August 12, 2019
To: Adult Education Program Consortium Directors and Members
From: Adult Education Program Office
Subject: Fiscal Year 2019–20 Program and Accountability Requirements for Student Outcome Data
Collection and Submission
This memorandum is to advise local recipients of the California Adult Education Program (CAEP) funds
of accountability requirements in the 2019–20 Program Year. This letter and the enclosed documents
outlining data collection, reporting, FAQs, and due dates for data deliverables are located in the
Student Data Collection and Reporting section of the adult education website and will provide further
clarification and details on program accountability requirements. Failure to comply with any
requirements or deliverable deadlines will be cause for withholding Adult Education Program
apportionment payments until requirements are met and performance is considered satisfactory.
Data Accountability Requirements
Consortia receiving Adult Education Program funding from the California Department of Education
(CDE) and the California Community College Chancellor’s Office (CCCCO) for the 2019–20 program
year must submit the required student data. The CDE and CCCCO require all Adult Education Program
agencies to use the following systems to track adult learner progress in the seven authorized program
areas and report achievements from the six-outcome areas designated by AB104:
•

K12 agencies, County Offices of Education (COE), and Joint Powers Authority (JPA) are required
to use TOPSpro® Enterprise to collect and report adult learner demographics, barriers, and
program outcome information.

•

California Community College Districts (CCDs) are required to use the Chancellor’s Office
Management Information System (MIS) to enter their adult learner demographics, barriers, and
program outcome information. (See enclosed FAQs on MIS reporting).
Note: CCDs that receive WIOA II funding for services under the Adult Education and Family
Literacy Act (AEFLA) are required to collect and report adult learner demographics, barriers,
and program outcomes for their WIOA II funded programs and students using TOPSpro®
Enterprise. In addition, CCDs receiving WIOA II funding must enter all adult learner
demographics, barriers, and program outcomes into their MIS system. Finally, CCDs that are
WIOA Title II grantees will continue to collect and report CASAS assessment results using
TOPSpro® Enterprise.

Program Changes for 19-20: the following is a short list of student data reporting changes
for the CAEP that will be effective July 1, 2019. These program changes will affect all
reporting district/agencies for TOPSPro and MIS reporting of CAEP student data. For more
details, you may attend upcoming regional training and/or listen to webinars that cover the
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changes.
CAEP will not track service hours in 19-20. (However, we are still tracking services).
Agencies will record student barriers at intake (applies to all program areas).
The Passage of Exam Measurable Skills Gain for WIOA I will align with the CAEP
Occupational Skills Gain and Workforce Preparation Outcome.
State level reports will roll up the three Career Technical Education program areas
into one CTE reporting program. However, local districts/agencies may continue to
report in those three program areas (short-term vocational, workforce reentry (now
called workforce preparation), and pre-apprenticeship.
For state and local level reports in TOPSPro and Launchboard, “Adults Served” is a
required reporting category in AB104 and will be a summary count of anyone with at
least 1 instructional contact hour or who received a service.
In addition, “Adults Served” will be disaggregated in counts by CASAS and the
LaunchBoard to identify ‘service only’ students, students receiving 1-11 instructional
contact hours, and ‘participants’ who received 12 or more instructional contact hours
over a single program year.

•
•
•
•

•

•

MIS Reporting Parameters: There are no separate reporting deadlines for data collected and
entered into MIS. Colleges should capture all data relevant to their students and ensure it is
entered completely into their local MIS system. Colleges will submit their adult education
data through their college’s regular data uploads to the Chancellor’s Office. There is no
separate submission of MIS data to the Chancellor’s Office for adult education students.
Regardless of whether colleges report data through TOPSpro® Enterprise for WIOA TITLE II,
colleges are also expected to capture and enter all student data elements into their MIS system.
Enrollment, demographics, barriers, and most student outcomes for noncredit adult education
students rely almost exclusively on data entered into the MIS system to populate the
LaunchBoard Adult Education Pipeline and for populating the adult education metrics in the new
Student Success Metrics dashboards. Failure to enter all student data into MIS could result in
underreporting of student data in the LaunchBoard, the Student Success Metrics, and in end of
year reporting to the legislature. The two exceptions to this for 19-20, would be the reporting of
Educational Functioning Levels (EFLs), and high school diplomas / high school equivalency. For
more details, please see the FAQs section of this document.
Please refer to the documents listed below for additional details on Adult Education Program
data and accountability requirements, which are available in the Student Data Collection and
Reporting section of the California Adult Education website:
•
•
•
•
•

