post-
testing hour requirement in the new program year.  For example, a student enrolls in an adult education class in March 
and accumulates 37 hours of instruction by June 30.  She/he continues with the class when it resumes in July.  The 
student only has to make up the difference in required instruction hours for their level to be eligible to post-test.  This 
requires that the student be rolled forward in the MIS from the immediate past year.  The student must not be separated 
from the AE program in the prior year (absent from class for 90 days, federal law requires that the student be 
dropped/separated from the class with no exceptions.)  The student must also have had a pretest or post-test between 
January 1 and June 30 of the prior program year. 

 Late re-entry or “stop-out” students are those students who were in attendance during the last quarter of the previous 
year (April –June), left the program for a period of time and re-entered during the current year.  You may roll scores 
over the program years for “stop-out” or continuing students on assessments not older than 12 months and consider 
instructional hours obtained between January and June when calculating time for post-testing. 

 Official High School Equivalency test scores – Any student with partial test scores in June must have 12 hours of 
instruction in the new grant PoP for the completion of the certificate to count as a measurable skill gain in the next 
grant year unless guidance from OCTAE allows for the completion to occur prior to the 12 hours. 

 
  
Exception to Post-testing Policy for TABE 
There are circumstances when it is permissible to posttest a student before the recommended hours of instruction. The 
length of time between the pre-and post-tests has been established by test publishers in order to allow the test to validly and 
reliably measure educational gains. When these procedures are not followed correctly or consistently, the determination of 
educational functioning level is invalid and not comparable across programs or possibly even within programs, making the 
data validity questionable. 
 
Exceptions to the required minimum number of post-testing hours for TABE are permitted, as long as they are limited, rare, 
and documented. A posttest can be administered to any student leaving a program, as long as the student has at least the 
minimum hours of direct instruction including orientation and intake.  The student must have documentation of the 
conditions for exception including demonstration of readiness to posttest. The Posttest Exception Form is attached as Exhibit 
E. 
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Quick Reference for Post-test Intervals for each Assessment [34 CRF 462.40 (c)(8)] 
 
  Post-test Intervals for Each Assessment based on Sept 2017 Update 

Assessment Group Post-test Interval 
Exception to Post-test  

Interval Minimum 

TABE 9&10 and 11-12  

Learners Pretesting into ABE 

Levels 1-4; 

Post-testing with alternate form 

(ie. 9M to 10M) 

After 50-60 hours of 

instruction 

40-49 hours, exception 

form required with 

documentation   

TABE 9&10 and 11-12  – 

Learners Pretesting into ABE 

Levels 1-4; 

Post-testing with same form 

(ie. 9M to 9M) 

 

After 60-80 hours of 

instruction 

No Exception 

TABE 9&10 and 11-12  – 

Learners Pretesting into ASE 

Levels 5-6; 

Post-testing with alternate form 

(ie. 9M to 10M) 

After 30-59 hours of 

instruction 

20-29 hours, exception 

form required with 

documentation   

TABE 9&10 and 11-12  – 

Learners Pretesting into ASE 

Levels 5-6; 

Post-testing with same form (ie. 

9M to 9M) 

 

After 60-80 hours of 

instruction 

No Exception 

TABE CLAS-E –Post-testing 

with an alternate form 

(ie. A2 to B2) 

After 50-60 hours of 

instruction 

40-49 hours, exception 

form required with 

documentation   

TABE CLAS-E – Post-testing 

with same form 

(ie. A2 to A2) 

After 60-80 hours of 

instruction 

No Exception 

 

“DRC/CTB discourages random and frequent testing as it will not present valid gain scores and could create a practice effect, 
thus producing questionable or spurious scores. Instructional intervention between testing periods is strongly recommended 
to maximize gain. Proper use of the Locator Test as a determinant of appropriate content level testing is also strongly 
recommended and is an integral part of the testing process.” NRS test Benchmarks for Educational Functioning Levels. 9/2017  
 
General Data Entry 

 Students’ scaled scores must be entered in the NEXGEN/LACES database and the appropriate grade level. 
 All interim and post-test results must be entered into NEXGEN/LACES by the 10th of the each month.  If more than 

one assessment is given in the same subject area, the latest assessment determines measurable skill gain completion 
or advancement.  Programs should use the lowest subject area test score to determine a student’s progress unless 
the student and center have decided to use the student’s preferred subject area, as discussed previously. 

o Regardless of what subject area is chosen, the student must be tracked and assessed within the same subject 
area during the PoP.  

o The state will check data entry quarterly and verify data entry during monitoring visits. 
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 A PoP is determined when a student exits the program and there is a 90 day period with no services scheduled. The 
exit date cannot be determined until at least 90 days have elapsed since the participant received services.  Participants 
with more than one program entry will have multiple PoPs in a program year. 

 Assessments are good for twelve months from the date administered when used for eligibility for entrance into the 
program or re-entry after an extended absence or separation from class. 

 Students may be co-enrolled in ESL and ABE or ASE program.  If co-enrolled, the student should be enrolled in 
NEXGEN/LACES in the program in which they can demonstrate progress (e.g., if a student tops out on the BEST 
assessment in the Advanced level , then the TABE should be administered to determine the level for the next PoP; 
the posttest, then, should also be given in TABE. 

 The NEXGEN/LACES database allows the most recent assessment (the one assessment a student is to be tracked 
in for the PoP) to be pushed forward when a returning student enrolls in the new program year or utilized for a new 
PoP.   

o OPTs should not be pushed forward in NEXGEN/LACES, as this is not an approved NRS 
assessment.Problems will occur in NEXGEN/LACES if attempting to push these forward. 

o OPTs can be tracked either in NEXGEN/LACES Assessments or in the NEXGEN/LACES Student General 
Comment section.  Note the assessment date, subject area, form, and score in the General Comment section. 

 Please note if listing OPTs in the Student Comment section of NEXGEN/LACES, this data cannot be 
exported later. 

o OPTs must be administered as you would any standardized test and not used as a diagnostic instrument.  It 
is only to determine readiness for taking the HSE test. 

 
_______________________________________ 

 
Assessment Training 
Pre-service and in-service training must be provided for all staff who conduct student intake; those who administer or score 
each of the tests used to measure skill gain; and all staff involved in gathering, analyzing, compiling, and reporting data for the 
NRS. This training is required to ensure accurate use of tests and appropriate interpretation of learner results. This training 
also maintains the integrity and quality of the assessment process. The training includes the following topics: 
 

 NRS policy, accountability policies, and the data collection process 
 Definitions of measures 
 Standardized administration of assessments 
 Interpreting assessment results 

 
Local programs are responsible for using lead instructors who have attended training to train new staff.  Statewide training will 
be coordinated by the State AE office, at state conference, through publisher training materials or by request [34 CRF 462.40 
(c)(12) (I and II)].  Local programs must ensure that all staff members assigned to administer or score tests or to conduct intake 
are trained on test publisher guidelines, recommendations, and scoring procedures.  Annual refresher training is required for 
previously trained staff. Programs must pay particular attention to assessments that require certification for test administration, 
i.e. BEST Plus.  (See Exhibit A.) 
  
In general, programs and assigned staff must follow these training guidelines [34 CRF 462.40 (c)(12) and (13)] for administering 
all assessments: 
 

 Read the publisher Guide to Administering the TABE, or BEST manual, study examples provided and work through 
any practice exercises. 

 Become familiar with the assessment, its tests, procedures, instructions, timing, scoring rules and standard testing 
procedures. 

 Practice giving the tests several times to colleagues or non-student volunteers before actual test administration. 
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 If recommended by publisher guidelines, experienced local examiners should provide training to new test 
administrators and provide refresher trainings as recommended by publisher. 

 Test administrators and data entry personnel must be familiar with proper assessment guidelines, proper data entry 
protocol, and NRS guidelines see www.nrsweb.org . 

 Training must include: 
o NRS policy, accountability policies, and data quality and collection process 
o Definitions of measures 
o Importance of appropriate accommodations when needed and approved 

 For each training, programs must keep a copy of the syllabus, including topics covered, along with a record of all 
trainers and trainees. The state office will monitor these training documents. 

 
Pre- and in-service training, refresher information, and guidance are offered upon request of the AE State office and will 
generally be conducted in conjunction with other conferences and/or meetings around the state.  When new instruments or 
forms are added to the assessment list, training is provided in their use.  The State maintains copies of syllabi and records of 
all trainers and trainees for each of the trainings they provide. Local directors will establish a timeline to observe the process 
and procedure of administering assessments to verify that correct procedures have been followed. 
 
 Test Publisher Requirements for Training 

BEST Literacy:  
Center of Applied Linguistics (CAL) requires one person at a program to complete training before a program can 
purchase materials.  CAL certifies trainer.  All persons who administer, score, and/or interpret the test must be 
trained. 
 
BEST Plus: 
CAL requires one person at a program to complete training before the program can purchase materials.  Trainee 
participates in a one-day training and completes 20 practice administrations.  CAL certifies trainer.  All persons who 
administer, score, and/or interpret the test must be trained. 
 
TABE 11/12  & TABE Clas-E: 

CTB/McGraw Hill recommends that test administrators be trained before purchasing materials or administering the test.  The 
State requires all test administrators to be certified in TABE test administration.  CTB/McGraw Hill certifies test administrators 
that complete TABE training.   All persons who administer, score, and/or interpret the test must be trained.  
http://tabetest.com/students-2/tabe-professional-development/  There will be an online (Brainshark) certification training to 
replace the current 9/10 certification Brainshark. 
  

