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CANCELLATIONS

The following are hereby cancelled, replaced, and archived by this policy issuance:

e Policy Issuance 2017-03, “Basic Education Skills and English Language Assessments,” dated April 5,
2017,
e Archived policies are available at: http://www.dllr.state.md.us/employment/.
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GENERALINFORMATION

WORKFORCE INNOVATION & OPPORTUNITY ACT (WIOA)

The Workforce Innovation and Opportunity Act (WIOA) was signed into law on July 22, 2014, and went into
effect July 1, 2015. WIOA supersedes the Workforce Investment Act of 1998 (WIA) and amends the Adult
Education and Family Literacy Act, the Wagner Peyser Act, and the Rehabilitation Act of 1973. To help both
businesses and job seekers meet their needs, the workforce system established under WIOA is integrated by
design. WIOA envisions connecting businesses with job seekers, through meaningful partnerships among
workforce, education, human services, and economic development entities which ensure optimum results and
leveraging of resources. The law addresses the needs of job seekers through establishing a workforce system that
helps them access employment, education, training and support services to succeed in the labor market. Through
American Job Centers (AJCs), WIOA works to address employer needs by matching them to the skilled workers
they need to compete in the global economy.

NEED FOR ASSESSMENT POLICY

The National Reporting System (NRS) was established in coordination with the U.S. Department of Education to
ensure that learner outcomes are reported systematically across states. Educational gain is a critical indicator of
how well states are doing in meeting their goals of preparing WIOA participants for postsecondary education,
training, and sustainable employment and self-sufficiency. Programs performing assessment must use Maryland’s
Assessment Policy in conjunction with the publisher’s official examiner’s manuals to determine assessment
practices. Providers shall follow all guidelines in the publisher’s manuals and keep the most current copy of the
manuals for each test used by the program.

Educational gain is defined according to NRS educational functioning levels (EFLS), in which participants are
assessed based on their ability to perform literacy-related tasks in the specific skill areas of reading, math, and (for
English language learners only) speaking and listening. Completion of, or progress within, an EFL is determined
by pre-testing and post-testing a participant with a standardized assessment and comparing the results. The NRS
levels provide standardized assessment benchmarks.® Benchmarks allow WIOA Title | Local Workforce
Development Areas (Local Areas) to determine whether participants are sufficiently prepared? to enter specific
trainings and/or employment. WIOA Title Il Adult Education Service Providers use benchmarks to place
participants into appropriate instruction where learners can increase their skills and meet goals for employment
and/or further education and training. Using the NRS benchmarks, WIOA program staff can determine when
participants have made progress within an education level, completed an education level, and are ready to
move to the next education level, training, or job.

Annually, the U.S. Department of Education (DOED) Secretary announces tests, test forms, and delivery formats
that the U.S. Secretary of Education has determined to be suitable for use in the National Reporting System for
Adult Education (NRS). Approved assessments which were originally scheduled to expire on February 2, 2017,
have been approved through an extended period ending February 2, 2019. Additionally, in September 2017, Tests
of Adult Basic Education (TABE) forms 11 and 12, and in February 2018, CASAS Reading GOALS Series were

! See Attachment A, page 37.

2 |n formulating 2016-2020 WIOA Local Plans, the Governor’s Workforce Development Board and DLLR required each Local Board to provide: (1) a
description of the documentation required to demonstrate a “need for training;” and, (2) a description of how the Local Board will interpret and document
eligibility criteria for “requires additional assistance to complete an educational program or to secure or hold employment.” Local Plans are available online
at https://www.dlIr.state.md.us/wdplan/wioalocalplans.shtml and will be updated and resubmitted summer 2018.
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approved for use on paper and through computer-based formats. A complete list is available at:
https://www.gpo.gov/fdsys/pka/FR-2018-02-05/pdf/2018-02237.pdf.

