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California Adult Education Data Administration Manual

A Message from the

State SuperinEendent of Public Instruction

®

| am pleased to present the California Adult Education Data Administration Manual. The
need for accurate and reliable data is ever present as adult education expands its mission
to prepare students for success in the twenty-first century. The signing of the Workforce
Innovation and Opportunity Act (WIOA) into law on July 22, 2014, by President Obama
supersedes the Workforce Investment Act (WIA) of 1998 and amends the Adult Educa-
tion and Family Literacy Act. The WIOA, effective July 1, 2015, serves as the catalyst for
a renewed focus on performance measures that support successful outcomes, which
ultimately improve adult lives.

I hope you find this manual a valuable resource as you continue to provide adult students
with all that they need to be successful.

Sincerely,

Toni Jonfakesan

Tom Torlakson
State Superintendent of Public Instruction

[ ]



Overview

. !
) '[Overvievv ]

The Adult Education and Family Literacy Act (AEFLA), under the Workforce Investment
Act (WIA) Public Law 105-220, and its recently signed successor, the Workforce Innova-
tion and Opportunity Act (WIOA), Public Law 113-128, requires states to maintain

a comprehensive accountability system. High-quality assessments, data collection,
reporting, and technical assistance to federally funded local agencies are included in
the system.

The Adult Education Office of the California Department of Education (CDE) developed
this manual to provide instructions and guidelines for data collection and accountability
measures mandated by the AEFLA. The comprehensive nature of this manual ensures
that all local agencies and programs possess the knowledge to successfully meet state
and federal National Reporting System (NRS) requirements for data collection and
accountability.

A list of common acronyms used in this manual follows.
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ABE
AEFLA
CAHSEE
CASAS
CDE
CIT
COAPP
DIR

EFL

EL Civics
ESL

G & H Test
HiSET
HSD
HSE

IPE

N/A
NRS
TASC
TE

WIA
WIOA

adult basic education

Adult Education and Family Literacy Act
California High School Exit Examination
Comprehensive Adult Student Assessment System
California Department of Education
Citizenship Interview Test

Civic Objectives and Additional Assessment Plan
data integrity report

educational functioning level

English Literacy and Civics Education
English as a second language
Government and History Test

High School Equivalency Test

high school diploma

high school equivalency

Individualized Plan for Employment
Not applicable

National Reporting System

Test Assessing Secondary Completion
TOPSpro® Enterprise

Workforce Investment Act

Workforce Innovation Opportunity Act



Accountability and
Assessment Systems

The National Reporting System

The National Reporting System (NRS) is the federal accountability system for the
state-administered adult education program, which is federally funded. It addresses the
accountability requirements of the Adult Education and Family Literacy Act (AEFLA), of
the Workforce Investment Act, Title Il (Public Law 105-220) and Workforce Innovation
and Opportunity Act, Title Il (Public Law 113-128). The NRS (1) contains measures that
assess the impact of adult education instruction, (2) provides methodologies for collect-
ing the measures, (3) includes reporting forms and procedures, and (4) offers training
and technical assistance to help states collect and report the measures.

California Adult Education Accountability and
Assessment System

The California Adult Education Accountability and Assessment system incorporates the NRS to
report actual outcomes and monitor local agency performance. Consequently, the CDE requires
local agencies to take the following actions:

@ Use the nationally approved standardized assessments chosen by California to collect
and report student learning gains

@ Conduct surveys to collect information on student performance outcomes regarding
whether the student (1) entered employment, (2) retained employment, or (3) entered
postsecondary education or training.

@ Report other outcome data that include attainment of a high school diploma (HSD) or
a High School Equivalency (HSE) Certificate, earned by passing the General Educational
Development (GED®), High School Equivalency Test (HiSET), or Test Assessing Secondary
Completion (TASC™). For the HSD, adult schools must comply with the California grad-
uation requirements, and students must pass the English-language arts and mathematics
sections of the California High School Exit Examination.



The California Adult Education Accountability and Assessment system ensures accurate and
consistent monitoring of local agency results while providing the data needed to document
improvements in literacy skills. For program details in Adult Basic Education (ABE), Adult
Secondary Education (ASE), and English as a Second Language (ESL) (including English Literacy
and Civics Education [EL Civics]), see the CDE Web pages at http://www.cde.ca.gov/sp/ae/fg/.

Accountability Requirements for Funded Agencies

The California Adult Education Accountability and Assessment system starts at the point of
student enrollment and follows through to student outcomes at the end of the program year.
The CDE signed a contract with the Comprehensive Adult Student Assessment System (CASAS)
to provide assessments, data collection software and materials, as well as technical assistance to
meet the accountability requirements for the AEFLA-funded agencies. These local agencies
receive TOPSpro® Enterprise (TE) software, data collection forms, and testing materials at no
cost. The CDE bears all costs under the terms of the contract.