_________________________________________ 
 
Student Accommodations 
Accommodations in testing alter the conditions for administering a test or change the nature of an assessment instrument, 
allowing test takers with disabilities to demonstrate their skills and abilities more accurately.  Proper accommodations meet the 
needs of the examinees without changing what the test measures. Programs must consider individual student needs when 
providing accommodations.  Programs are responsible for providing accessible services and for ensuring that these services 
meet reasonable criteria.  In addition, reasonable accommodations are to be provided at no cost to the student. Test publishers 
describe accommodations in their administration documents.  Accommodated assessments shall be in compliance with test 
publisher guidelines. [34 CRF 462.40 (c)(6)] 
 
Administrative responsibilities for accommodations: 
Local programs can best service students with disabilities by becoming aware, being informed, encouraging students to self-
identify, keeping current student documentation on file, and helping protect student rights under the law. 
 

http://www.nrsweb.org/
http://tabetest.com/students-2/tabe-professional-development/
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Programs need to provide reasonable accommodations once a student discloses a disability and requests accommodations.  
The program will need current documentation, including an evaluation and official diagnosis by a qualified professional 
diagnostician.  The documentation should describe the nature and extent of the disability and state specific recommendations 
for the accommodation(s) the student may need to participate effectively.  Complete documentation will not only provide the 
basis for setting realistic expectations and student goals, but will also help facilitate the learning process, help students make 
appropriate requests for assistance, and increase the likelihood of success.  
 
The U.S. Department of Health & Human Services (HHS), Office for Civil Rights (OCR), places no obligation on an institution 
to determine appropriate accommodations.  Further, it is up to the student to advise the institution if accommodations are not 
effective. 
 
To comply with Section 504 and ADA administrative requirements, programs should arrange to: 
 
 Have access to a designated Section 504/ADA coordinator. 
 Provide public and internal notice that the institution/organization does not discriminate based on disability. 
 Have access to an established grievance policy/procedure. If the program is part of a larger institution/organization, staff 

members should become familiar with the grievance policy in place. In addition, enrolled students should receive 
information describing the grievance process. 

 Provide reasonable access and accommodations for qualified students. 
  
Identifying students in need of accommodation: 
All students are informed during orientation/intake of their right to request accommodations. Adult students with disabilities are 
responsible for providing information on and documentation of their disability.  Documentation may include such items as a 
physician’s report, a diagnostic assessment from a qualified professional diagnostician, Individual Education Plan (IEP) 
records, a vocational rehabilitation report, and/or report from other service providers. 
 
Testing students in need of accommodation: 
For testing and placing special populations and students with self-disclosed disabilities, programs must: 
 

 Comply within the guidance set by ADAAA -  Americans with Disabilities Act Amendments Act of 2008 
 All documented disabilities will be accommodated in a testing situation following each publisher’s recommended 

guidelines.  The following test manuals should be consulted.  See Exhibit A for publisher contacts. 
o TABE – Test of Adult Basic Education, DRC|CTB 
o TABE CLAS-E - Test of Adult Basic Education - Complete Language Assessment System, DRC|CTB 
o Best Plus – Basic English Skills Test, Center for Applied Linguistics 
o Best Literacy - Basic English Skills Test, Center for Applied Linguistics 

 
 If a student will be requesting any of the accommodations available for GED testing or other HSEC testing, the same 

accommodations should be available during classroom study and for administration of the TABE, or BEST   
assessments and the OPT. See Appendices for a list of “Accommodations Available.” Contact your local Chief 
Examiner for information regarding required accommodations documentation and approval. 

_________________________________________ 

 
Quality Control 
All instructors are required to complete a student monthly attendance form for each class taught.  This attendance form (paper 
or computerized), and any student data, including pre and post-test scores, are to be submitted to the local program director 
at the end of each month in which classes are held.  Data is to be entered by the 10th of each month following attendance and 
testing.  
 
To help ensure the quality of assessment data, all programs must follow these operating procedures: 
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 Every local program provider must have a minimum of two staff trained to administer the AE and/or ESL assessments. 
 Testing data must be entered into the program database within four (4) weeks of completion. 
 Staff with assigned responsibility for assessment must be adequately trained and have a clear understanding of the 

instrument’s administration (i.e., timing, scoring, determining appropriate NRS levels, etc.). 
 If different staff members are assigned to assessment and data entry of results, the roles, responsibilities, tasks, 

interfaces with other agencies or programs, and verification and site review of records must be clearly communicated 
in writing. Assessment results must be kept in student files (electronic and/or paper) until the end of the seventh year 
as required by the State of Wyoming, or 3 years after the end of the grant whichever is longer, to ensure a full audit 
trail, if necessary. 

o Records may be archived off site in a secure location, provided the local program provides the State its 
program’s security, record retrieval, record retention, and record destruction policy and procedure. 

 The assessment results in permanent student files must match those in the program database. 
 Each program is responsible to periodically assess personnel to assure consistency within the program and 

conformance with the assessment policy. 
 Assessment policies and procedures will be verified during program monitoring.  

 
 Improper use of Assessments 

 Teaching to the actual test item. 

 Copying and distributing a test item or test booklet as a study guide to unauthorized personnel or learners prior to or 
after test administration. 

 Administering a lower-level test to artificially increase the learning gain between pre and post-tests. 

 Reducing the amount of time given on a pretest while increasing the amount of time on a post-test. 

 Not timing a test to see how much a student knows and recording this test as a standardized test. 

 Deleting test answers on a pretest to lower the test score. 

 Deleting accurate tests to manipulate the learning gains. 

 Duplicating or copying the test of one learner and replacing the name of another student. 

 Altering test items or test score information. 

 Reporting out of range test scores to artificially inflate learning gains. 

 Providing answers to test questions. 

 Translating test items and answers into another language. 

 Administering tests in quick succession without sufficient time for instructional intervention to maximize gains. 

 Excluding certain individuals or groups who have attended 12 hours or more from pretesting. 
  



 

 

13 

 

 Part III.  Guidelines for Approved Assessments 
 
Assessment Guidelines and Accommodations Available 
This section discusses fundamental procedures for administering and reporting results on Wyoming AE approved 
assessments.  The guidelines may differ depending upon the selected instrument, as shown in the following table.  Please 
refer to Exhibits A and B for further, detailed guidelines. [34 CRF 462.40 (c)(6)] 
 
 

Instrument Guidelines 
TABE  Locator is required. 

 Pre- and post-testing must use different test forms of an approved assessment (for example, TABE Form 9, Level D for pre-
test and TABE Form 10, Level D for post-test). 

 Use an alternate form and/or level if the student pre-tested at a level where they topped that level of the test.  Consult 

        publishers' guidelines for students pre-testing at a level where they topped that level of the test (http://www.DRC|CTB.com/). 

 Scores at entry and at the end are compared to measure student skill attainment.  
 The publisher discourages random and/or frequent testing. 
 Large print, Braille, and audio cassette versions of the assessment are available through the publisher. 

TABE CLAS-E  Locator is required. 
 Pre- and post-testing must use different test forms of an approved assessment (for example, TABE CLAS-E Form A for pre-

test and TABE CLAS-E Form B for post-test). 
 Scores at entry and at the end are compared to measure student skill attainment. 
 The publisher discourages random and/or frequent testing. 
 Large print and audio cassette versions of the assessment are available through the publisher. 

BEST Plus  BEST Plus tests oral proficiency only. 
 The computer-adaptive version can be given for pre- and post-testing. 
 With the semi-adaptive print version, use one form for pre-testing and a different form for post-testing. 
 Training to administer and score is required; contact Billie Rae Charles (NWCCD), Mollie Hand, and/or Laura Chew, WWCC 

for training opportunities (see Exhibit A). 
 At this time no standard instrument is available to assess for learning disabilities in the ESL population, best practices in 

teaching is the best alternative. 

BEST Literacy  BEST Literacy tests reading and writing proficiency only. 
 Use one form for pre-testing and a different form for post-testing. 
 Formal training is not required for administration; however, the test publisher recommends a thorough review of the BEST 

Literacy Test Manual to become familiar with proper testing and scoring procedures. 
 Reasonable accommodations may be made provided that they do not compromise the purpose of the test as a measure of 

reading and writing in English.  CAL lists as permissible accommodations: the use of eyeglasses or magnifying glasses, 
earplugs, color overlays or unmarked straight edge rulers. 

 It is not an appropriate accommodation for someone to read the test questions to an examinee with sight impairment, as the 
BEST Literacy is a test of reading and writing. 

 
 

_________________________________________ 
 

 
  

http://www.ctb.com/
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                                                                                                                                                                                  EXHIBIT A  

Wyoming Approved Assessment Instruments    
Subject/skill area(s) each test assesses 34CFR 462.40(c)(5) 
 

Instrument/ 
Publisher Contact 

Approved Forms Approved Tests  
Appropriate NRS Levels 

Pre- and Post-Testing 
Intervals 

(Publisher Recommended) 

TABE 
(Test of Adult Basic Education) 
 
DRC|CTB 
Customer Service Department 
13490 Bass Lake Road 
Maple Grove , MN  55311 
Phone orders:  800.538.9547 
Fax orders:  800.282.0266 
www.tabetest.com 

 
Michael Johnson 
National Adult Education Director 
 mjohnson@datarecognitioncorp.com  
630-995-6712 

Forms 9-10 
 
*Locator is required* 
 
 

 Reading 
 Language 
 Math 
 
 
 

 All ABE/ASE NRS Levels 
 TABE may be used when testing 

out of Advanced ESL with BEST 
and if the program does not use 
TABE CLAS-E. 

DRC|CTB recommends 50-
60 hours of instruction when 
testing with an alternate form 
(i.e. 9M to 10M) for students 
that test into NRS Levels 1-4 
(ABE) with a minimum of 40 
hours. 
 
For students testing into NRS 
Levels 5 and 6 (ASE Low 
and High) 50-60 hours of 
instruction is recommended 
with a minimum of 30 hours.. 
 
If the pre- and posttest are 
the same level, then  use 
the same form: 120 hours. 
 
DRC|CTB suggests 
the pre- and post-test 
guidelines as best practice 
recommendations based 
upon practitioner feedback.  
 
