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Program Performance 

As financial support for adult education tightens, the need to demonstrate program 
performance at the state and local levels becomes critical. It is not enough to simply provide 
instruction and trust that your students learned something. As an instructor, you receive a 
salary that includes some paid time for non-instructional duties related to data entry and 
program monitoring. See the Recommended Instructional and Non-Instructional Hours (Section 
11 Appendix). Since your adult education class competes for available funding, you must be 
able to tell your story convincingly. Being accountable for the use of your adult education 
resources requires you to know how your program is measured, understand how your results 
compare to performance standards, and to continually make improvements in instruction and 
classroom management. When faced with limited program resources, your challenge as a 
WVAdultEd instructor is not necessarily about doing more with less, but about doing better 
with what you have. 

Why is the performance of my WVAdultEd program measured? 

The National Reporting System (NRS) began in the 1990s as a project to develop an 
accountability system for the federally-funded adult education program. In August 1998, the 
Adult Education and Family Literacy Act (AEFLA) within the Workforce Investment Act (WIA) of 
1998 became law. This Act established accountability requirements, including that states must 
develop outcome-based performance standards for adult education programs, as one means 
of determining program effectiveness. NRS expanded to establish measures and methods that 
are in line with WIA requirements. Throughout 2015 and with the passage of the enactment of 
the Workforce Innovation and Opportunity Act (WIOA) in July 2014, additional changes and 
continued emphasis is placed on accountability, with the first full year beginning July 1, 2015.  

What are the NRS measures? 

There are three types of NRS measures: descriptive, participation, and outcome measures. 

Descriptive Measures 
These measures include student demographics, reasons for attending, and student status. 

Participation Measures 
These measures include contact hours received and enrolled in instructional programs for 
special populations or topics.   

Outcome Measures 
Measures include measurable skill gains, second quarter employment, fourth quarter 
employment, and receipt of an industry recognized credential/certificate receipt of high school 
equivalency diploma.  For students who enter your program without a high school equivalency 
diploma, enrollment in postsecondary education or training is a measure.  For students who 
have a high school equivalency diploma, completion of postsecondary education or training is a 
measure.  For the 2016-2017 period, programs are only responsible for meeting measurable 
skill gains, which are increases in FFLs.  The other measures will be based on program baseline 
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data.   

 Educational Gain, a key outcome in the NRS, provides a measure of student literacy 
gains resulting from instruction. This measure applies to all students in the program 
receiving 12 or more hours of service/contact hours (except pre-designated “work-
based project learners).  

 The remaining outcome measures are follow-up measures that are reported some time 
after the student exits the program. The follow-up measures apply to students who exit 
and who are members of the cohort specific to that measure.  

o Entered Employment 
o Retained Employment 
o Placement in postsecondary education or training 
o Receipt of secondary school diploma or GED® 

As required by federal law, each state annually negotiates performance standards for the core 
outcome measures to be applied to the upcoming fiscal/program year. Our state’s negotiated 
performance standards are found in the West Virginia Adult Education Performance Measures 
chart (Section 11 Appendix). 

What is my role in documenting program performance on the NRS core 
outcome measures? 

State and/or federal funding of your WVAdultEd program requires that you demonstrate 
accountability through accurate record keeping. You are responsible for collecting, 
maintaining, and providing information that proves the quality of your instruction. WVAdultEd 
relies on the Adult Education Management Information System (AEMIS) as the central 
collection point for statewide NRS data. Local programs are responsible for accurate collection 
of data related to the first four NRS Core Measures.  

Instructors hired to work in WVAdultEd programs have multiple responsibilities. Most 
practitioners feel their duty is to teach, but even part-time instructors have an allotted amount 
of paid time for instructional planning and for non-instructional duties. See the Recommended 
Instructional and Non-Instructional Hours (Section 11 Appendix). It is tempting to allow students 
to be in your class any time you are there; however, you need time away from the students to 
handle data input and monitor your program’s performance, as well as for planning instruction. 

Data Entered in AEMIS by the Local Program 

Whether you enter data into AEMIS yourself or you provide information to a data manager, 
you (the WVAdultEd instructor) are ultimately responsible for the information collected and 
the details entered in AEMIS regarding the demographics, student status, employment status 
at intake, participation (contact hours), and educational gains (pre- and post-testing results) of 
your students. 
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Data Obtained from Data Matching AEMIS Data with Other Agencies 

Employment outcomes and high school equivalency diploma completion is obtained through 
data matching between AEMIS and other cooperating agencies. As a WVAdultEd instructor, 
your part in data matching includes obtaining accurate demographic, and if possible, Social 
Security numbers, from students, having them sign release of information forms, and indicating 
in AEMIS that this has been completed. The Release of information is valid for two program 
years (the year it is signed, and the following program year). 