The NRS has defined a set of six EFL descriptors for Adult Basic Education (ABE) and six for English as a
Second Language (ESL):*

NRS- Defined Descriptors for Educational Functioning Levels
Adult Basic Education (ABE) English as a Second Language (ESL)
ABE Level 1 ESL Level 1
ABE Level 2 ESL Level 2
ABE Level 3 ESL Level 3
ABE Level 4 ESL Level 4
ABE Level 5 ESL Level 5
ABE Level 6 ESL Level 6

Nationwide, all WIOA Title | Local Areas and WIOA Title 1l Adult Education Service Providers must use
standardized pre- and post-tests, where required,* to report Measurable Skills Gain according to NRS guidelines.
Standardized, ongoing assessment of progress is essential to ensure that all adult and youth learners become
proficient in literacy, mathematics, and language skills necessary for self-sufficiency. To ensure compliance,
accuracy and consistency, Maryland prescribes that WIOA Title | and Il providers use selected assessments
that are approved by the NRS.

Documentation that confirms a participant’s completion of an EFL and movement to a higher EFL is an important
responsibility of program staff. Accurate pre- and post-testing using a State-approved standardized assessment
instrument is the only way to verify the completion of an EFL or movement from one EFL to the next.

Reliability and Validity

Information on a participant’s EFL must be collected and reported consistently and reliably among WIOA Title |
and Title Il providers across the State. Assessment data must meet validity and reliability standards in order to be
used in any meaningful way. Data quality begins at the local program level, and by implementing the State
assessment policy, Local Areas and local programs will provide the means to allow accurate comparability across all
funded programs in the State.

The assessment data is only useful if the information is valid and reliable — collected and reported in the same way
by different people in different programs statewide. To ensure validity, only State selected, NRS approved
assessments must be used to measure a participant’s EFL. To be reliable, time limits should be followed and
directions should be consistent — the same for all programs and within all programs. A DLLR-DWDAL audit
should be able to verify any data entered by either WIOA Title | or Il staff by matching assessment data with
supporting documentation in learner files located on site, in either hard copy or electronic form.

% Section 203 of WIOA defines “English Language Acquisition” as the term that applies to an instructional program for English language learners. In the
WIOA Final Regulations, “English as a Second Language (ESL)” was determined to be the appropriate term to use when referring to educational functioning
levels of English language learners to maintain consistency with NRS information collection and guidelines.

* See pages 9-10 for information on Measurable Skill Gains and further details on post-testing requirements for Title I.
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MARYLAND’S APPROACH

Maryland’s WIOA State Plan is Governor Hogan’s blueprint for the creation of an effective and efficient
workforce system. Governor Hogan has directed the Department of Labor, Licensing and Regulation (DLLR), the
Department of Human Resources (DHS), the Maryland State Department of Education (MSDE), and the
Department of Housing and Community Development (DHCD) to work collaboratively to develop a strategic and

operational plan to include the following programs:

WIOA State Plan Program

Core WIOA Program

Additional WIOA

MD state Agency

as determined by law Program Responsible for Oversight
as determined by
Governor
Adult Program . DLLR
Dislocated Workforce Program . DLLR
Youth Program . DLLR
Wagner-Peyser Act Program . DLLR
Adult Education and Family Literacy DLLR
Act Program *
Vocational Rehabilitation Program . MSDE
Tem_pprary Assistance for Needy . DHS
Families Program
Trade Adjustment Assistance for . DLLR
Workers Program
Jobs for Veterans State Grant Program . DLLR
Unemployment Insurance . DLLR

Senior Community Service Employment
Program

DLLR and Senior Service
America, Inc.

Reintegration of Ex-Offenders Program

Seedco and Bon Secours

Community Services Block Grant

DHCD

Of DLLR’s WIOA programs, basic education skills and English language assessments may be administered to

participants of the following programs:
WIOA Title I Adult Program;

WIOA Title I Youth Program;

WIOA Title I Dislocated Worker Program;

WIOA Title 1l Adult Education & Family Literacy Act Program; and,




e Trade Adjustment Assistance for Workers Program (Trade Program). °

Maryland Title | Local Areas (where required) and WIOA Title 1l Adult Education Service Providers are
required by DLLR to assess Adult Basic Education (ABE) learners with the:

e Comprehensive Adult Student Assessment Systems (CASAS); and/or,
e Tests of Adult Basic Education (TABE)).