DRC|CTB discourages 
random and frequent testing 
as it will not present valid 
gain scores and could create 
a practice effect, thus 
producing questionable or 
spurious scores. Instructional 
intervention between testing 
periods is strongly 
recommended. 
 

TABE CLAS-E 
(Test of Adult Basic Education – Complete 
Language Assessment System – English) 
 
  
DRC|CTB 
Customer Service Department 
13490 Bass Lake Road 
Maple Grove , MN  55311 
Phone orders:  800.538.9547 
Fax orders:  800.282.0266 
www.datarecognitioncorp.com  
(tabetest.com is coming soon)  
 
Michael Johnson 
National Adult Education Director 
 mjohnson@datarecognitioncorp.com   
630-995-6712 

Forms A and B 
 
*Locator is required* 
 
 
 

 Reading 
 Writing 
 ESL Listening 
 ESL Speaking 

 All ESL NRS Levels For alternate form testing, 
DRC|CTB recommends 60-
95 hours of instruction (i.e., 
A2 to B2) with a minimum of 
50 hours. 
 
For same form testing 
DRC|CTB recommends– 
100-140 hours of instruction 
(i.e., A2 to A2). 
 
DRC|CTB discourages 
random and frequent testing 
as it will not present valid 
gain scores and could create 
a practice effect, thus 
producing questionable or  
spurious scores. Instructional 
intervention between testing 
periods is strongly 
recommended. 
  

mailto:mjohnson@datarecognitioncorp.com
http://www.datarecognitioncorp.com/
mailto:mjohnson@datarecognitioncorp.com
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BEST Plus 
(Basic English Skills Test Plus 2.0) 
Tests oral proficiency 
 
Frank Finamore      frank@cal.org  
BEST Plus Project Manager 
Center for Applied Linguistics 
202.362.0700 
 
BEST Plus User Support 
http://www.cal.org 
best-plus@cal.org 
866.845.2378 
 
Certified WY Trainers contact: 
Billie Rae Charles  307. 674. 6446  x 2700 
bcharles@sheridan.edu  
Mollie Hand  307. 399. 9715 
Mollie_hand@yahoo.com  
Laura Chew  307.382.1829 
lchew@wwcc.wy.edu 

Computer-adaptive 
or Print-Based 
(Forms D, E, and F) 
 
 

 Computer (CD) and 
print-based versions 
test oral proficiency 
only 

 All ESL NRS Levels 60 hours minimum, 80-100 
hours recommended or at 
end of a course of instruction. 
If the hours for a course of 
instruction exceeds the 
recommended number of 
hours, post-testing may most 
appropriately take place at 
the end of the instructional 
course or session. 
 
Because program-related 
factors such as intensity of 
instruction, class size, 
teacher training and 
experience, and use of 
appropriate curricula and 
materials will affect language 
learning proficiency gains, 
programs should consider 
these factors when 
determining timing for 
pre- and post-testing. 

BEST Literacy 
(Basic English Skills Test Literacy) 
Tests reading and writing proficiency 
 
BEST Literacy User Support 
http://www.cal.org 
best-plus@cal.org 
866.845.2378 
 

Forms B, C, and D  Reading and Writing 
only 

 All ESL NRS Levels 60 hours minimum; 80-100 
hours recommended; or at 
end of instructional session 
that exceeds 60 hours 

http://nrsweb.org/foundations/related_documents.aspx 
 
 

Notes:  

 See Publishers’ notes for timing and use of locator tests. 

 BEST Plus 2.0 and BEST Literacy are approved through February 2, 2019.  

 TABE CLAS-E are approved through February 2, 2019.  

 WY will begin using TABE 11/12 starting July 1, 2018 
 

   
 
 
 
  

mailto:frank@cal.org
http://www.cal.org/
mailto:best-plus@cal.org
mailto:bcharles@sheridan.edu
mailto:Mollie_hand@yahoo.com
mailto:lchew@wwcc.wy.edu
http://www.cal.org/
mailto:best-plus@cal.org
http://nrsweb.org/foundations/related_documents.aspx
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Approved Assessment Systems 

The following tables provide a brief summary of the approved assessment systems in Wyoming for ABE, ASE 

and ELA instructional programs. See score ranges tied to educational functional levels for reporting educational 

gain [34 CRF 462.40 (c)(4] and [34 CRF 462.44] along with linkage to NRS levels and types of students for which 

the test is appropriate. [34 CRF 462.40 (c)(1) and (2)] 

 
  TABE CLAS-E Series by DRC|CTB Approved for Use by WIOA Title II Funded Providers 

 

     TABE CLAS-E Listening and Speaking Assessments 

Subjects Listening, Speaking  

Type of Learner ESL 

EFL Alignment and NRS 
Scale Scores 

EFL Level Listening Speaking Total Listening 
and Speaking 

ESL Beginning Literacy 230-389 231-425 230-407 

ESL Low Beginning 390-437 426-460 408-449 

ESL High Beginning 438-468 461-501 450-485 

ESL Low Intermediate 469-514 502-536 486-525 

ESL High Intermediate 515-549 537-567 526-558 

ESL Advanced 550-607 568-594 559-600 
 

 

TABE CLAS-E Information on Subtests 

  TABE CLAS-E Reading Test 

Item Type/Content Language proficiency of adult English language learners in the area of 
reading 

Applicable Program(s) ESL 

Subject or Modality Reading 

Version Availability Print 

Administration Time 25 minutes 

Locator/Appraisal TABE CLAS-E Locator 

Forms Available A1, A2, A3, A4, B1, B2, B3, B4 

Length before Post-test 60 hours  

Training Requirements  Basic    

 

 

 

 

 

     TABE CLAS-E Reading and Writing Assessments 

Subjects Reading 

Type of Learner ESL 

EFL Alignment and NRS 
Scale Scores 

EFL Level Reading Writing Total Reading 
and Writing 

ESL Beginning Literacy 250-392 200-396 225-394 

ESL Low Beginning 393-436 397-445 395-441 

ESL High Beginning 437-476 446-488 442-482 

ESL Low Intermediate 477-508 489-520 483-514 

ESL High Intermediate 509-557 521-555 515-556 

ESL Advanced 558-588 556-612 557-600 
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  TABE CLAS-E Writing Test 

Item Type/Content Language proficiency of adult English language learners in the area of writing 

Applicable Program(s) ESL 

Subject or Modality Writing 

Version Availability Print 

Administration Time 47 minutes (Writing Mechanics: 20 minutes; Expository Writing Folio: 27 
minutes) 

Locator/Appraisal TABE CLAS-E Locator 

Forms Available A1, A2, A3, A4, B1, B2, B3, B4 

Length before Post-test 60 hours  

Training Requirements Basic 

 

  TABE CLAS-E Listening Test 

Item Type/Content Language proficiency of adult English language learners in the area of listening 

Applicable Program(s) ESL 

Subject or Modality Listening  

Version Availability Print with audio media 

Administration Time 20 minutes 

Locator/Appraisal TABE CLAS-E Locator with audio media 

Forms Available A1, A2, A3, A4, B1, B2, B3, B4 

Length before Post-test 60 hours  

Training Requirements Basic 

 

  TABE CLAS-E Speaking Test 

Item Type/Content Language proficiency of adult English language learners in the area of speaking 

Applicable Program(s) ESL 

Subject or Modality Speaking  

Version Availability Print 

Administration Time 15 minutes 

Locator/Appraisal TABE CLAS-E Locator 

Forms Available A1, A2, A3, A4, B1, B2, B3, B4 

Length before Post-test 60 hours  

Training Requirements Basic 
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TABE 11 & 12 Series by DRC|CTB- Approved for Use by WIOA Title II Funded Providers 

TABE – Forms 11 and 12 

Subjects Reading; Applied Math; Language (e.g. Writing) 

Type of Learner ABE, ASE 

EFL Alignment and NRS 
Scale Scores 

EFL Level Reading Applied 
Math 

Language 

ABE Beginning Literacy        L-1 300-441 300-448 300-457 

ABE Beginning Basic Ed.       L-2 442-500 449-495 458-510 

ABE Low Intermediate Ed.   L-3 501-535 496-536 511-546 

ABE High Intermediate Ed.  L-4 536-575 537-595 547-583 

ASE Low Education                L-5 576-616 596-656 584-630 

ASE High Education               L-6 617-800 657-800 631-800 
 

  
 
TABE Information on Subtests 
NOTE: Vocabulary, Language Mechanics, and Spelling are optional tests available in the complete battery that can only be 

used for measuring learner progress for educational functioning level placement at ASE levels or conditional placement for 

transitioning ESL to ABE students. 