Data Obtained from Data Matching AEMIS Data and Achievement Documentation 

AEMIS is programmed to compare your students’ Social Security numbers (if available) to those 
in the state employment records (Unemployment Insurance) with Workforce WV, Higher 
Education Policy Commission (state-sponsored colleges and universities), West Virginia 
Department of Education database (WVEIS), Diploma Sender (for old GED® test results and 
TASC results), and DHHR (to determine if students receiving benefits had their services reduced 
or removed).1 

Note:  While data on placement in state-sponsored higher education institutions is obtained 
through data matching, data on placement in private or out-of-state institutions must be 
obtained through counting selected achievements marked in AEMIS. As a result, it is important 
that WVAdultEd instructors follow-up with their students who are entering further education 
and training outside of state sponsored colleges and mark the achievements accordingly in 
AEMIS. Keep in mind, if an achievement for postsecondary education is selected, a 
Postsecondary Cohort Verification Form must be completed and included in the student’s 
permanent folder.  

Am I responsible for keeping track of any other student achievements included 
under the NRS measures? 

In addition to the core outcome measures, the NRS has identified secondary (optional) 
measures that are not used as a basis for assessing state or local performance. These optional 
measures include achievements related to community and family, as well as work-based 
project learner achievements and secondary (high school) student status measures. 

Why track optional information?   

When NRS measures were being developed, many participating educators voiced the belief 
that these additional categories were important to the identity of programs and to the goals 
and purposes of adult education. Although the federal government may not review these 
specific outcomes, the State of West Virginia considers how your students fare with these 
activities, even if the student attends less than 12 hours of class and still meets the objective. 
Of course, WVAdultEd instructors also realize that students themselves value many of these 
achievements. 
 

                                                      

1 AEMIS calculates these results as collective totals and does not reveal individual student information.  

https://www.wvabe.org/misc_pdf/EnterPostSecForm.pdf
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Your role in verifying these outcomes involves documenting the student achievements in the 
individual student files, recording them on the Student Profile/400 (Section 4 Appendix) where 
applicable, and entering them in AEMIS.  

Which federal and state indicators have performance measures? 

To receive adult education funds from the U.S. Department of Education (USDE), the State of 
West Virginia must project statewide outcomes for each of three federal core indicators in the 
upcoming fiscal/program year and have these outcomes approved. This means that the state 
estimates what percentage of students (with a minimum attendance of 12 hours) will complete 
a particular activity for the fiscal/program year. If the USDE does not agree, the outcomes must 
be negotiated. 

See the West Virginia Adult Education Performance Measures chart (Section 11 Appendix). The 
chart shows the outcomes recommended for West Virginia by the USDE for the previous Fiscal 
Year as well as the current Fiscal Year.  

Federal core indicators for outcome measures: 

 Core Indicator #1 (learning gains outcomes): Demonstrated improvements in literacy 
skill levels in reading, writing, and speaking the English language; numeracy; problem-
solving; English Language acquisition; and other literacy skills. This is measured by 
educational gains (achievement of skills to advance to a higher educational functioning 
level) evidenced by pre- and post-test scores on standardized assessments. 

 Core Indicator #2 (employment outcomes): Placement in, retention in, or completion 
of unsubsidized employment or postsecondary education/training. This is measured by 
the following outcome measures: 

o Entered employment 
o Retained employment 
o Placement in postsecondary education or training 

This is evidenced by “data matching” between AEMIS and other cooperating agencies 
and/or through postsecondary achievements marked in AEMIS and verified / 
documented in students’ permanent folders using the Postsecondary Cohort 
Verification Form. 

 Core Indicator #3 (education outcomes): Receipt of a secondary school diploma or its 
recognized equivalent (e.g., high school equivalency diploma). This is evidenced by 
“data matching” between AEMIS and Diploma Sender. 

West Virginia indicators: 

In addition to the federal core indicators, the State of West Virginia has also set performance 
measures for participation outcomes (enrollment and contact hours). See the General 
Guidelines for Monthly Student Enrollment and Attendance (Section 11 Appendix). Programs 
must meet 65% of the recommended guidelines. This is evidenced by enrollment and contact 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section4.pdf
https://www.wvabe.org/misc_pdf/EnterPostSecForm.pdf
https://www.wvabe.org/misc_pdf/EnterPostSecForm.pdf
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hours entered in AEMIS. 

What are federal learning gains core outcomes? 

All adult education programs are required to show learning gains outcomes (Core  
Indicator #1, Measures 1-12 on the Performance Measures chart) for all students who attend 
class at least 12 hours (except work-based project learners).  
 

