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INTRODUCTION 
 
This purpose of this Accountability Section is to delineate the policies and procedures for data 
collection and reporting for programs funded through the Adult Education and Family Literacy Act 
(AEFLA-funded programs) in Nevada.  It addresses the collection of valid and reliable data for ABE 
students through the use of: 

• LACES (Literacy, Adult and Community Education System) 
• CASAS (Comprehensive Adult Student Assessment System)  
• TABE (Tests of Adult Basic Education) 

 
These policies and procedures are derived from and consistent with: 

• current federal legislation and regulations, 
• state policies and procedures, 
• Nevada Assessment Policy,  
• requirements of the NRS (National Reporting System)1, and  
• the NRS Data Quality Standards for Adult Education. 

 

 
Notes on usability: 
• Some Nevada State policies are presented in bold green text for readability and ease of use.  
• Nevada’s LACES Data Dictionary contains additional accountability policy, instructions and 

definitions for the LACES student information system. It is intended to be part of, and read along 
with this document.  

• Nevada Assessment Policy contains details on standardized assessment practices in Nevada’s 
adult literacy programs and on the Nevada Assessment System Training (NvAST) Program. 

 
Nevada Policy: Any program deviations from policies outlined in this handbook must be 
authorized for the program in writing by the State Adult Education Office.   

                                                
 
1The National Reporting System (NRS) is an outcome-based reporting system for the state-
administered, federally funded adult education programs. It includes outcome, descriptive, and 
participation measures designed to assess the impact of adult education instruction, methodologies for 
collecting data on the measures, reporting forms and procedures, and training and technical assistance 
activities to assist states with implementation.  
 
More information can be accessed from the main  National Reporting System Web Site, which contains 
links to other information and tools, such as:  

• NRS Implementation Guidelines and related documents: http://www.nrsweb.org/foundations/ 
• Training webinars, and online courses: http://www.nrsweb.org/trainings/  
• Guidance on assessment, data quality, and data use: http://www.nrsweb.org/NRSwork/  
 

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
http://www.nrsweb.org/
http://www.nrsweb.org/foundations/
http://www.nrsweb.org/foundations/
http://www.nrsweb.org/trainings/
http://www.nrsweb.org/trainings/
http://www.nrsweb.org/NRSwork/
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PART I: GENERAL INFORMATION ON ACCOUNTABILITY AND 
RECORDKEEPING 

 
To ensure compliance with federal legislation and regulations, state policies and procedures, the 
requirements of the NRS, and the NRS Data Quality Standards for Adult Education, all adult education 
programs funded through the Adult Education and Family Literacy Act (AEFLA) are required to collect 
and accurately record student data as described in this section of the ABE Administrator’s Handbook. 
 
SECURITY OF INFORMATION 
The use of data is vital to ensuring the best education for our students. However, the benefits of using 
student data must always be balanced with the need to protect students’ privacy rights. Students 
should expect that their personal information is safe, properly collected and maintained, and that it is 
used only for appropriate purposes and not improperly re-disclosed. It is imperative to protect students’ 
privacy to avoid discrimination, identity theft or other malicious and damaging criminal acts. All 
education data holders must act responsibly and be held accountable for safeguarding students’ 
personally identifiable information – from practitioners and from schools to their contractors. 
 
Nevada Policy: Programs are responsible to comply with all federal and state regulations 
regarding student privacy. 
For current policy on the security of information, see: 

• Family Educational Rights and Privacy Act (FERPA) 
• Privacy Technical Assistance Center (PTAC) 
• Security Policy When Using Documents and Excel Worksheets to Track Attendance  

 
Management information system 
Nevada Policy: AEFLA-funded programs in Nevada are required to use LiteracyPro System’s 
LACES database application to place students, track progress, and produce quarterly and year-
end reports. 
 
Nevada Policy: Programs must correct any errors and resolve missing data within 10 working 
days of notification by the State Adult Education Office. 
 