 

   TABE Language Test 

Item Type/Content The goal of adult language instruction is to build communication skills 
necessary for functioning effectively on the job and in daily life 

Applicable Program(s) ABE, ASE 

Subject or Modality Language 

Version Availability Print and Computer-based (TABE PC and TABE Online) 

Administration Time Complete Battery: 50 minutes   

Locator/Appraisal TABE Locator 

Forms Available 11, 12 (Levels L, E, M, D, A) 

Length before Post-test 50 - 60 hours for learners pre-testing in NRS levels 1-4 
30 - 59 hours for learners pre-testing in NRS 5-6 

Training Requirements Local TABE  training 

 

  TABE Reading Test 

Item Type/Content Reading content reflects mature, life and work-related situations and 
highlights overlapping objectives, from word-meaning skills to critical-
thinking skills 

Applicable Program(s) ABE, ASE 

Subject or Modality Reading 

Version Availability Print and Computer-based (TABE PC and TABE Online) 

Administration Time Complete Battery: 50 minutes   

Locator/Appraisal TABE Locator 

Forms Available 11, 12 (Levels L, E, M, D, A) 

Length before Post-test 50 - 60 hours for learners pre-testing in NRS levels 1-4 
30 - 59 hours for learners pre-testing in NRS 5-6 

Training Requirements Local TABE  training 
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  TABE  Mathematics Test 

Item Type/Content Mathematics reflects math application, particularly routine tasks such as 
estimating quantities and making computations involving time, distance, 
weight, statistics, and equations 

Applicable Program(s) ABE, ASE 

Subject or Modality Math 

Version Availability Print and Computer-based (local computer and online) 

Administration Time Complete Battery: 50 minutes ; Survey: 25 minutes 

Locator/Appraisal TABE Locator 

Forms Available 11, 12 (Levels L, E, M, D, A) 

Length before Post-test 50 - 60 hours for learners pre-testing in NRS levels 1-4 
30 - 59 hours for learners pre-testing in NRS 5-6 

Training Requirements Local TABE training 

 
TABE Timing Criteria for Paper/Pencil  
Timing chart for initial and low literacy 

 Administration Time 

Item Type/Content   

Word list 15 minutes 

Practice Exercise 20 minutes 

TABE Locator 35 minutes 

Level L   

     Reading 50 minutes 

     Math 60 minutes 

Training Requirements Local TABE training 

 
 
 

BEST Plus 2.0 and BEST Literacy - Approved by WIOA Title II Funded Providers 

Note: Best Plus was replaced by Best Plus 2.0 in WY in July 2016.  BEST Literacy is approved for seven years.

Educational Functioning 

Level 

BEST Plus (Oral) 

2015 Version 2.0 Scores 

Literacy BEST 

Beginning ESL Literacy BEST Plus:  88-361 
SPL 0-1 

Literacy BEST:  0-20 
SPL 0-2 

Low Beginning ESL BEST Plus:     362-427 
SPL 2-3 

Literacy BEST:  21-52 
SPL 2-3 

High Beginning ESL BEST Plus:     428-452 
SPL 3 

Literacy BEST:  53-63 
SPL 4 

Low Intermediate ESL BEST Plus:     453-484 
SPL 4 

Literacy BEST:  64-67 
SPL 4 

High Intermediate ESL BEST Plus:     485-524 
SPL 5 

Literacy BEST:  68-75 
SPL 5-6 

Advanced ESL BEST Plus:  525-564 
SPL 6 
Exit Criteria: 
BEST Plus:      565 and higher 
SPL 7 or above 

Literacy BEST:  76-78 
SPL 7-8 
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                                                       EXHIBIT B  Functioning Level Table      
      

Outcome Measures Definitions 

Educational Functioning Level Descriptors—Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

Beginning ABE Literacy (ABE) 
TABE (9–10) scale scores:  
(grade level 0–1.9): 
     Reading:  367 and below 
    Total Math:  313 and below 
     Language:  389 and below 
 
TABE (11–12) scale scores  
(grade level 0–1.9): 
Reading:  300-441  
Mathematics:  300-448  
Language:  300-457 

Individual has no or minimal reading and writing skills.  May have little or 
no comprehension of how print corresponds to spoken language and may 
have difficulty using a writing instrument.  At the upper range of this level, 
individual can recognize, read, and write letters and numbers, but has a 
limited understanding of connected prose and may need frequent re-
reading.  Can write a limited number of basic sight words and familiar 
words and phrases; may also be able to write simple sentences or 
phrases, including very simple messages.  Can write basic personal 
information.  Narrative writing is disorganized and unclear, inconsistently 
uses simple punctuation (e.g., periods, commas, question marks), and 
contains frequent errors in spelling. 

Individual has little or no recognition of 
numbers or simple counting skills or may 
have only minimal skills, such as the 
ability to add or subtract single digit 
numbers. 
 

Individual has little or no ability to read basic signs or 
maps and can provide limited personal information on 
simple forms.  The individual can handle routine entry-
level jobs that require little or no basic written 
communication or computational skills and no knowledge 
of computers or other technology. 

Beginning Basic Education (ABE) 
TABE (9–10)  scale scores:  
(grade level 2–3.9): 
     Reading:  368–460 
     Total Math:  314–441 
     Language:  390–490 
 
TABE (11–12) scale scores  
(grade level 2–3.9): 
Reading:  442-500 
Mathematics:  449-495 
Language:  458-510 
  

Individual can read simple material on familiar subjects and comprehend 
simple and compound sentences in single or linked paragraphs 
containing a familiar vocabulary; can write simple notes and messages on 
familiar situations, but lacks clarity and focus.  Sentence structure lacks 
variety, but individual shows some control of basic grammar (e.g., present 
and past tense) and consistent use of punctuation (e.g., periods, 
capitalization). 
 
 

Individual can count, add, and subtract 
three digit numbers, can perform 
multiplication through 12, can identify 
simple fractions, and perform other 
simple arithmetic operations. 
 
 

Individual is able to read simple directions, signs, and 
maps, fill out simple forms requiring basic personal 
information, write phone messages, and make simple 
changes.  There is minimal knowledge of and experience 
with using computers and related technology.  The 
individual can handle basic entry-level jobs that require 
minimal literacy skills; can recognize very short, explicit, 
pictorial texts (e.g., understands logos related to worker 
safety before using a piece of machinery); and can read 
want ads and complete simple job applications. 

Low Intermediate Basic Education (ABE) 
TABE (9–10) scale scores:  
(grade level 4–5.9): 
     Reading:  461–517 
    Total Math:  442–505 
     Language:  491–523  
 
TABE  (11–12) scale scores  
(grade level 4–5.9): 
Reading:  501-535 
Mathematics:  496-536 
Language:  511-546 
 

Individual can read text on familiar subjects that have a simple and clear 
underlying structure (e.g., clear main idea, chronological order); can use 
context to determine meaning; can interpret actions required in specific 
written directions; can write simple paragraphs with a main idea and 
supporting details on familiar topics (e.g., daily activities, personal issues) 
by recombining learned vocabulary and structures; and can self and peer 
edit for spelling and punctuation errors. 
  
 

Individual can perform with high 
accuracy all four basic math operations 
using whole numbers up to three digits 
and can identify and use all basic 
mathematical symbols. 

Individual is able to handle basic reading, writing, and 
computational tasks related to life roles, such as 
completing medical forms, order forms, or job applications; 
and can read simple charts, graphs, labels, and payroll 
stubs and simple authentic material if familiar with the 
topic.  The individual can use simple computer programs 
and perform a sequence of routine tasks given direction 
using technology (e.g., fax machine, computer operation).  
The individual can qualify for entry-level jobs that require 
following basic written instructions and diagrams with 
assistance, such as oral clarification; can write a short 
report or message to fellow workers; and can read simple 
dials and scales and take routine measurements. 

 
Notes:  The descriptors are entry-level descriptors and are illustrative of what a typical student functioning at that level should be able to do.  They are not a full description of skills for the level.   
SPL = student performance levels                                                        BEST Plus = Basic English Skills Test Plus 
TABE = Test of Adult Basic Education                                                       BEST Literacy = Basic English Skills Test Literacy 
TABE CLAS-E = Test of Adult Basic Education – Complete Language Assessment System – English                                                                                                  
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Functioning Level Table 
(Continued) 

Outcome Measures Definitions 

Educational Functioning Level Descriptors—Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

High Intermediate Basic Education (ABE) 
TABE (9–10) scale scores:  
(grade level 6–8.9): 
      Reading:  518–566 
     Total Math:  506–565 
      Language:  524–559  
 
 TABE (11–12) scale scores  
(grade level 6–8.9): 
Reading:  536-575 
Mathematics:  537-595 
Language:  547-583 
 
 
  

Individual is able to read simple descriptions and narratives on familiar 
subjects or from which new vocabulary can be determined by context and 
can make some minimal inferences about familiar texts and compare and 
contrast information from such texts but not consistently.  The individual 
can write simple narrative descriptions and short essays on familiar topics 
and has consistent use of basic punctuation but makes grammatical 
errors with complex structures. 
 

Individual can perform all four basic math 
operations with whole numbers and 
fractions; can determine correct math 
operations for solving narrative math 
problems and can convert fractions to 
decimals and decimals to fractions; and 
can perform basic operations on 
fractions. 

Individual is able to handle basic life skills tasks such as 
graphs, charts, and labels and can follow multistep 
diagrams; can read authentic materials on familiar topics, 
such as simple employee handbooks and payroll stubs; 
can complete forms such as a job application and 
reconcile a bank statement.  Can handle jobs that involve 
following simple written instructions and diagrams; can 
read procedural texts, where the information is supported 
by diagrams, to remedy a problem, such as locating a 
problem with a machine or carrying out repairs using a 
repair manual.  The individual can learn or work with most 
basic computer software, such as using a word processor 
to produce own texts, and can follow simple instructions 
for using technology. 

 

Outcome Measures Definitions 

Educational Functioning Level Descriptors – Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

Low Adult Secondary Education (ASE) 
TABE (9–10) scale scores:  
(grade level 9–10.9): 
     Reading:  567–595 
    Total Math:  566–594 
     Language:  560–585 
 
TABE (11–12) scale scores  
(grade level 9–10.9): 
Reading:  576-616 
Mathematics:  596-656 
Language:  584-630 
 
  
  
 

Individual can comprehend expository writing and identify spelling, 
punctuation, and grammatical errors; can comprehend a variety of 
materials such as periodicals and nontechnical journals on common 
topics; can comprehend library reference materials and compose multi-
paragraph essays; can listen to oral instructions and write an accurate 
synthesis of them; and can identify the main idea in reading selections 
and use a variety of context issues to determine meaning.  Writing is 
organized and cohesive with few mechanical errors; can write using a 
complex sentence structure; and can write personal notes and letters that 
accurately reflect thoughts. 
 

Individual can perform all basic math 
functions with whole numbers, decimals, 
and fractions; can interpret and solve 
simple algebraic equations, tables, and 
graphs and can develop own tables and 
graphs; and can use math in business 
transactions. 