WIOA Title I Local Areas (where required) and WIOA |1 Adult Education Service Providers are required to
assess English Language Learners® with:

CASAS; and/or,

TABE Complete Language Assessment System-English (TABE/CLAS-E); and/or,
Basic English Skills Test (BEST) Literacy; and/or,

BEST Plus 2.0.

In a significant step toward overall system improvement, DLLR requires its WIOA Title I Local Areas to
assess learners with NRS-approved tests, utilizing the same procedures set out in Attachment A that WIOA Title 11
Adult Education Service Providers also use. These procedures follow NRS guidelines. This is a means to align
services and to increase the likelihood that customers will stay engaged with the overall WIOA workforce
system. Increased collaboration among WIOA partner programs regarding assessment selection will decrease the
likelihood of customers having to complete multiple assessments to achieve the same purpose, and will ultimately
create greater efficiency in the overall workforce system.

In an effort to reduce over-assessment of shared participants, to increase efficiencies, and to improve the overall
WIOA customer experience, Local Areas, in their Local Plans for the 2016-2020 time period, must address
how WIOA Title I Local Areas and WIOA Title 1l Adult Education Service Providers will coordinate the use
of assessments. While Local Plans may address other items relating to the alignment of the coordinated use of
assessments, the Local Plan, at minimum, must:

e OQOutline the agreed upon steps that will be taken to align basic education skills and English language
assessments within the local area, including, but not limited to, any Memoranda of Understanding entered
into by the workforce development and adult learning partners;

Identify how assessment scores will be shared among WIOA Title | areas and Title 11 providers
(Consideration must be given to the Federal Education Rights and Privacy Act (FERPA));

Identify who will conduct which of the approved assessments (including for Trade Participants) and when
such assessments will be conducted, consistent with this policy;

Specify how the local area will coordinate testing between workforce development and adult education
providers; and,

Outline how the local area will ensure that test administrators will be trained in accordance with this
policy and applicable testing guidelines as set forth by the applicable test publisher.

Alignment efforts are required and in place, per Local Plans, effective July 1, 2017. The plans will be updated
and resubmitted summer 2018.

® Trade Program participants that require an assessment of basic education skills or English language must be referred by DLLR staff to WIOA Title I.
WIOA Title | Local Workforce Development Areas must adhere to this policy when assessing Trade Program participants. Assessment results, in turn, must
be shared with the appropriate DLLR Trade Program staff to determine the appropriate next steps.

® Refers to an eligible individual who has limited ability in reading, writing, speaking, or comprehending the English language, and: (A) whose native
language is a language other than English; or (B) Who lives in a family or community environment where a language other than English is the dominant
language.
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ASSESSMENT REQUIREMENTS

ALLOWABLEBASICEDUCATION SKILLS & ENGLISH LANGUAGE ASSESSMENTS

DLLR has designated the following NRS-approved assessments as allowable to determine basic skills and/or
English language levels:

CASAS: Life and Work Reading — ABE and ESL learners

CASAS: Reading GOALS Series — ABE learners

CASAS: Life and Work Listening — ESL learners

CASAS: Life Skills Mathematics — ABE learners

TABE 9 & 10: Reading, Mathematics, Language — ABE learners
TABE 11& 12: Reading, Mathematics, Language — ABE learners
TABE CLAS-E: Reading/Writing/Speaking/Listening — ESL learners
BEST Literacy: Reading/Writing — ESL learners

BEST Plus 2.0: Speaking/Listening — ESL learners

DLLR selected its required assessments based on the premise that the identified assessments are of a high quality
and nationally used, but also to help inform services and instruction needed by an individual.