LACES 
LACES® (Literacy, Adult and Community Education System) is a software system developed by 
LiteracyPro Systems that tracks student assessment and learner results and provides tools to 
communicate program effectiveness to adult education and training programs. Its purpose is to provide 
accountability information for students, teachers, program consultants, and state and federal decision-
makers. See the LiteracyPro Web site for more information.  
 
ACCOUNTABILITY FORMS 
 
Student Record Retention 
Nevada Policy: All student records, be they paper or electronic, must be kept in such a manner 
as to be easily accessible for a minimum of 36 months after the date of the final report of 
expenditures for each fiscal year.  
The rule of thumb is to retain records for five years; this insures that the minimum retention period is 
met. 
When original records are electronic and cannot be altered, there is no need to create and retain paper 
copies. When original records are paper, electronic versions may be substituted through the use of 
duplication or other forms of electronic media provided that they are subject to periodic quality control 
reviews, provide reasonable safeguards against alteration, and remain readable. 

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://nces.ed.gov/programs/ptac/
http://www.nevadaadulteducation.org/userfiles/files/securitypolicy-att.pdf
http://www.nevadaadulteducation.org/contact.html
http://www.literacypro.com/
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Collection of student data 
Programs must collect data on all students using forms that collect, at a minimum, all of the information 
necessary to meet the requirements of the LACES database.  Nevada’s LACES Data Dictionary 
contains instructions and definitions for LACES database fields.  
 
Nevada Policy: With the start of each new fiscal year, demographic records must be updated for 
continuing students.  
 
Social security number (ITIN) 
All students with a social security number or ITIN should be encouraged to provide this number to the 
program. The number, if provided, is to be recorded in the LACES database under the SSN field. This 
allows the State to perform data matches to verify outcomes. 
 
Student identification number 
LACES automatically assigns each student with a unique identifier (Student ID). Programs may 
optionally assign a local identification number in the Student Unique Number field. The student’s social 
security number may not be used for this purpose. A program-derived number must be used instead.  
 
Informed consent 
All students should sign an Informed Consent  form, which is available in English, Spanish and 
Chinese. 
The form may be signed one of three ways by the student: 

1. Students provides SSN and signs the form (preferred), 
2. Student does not  provide SSN, but signs the form to as an acknowledgement of the follow-up 

process, or 
3. The student does not provide SSN and refuses to sign. 

a. If a student absolutely refuses to sign, the program representative must indicate (on the 
Consent Form) “refused to sign”, with date and initial. 

 
Nevada Policy: (Modifications to State Forms) Programs may use modified versions of the 
Informed Consent Form and Attendance Record providing those versions include all data from 
the state forms. 
 
Reporting on personnel 
Nevada Policy: For federal reporting purposes, every staff member directly involved with grant 
funded activities must have a staff record in LACES.  
 See Nevada’s LACES Data Dictionary for detailed information.  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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PART II: STUDENT INTAKE AND ASSESSMENT 
All assessments are to be administered according to the policy and procedures per 
Nevada Assessment Policy.  
 
STUDENT INTAKE 
Nevada Policy: Each program must have in place an intake process that includes the five steps 
listed below.  Orientation is usually completed first.  Appraisal testing must be completed 
before pretesting.  All other steps may be completed in the sequence determined by the 
program, however all steps must be completed before the student has received 12 contact 
hours. 
 
A. Orientation  
B. Oral interview 
C. Appraisal/Locator test and pretest 
D. Registration  
F. Class/instructional assignment (advisement) 
 
A. ORIENTATION 
Orientation procedures must provide prospective students with information about the program and, if 
needed, refer the student to alternate support services within the program or through other agencies in 
the community.  

 
B. ORAL INTERVIEW 
At some point during the intake process, a qualified staff member must interview students orally.  This 
is typically done early in the intake process, as it allows the interviewer to: 
• informally assess the student’s educational functioning level, 
• determine the appropriate appraisal test,  
• help the student with the registration form, and  
• advise and assist the student with goal setting. 
 