1. Intake and Orientation

The intake-and-orientation process represents the opportunity to welcome students to the
program and determine their needs, goals, skill levels, and education and work backgrounds.
An effective intake-and-orientation process is critical to establish and maintain a learning
environment that benefits all students.

2. Appraisals

The purpose of an appraisal is to ascertain a student’s skills in reading, math, listening com-
prehension, writing, or speaking. The CDE highly recommends the use of CASAS appraisals to
ensure appropriate decisions are made to determine

a. program eligibility;
b. the best program for a student;

c. astudent’s level in the program.

Appraisal scores determine which pretest to administer for placement. Therefore, appraisals
should not be used as pretests or to measure progress. Each CASAS Test Administration Manual
includes specific recommendations for the appropriate pretest based on the appraisal test score.

3. Pretests and Placement into Educational Functioning Levels

The pretest is administered after a student’s enrollment into the program, either (1) during the
intake process following an appraisal, or (2) after placement into the appropriate instructional
level. All students with 12 or more hours of instruction must have a valid CASAS pretest to be
included in the NRS Federal Tables. If a student completed testing in more than one modality
(reading, math, or listening), the one with the lowest accurate pretest score determines his/her
educational functioning level (EFL) and placement. Students should be assessed in the areas that
are the focus of instruction.


http://www.cde.ca.gov/sp/ae/fg/
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Students who are given inappropriate level pretests may score above or below the accurate
range of the test level, which consequently invalidates the process. Also, local agencies will lack
accurate baseline pretest information to inform instruction and monitor progress. Guidance for
test selection is provided in the “Suggested Next Test Charts” in the CASAS Test Administration
Manual and in TE under “Suggested Next Test.”

4. Educational Functioning Levels

Students who initially enter a program with pretest scores below a CASAS scale score of 236
should be placed into the appropriate ABE or ESL instructional level according to the NRS EFLs,
with goals attainable within the program year. These goals may include improving basic or
English skills, acquiring or retaining a job, or attaining U.S. citizenship. For further discussion of
EFLs, see appendix A for the relationship between instructional programs and EFLs.

Adult students enrolled in a program for ASE may be placed into ASE Low or High, based on
CASAS reading or math test scores within the following ranges:

Educational Functioning Levels CASAS Scale Scores
ASE Low 236-245
ASE High 246 and above

If students have earned high school credits equivalent to the eleventh grade or above, they
may be placed into ASE High. Mark ASE High on field 18 of the Entry Record, without a CASAS
pretest.

5. Diagnostic Assessments to Support Instruction

To inform instruction, local agencies may use the TE reports, Student Performance by Compe-
tency and the Class Profile by Competency, as well as the CASAS Content Standards document
located in the CASAS Test Administration Manuals and TE software. In addition, there are CASAS
Competencies, the QuickSearch® application on the CASAS Web site, and other CASAS support
materials that relate curriculum to assessment. Please note that the materials are designed to
assist work in the National Reporting System. The materials are not synonymous with the
California Common Core State Standards.

The CDE encourages the use of informal classroom-based formative assessments, in addition

to use of the CASAS standardized summative tests, to provide additional information for instruc-
tion. Diagnostic and formative assessments, portfolios, projects, and other informal skill inven-
tories, such as graded word lists, are important to provide a comprehensive profile of student
instructional needs and to target appropriate instruction. See additional resources in appendix B.

6. Hours of Instruction

The hours of instruction on the student’s Update Record must accurately reflect the hours of
instruction received in that class. The TE software will aggregate all instructional hours submitted
on Update Records and reflect the total instructional hours received in the program. Reporting
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instructional hours is required for the federal NRS and California payment point system.

The CDE requires instructional hours documented on each Update Record and recommends
documenting instructional hours for each Test Record.

The hours of instruction on the Test Record at post-test are intended to reflect hours of
instruction since the previous tests.

7. Post-Tests and Learning Progress

Post-testing should occur at the end of an instructional period (e.g., a semester, term, or quarter)
to document learning gains for ABE, ASE, and ESL (including EL Civics) students. Factors that
affect learning gains include intensity and duration of instruction, motivation of students, quality
of instruction, the link between student goals and instruction, and other instructional factors.

In alignment with the NRS, the CASAS standardized tests assess learning from beginning literacy
and English language acquisition through completion of secondary level skills. Several test series
monitor learning progress, with test difficulty levels ranging from below level A through level D.
Each test level has alternate test forms that are parallel in content and difficulty. The test series
differ primarily in contextual focus (for example, general life skills and work skills).

Local agencies should select the appropriate test series based on a student’s goals and the
instructional focus of the program.

The NRS reporting tables document progress whenever a pair of pretest and post-test scores
moves the student from one EFL to another.

In CASAS eTests®, the pretest and post-test selection happens automatically. The next appropri-
ate post-test is automatically administered at the same level or a higher level, depending on each
student’s pretest score.