Individual is able or can learn to follow simple multistep 
directions and read common legal forms and manuals; 
can integrate information from texts, charts, and graphs; 
can create and use tables and graphs; can complete 
forms and applications and complete resumes; can 
perform jobs that require interpreting information from 
various sources and writing or explaining tasks to other 
workers; is proficient using computers and can use most 
common computer applications; can understand the 
impact of using different technologies; and can interpret 
the appropriate use of new software and technology. 
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Functioning Level Table 
(Continued) 

Outcome Measures Definitions 

Educational Functioning Level Descriptors—Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

High Adult Secondary Education (ASE) 
TABE (9–10) scale scores:  
(grade level 11–12): 
     Reading:  596 and above 
    Total Math:  595 and above 
     Language:  586 and above 
 
TABE (11–12) scale scores  
(grade level 11–12): 
Reading:  617-800 
Mathematics:  657-800 
Language:  631-800 
 
  
  

Individual can comprehend, explain, and analyze information from a 
variety of literacy works, including primary source materials and 
professional journals, and can use context cues and higher order 
processes to interpret meaning of written material.  Writing is cohesive 
with clearly expressed ideas supported by relevant detail, and individual 
can use varied and complex sentence structures with few mechanical 
errors.   
 
 
 

Individual can make mathematical 
estimates of time and space, can apply 
principles of geometry to measure 
angles, lines, and surfaces, and can 
apply trigonometric functions. 

Individual is able to read technical information and 
complex manuals; can comprehend some college level 
books and apprenticeship manuals; can function in most 
job situations involving higher order thinking; can read text 
and explain a procedure about a complex and unfamiliar 
work procedure, such as operating a complex piece of 
machinery; can evaluate new work situations and 
processes; and can work productively and collaboratively 
in groups and serve as facilitator and reporter of group 
work.  The individual is able to use common software and 
learn new software applications; can define the purpose of 
new technology and software and select appropriate 
technology; can adapt use of software or technology to 
new situations; and can instruct others, in written or oral 
form, on software and technology use. 

    

Beginning ESL Literacy 
TABE CLAS-E scale scores:  (SPL 0-1) 
     Reading:  250-392 
     Writing:  200-396 
         Total Reading/Writing:  225-394 
     Listening:  230-389  
     Speaking:  231-425 
         Total Listening/Speaking:  230-407 
 
BEST Plus V 2:  88-361 (SPL 0–1) 
BEST Literacy:  0–20 (SPL 0–1) 

Individual cannot speak or understand English, or understands only 
isolated words or phrases. 
 
 

Individual has no or minimal reading or 
writing skills in any language.  May have 
little or no comprehension of how print 
corresponds to spoken language and 
may have difficulty using a writing 
instrument. 

Individual functions minimally or not at all in English and 
can communicate only through gestures or a few isolated 
words, such as name and other personal information; may 
recognize only common signs or symbols (e.g., stop sign, 
product logos); can handle only very routine entry-level 
jobs that do not require oral or written communication in 
English.  There is no knowledge or use of computers or 
technology. 

Low Beginning ESL 
TABE CLAS-E scale scores:  (SPL 2) 
     Reading:  393-436  
     Writing:  397-445 
          Total Reading/Writing:  395-441 
     Listening:  390-437 
     Speaking:  426-460 
         Total Listening/Speaking:  408-449 
 
BEST Plus V 2.0:  362-427 (SPL 2) 
BEST Literacy:  21-52 (SPL 2) 

Individual can understand basic greetings, simple phrases, and 
commands.  Can understand simple questions related to personal 
information, spoken slowly and with repetition.  Understands a limited 
number of words related to immediate needs and can respond with 
simple learned phrases to some common questions related to routine 
survival situations.  Speaks slowly and with difficulty.  Demonstrates little 
or no control over grammar. 
 

Individual can read numbers, letters, and 
some common sight words.  May be able 
to sound out simple words.  Can read 
and write some familiar words and 
phrases, but has a limited understanding 
of connected prose in English.  Can write 
basic personal information (e.g., name, 
address, telephone number) and can 
complete simple forms that elicit this 
information. 
 

Individual functions with difficulty in social situations and in 
situations related to immediate needs.  Can provide 
limited personal information on simple forms, and can 
read very simple common forms of print found in the home 
and environment, such as product names.  Can handle 
routine entry-level jobs that require very simple written or 
oral English communication and in which job tasks can be 
demonstrated.  May have limited knowledge and 
experience with computers. 
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Functioning Level Table 
(Continued) 

Outcome Measures Definitions 

Educational Functioning Level Descriptors—Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

High Beginning ESL 
TABE CLAS-E scale scores:  (SPL 3) 
     Reading:  437-476  
     Writing:  446-488 
          Total Reading/Writing:  442-482 
     Listening:  438-468 
     Speaking:  461-501 
         Total Listening/Speaking:  450-485 
 
BEST Plus V 2.0:  428-452 (SPL 3) 
BEST Literacy:  53-63 (SPL 3) 

Individual can understand common words, simple phrases, and 
sentences containing familiar vocabulary, spoken slowly with some 
repetition.  Individual can respond to simple questions about personal 
everyday activities, and can express immediate needs, using simple 
learned phrases or short sentences.  Shows limited control of grammar.  
 

Individual can read most sight words, 
and many other common words.  Can 
read familiar phrases and simple 
sentences but has a limited 
understanding of connected prose and 
may need frequent re-reading. 
 
Individual can write some simple 
sentences with limited vocabulary.  
Meaning may be unclear.  Writing shows 
very little control of basic grammar, 
capitalization, and punctuation and has 
many spelling errors. 

Individual can function in some situations related to 
immediate needs and in familiar social situations.  Can 
provide basic personal information on simple forms and 
recognizes simple common forms of print found in the 
home, workplace, and community.  Can handle routine 
entry-level jobs requiring basic written or oral English 
communication and in which job tasks can be 
demonstrated.  May have limited knowledge or experience 
using computers. 

Low Intermediate ESL 
TABE CLAS-E scale scores:  (SPL 4) 
     Reading:  477-508 
     Writing:  489-520 
         Total Reading/Writing:  483-514 
     Listening:  469-514 
     Speaking:  502-536   
         Total Listening/Speaking:  486-525  
 
BEST Plus V 2.0:  453-484 (SPL 4) 
BEST Literacy:  64–67 (SPL 4) 
 
 

Individual can understand simple learned phrases and limited new 
phrases containing familiar vocabulary spoken slowly with frequent 
repetition; can ask and respond to questions using such phrases; can 
express basic survival needs and participate in some routine social 
conversations, although with some difficulty; and has some control of 
basic grammar. 
 
 

Individual can read simple material on 
familiar subjects and comprehend simple 
and compound sentences in single or 
linked paragraphs containing a familiar 
vocabulary; can write simple notes and 
messages on familiar situations but lacks 
clarity and focus.  Sentence structure 
lacks variety but shows some control of 
basic grammar (e.g., present and past 
tense) and consistent use of punctuation 
(e.g., periods, capitalization). 

Individual can interpret simple directions and schedules, 
signs, and maps; can fill out simple forms but needs 
support on some documents that are not simplified; and 
can handle routine entry-level jobs that involve some 
written or oral English communication, but in which job 
tasks can be demonstrated.  Individual can use simple 
computer programs and can perform a sequence of 
routine tasks given directions using technology (e.g., fax 
machine, computer). 

High Intermediate ESL 
TABE CLAS-E scale scores:  (SPL 5) 
     Reading:  509-557 
     Writing:  521-555 
         Total Reading/Writing:  515-556 
     Listening:  515-549 
     Speaking:  537-567   
         Total Listening/Speaking:  526-558 
 
BEST Plus V 2.0:  485-524 (SPL 5) 
BEST Literacy:   68–75 (SPL 6) 
 

Individual can understand learned phrases and short new phrases 
containing familiar vocabulary spoken slowly and with some repetition; 
can communicate basic survival needs with some help; can participate in 
conversation in limited social situations and use new phrases with 
hesitation; and relies on description and concrete terms.  There is 
inconsistent control of more complex grammar. 

Individual can read text on familiar 
subjects that have a simple and clear 
underlying structure (e.g., clear main 
idea, chronological order); can use 
context to determine meaning; can 
interpret actions required in specific 
written directions; can write simple 
paragraphs with main idea and 
supporting details on familiar topics (e.g., 
daily activities, personal issues) by 
recombining learned vocabulary and 
structures; and can self and peer edit for 
spelling and punctuation errors. 

Individual can meet basic survival and social needs, can 
follow some simple oral and written instruction, and has 
some ability to communicate on the telephone on familiar 
subjects; can write messages and notes related to basic 
needs; can complete basic medical forms and job 
applications; and can handle jobs that involve basic oral 
instructions and written communication in tasks that can 
be clarified orally.  Individual can work with or learn basic 
computer software, such as word processing, and can 
follow simple instructions for using technology. 
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Functioning Level Table 
(Continued) 

Outcome Measures Definitions 

Educational Functioning Level Descriptors—Adult Basic Education Levels 

Literacy Level Basic Reading and Writing Numeracy Skills Functional and Workplace Skills 

Advanced ESL 
TABE CLAS-E scale scores:  (SPL 6) 
     Reading:  558-588 
     Writing:  556-612 
        Total Reading/Writing:  557-600 
     Listening:  550-607 
     Speaking:  568-594   
         Total Listening/Speaking:  559-600 
 
BEST Plus:  525 - 564 (SPL 6) 
BEST Literacy:  76-78 (SPL 6) 
 
Exit Criteria:  
*BEST Plus V 2.0:  565 and higher (SPL 7) 
 BEST Literacy:  79 and above  
                          (SPL 7-8) 
 
 

Individual can understand and communicate in a variety of contexts 
related to daily life and work.  Can understand and participate in 
conversation on a variety of everyday subjects, including some unfamiliar 
vocabulary, but may need repetition or rewording.  Can clarify own or 
others’ meaning by rewording.  Can understand the main points of simple 
discussions and informational communication in familiar contexts.  Shows 
some ability to go beyond learned patterns and construct new sentences.  
Shows control of basic grammar but has difficulty using more complex 
structures.  Has some basic fluency of speech. 