C. APPRAISAL/LOCATER TEST AND PRETEST 
Nevada Policy: All AEFLA-funded programs are required to use approved systems for 
assessment (appraisal/locater, pre- and post-testing).  All assessments are to be administered 
according to the policy and procedures outlined in the Nevada Assessment Policy.  Programs 
may choose the systems appropriate for their needs. Other methods of assessment may be used within 
the local program; however, they are not acceptable for state or federal reporting purposes for Nevada. 
 
Appraisal and Locator Tests 
Appraisal (CASAS) and locator (TABE) tests are the initial assessment instruments of their respective 
systems. The appraisal or locator supplies basic skill level information for the individual. The test results 
guide placement into an appropriate instructional program and identify the appropriate pretest level. 
Appraisal and locator tests are not used to measure learner progress nor can they be used to 
determine educational functioning level placement. However, programs are strongly encouraged to use 
the appraisal or locator tests to ensure appropriate decisions regarding: 
1. Educational placement 
2. Administration of proper pretest form. 
3. Selection of short- and long-term instructional goals. 
 
In addition, the CASAS ABE Intake Process Chart and the CASAS ESL Intake Process Chart provide 
guidelines for determining class placement and pretest level.  
 

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
https://www.casas.org/training-and-support/testing-guidelines/intake-process
https://www.casas.org/training-and-support/testing-guidelines/intake-process
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First Pretest in a New Program Year 
Nevada Policies:  

1. Students must be pretested before 12 contact hours have elapsed. 
2. Based on the appraisal test score, students are to be given a pretest to determine/verify 

that the appropriate level of instruction is/has been assigned.  The pretest is used to 
identify a student’s weaknesses and strengths, diagnose learning needs, and establish a 
baseline score.  Students are generally given a pretest on the same day that they are given an 
appraisal test or sometime before they are registered in an appropriate class. Progress is then 
monitored after an appropriate amount of instructional time via post-testing. 

3. Students who are unable to take any of the assessment tests because of insufficient 
fluency in English are to be given a scaled score of 153 using the CASAS Life Skills Test 
27R so that they can be entered into the LACES system at the lowest level.  As soon as 
the student reaches a basic reading level of competency as determined by the instructor 
(this should be within about the first 20 hours of instruction), the CASAS Life Skills Test 
27R (or other appropriate assessment) should be given.  The score from this test is used to 
replace previously entered scaled score.  

4. Students who score so low on their first pretest of a program year that the score is 
considered inaccurate or invalid must be retested with an appropriate level test. 

5. Students who score very high on their first pretest of a program year (e.g. conservative 
estimate range for CASAS; perfect score for TABE) should be retested with an 
appropriate level test. 

6. Students must be assessed in the skill areas that they will receive instruction. 
7. If a student is initially pretested in two or more modalities (reading, writing, math, 

listening), use the lowest score of the modality that the student will receive instruction in 
for placement purposes. Use the corresponding modality for post-testing.  

8. Students cannot be placed into an ESL program unless their first pretest of a program 
year places them at the NRS Educational Functioning Level of ESL Advanced or lower.  

9. Post-test scores obtained at the end of a semester or other reporting period may serve 
as a pretest for the next semester or reporting period if the interim does not exceed 90 
days. Similarly, programs may use the most recent assessment results for “stop-outs” returning 
to adult education classes if the last test administered does not exceed the same 90 day 
window. This policy reduces or eliminates unnecessary testing. 

 
Program personnel may wish to retest “stop-outs” or students returning the following semester or 
reporting period if they have reason to believe that during the learner’s absence or over the summer 
recess, a significant learning intervention occurred that may invalidate the learner’s previous 
assessment results. In such circumstances, retesting is always an option. 
 
Assessment System Manuals and Materials 
All programs must have on hand any test administration manuals required for assessment systems in 
use (CASAS Test Administration Manuals, Guide to Administrating TABE, teacher’s guides, etc.) and 
an adequate supply of testing materials (test booklets, answer sheets, etc.).  
 
Assessment answer sheets used for state or federal reporting are subject to the record retention policy. 
Appraisals, locator tests, and informal assessments are not subject to the record retention policy. 
 