When post-testing with paper forms, agencies should administer the next appropriate test at the
same or higher level depending on pretest score. The CASAS recommends an alternate test form
within the same test series. The post-test form must address the same skills area as the pretest.
For example, if a student completes a listening pretest, the post-test must also be in listening to
complete an appropriate pretest and post-test pair.

Students in ASE High are not required to have a CASAS post-test for ASE High level completion.
Their level completion is documented by attaining a high school diploma or a high school
equivalency certificate.

8. Proxy for Test Records

Post-test scores obtained at the end of an instructional period (e.g., semester) may serve as a
pretest for the next instructional period, if the interim does not exceed four months. Similarly,
local agencies may use the most recent assessment results for student stop-outs (students who
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withdraw temporarily from school) returning to adult education classes, if the last test admin-
istered does not exceed a four-month period. This policy is designed to reduce unnecessary
testing.

Local program personnel may retest students if there is reason to believe that during the
student’s absence, a significant learning intervention occurred that may invalidate the previous
assessment results. Retesting is always an option.

When a student’s enrollment crosses two program years, agencies may generate Proxy Test
Records rather than create new ones. A test taken between May 12 and June 30 of a program
year may be recorded as a proxy test and is considered current through September 30 of the
next program year. If a student enrolls in the next program year after September 30, a new
pretest must be administered. Only valid CASAS tests for the current program year may be
considered proxy test records from the last program year into the current program year.

9. Uniform Test Administration

Adult literacy providers must ensure that testing times and conditions are uniform for both
pretests and post-tests.

The pretests and post-tests are designed for students to complete a test in one hour or less. The
recommendation is to post-test after 70-100 hours of instruction, with the following exceptions:

@ Programs offering high-intensity courses (for example, a class that meets more than
15 hours per week) may choose to test at the end of a semester, term, quarter, or other
substantial block of instruction, even though the instructional intervention is more than
100 hours of instruction.

@ Programs offering low-intensity courses (i.e., fewer than 70 hours in a semester, quarter,
term, or other instructional block) may choose to administer a post-test at the end of the
instructional period.

Programs may individually assess students who indicate they are leaving the program before the
scheduled post-test to maximize collection of paired test data. However, NRS requirements state
that post-testing should not occur before 40 hours of instruction. If post-testing is conducted
with a student having fewer than 40 hours of instruction, the local adult administrator must
review and approve it on a case-by-case basis. When the data show up on the TE data integrity
report (DIR), a copy of this DIR and the accompanying explanation must be signed by the adult
administrator, kept in the file, and made available for CDE review upon request.
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Local agencies may administer pretests and post-tests in the
following modalities:

@ Reading
@® Math

@ Listening (for ESL only)

The following CASAS test series are appropriate for pretests
and post-tests to monitor learning gains and document NRS level
completion:

@ Life Skills Reading (Forms 27-28)
Life Skills Math (Forms 31-38)

4

@ Life and Work Listening (Forms 981-986)
@ Life and Work Reading (Forms 81-188)
4

Secondary Level Assessment (SLA) Forms: Math (Forms
505-06) and Language Arts (Forms 513-14)

Reading for Citizenship (Forms 951-952X)

Providing Options for the Workplace, Education and
Rehabilitation (POWER) (Forms 301-306)

@ Adult Life Skills level AA through level AAAAA (Forms 312-343)

10. Test Security

Local agencies must keep all testing materials, including test booklets, answer sheets, test
manuals, related materials, and access to the CASAS eTests®, in secure storage. The materials
must be available only to those involved in test administration. Local agencies need to develop a
system to distribute and collect test materials. This should include numbering the test booklets.
Test administrators are responsible for the security of all test materials in their possession.

No individual, school, instructional program, or agency shall develop any workshop, training,
or instructional session or create any materials designed to teach or prepare students to answer
specific test questions that appear on any CASAS test. Teachers shall not review specific test
items with students in discussing test results or include actual test items in any instructional
materials. Instead, teachers should focus on the underlying basic skills in preparing students
for testing.
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Local Assessment Policy

The U.S. Department of Education requires each AEFLA-funded state agency to annually submit
a state assessment policy to ensure local adult education agencies use standardized and approved
pretests and post-tests methods that are valid and reliable. To meet NRS requirements, the CDE
Adult Education Office issued and posted the current state version of the AEFLA Assessment
Policy Guidelines on the CDE Resources Web page (see appendix B).

Federal requirements also state that local agencies must create and implement a local policy for
implementing California’s assessment policy. A Local Assessment Policy Template, also located on
the CDE Resources Web page under Policy Resources, may be used to develop and implement

a Local Assessment Policy consistent with CDE guidelines. In lieu of using the Local Assessment
Policy Template, local agencies may develop their own format, but must address at a minimum,
all of the CDE Assessment Policy areas included in the local template.

Local agencies are not required to submit their Local Assessment Policies to the CDE. However,
the policies must be

@ in place at the beginning of each program year;

@ available for review by the CDE regional consultants upon request or during program
monitoring visits.