Educational improvement is measured by standardized tests (TABE, CASAS, BEST Literacy, or 
BEST Plus). The WVAdultEd instructor administers pre-tests (entry) and post-tests (interim 
and/or exit), keeps the original test results in the permanent program intake/progress student 
file, and records test scores in AEMIS. The test results place students into Federal Functioning 
Levels (FFLs). Learning gains are demonstrated by comparing pre- and post-test results to show 
movement to a higher FFL. 

What are federal employment and education core outcomes? 

In addition to measuring learning gains outcomes, the NRS tracks employment outcomes (Core 
Indicator #2) and education outcomes (Core Indicator #3). The percentages shown on the 
Performance Measures chart refer to the completion rate expected for students from 
particular cohorts that are automatically designated based on intake information. 

What are cohorts and how are they automatically designated? 

A cohort is a term sometimes used to refer to a colleague or companion. When measuring 
program outcomes, however, the most appropriate definition of cohort in relation to AEMIS is 
“a group of students identified for follow-up based on demographic variables”2 (e.g., 
employment status, took the high school equivalency assessment).  

The NRS has defined several cohorts for adult education programs to be tracked from entry to 
exit and sometimes beyond. In our state, this tracking is done by using the Social Security 
numbers of students (with signed release of information forms) entered in AEMIS to data 
match with other agencies’ databases, as well as through thru the use of the Postsecondary 
Cohort Verification Form. The NRS-defined cohorts include: 

 Entered Employment Cohort:  
Learners who are not employed at time of entry and in the labor force who exit during 
the program year 

 Retained Employment Cohort:  
Learners employed at entry who exit during the program year; and learners who were 
not employed at time of entry and in the labor force, who are employed by the first 
quarter after exit quarter 

 Enter Postsecondary Education Cohort:  

                                                      

2 Merriam-Webster. Retrieved from http://www.merriam-webster.com/dictionary/cohort 

https://www.wvabe.org/misc_pdf/EnterPostSecForm.pdf
https://www.wvabe.org/misc_pdf/EnterPostSecForm.pdf
http://www.merriam-webster.com/dictionary/cohort
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All learners who have earned a secondary credential while enrolled, hold a secondary 
credential (high school diploma or high school equivalency diploma) at entry, or are 
enrolled in a class specifically designed for transitioning to community college (e.g., 
program type: transition class), who exit during the program year 

 Obtain Secondary Credential Cohort:  
All learners who take all five parts of the approved high school equivalency assessment, 
or are enrolled in adult high school at the High Adult Secondary Education (FFL 6) level, 
who exit during the program year 

Does my WVAdultEd program have to meet the outcome levels in every federal 
core measure? 

WVAdultEd programs are accountable for meeting or exceeding a minimum percentage of the 
learning gains outcomes (Core Indicator #1) of ALL students in their classes who are enrolled 
for 12 or more student contact hours. Regardless of which cohort a student belongs to, the 
pre-test, interim test, and post-test scores entered for each student in AEMIS are used to 
calculate student learning gains in measures 1–5 and 7–12 in Core Indicator #1 (see West 
Virginia Adult Education Performance Measures, Section 11 Appendix). 

Programs are responsible for employment outcomes (Core Indicator #2) only for students who 
are part of the Entered Employment or Retained Employment cohorts. In addition, programs 
are responsible for education outcomes (Core Indicator #3) only for students who are part of 
the Obtain Secondary Credential or Enter Postsecondary Education cohorts.  

What do I do about students who achieve goals that are not captured by the 
data match? 

Students who do not provide a Social Security number or do not sign a release of information 
cannot be counted in the data match with other agencies. However, some agencies are making 
efforts to also data match based on last name, first name, and date of birth.  

While it is important to try to capture the student’s Social Security numbers and ask them to 
sign the general release of information, you cannot force them to do so. You can inform 
students that their participation in the data match supports the future of the WVAdultEd 
program by documenting their successes. Also, you can remind them that only aggregate data 
is matched with other agencies; individual student achievements are not revealed. In addition, 
you should inform students that they may be contacted regarding their participation in 
postsecondary education/training.  

Unfortunately, students who attain the high school equivalency diploma or obtain/retain 
employment in another state are not counted in the data match. Therefore, some student 
achievements will not be captured in the cohorts that are data matched. Finally, some 
achievements will not appear on the tables within the program year that the student attends 
(e.g., employment, enter postsecondary education/training).  
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How do I compare learning gains in my class to federal core measures? 

As long as you keep your class information current (pre-test, interim, and post-tests) in AEMIS, 
then AEMIS reports can tell you how educational gains are stacking up in your class throughout 
the year. When you (or your data manager) enter attendance information and assessment 
results, the system updates the data so you can see how many students you have in each 
federal functioning level (FFL), how many hours they have attended, and how many of those 
students remained in or completed an FFL, advanced to another FFL, or separated from your 
class before completing. AEMIS can generate NRS reports with a wealth of information about 
your program. For more information regarding AEMIS reports, refer to the AEMIS User’s Guide 
(http://www.wvabe.org/UserGuide.htm).  