Effective July 1, 2017, Local Areas and WIOA Title Il Adult Education Service Providers’ were required to
select assessments within this list. Assessment choice must be based on the skill area or areas that are the focus of
instruction for the learner or for another reason specified in the approved WIOA Local Plans.

Attachment A - Maryland Procedural Manual for Basic Skills & English Language Assessments
provides technical information specific to CASAS, TABE, and BEST, and is the exclusive procedural guidance for
Basic Education Skills and English language assessment for WIOA Titles I and Il in Maryland.

For any NRS approved assessments, designated staff ® may also wish to review current editions of the following
applicable resources®:

CASAS Resources Catalog (assessment materials and other resources);

CASAS Test Administration Manual for any CASAS assessment used;

TABE Guide to Administering TABE 9 & 10, Teacher’s Guide and resource materials;*°

BEST Literacy Test Manual;

BEST Plus 2.0 Test Administrator’s Guide;

National External Diploma Program (NEDP) Diagnostic and Assessment Manual, if providing the NEDP
(NOTE: NEDP programs will administer all assessments for prospective NEDP participants);

e MD i-Pathways Manual for Intake/Assessment Specialists (Distance Learning Program);

Programs are also advised to monitor the test developers’ websites where they can find postings of any changes,
information about new tests in development, and other resources.

" Correctional Education learners are required to be assessed with TABE Survey and/or Complete Battery Reading, Math, and Language.
8 For WIOA Title 11 adult education programs, Intake/Assessment Specialists must be the designated staff.
® Guides have not yet been released for the CASAS Goals series or for TABE 11 & 12. The policy will be updated with resources once they become
available.
19 The publication of the TABE Guide to Administering TABE 11 & 12; DLLR anticipates that the publisher will release the TABE 11 & 12 Teacher’s Guide
and related resource materials soon after the date of this Policy Issuance.

8



It is important to keep in mind that a participant’s test score is just one piece of information that tells what a
student knows and is able to do in a specific and carefully defined area. While tests and test scores are important, it
is also important to remember that any one test score is just that — one test score.

WHO SHOULD BE ASSESSED?

All learners who participate in a Maryland adult education program, including NEDP and MD i-Pathways Distance
Education, shall be assessed.

Each of Maryland’s 12 Local Areas must specify in their WIOA Local Plan which subset of their overall workforce
customers, including Trade Program participants and youth, will be assessed. It is important to note that requiring
in school youth to receive further academic assessments outside of the school system is redundant since it is the
responsibility of the local school districts to ensure proper academic assessment of in-school youth. In school youth
already undergo a number of assessments within the school system in order to comply with state standards of
learning.

WHEN SHOULD PARTICIPANTS BE ASSESSED?

When an assessment is required, WIOA Title 1l Adult Education Service Providers and Local Areas must assess
with the following frequency:
When Learners Are Assessed

WHEN WHAT PURPOSE
Placement test Determine pre-test level

Prior to the commencement of instruction or
training services™*

Determine entry EFL

Pre-test Guide instruction
After 70-100 hours of instruction
Minimum of 40 (CASAS); 40 (TABE 9 & 10 Determine update EFL
and 11 & 12, all levels except ABE levels 5- | Post-test Guide instruction

6); 30 (TABE9 & 10 and 11 & 12 ABE
levels 5-6); 40 (TABE CLAS-E) ; 60 (BEST)

Post-test scores obtained at the end of a semester or other reporting period may serve as a pre-test for the next
reporting period, provided that the interim does not exceed four (4) months. Similarly, learners who have “stopped-
12 of an instructional program for more than four (4) months, must be administered a new pre-test upon return
in order to assure proper placement in the program. That pre-test should be of the same level but of a different form
from the previous pre-test.

Measurable Skill Gains & WIOA Title |

To meet USDOL performance reporting requirements, WIOA Title | Local Areas® must report on participants’
“Measurable Skill Gains.” This WIOA performance measure accounts for 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

Y Includes MD i-Pathways proxy contact hours using the Clock Time Model.

12 The term “stop out” refers to a student withdrawing temporarily from a program and then returning at a later date to complete instructional goals.