Adult Education Data Collection Reporting and Due Dates (see enclosure)
Adult Education Dashboard Data Element Dictionary
Adult Education Data and Accountability Guidance for 19/20 (this letter)
Measuring Our Success: Data and Accountability
Additional clarifying documentation (FAQs) for 19/20 on data collection and
measurable skill gains (see enclosure)
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Data Accountability Training
The Adult Education Program Office has contracted with the Sacramento County Office of Education
(SCOE) to create the Technical Assistance Project (TAP), which offers online and in-person trainings
regarding a variety of topics, including meeting Adult Education Program accountability requirements,
implementing approved assessments, and using the two data collection systems. The state office
strongly encourages local agencies to attend all available online and in-person accountability training,
and to adopt a team approach for trainings and continuous improvement in managing student data
outcomes. Positive student learning outcomes drive future grant funding in California’s delivery
system. Currently, the TAP is coordinating eight regional training events around the State between
August and November. More details regarding these training sessions are available on the Events
page of the California Adult Education website. Look for updates in the CAEP weekly newsletter.

Technical Assistance Contact Information
For questions related to the CAEP or fiscal information and/or technical assistance on professional
development topics, please contact the CAEP Technical Assistance Project (TAP) by phone at 1- 888827-2324 or by e-mail at tap@aebg.org.
Sincerely,

Neil Kelly
Adult Education Program Office

Enclosure: 2019-20 CAEP Data Collection, Reporting, FAQs, and Due Dates for Data Deliverables
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2019-20 CAEP Data Collection, Reporting, and Due Dates for Data Deliverables
Due Dates for CAEP Data Submission Using TOPSpro® Enterprise
1. Submit quarterly and end-of-year data in TOPSpro® Enterprise. Complete all data
entry and review to identify any potential problems on or before the submission due
date. All data submissions must be received on or before the due date.
2. Agencies using Third-Party Attendance Software must export data from their
system and import into TOPSpro® Enterprise. Please see the instructions regarding
exchanging data with TOPSpro® Enterprise posted on the Comprehensive Adult
Student Assessment Systems (CASAS) website at 3rd Party Import/Export Wizard.
3. Agencies are required to submit a PDF copy of the CAEP Data Integrity Report.
Data Submission

Due Date
October 31, 2019

First Quarter Data

October 31, 2019
First Quarter CAEP Data Integrity Report
January 31, 2020

Second Quarter Data

January 31, 2020

Second Quarter CAEP Data
Integrity Report

April 30, 2020

Third Quarter Data

April 30, 2020
Third Quarter CAEP Data Integrity Report
End-of-Year Data

August 1, 2020

Fourth Quarter Data Integrity Report

August 1, 2020

Submit Electronically
Via TOPSpro®
Enterprise
E-mail to
caep@casas.org
(or fax to
858-292-2910)
Via TOPSpro®
Enterprise
E-mail to
caep@casas.org
(or fax to
858-292-2910)
Via TOPSpro®
Enterprise
E-mail to
caep@casas.org
(or fax to
858-292-2910)
Via TOPSpro®
Enterprise
E-mail to
caep@casas.org
(or fax to
858-292-2910)

Critical TE Reports
The TOPSpro® Enterprise reports listed below are designed to guide you in the process
of submitting complete and accurate data.
1. CAEP Data Integrity Report
On the Reports menu, go to State Reports – California – CAEP Data Integrity.
This report provides comprehensive information on key items associated with
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data collection requirements, data completeness, and program performance
indicators.
2. CAEP Summary Report
On the Reports menu, go to State Reports – California – CAEP Tables. The
CAEP Summary Report provides enrollment and outcome data for all CAEP
program areas.
INSTRUCTIONS
Submit Your TOPSpro® Enterprise Data Online
•

For agencies using TOPSpro® Enterprise Online, once you submit your
agency’s CAEP Data Integrity Report, CASAS will consider your data to
be complete and submitted.