According to your grant award, data (Student Profile/400, Achievements, and Instructional / 
Student Attendance) should be entered by the 10th of the following month. This includes 
teacher contact hours, student contact hours, as well as updated achievements. It is important 
to update student data in both the paper and electronic records. Achievements selected at the 
local level do not have to be updated on the paper Student Profile / 400, however, they must 
be updated on a monthly basis in AEMIS and documented in the students’ permanent file.  

Remember that all the data that you enter in AEMIS must match what you have recorded in 
the student’s permanent file. Also, the program must utilize the state-issued paper version of 
the Student Profile/400 when updating student folders, not a printout from AEMIS. 

How do I compare employment and education follow-up data from my class to 
the federal core measures? 

Unlike learning gain information, AEMIS reports cannot give you an immediate report on the 
follow-up data (entered or retained employment, postsecondary enrollment, high school 
equivalency completion) for the current fiscal/program year. High school equivalency, post-
secondary, and employment data is matched the quarter after the end of the program year. 
Once the data match is complete, the state office issues a report on program outcomes, and 
each program may view their program results in AEMIS. 

Using AEMIS, you may also generate the NRS Report for Table 5, Core Follow-up Outcome 
Achievement, for previous fiscal/program years. For information on how to generate NRS 
Tables using AEMIS, refer to the AEMIS User’s Guide. NRS Table 5 only reports students who 
have exited (been officially withdrawn) from class.  

What happens if my class data falls below the state participation measures or 
the federal outcome measures? 

Program coordinators at the state and regional level regularly monitor AEMIS to identify 

program performance at the grantee level as well as individual classes. If consistent 
performance problems surface, the regional adult education coordinator (RAEC) will contact 
the local program director and/or WVAdultEd instructor(s) to discuss the problem area(s) and 
provide technical assistance. If you have questions or concerns about your own class 
performance, you are encouraged to contact your RAEC directly. 

http://www.wvabe.org/UserGuide.htm
http://www.wvabe.org/UserGuide.htm
http://www.wvabe.org/UserGuide.htm
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Participation measures 

Failure to meet at least 65% of recommended enrollment and/or contact hours. 
As explained in the next part of this Handbook section (see General Guidelines for Monthly 
Student Enrollment and Attendance), the regional adult education coordinators examine data 
to determine class locations that fall below the recommended guidelines for student 
enrollment and contact hours. When classes consistently (two consecutive months) do not 
meet the minimum requirements, the local program should consider alternative schedules 
and/or other efforts to improve recruitment and retention. Contact your RAEC for technical 
assistance. If a variety of activities fail to increase enrollment and improve contact hours after 
three consecutive months, the class should be closed.  

Core outcome measures 

Failure to meet at least 60% of the selected federal core indicators (learning gains, 
employment entry, employment retention, postsecondary training, GED®/high school 
equivalency) 
State and regional coordinators also monitor class and program data to determine how 
students are performing academically. RAECs will discuss specific problem areas directly with 
WVAdultEd instructors and local program directors, providing technical assistance whenever 
possible to improve the outcomes. Individual classes and grantee wide programs are required 
to meet or exceed 60% of their overall performance measures.  

If your specific WVAdultEd class data is not showing performance when compared to the 
federal core measures, you should talk with your local program director and your RAEC to 
discuss the situation. Please do not wait for someone to contact you. Early intervention 
through technical assistance, professional development, and other strategies will benefit you 
and your program.  

Where can I get more details about WVAdultEd program performance 
requirements? 

Contact your regional adult education coordinator (RAEC). 

Where can I find more information about the National Reporting System (NRS)? 

Visit the NRS web site at HUhttp://www.nrsweb.orgUH, or contact your Regional Adult Education 
Coordinator, your AEMIS Technical Assistant Manager, or Louise Miller at lbmiller@k12.wv.us.  
 

 

 

 

http://wvde.state.wv.us/abe/adultcoordinator.htm
http://www.nrsweb.org/
http://wvde.state.wv.us/abe/adultcoordinator.htm
http://wvde.state.wv.us/abe/adultcoordinator.htm
mailto:AEMIS%20Technical%20Assistant%20Manager
mailto:lbmiller@k12.wv.us
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GENERAL GUIDELINES FOR MONTHLY STUDENT ENROLLMENT AND 
ATTENDANCE 

Monthly Guidelines 

Monthly enrollment and attendance guidelines are intended to assist program planners in 
monitoring effective use of funds and appropriate class location, scheduling, and attendance. 
By examining monthly enrollment and attendance patterns, program planners can also 
measure the effectiveness of student recruitment and retention efforts.  