The CDE requires AEFLA-funded local agencies to test all students enrolled in ABE, ESL (including
EL Civics), and ASE instructional programs. Students who do not meet all the data requirements
are not eligible for California’s performance payment points.

The CDE adheres to the national requirements and the NRS. The CDE Assessment Policy
Guidelines address the following areas:

@ Selection and use of appropriate assessment instruments
@ Appropriate test administration, scoring, and reporting of test scores

@ Appropriate use of test results to inform instruction and improve instructional program
outcomes

@ Assurance that valid and reliable assessment results and related information are reported
for accountability to local, state, federal funding agencies, and policymakers

It is fraudulent for any person or agency to change test information, especially for the purpose of
artificially increasing learning gains. The following practices are forbidden:

@ Teaching to the actual test item

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




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

@ Reducing the amount of time given on a pretest (e.g., less than 20 minutes) while
increasing the amount of time on a post-test (e.g., 40 to 60 minutes)

@ Deleting test answers on the pretest to lower the test score
@ Deleting accurate tests to manipulate the learning gains

@ Duplicating or copying the test of one student and replacing it with the ID number of
another student

@ Altering test items or test score information
@ Providing the answers to test questions

@ Translating test items and answers into another language

English Literacy and Civics Education

The English Literacy and Civics Education (EL Civics) program is integrated into ESL classrooms
and must follow all the ESL program requirements for the NRS and California. Please refer to the
AEFLA application for additional program details and appendix B, “Web Resources,” for further
details on the program requirements. In addition, local agencies funded for EL Civics may
administer summative assessments.

@ Citizenship Preparation

Local agencies may administer the CASAS Citizenship Interview Test (CIT) or the CASAS
Government and History (G & H) Test to earn additional payment points.

@ Civic Participation
Local agencies with Civic Participation classes may earn additional payment points when
students successfully pass additional assessments. Prerequisites include conducting a Civic
Participation Needs Assessment, selecting language and civic objectives, and creating or
updating Additional Assessment Plans, as follows:

1. Civic Participation Needs Assessment

Each agency must complete the Civic Participation Student Needs Assessment and keep the
Needs Assessment Summary form on file. Local agencies are not required to submit the results to
the CDE for approval. However, the CDE regional consultant and CASAS program specialist may
request a review of the form during a program review or technical assistance session or both.

Successful programs annually assess the needs, interests, and language skills of the students.
Agencies may then examine the results to identify the highest-priority areas as indicated by
students. The needs and interests of students enrolled in classes six months ago may be different
from current needs.
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2. Civic Objectives and Additional Assessment Plans

All agencies with a Civic Participation Program will use information from the Student Needs
Assessments to select or create up to six measurable civic objectives. Civic objectives respond
to student-identified civic issues in content areas of consumer economics, community resources,
health, employment, and government and law. Agencies may select their objectives from the
preapproved list or develop their own objectives and submit them for approval.

Agencies must next identify language and literacy objectives that correspond to the identified
civic objectives, including the appropriate instructional levels. Additional Assessment Plans are
derived from these language and literacy objectives.

Each Additional Assessment Plan must provide the following information:
@ |dentify the civic objective.
@ Specify the type of assessment (oral, written, listening, or reading).
@ Describe the assessment process, including what students will be asked to do.
@ Detail the scoring criteria or rubric.

@ Provide a rating scale, based on the scoring guides listed in the rubric, to determine
passing scores for each instructional level of the assessment.

Each Additional Assessment Plan leads to the identification or development of an additional
assessment that evaluates the mastery of each civic objective chosen. To establish a Civic Objec-
tives and Additional Assessment Plan (COAAP), local agencies have the following options:

@ If the agency selects an objective from the preapproved list of objectives, an appropriate
Additional Assessment Plan is already included.

@ If the agency plans to revise a preapproved Additional Assessment Plan, the agency must
submit it for approval.

@ If the agency develops a new objective, agency staff must develop an appropriate
Additional Assessment Plan and submit it for approval.

Once the COAAP is approved, the local agency must develop instructional activities and
additional assessments that match the plan. Assessments described in the Additional Assessment
Plan must

@ measure student mastery of an identified civic objective that cannot be effectively
measured by existing standardized multiple choice tests such as CASAS;

@ document attainment of clearly identified, observable, measurable, and meaningful
outcomes.




Instruction and Additional Assessment in each civic objective should demonstrate learning by
participating in real or simulated interaction in the local community. Valid Additional Assessment
outcome data for a specific civic objective must be preceded by a minimum of 30 hours of
instruction in each selected civic objective. Although 30 hours of instruction is the minimum for
taking an Additional Assessment, the CASAS post-testing is required to be completed after

a minimum of 40 hours of ESL instruction, and 70-100 hours is the recommended interval.

Students who did not pass an Additional Assessment may be tested again with the same Addi-
tional Assessment. Reason dictates that students who have already passed an Additional Assess-
ment may not be tested again in the same Additional Assessment in the same program year.