Assessment and Data Management Training  
Nevada Policy: All personnel (paid staff or volunteers) directly involved in the assessment 
process are considered “assessment personnel” and must receive formal training in 
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accordance with the Nevada Assessment System Training (NvAST) Program. This includes but 
is not limited to directors, coordinators, navigators, teachers, instructors, tutors, test 
administrators, test scorers, and data managers. Training for data personnel is also required. 
Please refer to the Nevada Assessment Policy for further details.  
All assessments are to be administered according to the policy and procedures outlined in the 
Nevada Assessment Policy.  This will help to ensure the accuracy and integrity of testing, 
scoring, and subsequent student evaluation. 
 
Test Security 
Nevada Policy: All AEFLA-funded programs are required to sign an annual Test Security 
Agreement. This agreement includes the following stipulations: 
 

1) To assume responsibility for safeguarding all assessment materials, including test 
administration manuals, and answer sheets (which contain marks or responses).  

2) To store all test materials in a locked, preferably fireproof, file cabinet accessible only to me 
and/or my designee(s).  

3) To ensure that staff members who administer assessments should return all materials 
immediately after use to me or my designees.  

4) To treat all answer sheets and writing samples as confidential until destroyed.  
5) To prevent the duplication of any test form or any portion of any test form for any reason.  
6) To prevent the use of displays, questions, or answers that appear on any test to create 

materials designed to teach or prepare learners to answer test items.  
 
Contacts for Nevada Assessment System Training (NvAST): 
• Assessment Training: Contact the Nevada AE Leadership provider 
• Data Training: Ken Zutter  kzutter@doe.nv.gov  
 
Testing Accommodations for Students with Disabilities 
 
Nevada Policy: Testing accommodations must be provided for students with documented 
disabilities when requested. See Nevada Assessment Policy for additional information. 
 
Students who have disabilities are responsible for submitting documentation of their disability at the 
time of registration or program entry. All public reports must be compiled following confidentiality laws 
and without reference to name, address, or social security number of the student (as is true for students 
without disabilities). 
 
Accommodations in test administration procedures or to the environment in which the test is given may 
be adapted by the test administrator without affecting the scaled score results as long as the test 
formats are not altered. Examples of accommodations in test administration procedures or environment 
include extended time, supervised breaks, computer-based testing, and use of a simple calculator or 
sign language interpreter. 
 
CASAS Resources for Students with Disabilities 

 

Most students who have disabilities can participate in some form of CASAS assessment, such as 
multiple-choice CASAS test systems for A through D levels administered with appropriate 
accommodations. See the CASAS website page Assessment Accommodations for  detailed information 
on providing accommodations.  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Program_Evaluation/
http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Program_Evaluation/
mailto:kzutter@doe.nv.gov
https://www.casas.org/training-and-support/testing-guidelines/accommodations-guidelines
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D. REGISTRATION 
Registration is the process through which mandatory information is gathered from prospective students.  
The process typically includes goal setting, class assignment, and an oral interview, but these three 
activities may be done at a time most effective for the program.  However, the following data must be 
properly and completely collected and recorded in the LACES database:  
 Demographic data  

For more detail on data collection, see: Nevada’s LACES Data Dictionary. 
 Test scores 
 Class Assignment  
 Signed Nevada State Informed Consent Form 
 
E. GOAL SETTING 
Nevada Policy: Programs must have procedures in place for orienting students to the program 
and helping them set goals. 
These goals address both outcomes and instruction.  The best time for this process to occur is when 
the student first enters the program.  It is the program’s responsibility to work with the students to 
ensure that captured goals are realistic and appropriate for each student. 
 