If you have any questions regarding these requirements or the end-of-year data
submission process, please e-mail caep@casas.org. If you need help using TOPSpro®
Enterprise, please contact CASAS Technical Support, by phone at 800-255-1036 or by
e-mail at techsupport@casas.org.
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FAQs on Community College MIS Reporting System
REPORTING ADULT ED LEARNING GAINS / MSGs IN MIS
Question: Practitioners have asked many questions about the reporting of measurable skills gains
through TOPSpro® Enterprise vs capturing them through MIS. There are too many questions to
answer individually without excessive duplication, so we have developed the following general
guidance, which addresses the range of questions that have been submitted to the CAEP TAP and
the State CAEP Office.
Response: CAEP has multiple methods for capturing measurable skills gains in basic skills or
ESL. These include:
•

For K12 adult schools or colleges that receive WIOA Title II funding through the California
Department of Education, CAEP captures information on students that attained an
increase in their Educational Functioning Level from data reported to CASAS through
TOPSpro® Enterprise. CASAS provides annual updates to the Chancellor’s Office for
populating the LaunchBoard AE Pipeline dashboard and for the annual report to the
legislature. This data is based on pre and post-testing protocols using the CASAS
standardized assessment.

•

For colleges that do not receive WIOA Title II funding and do not use a standardized
assessment for pre and post testing their adult learners, CAEP captures skills gains by
capturing course progression using the CB21 rubric and course flags for course level prior
to college level. The calculation for this method is based on subsequent enrollment in a
higher-level course in the sequence. For example, if a student is enrolled in an ESL course
flagged as CB21 level D and subsequently enrolls into a course flagged as CB21 level C,
they are automatically captured as having achieved a measurable skills gain. There is no
separate reporting for these students, however colleges should review the CB21 coding of
their basic skills and ESL courses to ensure that data captured using this methodology is
accurate.

•

For colleges that do not receive WIOA Title II funding, but who do conduct pre and post
testing of students using a federally approved testing instrument such as CASAS or TABE,
the Chancellor’s Office has created new student data element SA07. SA07 allows the
college to identify the educational functioning level of the student based on the cut scores
for that instrument (available from the testing provider). SA07 should be entered for the
student upon their initial assessment and every time the student is reassessed using the
same instrument. SA07 creates a new date stamped record every time it is updated for the
student. CAEP uses the updated records to identify when a student has been assessed at a
higher educational functioning level and captures that as a measurable skills gain in the
LaunchBoard and for reporting to the legislature. (Please note: there is an issue with using
SA07 currently. We hope to get the problem corrected during the 19-20 program year).

Practitioners have asked if it is possible to enter CASAS or TABE scores directly into MIS. It is not
possible to enter test scores directly. Colleges who use these instruments are responsible for
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using the EFL cut scores from the test provider to identify the EFL level of their students and enter
the EFL level using SA07.
The three methods for capturing measurable skills gains for students are designed to account for
the different ways in which colleges are capturing skills progression in basic skills or ESL noncredit
programs. The use of any standardized assessment as a diagnostic instrument for capturing skills
gains is a local control decision by colleges and is not required for the receipt of CAEP funding,
but the use of CASAS as an assessment is required for any college receiving WIOA Title II funding.
Colleges are expected to rigorously follow all testing and reporting requirements by the California
Department of Education related to the WIOA Title II funded programs and students.
Practitioners have asked if there are priorities for which methodology colleges should use to
capture and report their data related to measurable skills gains. For the purpose of displaying data
in the LaunchBoard and end of year reporting to the legislature, the CASAS TOPSpro® Enterprise
and MIS data sets are matched and analyzed to identify if a student has achieved a skills gain in
either data set, which is then recorded as a positive result. TE and MIS both show a positive result
for the student; the result is de-duplicated to avoid a duplicate count.
Question: I am a WIOA II community college grantee. Do I have to report my EFLs and High
School Diploma / High School equivalency outcomes in MIS for 19-20?
Response: No. For community colleges that receive WIOA Title II funding through the California
Department of Education, CAEP captures information on students that attained an increase in
their Educational Functioning Level, passed their High School Equivalency, or received a High
School Diploma from data reported to CASAS through TOPSpro® Enterprise. CASAS provides
annual updates to the Chancellor’s Office for populating the LaunchBoard AE Pipeline dashboard
and for the annual report to the legislature. The EFL data is based on pre and post-testing
protocols using the CASAS standardized assessment.