AEMIS is programmed to calculate the attendance and contact hour guidelines based on the 
actual instructional hours taught. Instructors are to log all hours they are available for 
instruction on any given day. For example, if an instructor is scheduled for a 7½ hour workday 
with 7 hours of instruction and a ½ hour lunch and their students are only in attendance for 5 
hours, the instructor is to log 7 hours on the log attendance screen in AEMIS. S/he does not log 
the ½ hour for lunch, only the paid instructional time. 

Below is a chart that shows how AEMIS calculates the enrollment and contact hour guidelines. 
If there is more than one instructor in the class, the required enrollment and attendance is 
calculated accordingly. 

 

ATTENDANCE 

Actual Hours Taught <= 56 hours / month * 8 

Actual Hours Taught > 56 hours / month * 7.5 

ENROLLMENT 

Number of Instructors that taught <= 52 hours / month * 8 

Number of Instructors that taught 53 – 79 hours / month * 10 

Number of Instructors that taught 80 – 99 hours / month * 13 

Number of Instructors that taught 100+ hours  month * 15 

 
Programs that report to WVAdultEd through AEMIS but are not funded through Adult 
Education or EL/Civics grants (e.g., SPOKES and HTGR) may have different enrollment and 
attendance requirements. (SPOKES Instructors should see Section 16 for SPOKES guidelines.) If 
you have questions about your class requirements, please contact your local program 
coordinator for guidance in this area. 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section16.pdf
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There is no recommended maximum number of students that a class can adequately serve. 
This is dependent on a number of varying factors, such as number of instructors, available 
space, instructional levels of students, and type of scheduling. Instructors and program 
administrators should work together to determine the maximum number of students that can 
best be served in each particular class setting.  

While at one time it was felt that WVAdultEd should never turn any adult learner away, many 
programs have found that overcrowded classes are not beneficial to the student. As a result, 
some programs have chosen to set class limits and use waiting lists when the maximum 
number of students that can be adequately served at one time has been met. To encourage 
student retention, students who do not meet attendance targets may be dropped and 
students from the waiting list added. This decision is at the discretion of the local program 
instructor. 

WVAdultEd does not discriminate on the basis of race, color, religion, sex, national origin, age, 
disability, or any other characteristic protected by law in access to their programs. Therefore, 
programs may NOT limit the number of individuals from a specific group (e.g., 16-18 year 
olds, low level readers) allowed in a class at any given time. 

Monitoring Class Enrollment 

Instructors should monitor the actual monthly percentages for their own class enrollment and 
student attendance/contact hours using AEMIS. Instructors can view the 300 Form/Monthly 
Attendance Report that summarizes monthly attendance for each class in AEMIS. Instructions 
for accessing this report can be found in the AEMIS User’s Guide located at 
(http://www.wvabe.org/UserGuide.htm).  

Key Points for Tracking Attendance: 

New enrollees, attendance, and achievements must be updated by the 10th of the following 
month—as stated in your local program Adult Education grant award. 

 When logging instructional hours for the instructor in AEMIS, only log instructional 
time, not planning time. If class is closed due to inclement weather or other reasons, do 
not log time for the instructor(s) during that time.  

 Instructors are to log all hours they are available for instruction on any given day. For 
example, if an instructor is scheduled for a 7½ hour workday with 7 hours of instruction 
and a ½ hour lunch, students are only in attendance for 5 hours, the instructor is to log 
7 hours on the log attendance screen in AEMIS. S/he does not log the ½ hour for 
lunch—only the paid instructional time. 

 When logging time for a substitute in AEMIS, log the attendance in the time allotted for 
the regular instructor. Do not add the substitute to the instructor list on the class 
roster. This will increase the enrollment requirements for the class. 

http://www.wvabe.org/UserGuide.htm
http://www.wvabe.org/UserGuide.htm
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 Student attendance/contact hours should be counted ONLY for those hours in which 
the student is in attendance at the class location for instructional purposes.  

 The only way that student Proxy Hours (contact hours for distance learners) may be 
counted for study outside of class hours is if the class has a certified DE instructor and 
the student is enrolled in the distance education program (i.e., student meets the 
definition of a distance learner). For more information, see Section 13 of this Handbook. 

RAECs are able to analyze monthly and year-to-date enrollment and attendance, types of 
students being served, and percent of the guidelines being met on a monthly basis. This 
information is used to determine class locations that consistently fall below the recommended 
guidelines.  

Factors that Impact Enrollment 

The enrollment guidelines are designed to serve as benchmarks; however, there are varying 
factors that may impact compliance with these guidelines. The actual number of hours taught 
by the instructor each month is taken into consideration when monitoring the enrollment. For 
example: 

A class that meets three hours/week should normally generate 96 student contact 
hours per month. This is based on 12 hours of instruction/month with 8 students (4 
days x 3 hours/day = 12 hours/month and 12 hours x 8 students = 96 contact hours). 
However, if the class meets only three days during a particular month, then the class 
only needs to generate 72 student contact hours that month. 