General guidelines for goal setting 
Identify attainable short and long-term goals and target dates.  Staff should help students set both a 
realistic timeline for each goal chosen and a means for determining whether the goal has been 
achieved. Setting the timeline and evidence of achievement will help the student realize whether the 
goal is short- or long-term and whether the goal is achievable.  For example, when they enter a 
program many students state very broad goals, such as attaining an HSE or entering the military (which 
normally requires a HSE plus additional postsecondary participation). Breaking the goal down into 
discreet steps will establish a series of goals that will help students and teachers design instruction. 
Since students often change their goals along the way, the goal-setting process should be continuous, 
extending over additional sessions throughout their time in the program. 
 
Goals for WIOA secondary outcomes  
Nevada Policy: WIOA core outcomes are inherent goals for all participants. Programs wishing to 
report the secondary outcome of Achieved Citizenship Skills or other secondary outcomes 
must track and report these outcomes as goals. 
 
F. CLASS/INSTRUCTIONAL ASSIGNMENT 
Students are assigned to a class/instructional level based on their oral interview, appraisal test score, 
and/or pretest score. When possible, the students’ time preference should be taken into consideration. 

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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PART III: ATTENDANCE AND POST-TESTING 
 
CONTACT HOURS 
Hours of instruction or instructional activity the student receives from the program. Instructional activity 
includes any program-sponsored activity designed to promote student learning in the program 
curriculum such as classroom instruction, assessment, tutoring, or (supervised) participation in a 
learning lab. 
 
ATTENDANCE RECORD 
Nevada Policy: A record of attendance must be kept for every student enrolled with the following 
information: 

• Student name and/or student identification number, 
• Class identification number, 
• Date of attendance, 
• Student daily hours of attendance.  

Programs may optionally include other information such as pre- and post-test scores on this record.  All 
students with at least 1 contact hour (1 hour = 60 minutes) will be counted as a “WIOA Reportable 
Individual” for federal reporting purposes. Students with 12 or more hours will be counted as a “WIOA 
Participant” and will be subject to outcome measures.  
Attendance records are subject to the record retention policy. 
 
Nevada State ABE Attendance Record Form 
It is recommended that attendance be kept on the standardized Nevada State ABE Attendance Record,  
or a reasonable facsimile that contains all relevant fields. Both paper and electronic (spreadsheet) 
versions are acceptable.  
 
Web-based Attendance Systems 
Nevada Policy: Web-based attendance systems under the control of agency staff are 
acceptable. The system must otherwise adhere to Nevada attendance record policies and have 
the capability to produce reports and archive its data.  
 
POST-TESTING 
Nevada Policy: AEFLA-funded programs shall administer post-tests at the end of a semester, 
term, quarter, or other substantial block of instruction to document learning gains. The post-test 
shall be in the same skill area as the pretest. The post-test should be an alternate test form of 
the same series as the pretest. The post-test should be at the same or higher level depending 
on the pretest score.  See Nevada Assessment Policy for additional information on post-testing 
and uniform test administration times. 
  

http://www.doe.nv.gov/Adult_Education/Basic/Administration_Regulations/Grant_Administration/
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PART IV: REENTRY AND EXIT 
 
REENTRY 
The end of an instructional session affords an opportunity for a review of a student’s progress. If a 
student has not completed his educational program, then a decision should be made whether to 
advance the student or retain him at his current instructional level. If the student continues with the 
program, appropriate records need to be updated. If the reentry is into a new fiscal year, additional 
records such as Work History Status and ESL Status may also need to be updated. 
 
Nevada Policy: Post-test scores obtained at the end of a semester or other reporting period may 
serve as a pretest for the next semester or reporting period, if the interim does not exceed 90 
days. See First Pretest in a New Program Year for guidelines. 
 
EXIT 
Nevada Policy: The program must have procedures to accomplish the following when a student 
exits the program (either the student achieved educational goals or is leaving the program for 
personal reasons):  
 
Student exit procedure in LACES: 

• Perform data entry on any outstanding information (attendance, assessments, etc.) 
• Complete student from all active classes. 
• Verify that the student’s Overall Status is “Left” 

 
Nevada Policy: Students who have received no services for 90 consecutive days and have no 
further instruction scheduled are to be exited from the program.  
 
Nevada Policy: Programs must not categorically exit all students at the end of a program year. 
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