REPORTING TRANSITION SERVICES IN MIS
Question: My college is at the adult school offering transition services to students not yet enrolled
at my college. What do I do? My consortium wants my college to document our work to justify
funding.
How can MIS track participants in support services even without enrollment records?
Response: All colleges have the ability to create student records manually for students who did
not enter the colleges through the regular application process. There are specific data elements
for noncredit student support activities in MIS that can be used to capture the work you are doing
with students for transition support. You should talk to your research, IT, and counseling
departments at the college to identify the preferred process for your institution.
Because of the CAEP policy changes for 19-20, all CAEP agencies will report only the service
contacts and the type of service delivered. The CAEP is not requiring the tracking of service
hours for the 19-20 program year. Tracking service contact types and how those align with
student outcomes is an area that the CAEP State Office will continue to explore.
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COMMUNITY COLLEGES PROCESS FOR REPORTING WIOA II & MIS ADULT ED STUDENT DATA
Question: Practitioners have asked if they are receiving WIOA Title II funding and report to CDE
using TOPSpro® Enterprise whether they still have to report through MIS and have asked multiple
questions regarding how the reporting process works through MIS as well as reporting deadlines
for MIS Reporting.
Response: Colleges should collect and maintain complete student records including all data
elements required by the Chancellor’s Office in their MIS system regardless of what other
reporting requirements they may have related to other funding they receive. Colleges who receive
any other funding source, such as WIOA Title II or Perkins, are subject to all the reporting
requirements of those other sources as well as the general mandate as colleges to maintain
complete student records and data in their MIS systems. By choosing to receive WIOA Title II
funding and having to report data to CDE for those funds, it in no way lessens the burden to
maintain complete data records of students in MIS.
There is no separate reporting process for collecting CAEP noncredit student data through MIS.
Virtually all the student data pulled from MIS is based on the student’s enrollment record and
uses existing course codes and other data elements to help identify student characteristics,
enrollment, completion and other outcomes. Practitioners have expressed confusion regarding
this process. Here are some important things to understand about the college MIS submission
process:
•
•

•

All community colleges upload their MIS records approximately 30 days after the end of
the term. Because colleges have different term dates, the actual submissions may vary.
Every college has its own timeline for when they pull their data from their local system and
prepare it for submission to the Chancellor’s Office. You should communicate with your
research or IT office to find out if your college has internal deadlines for updating data for
submission
Because of the variation in submissions by institutions, we strongly recommend that
practitioners review and update their data at the end of every term to ensure that data
uploads for your institution are complete.

Practitioners should review and validate their data in MIS just as they would for any other student
and should work with their research office or IT department for the best way to review that data.
Practitioners should be working closely with their research or IT departments on any questions
about data entry, data validation, or the process for data cleanup for submission to the
Chancellor’s Office. These should be existing, well established processes at your college.
While the majority of student, course, and program data elements should be captured in MIS
through the process of enrollment and registration, there are some student characteristics data
elements, which colleges should review on a regular basis to ensure that their data is complete.
These are flags which are not attached to a course and therefore must be entered by the college
for the individual student. These include:
•

Student Barriers to Employment data elements (there are multiple SG data elements that
correspond to the CAEP and WIOA Special Populations)
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•
•
•
•

SB23 - Student apprenticeship status (used for pre-apprenticeship students)
SA07 - Student Educational Functioning Level
SG10 - Student participation in Integrated Education and Training status
SG21 - Student Work Based Learning Status