¥ WIOA Title Il Adult Education Service Providers must also report on Measurable Skill Gains to meet federal reporting requirements. However, Title 11
providers do not have the same flexibility and options on how Measurable Skill Gains are measured.
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employment and who are achieving Measurable Skill Gains. “Measurable Skill Gains” are defined as documented
academic, technical, occupational, or other forms of progress towards such a credential or employment. This measure is
intended to capture important progressions through pathways that offer different services based on program purposes and
participant needs. Progress made towards this measure can help fulfill the vision for a workforce system that serves a
diverse set of individuals with a range of services tailored to individual needs and goals.

Depending on the type of education or training program, all WIOA Title I Local Areas must document Measurable Skill
Gain progress in one of the following five ways:

1. Documented achievement of at least one EFL of a participant who is receiving instruction below the
postsecondary education level;

2. Documented attainment of a secondary school diploma or its recognized equivalent;

3. Secondary or postsecondary transcript or report card for a sufficient number of credit hours that shows a
participant is meeting the Maryland Higher Education Commission academic standards;

4. Satisfactory or better progress report towards established milestones, such as completion of On-the-Job Training
(OJT) or completion of one year of a Registered Apprenticeship program or similar milestones, from an employer
or training provider who is providing training; or,

5. Successful passage of an exam that is required for a particular occupation or progress in attaining technical or
occupational skills as evidenced by trade-related benchmarks, such as knowledge-based exams.

For a low-skilled adult participant of an adult education program, the Measurable Skills Gain indicator provides an
opportunity to track and report achievement of a high school diploma or gains in reading, writing, mathematics, and
English proficiency.

When documenting the EFL of a participant who is receiving instruction below the post-secondary level (#1 above),
Maryland requires its WIOA Title | Local Areas to measure EFL by comparing the participant’s initial EFL, as measured
by a pre-test, with the participant’s subsequent EFL, as measured by a post-test.**

All pre-testing and post-testing must be conducted in accordance with this Policy Issuance.

¥ Through TEGL 10-16, Change 1, page 19, USDOL allows states the flexibility to also measure Title | participants’ EFL gain in two other ways: (1) When
an individual is in secondary school at participation, exits the program, and is in Post-Secondary Education later during that same Program Year, then this
counts as an EFL gain for WIOA Title I reporting purposes; and (2) by offering adult high school programs that lead to a secondary school diploma or its
recognized equivalent to measure and report educational gain through the awarding of credits or Carnegie units. The State of Maryland passed House Bill
1381, Adult High School Pilot Program, in 2017. Maryland is currently in the planning phase and anticipates piloting sites fall 2018.
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TESTING

In general, all participants must be assessed using a placement test and pre-test in the manner specified by the test
publisher and within this policy.

For WIOA Title Il Adult Education Service Providers, all participants must be assessed at entry and post-tested
at least once during the fiscal year, provided they accumulate sufficient instructional hours to warrant post testing.
If a student is attending class at the end of the fiscal year and continues in the program at the beginning of the next
fiscal year, the hours of instruction from the previous year carry over and count toward the post-testing requirement
in the new program year.

The sharing of information is essential to aligning and integrating programs under WIOA and, therefore, DLLR
requires its local Title I Local Areas and Title Il Adult Education Service Providers to share test results for co-
enrolled participants (including pre- and post-test scores). As mentioned on page 7, while still adhering to FERPA,
WIOA Local Plans must identify how assessment scores will be shared on the local level.

Attachment A- Maryland Procedural Manual for Basic Skills & English Language Assessments
provides the scoring scales for assessments approved by DLLR, as they relate to NRS EFLs. Scores below ABE
level 5 are considered to be Basic Skills Deficient. Per WIOA Section 3(5), an individual is to be considered
Basic Skills Deficient if he or she is an individual: (1) who is a youth, that has English reading, writing, or
computing skills at or below the 8" grade level on a generally accepted standardized test; or, (2) who is a youth or
adult that is unable to compute or solve problems, or read, write, or speak English, at a level necessary to
function on the job, in the individual’s family, or in society. The primary method for determining whether an
individual is Basic Skills Deficient is through basic education skills assessment, as detailed within this policy. A
Local Area may, when appropriate, alternatively determine that someone is Basic Skills Deficient through
observation, participation in a secondary school’s ESL program, or evidence of skills deficiency presented in a
secondary school Individual Education Plan, when appropriate for that individual’s needs and goals.