More detailed information on the COAAP is available in video format from CASAS. To request a
DVD format of the video, call CASAS at 800-255-1036.

Agencies funded to offer civic participation are required to have COAAPs approved prior to
utilization. Local agencies have the following options and timelines for the selection and online
submission of COAAPs.

Table 1-1. Deadlines for Civic Objectives and Additional Assessment Plans

Submission Deadline in

Description Each Program Year*
Option 1, 2, or 3: Submit at least one Civic Objectives and
Additional Assessment Plan. October 31
Option 1: Select preapproved COAAPs. These COAAPs will receive April 30

automatic approval.

Option 2: Enter revised approved COAAPs. These can be either
(a) revised Option 1 pre-approved COAAPs or April 30
(b) revised previously approved Option 2 or 3 COAAPs.**

Option 3: Enter new agency-created objectives and additional

. anuary 31
assessment plans created in the current program year.** J y

* Deadlines that fall on a weekend or holiday are extended to the next business day.

**Agencies must consult with their CASAS program specialist (see appendix C for a list) and review the
COAARP criteria before submitting their plans on the Web site. This consultation must take place at least
30 days prior to the submission deadline.

For further information, please contact a CDE regional consultant by telephone at 916-322-2175 or a
CASAS program specialist at 800-255-1036.

Assessing Individuals with Disabilities

The accountability standards in the 1998 WIA legislation include the Rehabilitation Act amend-
ments of 1998 to improve access to adult programs and employment outcomes for students
with disabilities. Other legislative provisions related to testing accommodations for students with
disabilities include the Americans with Disabilities Act, Section 504 in the Rehabilitation Act, and
the Individuals with Disabilities Education Act.
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Those laws ensure that all students, including students with disabilities, have equal access to
education programs. Accommodations provide an opportunity for all test takers to demonstrate
their skill and ability. The accommodations may alter test administration procedures but do not
change what the tests are intended to measure.

The following guidelines address methods for administering the CASAS assessments to
accommodate students with documented disabilities. The suggested accommodations for
disability categories consist of the following provisions: (a) accommodations in test administra-
tion procedures and (b) use of appropriate CASAS test forms.

1. Local Agency Responsibility

Local administrators must consider the individual needs of the student and follow state
guidelines when providing accommodations. As needed, CASAS will assist local agencies by
suggesting appropriate testing accommodations for specific disabilities.

Local agencies are responsible for providing fully accessible services and have the responsibility
to ensure that these services meet reasonable accommodations criteria. In addition, the local
agency administering the test must provide any necessary accommodations at no cost to the
student. The costs are negligible for most of the common accommodations requested. The
agency may wish to contact district, county, or state rehabilitative or health and human welfare
agencies for diagnostic services related to learning disabilities.

In the AEFLA program, local agency, district, and state accountability data collection systems
must include CASAS test results for all students, including students with disabilities. However, all
public reports of test results must follow confidentiality laws and report scores without reference
to personal information and disability.

2. Responsibility for Requesting Accommodations

Adults with disabilities are responsible for requesting accommodations and submitting
documentation of their disabilities at the time of registration, program entry, or after diagnosis.
The need for accommodation should be documented in official student records, such as the
Individualized Education Program, 504 Plan, Individual Program Plan, or Individualized Plan for
Employment (IPE). The information may come from a doctor’s report, a diagnostic assessment
from a certified professional, and other clinical records. Adult agencies can often contact the
local division of vocational rehabilitation or a secondary school to request documentation of a
disability. The documentation must show that the disability interferes with the individual’s ability
to demonstrate performance on the test.

Local agencies should provide the same accommodations for testing as they do for individual
instruction, as documented in official student records. For example, if the student acquires
information and receives instruction with the assistance of a sign language interpreter, then an
interpreter is also necessary to provide directions for standardized testing. However, interpreters
do not sign the test questions themselves because the purpose of the assessment is to deter-
mine the level of basic reading literacy skill.




It is important to ask students what accommodations will work best. Students should practice
using the appropriate accommodation during instruction before the actual assessment.

CASAS has a variety of standardized performance-based assessment instruments for adult
students who do not demonstrate their skills well on multiple-choice tests. Standardized
performance-based instruments are available for special purposes, such as to demonstrate writ-
ing, speaking, and functional life skills for adults with intellectual and developmental disabilities.

3. Accommodations in Test Administration Procedures

Local test administrators may provide some reasonable accommodations in test administration
procedures or in the environment for documented or undocumented disabilities without
contacting the CDE or CASAS. Students may request to take only one test per day or to test in an
alternate quiet room. Students may also use a variety of strategies, such as a plain straight-edge
ruler, magnifying strips, colored overlays, earplugs, and other devices as deemed appropriate.