Regarding the use of SA07: For colleges that do not receive WIOA Title II funding, but who do
conduct pre and post testing of students using a federally approved testing instrument such as
CASAS or TABE, the Chancellor’s Office has created the student data element SA07. The Student
Educational Functioning Level (SA07) is the most sensitive as it can be updated every time the
student is assessed to identify the student has attained a new educational functioning level (EFL).
Practitioners using SA07 are strongly urged to review this data for their students at the end of
every term to ensure that it is up to date in their local MIS system.
Detailed descriptions of each of these flags are available in the CCCCO Data Element Dictionary on
the chancellor’s office web site.
Practitioners have asked if they can choose to use TOPSpro® Enterprise instead of MIS to report
their student data. The answer is no. The majority of student information used in the
LaunchBoard and for reporting to the legislature is based on information collected and stored in
MIS. In very limited circumstances, such as EFL attainment and high school diploma / high
school equivalency, the LaunchBoard calculations look at both the CASAS data and MIS as a part
of the calculation. The enrollment and student records in MIS are a much more accurate and
validated source of information for student data than data extracted from MIS and reported
through a third party reporting tool.
ENTERING DATA INTO SA07 FOR EDUCATION FUNCTIONING LEVEL ATTAINMENT
Question: I am unable to enter data into SA07 because it requires an entry into SA01 for the type
of assessment used, however the federally approved assessment our college uses is not listed in
SA01 so we are unable to enter data into SA07.
Response: When SA07 was created, we were unaware that it included an internal logic check for a
value in SA01. This is an issue identified by many colleges affecting their data entry. Because the
assessments for EFL attainment are not being used for placement, we believe this logic check
should not be in place and we are working within the Chancellor’s Office for a fix to this issue. We
hope to have a solution by the fall of 2019.
DATA ELEMENTS FOR MIS
Question: What is the complete list of data elements that have been highlighted in the
Launchboard for adult education program reporting? Please provide an explanation of which data
elements are being collected through TOPSPro, which data elements are being collected through
MIS, and a timeline of when those data elements will start being collected through MIS. How do
colleges check for complete data or missing data in MIS before it is due? In TE, there is the DIR
and AEBG summary tables to review. What is the tool in MIS?
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Response: There is a complete Data Element Dictionary posted to the caladulted.org website that
identifies every data element in every calculation for data displayed in the Adult Education
LaunchBoard. As of this moment, we do not have a single list of every MIS data element identified
in the dictionary, but based on the request we will ask for one to be compiled.
**************************************************************
Colleges should have regular process for data validation and review before their regular data
uploads to the Chancellor’s Office. Practitioners should consult with their Research and IT offices
to learn more about the processes at their institution.
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EXECUTIVE SUMMARY
INTRODUCTION
In this report, Hanover Research analyzes the 2019-2022 Three-Year Plans from California Adult Education
Consortiums. This document is structured around central themes covered in each Plan, as well as the
goals, strategies, progress indicators, and piloting and implementation strategies each consortium
outlined based on the consortium planning guidance document.

KEY FINDINGS
▪

▪

▪

▪

▪

▪

▪

In terms of capacity and performance improvements in the recent past (approximately the
previous three years), consortia most commonly report developing new programs (about 40
percent). Approximately one-fifth of consortia also report expanding or improving student
support staff or services and increasing program and service availability.
With regards to internal areas for future development, nearly 30 percent of consortia want to
improve coordination and collaboration across members and partners. Around one-fifth of
consortia also want to improve or increase professional development and training as well as
partnerships and resources leveraged therein.
With regards to external, customer-facing areas for future development, approximately 40
percent of consortia intend to improve student transition services and pathways, while around
31 percent of consortia intend to improve student support services. Despite the numerous areas
targeted for future development, only 9.4 percent of consortia report a need to increase staff.
In terms of customer demographics, consortia overwhelmingly report serving English language
learners (70.3 percent). In addition, nearly two-thirds of consortia report serving a high volume
of adults without a high school diploma. In general, consortia customer demographics tend to be
minorities or immigrants, low-income, and less-educated. Despite customer demographics, few
consortia openly identified regional demographic challenges.
Under consortia goals, consortia clearly identify goals for student programs, services, and
outcomes over goals for internal operations and practices. Approximately half of consortia want
to expand or improve the delivery of adult education programs or support services. Nearly 40
percent also seek to improve student transitions to the workforce and academic success with
regards to completions and retention.
In regards to planned strategies, consortia propose a wide variety of approaches for achieving
their planned goals; however, one area of commonality is the intention to increase trainings and
professional development opportunities for instructors and staff (62.5 percent). Otherwise,
consortia plan to use student and graduate data to meet their goals (37.5 percent) and enhance
marketing and outreach efforts (39.1 percent).
With regards to progress indicators, consortia list a variety of outcomes they plan to use as an
indication of success. Exactly half of consortia state that an increase in students served or student
success outcomes would be an indicator of progress. Just over 30 percent of consortia also intend
to adopt growth in professional development programs or transitions to post-secondary
education as progress indicators. Otherwise, consortia do not generally indicate similar plans.