Below is a list of some of the factors that may impact enrollment: 

 Closure due to weather, holidays, county-specific closings, etc. 

 Faculty senate and staff meetings 

 Instructor participation in in-service training 

 Planning time for on-site monitoring visits 

 Rural or geographically-isolated locations of classes 

 Classes funded by other grant sources (such as SPOKES) 

When monitoring enrollment and student attendance/contact hours, these and other 
appropriate factors should be taken into consideration. Obviously, attention should be given to 
minimizing factors that create a disruption in class attendance. Whenever possible, substitute 
instructors should be used when the regular instructor is unable to be present for class.  

Classes that Fall Below the Minimum Guidelines 

When a class falls below the recommended guidelines for three consecutive months, it is 
recommended that the class be closed or relocated (taking into consideration outstanding 
factors). Therefore, when a class begins to fall below the recommended guidelines and in 
particular after two consecutive months, it is time to improve recruitment and retention 
procedures immediately. 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section13.pdf
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For advice on how to make the necessary improvements, instructors and program 
administrators should refer to the sections on Retention/Persistence and Follow-up in  
Section 10 of this Handbook. 

Other Options: 

 Conduct a local survey to determine the desired time and date for a class. 

 Consider relocating the class to another site in the county. 

 Change the time or day that the class is offered. 

 Encourage current students to bring a friend to class. 

 Obtain student feedback, asking them what they think would increase enrollment. 

 Try offering a short-term class, such as a class on Writing Skills for high school 
equivalency or a class about budgeting for holiday shopping. 

 If childcare is a problem for some students, contact a local service organization for help. 

 Organize car pools for students with transportation problems. 

 To improve student contact hours, offer distance education (Edgenuity, Rosetta Stone, 
TASC Academy, WIN, etc.) opportunities for students to add ‘proxy hours’ for online 
study outside of class.  

Since word of mouth is still the best recruitment tool for WVAdultEd programs, it is important 
that you reach out to a variety of audiences in your local communities. Use every opportunity 
you have to talk about the benefits of the program and the success of former students. 
Remember—former and current students are your best ambassadors. Encourage them to 
recruit for you! 

If, after attempting a variety of interventions to increase enrollment, the class still falls below 
the minimum guidelines, the class should be closed. It is important to maximize the 
instructional expertise of WVAdultEd instructors and limited program resources.  

Weighted Attendance/Contact Hours for Learners with Disabilities 

WVAdultEd has a policy for Weighted Attendance/Contact Hours for Learners with Disability 
(Section 5). It states that for students with “physical or learning disabilities, or with mental 
impairments who have a written diagnosis by a certifying professional...” teachers may count 
student contact hours as time and a half.  

AEMIS Tip: In AEMIS, for every hour logged on the Log Attendance Form for a student 
with a student type of Documented Disability, AEMIS automatically increases the hours 
on the 300A Form and Class Summary Report by an additional .5 hours in the 
appropriate FFL level.  

Because AEMIS handles this automatically, do NOT input or record 1.5 hours when logging 
attendance within AEMIS. Be certain that Documented Disability has been selected as a student 
type on the student’s Student Profile Form (Section 4 Appendix), and simply enter the actual 
time on task. 

http://wvde.state.wv.us/abe/tcher_handbook_pdf/section10.pdf
http://wvde.state.wv.us/abe/tcher_handbook_pdf/section10.pdf
http://wvde.state.wv.us/abe/tcher_handbook_pdf/section5.pdf
http://wvde.state.wv.us/abe/tcher_handbook_pdf/section4.pdf
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ANNUAL PROGRAM MONITORING 

Nationally, all adult education programs under WIOA Title II--the Adult Education and Family 
Literacy Act (AEFLA) are to be monitored to ensure compliance with the National Reporting 
Standards (NRS), as well as state standards. In West Virginia, this is done in two ways: 

 Data Quality Audits, which ensures that local programs are administering file checks 
and reviewing program data for the purpose of technical assistance and improved 
program performance outcomes. The Data Quality Audit (DQA) also ensures the 
accuracy of data input, the data integrity, and that processes are followed according to 
NRS and State Policy. It also allows the program an opportunity to analyze data and 
check their progress. 

 On-Site Monitoring Visits are conducted to observe administration of assessments, goal 
setting/advisement/and orientation processes, and to document that the programs are 
in compliance with NRS and State Policy.  

A copy of West Virginia’s On-Site Monitoring Review is located at 
https://wvde.state.wv.us/abe/file-cabinet/AE%20Monitoring%20Instrument%207-9-15.pdf 

Who will be monitored? 