Individual can read moderately complex 
text related to life roles, descriptions, and 
narratives from authentic materials on 
familiar subjects.  Uses context and word 
analysis skills to understand vocabulary, 
and uses multiple strategies to 
understand unfamiliar texts.  Can make 
inferences, predictions, and compare 
and contrast information in familiar texts.  
Individual can write multi-paragraph text 
(e.g., organizes and develops ideas with 
clear introduction, body, and conclusion), 
using some complex grammar and a 
variety of sentence structures.  Makes 
some grammar and spelling errors.  
Uses a range of vocabulary. 

Individual can function independently to meet most 
survival needs and to use English in routine social and 
work situations.  Can communicate on the telephone on 
familiar subjects.  Understands radio and television on 
familiar topics.  Can interpret routine charts, tables, and 
graphs and can complete forms and handle work 
demands that require non-technical oral and written 
instructions and routine interaction with the public.  
Individual can use common software, learn new basic 
applications, and select the correct basic technology in 
familiar situations. 

*BEST Plus and BEST Literacy:  If an examinee pre-tests into SPL 7 with a BEST Plus scale score of 565 or above or a BEST Literacy scale score of 76 in the NRS Advanced ESL level, use a 
different ESL assessment that measures higher reading and writing skills to more accurately measure an examinee’s language ability.  Any student that falls into this category should be re-tested with 
another assessment at the time of pre-testing in the new academic year.  
 
If a student comes into the program testing at 76 or higher on BEST Literacy, a different assessment should be given, such as the TABE Clas-E or  reading and language tests, Level E.  
In addition the BEST Literacy assessment cannot be used to exit the ESL program. 
 
Whenever possible, students who score 541 or higher on BEST Plus should be ready for an ELS “bridge” class in order to bridge the gap between ESL and ABE.  Low level ABE and 
high level ESL materials should be combined.  This will allow these “bridge” students to improve their English skills while using AE materials to develop reading, writing, math, and 
vocabulary skills. 
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Testing Accommodations Available Upon Request       EXHIBIT C 
NOTE: A HSEC candidate can request certain accommodations that do not require prior approval from a state’s HSEC Administrator and 
or HSEC Testing Services.  Candidates should request any of these accommodations prior to arrival for testing.  A diagnosed disability is 
not required to use these accommodations.  The accommodations for NRS assessments will follow the HSEC testing guidelines and 
include the following items that do not require prior approval but do need to be requested in advance: 
 
Colored transparent overlays: These devices, which resemble tinted overhead transparencies, are widely used by persons with visual impairments 
and those with learning disabilities who have difficulty decoding written words and symbols.   
 
Clear transparent overlays and highlighter: The combination of clear (untainted) overlays and a highlighter can be used with the candidate who 
needs to use a highlighter while reading.  The highlighting takes place on the clear overlay and protects the test booklet from becoming marked.  All 
used overlays must be collected at the end of each testing session. 
 
Temporary adhesive notes with spatial directions:  Candidates can affix temporary “sticky” notes (e.g. Post-it Notes) on the answer sheet to 
accommodate a disability affecting spatial orientation.  For example, the candidate might flag the sheet for top, bottom, right, and left.  For security 
reasons, the HSEC Testing Center must supply these adhesive notes to the examinee. 
 
Ear Plugs:  The candidate may use earplugs as an aid in concentration. 
 
Large Print form of the test:  The candidate may use the large print edition (18 point font) of the tests under normal test time limits upon request to 
the Examiner. 
 
Magnifying devices:  The candidate may use his or her preferred type of magnifying device during test taking.  Note: Measuring devices such as 
rulers and scales may not be used because they may serve as an unauthorized aid in certain portions of the tests. 
 
Priority Seating:  A candidate may request to be seated near the front of the room in order to better hear instructions, or in some other location (in 
the same room) to avoid distractions. 
 
Straightedge:  Candidates may use a plain, unmarked straightedge made from any safe materials as an aid in spatial orientation and reading.  If the 
straightedge is an additional piece of scratch paper issued by the Examiner, it must be collected at the end of the testing session and destroyed with 
any other scratch paper. 
 
Fluorescent Lighting: Candidates may request permission to 1) wear hats or caps to limit the effects of fluorescent lighting or 2) sit near a window 
or away from fluorescent lighting.   
 
Other Adaptive Devices: Items such as pencil holders, writing braces, or graph paper may be used so long as it does not provide an unfair 
advantage to the test-taker. Assistive technology like the Kurzweil scan/reader, JAWS screen reading program for the Blind, ZoomTest Screen 
Magnification, Ergonomic Keyboards and track balls, NaturallySpeaking Voice Recognition software, Big Keys numeric pad and headsets to block 
noise may be available.  

Note:  It is the Chief Examiner’s prerogative to examine any materials to ensure that they do not contain any unauthorized testing aids. 
 
Providing accommodations using TABE assessment: 

DISABILITY TEST ADMINISTRATION PROCEDURES TABE TEST FORMS AVAILABLE 

Specific learning disability such as dyslexia, 
dyscalculia, receptive aphasia, hyperactivity, 
written language disorder, attention deficit disorder 
or ADHD 

Extended time or alternate schedule 
Frequent breaks 
Scribe/writer/alternate room 
Computer with spelling and grammar check disabled 
Simple calculator for Level A/B only 

Large-print tests 

Deaf or hearing impaired 
 
Blind or visually impaired 
 
 
Mobility impairment 

Sign language interpreter for test directions only 
Head phones for those taking a listening test 
Magnifier 
Extended time 
Alternate site/equipment 
Scribe/writer/communication board 

Braille  
 
Large-print TABE tests 
 
 
Computer-based TABE tests 

Psychiatric disability  
such as schizophrenia, major depression 

Extended time 
Supervised breaks 

 

Developmental disability 
such as autism, cerebral palsy, epilepsy, mental 
retardation 

Recommendation from physician is suggested 
Private room 
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EXHIBIT D 

Definitions: 
 
Assessment for Accountability – To ensure comparability of the meaning of the educational functioning levels across all programs in the State, all 
programs must use standardized assessment procedures that conform to the State’s assessment policy when determining students’ educational 
functioning levels.  The assessment procedure must include a standardized test or standardized performance-based assessment with a 
standardized scoring rubric that has been approved by the Office of Career and Technical Adult Education (OCTAE) within the US Department of 
Education for measuring educational gain within the NRS framework.  OCTAE conducts the approval process annually using panels of independent 
experts in assessment, who evaluate assessments according to the process outlined in 34 CFR Part 462 (see Federal Register, Vol. 73, No. 9, 
January 14, 2008).  Note: the assessment must provide a way to translate scores on the assessment to the NRS educational functioning levels and 
the method used to establish this translation. Students in distance education should be post-tested after the same amount of instructional time as 
other students, according to the state’s approved NRS assessment policy.   
 
Assessment for Instruction -  Self-made or publisher made tests are an informal assessment used to guide instruction, assist in identifying gaps 
requiring further instruction, and to help in establishing individual learning plans.  It is recommended that local programs encourage the use of 
informal assessment to inform overall performance in specific subject areas. Many computer-based curriculums have built –in assessments for 
placement which align with the NRS levels.  These should be considered informal assessments and do not replace standardized testing for pre and 
post-testing. 
 
Educational Gain – Educational gain measures the primary purpose of the adult education program: to improve the basic literacy skills of 
participants.  This goal is the reason that all students are counted in the educational gain measure.  The NRS approach to measuring educational 
gain is to define a set of educational functioning levels at which students are initially placed based on their abilities to perform literacy-related tasks in 
specific content areas.  After a set time period or number of instructional hours set by the State, students are again assessed to determine their skill 
levels.  If their skills have improved sufficiently to be placed one or more levels higher, an “advance” is recorded for that student. 
 
Standardized Tests – a standardized test is uniformly developed, administered, and scored, must be both valid and reliable.  These terms are 
defined by NRS as follows: 
Content validity of an assessment is the extent to which the items/tasks of the instrument cover the domain of interest. For the NRS, the domain of 
interest is comprised of the skills used to describe the educational functioning levels for ABE and ESL. 
 
Reliability refers to the degree of consistency in performance on an assessment; that is, the extent to which an examinee would be expected to 
perform similarly across multiple administrations of the instrument or under different conditions. An important condition that can differ across 
administrations of a particular instrument to be used for the NRS is the form of the instrument administered. 
 
While standardized tests (TABE 9 & 10, GAIN and BEST Plus and or BEST Literacy), are required for all students entering AE classes and identifies 
the student’s EFL placement and movement, it is recommended that local programs use additional informal tests (chapter tests, pre and posttests in 
instructional materials, self-made tests, instructional-based assessments, etc.) to further assist in identifying a student’s strengths, areas requiring 
study and overall performance. 
 
Assessment can be used in the following ways: 

 Placement decisions – measure the extent of the student’s academic skills upon entry into the AE program to ensure appropriate class 
placement. 

 Instructional planning – to develop individual learning plans and/or course curriculum but is not used to frequently identify small gains – 
informal assessments are used for this. 

 Assessment of student progress – by use of a post-test, determines the gain in academic skills of an individual. 

 Program evaluation – to determine effectiveness of a course or program when both a pre and posttest is administered. 

 Accountability for the NRS – to report student progress within an accountability system, such as the NRS, for AE. 
 