© 2019 Hanover Research
4

Hanover Research | August 2019
▪

In terms of new initiatives to pilot or implement, consortia most commonly list policies to align
programming with partners (29.7 percent) or regional labor market data (20.3 percent).
Consortia also report plans to pilot additional integration of data with regards to outcomes and
student data. Regarding customer-facing programs for implementation, consortia indicate plans
to improve career pathways and supports (18.8 percent) while also increasing CTE or non-credit
course offerings (17.2 percent).
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SECTION I: ASSESSMENT PROCESS
Figure 1.1: Assessment Process Utilized in Three-Year Plan Development – Coded
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SECTION II: CAPACITY AND PERFORMANCE
Figure 2.1: Organizational Performance and Capacity Improvements* - Coded
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39.1%
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25.0%

Expanded or improved student support staff and/or
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*Represents actions taken in the recent past, typically since the last three-year review.
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SECTION III: FUTURE DEVELOPMENT AREAS
INTERNAL CAPACITY
Figure 3.1: Identified Areas for Internal Development – Coded
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EXTERNAL SERVICES AND PROGRAMS
Figure 3.2: Identified Areas for External Development – Coded

Student transition services and pathways

40.6%

Student support services

31.3%

Career training and education programs

15.6%

Program alignment with local need

14.1%

Program accessibility (distance formats, length,
locations, times, etc.)

10.9%

Student success or number of students served

10.9%

Basic skills and literacy programs (including ESL)

9.4%

Co-enrollment programs

7.8%

Programs and services for underserved groups

6.3%

Credit recovery programs and services

1.6%

0%

© 2019 Hanover Research
9

5%

10%

15%

20%

25%

30%

35%

40%

45%

Hanover Research | August 2019

SECTION IV: CUSTOMERS AND CHALLENGES
Figure 4.1: Consortia Customer Demographics – Coded
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Figure 4.3: Regional Demographic Challenges – Coded
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SECTION V: CONSORTIA GOALS
INTERNAL OPERATIONS THREE-YEAR GOALS
Figure 5.1: Internal Resources and Practices – Coded
Collect, improve, and utilize data

25.0%

Improve professional development opportunities

21.9%

Increase institutional alignment (member
awareness, procedures, pathways, etc.)

18.8%

Creatively leverage preexisting or new funding
sources and resources

12.5%

Increase institutional capacity and/or administrative
effectiveness

12.5%

Create and align curriculum, learning pathways,
and/or programs across members

10.9%

Maintain or increase staff across consortium

6.3%

Regularly assess program effectiveness

4.7%

Integrate early alert systems into programs

1.6%
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Figure 5.2: Partnerships and Outreach – Coded

Increase alignment or collaboration among
members and partners

26.6%

Grow or leverage adult education and services
partnerships

23.4%

Improve marketing and recruitment

21.9%

Increase regional awareness of adult education
opportunities and/or services

12.5%

Survey local community regarding needs
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EXTERNAL PROGRAMMING THREE-YEAR GOALS
Figure 5.3: Goals for Student Programs and Services - Coded
Expand and/or improve delivery of adult education
programs and/or support services

51.6%

Develop courses, trainings, and programs that meet
local workforce needs

23.4%

Increase CTE, certificate, and/or non-credit offerings

18.8%

Expand or improve programming for ESL
students/immigrants

18.8%

Develop or improve pathways/maps for students

17.2%

Develop transition and counseling services

14.1%

Increase digital literacy/computer training
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Figure 5.4: Goals for Student Outcomes - Coded

Improve student transitions to the workforce and
career readiness

42.2%

Improve student success (completions, retention,
etc.)

40.6%

Improve or strengthen student transitions to
postsecondary education

34.4%

Increase enrollment

7.8%

0%
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SECTION VI: PLANNED CONSORTIA STRATEGIES
INTERNAL OPERATIONS STRATEGIES
Figure 6.1: Planned Strategies Regarding Internal Resources and Practices – Coded
Enhance trainings and professional development
opportunities for instructors and staff

62.5%

Track and utilize student/graduate data

37.5%

Hire or utilize transition or career counselors

26.6%

Implement new technologies or data sources
(Canvas, Tops Pro, CommunityPro, CalJOBS, etc.)

20.3%

Promote communication, collaboration, and
resource sharing across partners and members

20.3%

Develop topic-specific data/work group(s) for
planning, implementation, and/or monitoring

20.3%

Increase initiatives and capacity for supporting
underserved students

18.8%

Regularly track performance data on programs or
initiatives

18.8%

Update or synchronize data collection and/or
management methods

17.2%

Update governance or organizational structure
documents

15.6%

Hire or train staff to increase data collection and
reporting capacity

15.6%

Conduct supplementary research

14.1%

Have consistent planning, monitoring, and/or
knowledge sharing meetings

10.9%

Identify new funding sources and/or strategically
leverage existing funding

9.4%

Hire additional staff

9.4%

Recruit and hire instructional staff

7.8%

Hire or dedicate staff for outreach or community
support

6.3%

Develop and implement early alert system

3.1%
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Figure 6.2: Planned Strategies Regarding Internal/External Partnerships and Outreach – Coded