One hundred percent of AEFLA funded WVAdultEd programs will be monitored annually 
through the use of Desktop Monitoring. A minimum of 20% will be monitored annually via on-
site visits. All programs will be monitored within a five-year cycle. 

How do On-Site Monitoring Visits work? 

Scheduling 
The on-site monitoring visit date will be determined in coordination with the RAEC, the State 
monitoring coordinator, and the local program. It will usually be scheduled in the winter or 
spring.  

Prior to Monitoring Visits 
In preparation for the on-site visit, monitoring review questionnaire(s) must be answered and 
submitted to the State monitoring coordinator a minimum of two weeks prior to the date of 
the visit. Programs are welcome/encouraged to add any additional comments or questions 
they may have for the monitoring team upon arrival in the notes sections of the monitoring 
document. Programs should work closely with their RAEC in completing the on-site instrument 
and compiling the data/documents for the review.  

During Monitoring Visits 
Programs can expect the following to occur at their on-site monitoring. It will be the program’s 
responsibility to ensure that the labeled documentation folders are available to the team the 
day(s) of the visit addressing each of the Data/Document Review items. There will be two types 
of review items, Compliance and Information. Compliance items must have documentation 

https://wvde.state.wv.us/abe/file-cabinet/AE%20Monitoring%20Instrument%207-9-15.pdf
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folders, documentation for Information items are recommended. If documentation folders are 
not available for items marked as Compliance the day(s) of the visit, those items will be 
considered noncompliant.  

After the Monitoring 
Within 45 days of the monitoring visit, the local program will receive a monitoring report. With 
input from selected staff, a Corrective Action Plan (CAP), will need to be completed and 
submitted to the WVDE within 45 days. A template for the CAP is posted at 
https://wvde.state.wv.us/abe/file-cabinet/AE%20Monitoring%20Instrument%207-9-15.pdf 

The local program will begin implementing strategies outlined in their CAP, making sure to 
track progress and outcomes in cooperation with state, regional and local WVAdultEd staff 
until all required actions have been satisfactorily completed. Technical assistance will be made 
available and required of all AEFLA funded programs under corrective action and made 
available to programs under recommendation in areas where assistance would be valuable. 

Monitoring Flowchart 

The chart on the following page shows the WVAdultEd Monitoring Flowchart. 

 

 

  

https://wvde.state.wv.us/abe/file-cabinet/AE%20Monitoring%20Instrument%207-9-15.pdf
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RECOMMENDED INSTRUCTIONAL AND NON-INSTRUCTIONAL HOURS 

Full-time Instructor:  Full-time status is defined as 40 hours per week. This includes a ½-hour 
lunch and 1-hour of planning/prep time per day. It is recommended that full-time programs 
operate Monday – Friday.  

Instructional Time: Instructional time is defined as time spent with students including in-take, 
orientation, testing, and instruction. 

Non-instructional Time: Non-instructional time is defined as time spent without students such 
as AEMIS data entry or paperwork. It is recommended ½ hour of non-instructional time for 
every 6 hours of instruction. Non-instructional time should be used daily and not accumulated 
and used in one day. 

Planning Time: Planning time is defined as “preparation for instruction.” It is recommended 1-
hour of planning time for every 6 hours of instruction. Planning time should be used daily and 
not accumulated and used in one day. 

Instructional Time Planning Time Non-instructional Time 

6 hours per week 1 hour per week .5 hour per week 

12 hours per week 2 hours per week 1 hour per week 

18 hours per week 3 hours per week 1.5 hours per week 

24 hours per week 4 hours per week 2 hours per week 

30 hours per week 5 hour per week 2.5 hours per week 

These examples illustrate the recommended number of instructional and non-instructional 
hours. Full-time programs should be instructing students daily and a minimum of 30 hours per 
week. 

Class Location:    Carter County Adult Learning Center 

Class Name in AEMIS:  Carter Adult Ed 

Class Address/Phone:  100 Adult Street, Carter WV 20001    304.999.8888 

Program Type:   Regular Adult Education 

Weekly Instructional Hours (Class Schedule):  8:00 am – 12pm & 12pm - 2:30 pm  Monday - Friday 

Instructor:  Beth White Full or Part-Time:  Full 

Weekly Class Hours of Operation (This Instructor):  8:00 am – 12pm & 12pm - 2:30 p.m. Monday - Friday 

# of Weekly Instructional Hours:    30   # of Non-Instructional Hours:   2.5     Planning Time:    5 

 
Class Location:    Carter County Adult Learning Center 

Class Name in AEMIS:  Carter Adult Ed - Evening 

Class Address/Phone:  100 Adult Street, Carter WV 20001    304.999.8888 

Program Type:   Regular Adult Education 

Weekly Instructional Hours (Class Schedule):  6:00 pm – 9pm Monday, Tuesday, Wednesday, Thursday 

Instructor:  Lydia Gilbert Full or Part-Time:  Part 

Weekly Class Hours of Operation (This Instructor):  6:00 pm – 9pm Monday, Tuesday, Wednesday, Thursday 

# of Weekly Instructional Hours:    12   # of Non-Instructional Hours:   1     Planning Time:    2 
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WEST VIRGINIA ADULT EDUCATION PERFORMANCE MEASURES 

 

Core Indicator 
#1: 

Demonstrated Improvements in literacy skill levels in reading, writing, and speaking the English 
language, numeracy problem-solving, English Language, and other literacy skills. 