INTELLECTUAL PROPERTY ISSUES

Assessment materials are copyrighted and shall not be duplicated. Duplication of copyrighted materials will expose
programs to legal and financial penalties. Materials shall be purchased directly from CASAS, Data Recognition
Corporation/CTB, or the Center for Applied Linguistics. See Attachment A, page 15 for contact information.

PLACEMENTTESTING

A placement test™ must always be administered to determine the level of pre-test to administer, unless the learner:

e Has a placement test history record current within 12 months (example: CASAS, TABE, BEST);

e Is being screened for enrollment in the National External Diploma Program (NEDP) or MD i-Pathways
Distance Learning, (For potential i-Pathways participants, a CASAS C or D level or TABE D or A level
reading and math pre-tests are the standard tests used);

e Has limited literacy skills or has limited ability to understand or speak English; (Determined at intake by
staff observation, CASAS ELA short oral interview, TABE Word List or self-reported with appropriate

5 CASAS placement tests are called —Appraisals, the TABE placement test is called the —Locator Test, BEST Plus 2.0 print-based version placement test
is called —Locator, and there are no placement tests for the BEST Literacy and the BEST Plus 2.0 CAV.
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documentation.); or
e Will be administered the BEST Literacy or BEST Plus 2.0 CAV.

PRE-TESTING

Pre-testing is vital in order to effectively assess the participant’s entry EFL. As such, pre-tests for both WIOA
Title I Youth programming and adult education services must be administered as soon as possible during intake. In
any event, a pre-test must take place prior to the commencement of instruction, or when deemed appropriate by a
WIOA Title I Local Area, as described in the approved WIOA Local Plan.*

Participants do not need to be assessed in all of the areas described in the level descriptors. The local programs must
decide the skill areas most relevant to each participant’s needs or the program’s curriculum, training, or prospective
job, and assess participants in these areas. Initial placement for a program year may be set using any subject area of
pretests given. If, as a result of the pre-test score, a tester is referred to adult education, the pre-test score shall be
used to help guide instructors to develop a learning plan that meets the learner’s goals and needs.

Refer to Attachment A —-Maryland Procedural Manual for Basic Skills & English Language Assessments
for instruction on when to administer a re-test.

POST-TESTING

A post-test must be administered to participants to determine their progress in either adult education instruction
and/or the WIOA Title | Youth program®’. The post-test should document whether the participant has completed one
or more EFLs. If more than one skill area was assessed during entry pre- testing, a Measurable Skills Gain may be
measured with a post test in any subject area in which a participant was pre-tested. NEDP and WIOA Title | programs do
not typically require post-testing, unless appropriate.

WIOA Title I Local Areas should refer to pages 9-10 on Measurable Skill Gains for further guidance.

18 See Attachment A for placement test exceptions.

17 Al in-school youth are subject to the requirements of the Maryland State Department of Education’s High School Assessment Program, which measure the
youth’s progress toward high school competency standards in English, Algebra/Data Analysis, Government, and Biology. Requiring additional testing for
this population would increase burden on participants and would be duplicative of the services that they are receiving in the secondary school system itself.
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REASONABLE ACCOMMODATIONS

Under Section 188 of the Workforce Innovation and Opportunity Act and related regulations, WIOA Title 1 and 11
providers must provide reasonable accommodations to qualified individuals with disabilities, unless providing the
accommodation would cause undue hardship. Accommodations are available to participants with legally protected
disabilities. Accommodations are not designed to lower expectations for performance; rather, they are designed to
mitigate the effects of a disability and to level the playing field. An individual with a record for a substantially
limiting impairment may be entitled to a reasonable accommodation or reasonable modification if needed and related
to the past disability.