Examples of test administration accommodations are shown in table 1-2: Providing Reasonable
Accommodations for Testing. The reasonable accommodations listed are only suggestions
based on the needs of individuals—not on a disability category. These strategies do not alter

the validity of the test results. The local test administrator does not need to contact the CDE or
CASAS when providing these reasonable accommodations.

Note: It is not an appropriate accommodation to read aloud a CASAS reading literacy test simply
because a student has low-level literacy skills. Agencies may contact CASAS with questions
related to reading difficulties documented on diagnostic records.

4. Use of Appropriate Test Forms

It is important to use an appropriate test form that best meets the student’s goals and manner
of receiving and demonstrating literacy information. Large-print tests and the CASAS eTests® are
examples of test forms often used for students with documented and undocumented disabilities
based on need. The POWER performance-based assessment series (Forms 301-307) and the
Tests for Adult Life Skills, level AA—AAAAA (Forms 312-343) are available specifically for students
with intellectual and developmental disabilities. Beginning Literacy Assessments (Forms 27-28)
are appropriate for students beginning to read print, simple words, and phrases.

Note: It is not permissible to change a test form locally. For further information on appropriate
tests, contact CASAS by telephone at 858-255-1036.
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Table 1-2. Providing Reasonable Accommodations for Testing

Disability

Test Administration
Accommodations

CASAS Test Forms

Learning disability such as:

® Attention deficit hyperactivity
disorder

Dyslexia

Dyscalculia

Receptive aphasia
Hyperactivity

Written language disorder
Attention deficit disorder

® Extended time

® Alternate schedule with

frequent breaks

® Scribe/Writer

® Alternate Room

® Computer—Spelling and

Grammar check disabled

Simple calculator

Large-print forms and Answer
Sheet for all CASAS tests

® Oral assessment for CIT

® Large-print Answer Sheets for

Reading for Citizenship
CASAS eTests®

Hearing impairment

Sign language interpreter
only for test directions

Headphones for those taking
a listening test

Visual impairment

Magnifier
Template
Screen reader software

Closed circuit television
video magnifiers

Scribe/reader

Level A/B Reading test in
contracted braille format

® Large-print CASAS tests
® CASAS Listening test series

(Levels A, B, and C)

Mobility impairment

® Extended time

® Alternate site/equipment

® Scribe/writer communication

board

Emotional/mental disability
such as:

® Bipolar disorder

® Major depression

Extended time and
supervised breaks

® Private room

Limited testing per day

Intellectual and developmental
disabilities such as:

® Traumatic brain injury
® Autism

® Cerebral palsy

® Epilepsy

One-on-one administration

® Extended time

Adult Life Skills Color-Photo
forms (level AA 312-313 and
level AAA 322-323)

® POWER forms 301-307

® Beginning Literacy Forms

27-28

Note: The reasonable accommodations listed above are only suggestions and do not constitute all of the
possible accommodations or disabilities.




Required Training

The CDE Adult Education Office requires all local agencies to receive training in the appropriate
use of the California Accountability system and the CASAS testing system. Both systems are
central to AEFLA program implementation.

Local agencies must have at least one staff member attend each of the following free trainings:
@ California Accountability training and
@ CASAS implementation training to become certified to administer CASAS tests.

Different staff members may attend each of the training types named above. Training is available
at both the beginning and experienced levels. The trained staff members then become the ex-
perts and trainers for the rest of the local agency staff. More than one staff member may attend
the trainings; the CDE encourages an entire team from each agency to attend the trainings.

Both trainings must be completed by January 31 of each program year, or payments will be
withheld until the training sessions have been completed.

@ Trainings are available in face-to-face and online formats.

® Regional face-to-face trainings for both topics are primarily available in the fall and
a smaller number of training sessions are offered in the spring. Training schedules,
descriptions, and registration forms are available on the CASAS Web page and at the
Adult Education Training Web page. Please refer to the Comprehensive Adult Student
Assessment System Online Registration in appendix B.

® The online training schedules, descriptions, and registration forms are also available
on the CASAS Web page and the Adult Education Training Web page. The California
Accountability online training is available only via scheduled Webinars and not as
self-paced sessions.

Agencies with EL Civics Citizenship Preparation must have test administrators complete and pass
the CASAS Citizenship Interview Test (CIT) training before the CIT may be provided to the
students. CIT administrators must be recertified annually. No special training is required to
administer the Government and History Test or the Civic Participation Additional Assessments.



Data Collection

Data Collection and
Submission System

All funded agencies must fulfill the national and state data collection and submission

requirements. The following table identifies data collection forms required for the

funded instructional programs.