Enhance or develop marketing and outreach
efforts

39.1%

Grow and leverage partnerships to improve career
training, pathways, and outcomes

31.3%

Create and align curriculum, learning pathways,
and/or programs across members

31.3%

Develop marketing materials and/or program and
services repository

29.7%

Improve referrals or develop formal
agency/services networks

29.7%

Grow and leverage partnerships to enhance
offerings and attract students

26.6%

Improve or align consortium intake and exist
processes and requirements

25.0%

Increase community and/or partner awareness of
consortium and programs

23.4%

Grow and leverage partnerships to improve
student support services and success

18.8%

Develop MOUs or articulation agreements
between members and/or partners

18.8%

Improve website/social media presence

17.2%

Align/Reduce duplication in programs and services
across members and partners

17.2%

Grow and leverage partnerships with
postsecondary institutions or high schools

15.6%

Align assessments and metrics for academic
placement and performance

12.5%

Develop program curricula in collaboration with or
in reference to postsecondary partners

10.9%

Participate in regional and local strategic planning
activities and networks

7.8%

Hire marketing or outreach consultant

6.3%

Leverage partnerhsips to increase access to and
track labor market data

6.3%
0%
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EXTERNAL PROGRAMMING STRATEGIES
Figure 6.3: Strategies Regarding Student Programming, Services, and Outcomes - Coded
Create and increase access to career readiness
programming

35.9%

Develop and/or inform students of career pathways

34.4%

Develop goal-setting activities or individualized plans
for students upon intake and/or transition

29.7%

Develop or align offerings to meet local labor
demand

29.7%

Develop and/or inform students of academic
pathways

28.1%

Improve or increase student services

26.6%

Increase physical accessibility of courses and/or
services

25.0%

Create college readiness programming

23.4%

Expand and improve ESL programming (including
citizen workshops, cultural introduction, etc.)

23.4%

Increase and improve career education and/or noncredit offerings

23.4%

Expand or maintain adult education offerings

23.4%

Expand services that mitigate barriers to
entrance/exit and success

21.9%

Increase use of technology to deliver courses

18.8%

Increase enrollment, completion, and transition
rates

18.8%

Increase student opportunities for and participation
in work-based experiential learning

18.8%

Expand or explore co-enrollment programs and
services

17.2%

Align student services across members

10.9%

Increase number of basic skills courses

7.8%

Integrate digital literacy and technology instruction
into curriculum

4.7%
0%
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SECTION VII: PROGRESS INDICATORS
Figure 7.1: Progress Indicators for Internal Processes, Partnerships, and Outreach– Coded
Increase or improve professional development
programs or engagement

32.8%

Grow and leverage adult education partnerships

15.6%

Develop MOUs or articulation agreements with
postsecondary institutions, partners, or members

14.1%

Form work/data group(s) or conduct best practices
or need assessments

14.1%

Improve referrals or develop formal agency/services
networks

12.5%

Increase internal or external awareness of
consortium programs or pathways

12.5%

Create uniform system and/or indicators to track
student data

10.9%

Develop repositories of regional/member programs
and services

10.9%

Integrate new software or technology platforms

9.4%

Align programs and services across members

9.4%

Develop marketing and recruitment plan

9.4%

Align career education curriculum, assessments, and
pathways across members

6.3%

Increase staff

6.3%

Increase consortium-wide or community
communications and events

6.3%

Improve website/social media presence

6.3%

Increase outreach efforts

4.7%

Revise bylaws

3.1%

Increase accuracy of self-reported data

1.6%
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Figure 7.2: Progress Indicators for Student Programming and Outcomes – Coded
Increase students served or student success
outcomes

50.0%

Increase transitions to post-secondary education

31.3%

Increase or improve transitions to workforce

21.9%

Develop common career road maps, pathways,
and/or benchmarks

20.3%

Grow ESL programs or enrollments and/or ESL
student success

18.8%

Grow technical career education programs or
enrollments

18.8%

Grow certificate or non-credit programs or
enrollments

17.2%

Grow high school diploma/HSE programs or
enrollments

15.6%

Implement new courses, curriculum, programs,
etc.