In those circumstances where a WIOA Title I or 1l provider believes that the proposed accommodation would cause
undue hardship, the provider has the burden of proving that the accommodation would result in such hardship. The
decision must be accompanied by a written statement of the provider's reasons for reaching that conclusion. The
provider must provide a copy of the statement of reasons to the individual or individuals who requested the
accommodation. If a requested accommodation would result in undue hardship, the provider must, after consultation
with an individual with a disability (or individuals with disabilities), take any other action that would not result in
such hardship, but would nevertheless ensure that, to the maximum extent possible, individuals with disabilities
receive the service provided.

Unless making the modification would fundamentally alter the nature of the service, program, or activity, the provider
must also make reasonable modifications in policies, practices, or procedures when the modifications are necessary to
avoid discrimination on the basis of disability.

WIOA Title I and Il providers are required to document any accommodation requests and any meeting regarding the
disposition of requests in accordance with Section 188 regulations.

Attachment A - Maryland Procedural Manual for Basic Skills & English Language Assessments
provides instruction on properly identifying and documenting participants who require accommodations.
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TRAINING FOR ASSESSMENT ADMINISTRATORS

DLLR requires all assessment administrators, including Local Area staff, WIOA Title I Youth Program service
providers, and WIOA Title 11 Adult Education Service Providers, to be properly trained on assessing participants for
basic education skills and English language. Attachment A — Maryland Procedural Manual for Basic Skills &
English Language Assessments provides training requirements for assessment administrators.
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REPORTING & RECORD RETENTION

REPORTING

All assessment results must be entered into the appropriate DLLR database in a timely manner.

For Local Areas and WIOA Title | Youth Program service providers, the Maryland Workforce Exchange
(MWE) is the appropriate database and data must be entered within 14 days of activity.

For WIOA Title Il Adult Education Service Providers, the LACES system is the appropriate database and data
must be entered according to the posted Annual Data Entry Schedule.

RECORDRETENTION

In accordance with the Code of Federal Regulations, Maryland requires Local Areas and WIOA Title Il Adult
Education Service Providers to retain assessment records in the learner’s file and maintain the file in hard copy or
electronic form for at least three years following the date on which the final cost report charged to a program year’s
allotment is submitted, or until all audit and litigation issues are resolved, whichever is later. If any litigation, claim,
or audit is started before the expiration of the three-year period, the records then must be retained until all litigation,
claims, or audit findings involving the records have been resolved and final action has been taken.
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MONITORING & QUALITY ASSURANCE

The State of Maryland acknowledges that the U.S. Department of Labor and the U.S. Department of Education have
the authority to monitor and assess the use of basic education skills and English language assessments to ensure that
Federal awards are used for authorized purposes in compliance with Final Rules, federal regulations, and State
policies, and that those laws and regulations are enforced properly.

To ensure that policies are being followed and expectations are being met, Local Areas, WIOA Title | Youth
Program service providers, and WIOA Title 1l Adult Education Service Providers should also expect DWDAL to
conduct program monitoring. Where needed, data quality site visits shall be conducted and technical assistance
shall be provided.

All assessment administrators shall be monitored to assure that the following misuses of tests do not occur:

e Teaching to the actual test item;

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

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

e Administering pre-/post-tests in quick succession without sufficient time for instruction to allow for
learning gains;

¢ Reducing the amount of time allowed on a pre-test (e.g., less than 20 minutes), while increasing the amount

of time on a post-test (e.g., 40-60 minutes);

Deleting test answers on the pre-test to lower the score;

Deleting accurate tests to manipulate learning gains;

Altering test items or score information;

Providing the answers to test questions;

Translating test items and answers into another language

Excluding certain individuals or groups from pre- and post-testing;

Administering the test by an individual who is not qualified to do so and/or,

Duplicating or copying the test of one learner and replacing the identification number of another number.
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