Table 2-3. Instructional Programs and Required TOPSpro® Enterprise Forms

Instructional Programs

Required TOPSpro® Enterprise Forms

® Adult Basic Education
(includes Vocational Adult Basic Education)

® Adult Secondary Education:
High School Diploma and
High School Equivalency

® English as a Second Language
(includes Vocational English as
a Second Language)

® EL Civics:
Civic Participation
Citizenship Preparation

Entry Record:
created upon student entry into program

Update Record:
created after 12 hours or more of instruction

Test Record:
for each CASAS Pretest/Post-test

Civic Participation Test Record:
for each Additional Assessment

Citizenship Preparation Test Record:
Citizenship Interview Test (CIT)
Government and History (G & H) Test

1. Data Collection

Enter and collect data using TOPSpro® Enterprise (TE) software continually for the entire

program year.

@ Local agencies using third-party attendance software may import data into TE each

quarter, prior to data submission.

@ Date of birth and gender must be recorded to qualify for payment points and federal

reports.

@ Mark appropriate fields, such as ABE, ESL, Distance Learning, Civic Participation, Citizen

Preparation, and the like, as applicable, on the TE Class Record.




EL Civics must have designated EL Civics Civic Participation or EL Civics Citizenship
Preparation sites or both programs. Classes must be designated as such on the class
record in TE.

2. Entry Records

Complete an Entry Record (with appropriate data fields) for each student upon entry into an
AEFLA instructional program: ABE, ESL, and ASE. For national and state requirements, all local
agencies must collect and report on all students in AEFLA-funded programs. Concurrently
enrolled kindergarten through twelfth grade (K-12) students, if participating in the same
AEFLA-funded classes, must have Entry Records.

Ensure each student has selected the appropriate highest year of school completed
(field 6), highest degree earned (field 7), and labor force status (field 15).

Vocational ABE/Vocational ESL: The appropriate instructional programs for these
vocational literacy students are ABE or ESL (field 11) with a Special Program in Workplace
Education (field 13).

Family Literacy: The appropriate instructional program for family literacy students are
ABE or ESL (field 11) with a Special Program designation in Family Literacy (field 13).

EL Civics: The appropriate instructional program for EL Civics students is ESL (field 11)
with a Special Program designation in EL Civics (field 13).

3. Update Records

Complete an update record for each student who attains 12 or more hours of instruction. Update
Records may be completed after a substantial block of instruction or when a student exits a
program. This is required for all ABE, ASE, and ESL students, including EL Civics. Concurrently
enrolled K-12 students, if participating in the same AEFLA-funded classes, must have Update
Records. Mark the appropriate student status (field 7) and reason for exiting (field 13) on each
student’s Update Record.

@ High School Diploma (HSD): According to a state requirement, local agencies must

maintain a certified list of ASE students and their unique identification numbers, when
they attain HSDs (including passing the CAHSEE English language arts and mathematics
sections). The CDE conducts verification of the schools’ permanent records. Agencies
must mark Earned High School Diploma (field 9) for these students. This designation,
along with “Left Instructional Program” (field 7), triggers the NRS and payment point
processes.

High School Equivalency (HSE): The CDE will conduct a data match to verify students
who officially passed the GED® Test, HiSET, or TASC™. Students may have been in an
instructional program below the ASE pretest level. Agencies must mark Earned HSE
(field 9). This designation, along with “Left Instructional Program” (field 7), triggers
inclusion in the data match, NRS, and payment point processes. Completion of a
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non-English version of the HSE is acceptable for HSE payment point, provided all other
requirements are met.

@ Enter the Social Security Number (SSN): HSE ID number, or agency-generated student
identification number for each student who has completed an HSE. If a student does
not use an SSN, a copy of the HSE certificate (an informed consent form is not required)
should be submitted.

4. Test Records

All students in AEFLA-funded programs (ABE, ESL, and ASE) must be pretested and post-tested.
Concurrently enrolled K-12 students are not required to be tested and do not qualify for AEFLA
payment points.

@ Appropriate tests: Reading and listening tests for ESL students and reading and math
tests for ABE and ASE students are required to earn payment points.

@ Test score of 236 or above: Students who score 236 or above on their lowest accurate
pretest must be enrolled in an ASE instructional program and may earn ASE payment
points. For additional details on ASE High students who may not need CASAS testing,
please refer to the earlier discussion on pretesting and post-testing under National and
California Guidelines, Pretests and Placement into Educational Functioning Levels.

@ EL Civics: EL Civics is an additional focus area under ESL. Each student must meet all
the requirements in ESL, including a CASAS pretest, post-test, and the following
requirements:

® An additional assessment is needed for the Civic Participation focus area, based on
selected and approved Civic Objectives and Additional Assessment Plans. Results are
recorded on Test Records.

® CASAS Citizenship Interview Test (CIT) or Government and History (G & H) test
results are recorded on Test Records for the Citizenship Preparation focus area.

5. Core Performance Measures and Follow-Up Surveys

Federal regulations require agencies to collect and report core performance measures on
students who exit the program in the current program year and meet predefined criteria that
qualify them for three core follow-up cohorts: enter employment, retain employment, or enter
postsecondary education or training. This information provides aggregated data for entries into
the NRS Federal Table 5.