Stopped-Out:  When an enrolled student has not attended for 90 days or less and then returns to re-enter the program. 
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Exhibit E  

Wyoming Adult Education Post-Testing Exception Form  
(A signed copy with the director’s signature must be kept in the student file for monitoring and/or auditing purposes. A copy must also be 

uploaded into NEXGEN/LACES in the document section. Exceptions are to be rare and limited.) 

Provider Information 

Date:   

Program Name:   

Person Submitting:   

  

Student Information 

Student DOB:  

Student Name:   

Student’s number of attendance hours:   

 
PLEASE NOTE: YOU MUST PROVIDE BOTH A REASON FOR THE REQUEST AS WELL AS EVIDENCE 

OF POSSIBLE GAIN TO BE IN COMPLANCE WITH THE ASSESSMENT POLICY. 

Reason for Request documented in student file and attached to this form 

  Student has received at least 30 hours of contact and instruction, is ready to take his/her last High  
School Equivalency test, and has stated that he/she will not return to class after completing the test 

  Release from prison with a Planned Release Date before 45 hours of instruction will be acquired 

  Student has accrued 30 or more hours between program years and since last test 

  Other, please explain:   

Evidence of possible gain that has been placed in student file and attached to this form 

  A passing High School Equivalency Test score or a HiSET Official Practice Test with a result of 
“adequately prepared” or higher  

  Classroom assessments that indicate a significant skill gain 

  Student has accrued 30 or more hours and is moving out of the area. There is a possibility of gain. 

  Other, please explain:   

Director’s signed approval has been placed in student file  

  Director has approved this request 

                 Director’s Signature: ___________________________________ Date:____________________  
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Wyoming Distance Learning Protocol and Guidance    

Adult Education Programs (12-30-16) 

Wyoming's Distance Learning Assessment Policy 
 

Section I:  Introduction 

This policy is intended to define distance learning delivery for all Wyoming Adult Education (AE) programs 

that integrate distance learning into their regular AE learning activities. This document is based on the National 

Reporting System (NRS) distance learning guidelines and incorporates ideas and procedures developed by the 

Wyoming Community College Commission and its Distance Learning Taskforce.  

  

The Need for Distance Education 

Wyoming has identified the need for distance learning as a means to improve the state's AE outcomes.  The vast 

and remote regions of Wyoming have many small communities where it is economically unfeasible to use local 

teachers to serve those in need of literacy services. Wyoming has 23 counties, with an average of 6 people per 

square mile.  Distance education provides a viable option for instruction and a way to recruit a larger population 

of students previously without access to AE services.  

 

By implementing distance learning, AE programs will be able to reach the under-skilled adults who may be 

employed or unemployed by offering flexible hours and instruction through various types of media.   

 

Students enrolled in distance education now have the same opportunity as traditional students to receive quality 

instruction from trained, knowledgeable instructors. The greatest attraction to distance learning is the ability of 

instructors to design delivery around student schedules and life circumstances, enhancing engagement and 

retention.  

 

Under the Workforce Innovation and Opportunity Act (WIOA) the effective use of technology is highlighted 

within the thirteen considerations when selecting providers.  It states, ”effectively use technology, services, and 

delivery systems, including distance education in a manner sufficient to increase the amount and quality of 

learning and how such technology, services and systems lead to improved performance.” 

 

Wyoming piloted distance education across the state. The definition from the NRS Guidelines was used:  

 Distance Education—Formal learning activity where students and instructors are separated by geography, time or 
both for the majority of the instructional period.  Distance learning materials are delivered through a variety of media 
including, but not limited to, print, audio recording, videotape, broadcasts, computer software, web-based programs and 
other online technology. Teachers support distance learners through communication via mail, telephone, e-mail or 
online technologies and software. 

It is common for adult learners to take traditional classroom-based, blended and or distance learning services 

during the same year.  The majority of Wyoming students preferred to receive both distance education and 

traditional classroom instruction during a program year.  

 

Section II:  General Distance Learning Requirements 

  

Distance Education 
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The National Reporting System (NRS) definition above is used by all Wyoming programs offering this service. 

Completion of instructional activities in a computer lab for traditional classes does not qualify as distance 

education. Distance learning materials are delivered through a variety of media including, but not limited to: 

 Print  

 Video  

 Audio recordings  

 Broadcasts  

 Computer software  

 Web-based programs  

 Other online technology  

Teachers support distance learners through communication via mail, telephone, e-mail, or online technologies 

and software.  

 

Definition of Adult Education Learners 

Traditional Learners: Students who receive the majority of their instruction through traditional face-to-face 

instruction.  

Distance Learners: Students who receive a majority of their instruction through distance education services.  

Blended Learners: Students who receive a majority of their instruction through traditional face-to-face 

instruction and also participate in distance education activities  

 

Tracking of Hours for NRS 

Instructors will keep track of student time in the Wyoming management information system NEXGEN/LACES 

by LiteracyPro Systems. Attendance hours will be entered in NEXGEN/LACES in distance learning classes and 

in the traditional classroom setting. Students are classified as distance learners if fifty-one percent of their hours 

are logged as distance education for NRS reporting. If they had forty-nine percent or less they are counted as 

traditional classroom learners. This designation is determined at the end of the fiscal year once all hours of 

instruction have been entered into NEXGEN/LACES. 

 

When using software products, the system must be able to track time spent on task or time spent before the 

student timed-out after a preset period of inactivity 

 

Section III: Assessment, Contact Hours and Approved Software 

 

Approved Distance Education Curricula 

Wyoming recognizes the following as approved distance learning curricula: i-Pathways, SkillsTutor, Plato 

Learning System, Aztec, Khan Academy, USA Learns, Burlington English, and Reading Horizons. As 

instructors become more experienced and skilled at delivering distance education, Wyoming will draw from 

multiple sources to best support instructors and the needs of their students. See chart at the end of this policy. 

The state will approve additional curricula based on investigation and data analysis of products which meet the 

distance learning requirements.  

 

Requirements for Measuring Contact Hours 

Students in distance education must have at least 12 hours of direct face-to-face contact with an AE program 

before they can be counted as a distance learner for federal reporting purposes. Beyond the initial 12 hours, 

contact hours can be a combination of direct contact and distance activities. Direct contact hours must involve 

interaction between the learner and the staff in real time where the identity of the learner can be verified. 
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Distance learning instruction may include a wider range of activities than those accepted for a traditional 

classroom, such as:  

 Face-to-face contact: orientation to online software, intake, pre-testing, post-testing, goal setting, career 

counseling 

 Live online discussions  

 Telephone conversations  

 Live video broadcast to remote location  

Proxy Contact Hours 

Proxy contact hours are defined in one of the three ways listed below. Hours utilizing approved software must 

be associated with one of the approved distance learning models of instruction:  

o Clock Time Model – Assigns contact hours based on time a learner is engaged in a software 

program that tracks time. A fifteen (15) minute idle time must be identified as an exit time from the 

system. 

o Teacher Verification Model – Assigns a fixed number of hours based on teacher determination of 

the extent to which a learner engaged in, or completed, the assignment. This is established through a 

study of students completing units, chapters, or other assignments and then establishing the average 

time taken and submitting this to the state for approval.  Request detailed instruction for 

establishing these hours. 

o Learner Mastery Model – Assigns a fixed number of hours based on the learner passing a test (80%) 

on the content of the lesson.  

The model used in Wyoming AE programs will vary depending upon the approved curricula. Some web-based 

programs use the Learner Mastery Model to assign proxy hours. In this model, when students demonstrate on a 

quiz that they have mastered the instructional content at 80 percent, they are assigned proxy hours. Students are 

allowed to retake a quiz after supplemental and/or in-class instruction has taken place if they fail to pass the first 

quiz. After the second attempt, diagnostic intervention must take place. After the third unsuccessful attempt, 

students must be redirected. No more than three quizzes of the same content are counted. Quizzes one through 

three may be entered into the student file.   

 

While using proxy hours, it is important to understand that the identity of the learner and the exact time spent on 

a learning activity cannot always be verified directly. Proxy hours are an approximation of what the "average" 

student needs to reach a mastery level.  

  

Reporting Proxy Hours 

Wyoming AE has adopted software programs that identify active learning time. This incorporation has 

simplified reporting clock time proxy hours for Wyoming distance learning instructors. Instructors enter 

approved attendance hours into NEXGEN/LACES for managing and monitoring student distance learning 

“Proxy” hours are also tracked in the student file. 

 

Each local program offering distance learning must create a class setup entitled “Distance Learning - location” 

and require instructors to enter the time tracked by the software for each unit the student completes. These hours 

are reported in NEXGEN/LACES. All distance learner data will be reported on the federal form NRS Table 4C.   

  

Assessment of Students in Distance Education 

Assessment administration for the TABE or either BEST pre-test and post-test is required at a proctored 

program site within the state. Distance Learning students are to be post-tested after the same amount of 

instructional time as traditional classroom students. Student contact hours will be tracked in the 
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NEXGEN/LACES data system. Upon completion of 50-60 hours of instruction for all AE students at NRS 

levels 1-4 with a minimum of 40 hours or 30 hours  minimum for ASE students at NRS levels of 5 and 6, 

instructors will be advised that it is time to administer a post-test. Alternative forms of the test must be used. 

ESL students will be tested with TABE Clas-E or Best Literacy assessments. 

 Intake, student success course, pre-testing and post-testing must be administered on-site and 

face-to-face at the Wyoming AE centers.  

 The TABE or BEST assessment tool will be administered in person by a trained TABE 

examiner/instructor using standardized assessment procedures.  

 Determining posttest time and procedures for testing for NRS reporting are the same as 

those used in the traditional classroom. 

 Assessments not conducted through face-to-face interaction with a trained test administrator 

in a secure setting are not allowed for NRS reporting. This conforms to the validity and 

reliability necessary for reporting these scores. 