 FY15 FY16 

Measure 1 
70% of beginning literacy level (FFL1) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

63% of beginning literacy level (FFL1) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

Measure 2 
66% of beginning level ABE (FFL 2) learners will acquire the 
level of basic skills needed to complete the educational 
functioning level. 

66% of beginning level ABE (FFL 2) learners will acquire the 
level of basic skills needed to complete the educational 
functioning level. 

Measure 3 
62% of low intermediate ABE level (FFL 3) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

66% of low intermediate ABE level (FFL 3) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 4 
55% of high intermediate ABE (FFL 4) level learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

57% of high intermediate ABE (FFL 4) level learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 5 
61% of low adult secondary level (FFL 5) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

58% of low adult secondary level (FFL 5) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 6 

NA (the Federal government does not recognize completion 
of level 6) high adult secondary level (FFL 6) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

NA (the Federal government does not recognize completion 
of level 6) high adult secondary level (FFL 6) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 7 
61% of beginning literacy ESL level (FFL 7) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

49% of beginning literacy ESL level (FFL 7) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 8 
55% of low beginning ESL level (FFL 8) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

52% of low beginning ESL level (FFL 8) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

Measure 9 
61% of high beginning ESL level (FFL 9) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

55% of high beginning ESL level (FFL 9) learners will acquire 
the level of basic skills needed to complete the educational 
functioning level. 

Measure 10 
68% of low intermediate ESL level (FFL 10) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

55% of low intermediate ESL level (FFL 10) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 11 
69% of high intermediate ESL level (FFL 11) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

56% of high intermediate ESL level (FFL 11) learners will 
acquire the level of basic skills needed to complete the 
educational functioning level. 

Measure 12 
57% of advanced ESL level (FFL 12) learners will acquire the 
level of basic skills needed to complete the educational 
functioning level. 

56% of advanced ESL level (FFL 12) learners will acquire the 
level of basic skills needed to complete the educational 
functioning level. 
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Core Indicator 
#2: 

Placement in, retention in, or completion of unsubsidized employment or postsecondary 
education/training. 

 FY15 FY16 

Measure 1 

 

47% of unemployed adult learners in the labor force upon 
entry who exit during the program year will obtain 
unsubsidized employment. 

44% of unemployed adult learners in the labor force upon 
entry who exit during the program year will obtain 
unsubsidized employment. 

Measure 2 

 

52% of adult learners employed at entry who exit during 
the program year; and learners who were not employed 
at time of entry and in the labor force, who are employed 
at the first quarter after exit quarter, will retain their job. 

69% of adult learners employed at entry who exit during the 
program year; and learners who were not employed at time of 
entry and in the labor force, who are employed at the first 
quarter after exit quarter, will retain their job. 

Measure 3 

30% of adult learners who have earned a secondary 
credential (high school equivalency) while enrolled, hold a 
secondary credential (H.S. or high school equivalency 
diploma) at entry, or are enrolled in a class specifically 
designed for transitioning to community college (i.e., 
program type: transition class), who exit during the 
program year will enroll in further postsecondary academic 
or vocational programs. 

25% of adult learners who have earned a secondary credential 
(high school equivalency) while enrolled, hold a secondary 
credential (H.S. or high school equivalency diploma) at entry, or 
are enrolled in a class specifically designed for transitioning to 
community college (i.e., program type: transition class), who 
exit during the program year will enroll in further 
postsecondary academic or vocational programs. 

 

Core Indicator 
#3: 

Receipt of a secondary school diploma or its recognized equivalent. 

 FY15 FY16 

Measure 1 

81% of adult learners who take all approved GED®/high 
school equivalency tests, or are enrolled in adult high 
school at the high Adult Secondary Education (FFL 6) level, 
who exit during the program year, will pass the GED®/high 
school equivalency assessment. 

83% of adult learners who take all approved GED®/high school 
equivalency tests, or are enrolled in adult high school at the 
high Adult Secondary Education (FFL 6) level, who exit during 
the program year, will pass the GED®/high school equivalency 
assessment. 

 

 

 

 

 

 

 

 

 

 

 

 