Federal guidelines require states and local agencies to separately survey students enrolled in
traditional classroom and distance learning education modalities. Additional details can be found
on the CASAS California Accountability Web page under Core Performance Follow-Up Survey
Instructions (see appendix B).

Reporting agencies may distribute the Core Performance Follow-Up Survey using multiple
methods; however, the question content must remain the same. It is permissible to distribute the

17




survey by U.S. mail, e-mail, or telephone. Survey templates and directions are available as
downloads on the CASAS Web site (see appendix B).

All agencies must complete the California Core Performance Wizard available on the TE platform.
This wizard will automatically select a random sample of students and provide a list for the

local agency to survey. Once the student completes the survey, agencies enter the results
directly into TE.

6. AEFLA Program Implementation Survey

The federal report requires qualitative and quantitative information. Local responses are
aggregated into a statewide response in the narrative section of the annual federal reports.
This information, which would otherwise be unavailable, also appears in the annual report to
the State Legislature.

Data collected also help the CDE and local program administrators design effective systems.
AEFLA-funded agencies must complete the survey no later than April 30 of each year. With
input from local program staff, the administrators must complete one survey for each agency.

A link to the survey is located at the CDE Web page. Scroll down to the Funding section, click

on the link for the correct program year, and select Program Implementation Survey. The survey
takes approximately 40 minutes to complete, depending on the number and complexity of
agency programs. The agency may enter information in one or more sessions, as the information
can be saved for later completion and submission. All responses, including names of agencies
and individuals, are confidential. Please see appendix B for the Program Implementation Survey.

7. Adult Education Personnel

The NRS requires local agencies to provide an aggregated list of personnel funded by the
AEFLA and to report on job function, job status, years of experience, and specific certification
categories. This information provides aggregated data for entries into the NRS Federal Table 7.
(There are 12 NRS federal tables, but they are not all cited in this manual.)

Record data for administrators, teachers, and other personnel working in the ABE, ESL, and ASE
programs in the TE Personnel Lister or in the TE Agency Record.

8. California Department of Corrections and Rehabilitation

The Department has the same compliance requirements as other AEFLA-funded local agencies.

9. California Department of Developmental Services (CDDS)

Local agencies will follow the assessment guidelines in this manual under “Assessing Individuals
with Disabilities.” Entry and Update Records will reflect the ABE instructional program.
Otherwise, the CDDS has the same compliance requirements as other AEFLA-funded agencies.
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Data Submission

The complete list of deliverables, including deadlines and submission details for the current pro-
gram year, is accessible on the CDE Web page at Due Dates for Grant Deliverables (see appendix
B). This section is meant as a guide for data submission. Failure to comply with any requirements
or submissions will be cause for withholding the AEFLA grant reimbursements until requirements
are met. All AEFLA-funded agencies must meet all data requirements.

@ Quarterly data are submitted using TOPSpro® Enterprise (TE) to include all students
enrolled in each funded program area. Agencies must submit the data either electroni-
cally or through the U.S. mail in a CD-ROM format. The agency name and site should be
identified in the e-mail or CD-ROM label. The CD-ROM should be mailed in a padded
envelope. The CASAS does not accept data submission in hard copy paper format. See
additional information under End-of-Year Data.

@ Quarterly data integrity reports (DIRs) are submitted as directed in the Program and
Accountability Letter and attachment. Instructions and the DIRs are accessible on the
CDE Web page (see appendix B).

@ Core Performance Follow-Up Surveys are conducted quarterly for students who exit
the program and qualify for the NRS designated follow-up cohorts. Students surveyed
are in these categories:

® Enter Employment
® Retain Employment

® Enter Postsecondary Education or Training (including apprenticeship)

Start with generating a list of randomly sampled students to survey by running the California
Core Performance Wizard in the TE software. This feature in TE will automatically identify
students eligible for each cohort, compute sampling percentages required, and generate cohort
survey lists for each agency. Agencies need to survey only students who appear on the list.

After identifying the students on the list and disseminating the surveys, agencies will enter the
data received from the student responses directly into TE on a quarterly basis.

End-of-Year data are submitted in a process similar to the Quarterly Data submission as soon as
possible, after the end of the instructional year. End-of-Year data submissions must be received
no later than August 15, 2015.* The End-of-Year data submission must include, but is not limited
to the following items:

@ Completed and signed End-of-Year Certification Letter
@ Program year data in TE

@ Data Integrity Report (DIR)

*Deadlines that fall on a weekend or holiday are extended to the next business day.
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@ Payment Points Summary Report
@ Completed Adult Education Personnel Information in TE

The CDE annually disseminates in May an End-of-Year data submission certification letter, which
is posted on the CDE Web page for the program year. Local agencies must review this letter for
updated end-of-year submission requirements to ensure completeness of the data submitted.

The CASAS (quarterly or year-end) data should be sent using the submission method that is
aligned with the agency’s installation of TE:

@ A Web-based version of TE does not require physical data submission, as the 