Instructional Time 

Instructors will count both direct contact hours and distance education proxy hours.  Report these hours into 

NEXGEN/LACES to calculate instructional time. Traditional class hours and proxy hours are recorded 

separately on a weekly basis. At the end of each program year, NEXGEN/LACES will classify students either 

as distance learners or as traditional learners, depending on where the majority (51%) of their time has been 

spent.  

 

Application and Approval Procedures to Operate a Distance Learning Program  

Wyoming will allow AE programs the option of implementing a distance learning program at their centers in 

addition to maintaining the traditional classroom setting. Each AE program interested in offering a distance 

learning program will follow these procedures:  

 Indicate in your grant application that distance education or a combination of distance 

learning and traditional classroom hours, or hybrid program of study, will be available at 

your center. 

 Select one individual to become the lead distance learning instructor for the center. This 

individual must be able to perform a variety of duties including assessment, data entry, 

counseling, and instruction. 

 Complete the training as a team (program director, lead instructor and other identified 

distance learning staff), in order to understand the process and policies of distance learning.  

 Coordinate marketing efforts to recruit additional potential distance learning students.  

 Maintain communication with state staff via e-mail or telephone if challenges arise with 

distance learning software.  

 Develop a yearly distance learning continuous improvement plan including:  

o Analysis of employer's needs 

o An assessment of students' successes 

o A goal to increase the number of distance learners served with an accompanying 

marketing plan 

Note: The Wyoming distance learning project was based on bridging the gap between local employers, remote 

learner’s needs, and Wyoming AE programs. Ideally, all programs will continue to use this format as a means 

of recruiting distance learning students. 
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Funding for Distance Learning  

The Wyoming Community College Commission (WCCC) AE program allows local AE providers to include all 

expenditures for equipment, supplies, and staff time required for the implementation of a successful distance 

learning program in their local application budgets. No specialized distance education grants are offered for 

distance learning.    

 

Local Program Contribution 

Programs that implement distance learning must adhere to the Distance Learning Assessment Policy. Programs 

may need to fund additional time and resources for distance education. It is also imperative to budget for 

increased marketing costs during the first year of implementation. 

  

Training Requirements  

WCCC realizes that distance learning is different from classroom teaching and requires classroom instructors to 

develop new skills. The program director and staff will also be expected to participate in all state required 

trainings as additional online resources and curricula are added to the state's distance delivery system. Initial 

training will consist of a one-day workshop, which will be offered once a year. 

 

Final Report  

Each program will write an annual report with specific data supporting the request to continue distance learning 

services.  NRS Tables 4c will be run on the distance learners and compared to the traditional students. 

Continuous improvement goals must be established each year. 
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NRS Table 4C  
Educational Gains and Attendance for Participants in Distance Education 

Enter number of distance education participants for each category listed, calculate percentage of participants completing each level, and enter total proxy and direct 
attendance hours. 

Entering Educational 
Functioning Level 

Total Number 
Enrolled 

In Distance 
Education 

Total Estimated 
and Actual 
Attendance 

Hours 

Number 
Completed 

Level 

Number who 
Completed a 

Level and 
Advanced One 
or More Levels 

Number 
Separated 

Before 
Completed 

Number 
Remaining 

Within Level 

Percentage 
Completing 

Level 
(A) (B) (C) (D) (E) (F) (G) (H) 

ABE Beginning Literacy        

ABE Beginning Basic Education        

ABE Intermediate Low        

ABE Intermediate High        

ASE Low        

ASE High*        

ESL Beginning Literacy        

ESL Low Beginning        

ESL High Beginning        

ESL Intermediate Low        

ESL Intermediate High        

ESL Advanced        

Total        
Include in this table only students who are counted as distance education students. 

Column D is the total number of learners who completed a level, including learners who left after completing and learners who remained enrolled and moved to one or more higher 

levels. 

Column E represents a subset of Column D (Number Completed Level) and is learners who completed a level and enrolled in one or more higher levels. 

Column F is students who left the program or received no services for 90 consecutive days and have no scheduled services. 

Column D + F + G should equal the total in Column B. 

Column G represents the number of learners still enrolled who are at the same educational level as when they entered. 

Each row total in Column H is calculated using the following formula: 
ColumnB

ColumnD
H   

Work-based project learners are not included in this table. 
*Completion of ASE high level is attainment of a secondary credential or passing GED tests. 
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 Approved Curricula for Distance Learning 

   

 Name of Product AZTEC  Software 

 Delivery mode Online 

 Proxy hour model Clock 

 

Criteria for reporting hours System  tracks time on task and logs student out after preset period of 
inactivity 

 Publisher Aztec Learning Systems   800-273-0033 

 

Description 
Aztec assists adult learners with assessing and remediating their learning needs. 
Aztec’s focus is to help identify a learner’s deficiencies, remediate those deficiencies, 
and prepare the learner with the life skills essential for his/her post-secondary 
experience. Build a Solid Foundation is aligned with TABE levels E & M. Building a 
Bridge to a Brighter Future is aligned to TABE level D and Pre HSE 

   

 Name of Product PLATO Courseware 

 Delivery mode Online 

 Proxy hour model Clock 

 Criteria for reporting hours System tracks logged in time and active learning time 

 

Publisher Edmentum 
5600 West 83rd Street 
Suite 300, 8200 Tower 
Bloomington, MN  55437 
Phone:  800-447-5285 
info@edmentum.com 
http.edmentum.com 
  

 

Description 
Plato Courseware provides proven online curriculum, personalized instruction, and 
assessments to prepare your adult learners for college and career success. Our 
solutions enhance the learning process with the quality, flexibility, interactivity, and 
online access that are vital to prepare your adult learners for the next step in their 
career or education. You can easily search for courses and content by instructional 
objective and subject area. This enhanced organizational structure makes finding 
appropriate content for all types of learners easier than ever. 

   

 Name of Product KHAN Academy 

 Delivery mode Online 

 Proxy hour model Clock 

 Criteria for reporting hours System tracks time on task 

 Publisher Khan Academy.org 

 

Description 
Khan Academy offers practice exercises, instructional videos, and a personalized 
learning dashboard that empower learners to study at their own pace in and outside 
of the classroom. We tackle math, science, computer programming, history, art 
history, economics, and more. Our math missions guide learners from kindergarten to 
calculus using state-of-the-art, adaptive technology that identifies strengths and 
learning gaps. We've also partnered with institutions like NASA, The Museum of 
Modern Art, The California Academy of Sciences, and MIT to offer specialized content. 
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 Name of Product Skills Tutor 

 Delivery mode Online 

 Proxy hour model Clock 

 

Criteria for reporting hours System tracks time on task and logs student out after preset period of 
inactivity 

 

Publisher  Houghton Mifflin Harcourt 
ATTN:  Dan Cipriano 
9205 Southpark Center Loop 
Orlando, FL  32819 
Phone:  800-277-4707 
Dan.Cipriano@hmhpub.com 

 

Description 
Offers pre and posttests, prescriptive lesson assignments, and feedback systems 
including mastery levels. Content includes Pre-GED through college entry level and 
upper levels of the program are being used as bridge classes for those wanting to test 
well enough on college entrance exams to avoid placement in developmental 
coursework. Skills Tutor solutions are a key component of a comprehensive student 
improvement program. The flexible online curriculum provides differentiated 
instruction and intervention for the classroom, extended use at home and adult 
education developmental coursework. 

   

 Name of Product i-Pathways (GED-i) 

 Delivery mode Online 

 Proxy hour model Clock 

 

Criteria for reporting hours 

 

System tracks time and logs out student after preset period of 
inactivity 

 

Publisher 

  

 

Description 
The Illinois Community College Board and the Center for the Application of 
Information Technologies developed i-Pathways. This is an online instructional 
software program for Adult Education and Family Literacy. The i-Pathways project is a 
high quality and research-based online learning curriculum designed to prepare adult 
learners with the skill set needed to obtain their GED® Credential. With content 
ranging from Pre-GED® level to test preparation, the teacher facilitated curriculum 
provides AE programs with flexible learning options. 

   

 Name of Product USA Learns 

 Delivery mode Online 

 Proxy hour model Clock 

 Criteria for reporting hours System tracks time of active learning 

 

Publisher Sacramento County Office of Education, Sacramento, CA  USA                
www.usalearns.org 
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Description 
This is a free website for adults to learn English. Here you can practice English 
speaking, reading, writing, listening, grammar, vocabulary and more. Learn 
beginning and intermediate English, watch video lessons, English learning 
activities, and quizzes with immediate feedback. 

   

 Name of Product Burlington English 

 Delivery mode Online 

 Proxy hour model clock 

 

Criteria for reporting hours System tracks time on task and logs student out after preset period of 
inactivity 

 

Publisher Burlington English Inc. 
4800 N. Federal Hwy.Suite E 207 
Boca Raton, FL  33431 
Phone: 855-872-2875 
info@BurlingtonEnglish.us 

 

Description Burlington English offers a unique program for English language acquisition. It 
combines face-to-face classroom activities with any time-anywhere access to 
state-of-the-art online interactive courses. With the Burlington English 
Speech Trainer®, students effectively improve their pronunciation and 
comprehensibility, giving them the confidence to communicate successfully 
in any situation. 

   

 Name of Product Reading Horizons 

 Delivery mode Online 

 Proxy hour model Clock 

 

Criteria for reporting hours System tracks time on task and logs student out after preset period of 
inactivity 

 

Publisher Reading Horizons  
60 North Culter Drive, Suite 101 
North Salt Lake City, UT  84054 
Phone 1-800-333-0054 
into@readinghorizons.com 
http://www.readinghorizons.com/markets/adult 
   

 

Description 
Reading Horizons is a program for early literacy students that require students to 
individually practice phonics skills.  As the student moves through the curriculum, 
examples and practice exercise are aligned to individual student needs and progress. 
Additional information and research can be found at the above website. 

 

 

 