15.6%

Establish intake and/or student road mapping
procedure

10.9%

Develop co-enrollment courses or increase
enrollment

9.4%

Increase student supports

7.8%

Grow career education or work-based learning
programs

7.8%

Increase student transition from non-credit to
credit programs

7.8%

Increase or implement distance learning options

7.8%

Coordinate career or college readiness events or
programming

4.7%
0%

© 2019 Hanover Research
17

10%

20%

30%

40%

50%

60%

Hanover Research | August 2019

SECTION VIII: PILOTING & IMPLEMENTATION
Figure 8.1: Internal Programs for Piloting and Implementation - Coded

Align or develop programs, pathways, and/or
services in collaboration with partners

29.7%

Develop and/or track measurable outcomes and
metrics

29.7%

Enhance and encourage professional development
and training opportunities

28.1%

Monitor student data and progress

14.1%

Expand outreach and recruitment efforts

14.1%

Conduct surveys and focus groups

10.9%

Develop partnerships to improve work-based
learning or job placement opportunities

9.4%

Create events or materials for internal awareness
campaign

9.4%

Develop external marketing materials

9.4%

Develop referral process or formal service/agency
networks

7.8%

Add staff

7.8%

Increase partnerships to leverage funding and
resource opportunities

6.3%

Develop articulation agreements or MOUs among
partners

4.7%

Improve data practices and capacity

4.7%

Solicit expertise of consultants

3.1%
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Figure 8.2: Institutional Effectivness Measures for Piloting and Implementation - Coded
Develop or maintain work groups or advisory boards
for ongoing evaluation and feedback

25.0%

Conduct ongoing strategic planning and review of
goals

21.9%

Synchronize offerings and/or intake/transition
procedures across members

10.9%

Assess or revise current governance structures

7.8%

Identify new fundings sources or strategically
leverage existing funding

3.1%

Share resources and encourage collaboration across
consortium

3.1%

Develop online student management tools
(application, attendance tracking, etc.)

3.1%

0%
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Figure 8.3: Student Programs and Supports for Piloting and Implementation – Coded

Align courses and programs with regional labor
market data

20.3%

Expand and improve career pathways, maps, and
supports

18.8%

Pilot or increase CTE or non-credit course offerings

17.2%

Provide individualized student services (transition,
advising, academic, etc.)

12.5%

Pilot distance learning courses

10.9%

Improve ESL curriculum or integrate with career
training

10.9%

Develop postsecondary transition pathways, maps,
and supports

9.4%

Identify barriers to education acess and remedies

6.3%

Develop consortium-wide pathways map

4.7%

Develop co-enrollment programs

4.7%

Increase high school diploma/HSE completions or
programs

4.7%

Develop and test entirely or partially virtual
orientation

3.1%

Expand locations at which courses and programs are
offered

1.6%

0%
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APPENDIX
METHODOLOGY
▪

▪

Coding: Each section of the Plan was analyzed for themes and assigned to categories that best
approximated the response. Because of variability in how consortiums adhered to the planning
guidance, Sections I-IV are based on Hanover’s categorizations of Plan themes, while Sections VVIII are based on information that consortiums decided to include within sections 2.4-2.5 of the
planning guidance document.
Presentation: The charts below present the coded responses by the percentage of consortiums
(n=64) that recorded a response related to that category. For consistency throughout the analysis,
Hanover always presents the data as a percentage of the total number of consortiums, not as a
percentage of the responses.
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PROJECT EVALUATION FORM
Hanover Research is committed to providing a work product that meets or exceeds client expectations.
In keeping with that goal, we would like to hear your opinions regarding our reports. Feedback is
critically important and serves as the strongest mechanism by which we tailor our research to your
organization. When you have had a chance to evaluate this report, please take a moment to fill out the
following questionnaire.

http://www.hanoverresearch.com/evaluation/index.php

CAVEAT
The publisher and authors have used their best efforts in preparing this brief. The publisher and authors
make no representations or warranties with respect to the accuracy or completeness of the contents of
this brief and specifically disclaim any implied warranties of fitness for a particular purpose. There are no
warranties that extend beyond the descriptions contained in this paragraph. No warranty may be
created or extended by representatives of Hanover Research or its marketing materials. The accuracy
and completeness of the information provided herein and the opinions stated herein are not
guaranteed or warranted to produce any particular results, and the advice and strategies contained
herein may not be suitable for every client. Neither the publisher nor the authors shall be liable for any
loss of profit or any other commercial damages, including but not limited to special, incidental,
consequential, or other damages. Moreover, Hanover Research is not engaged in rendering legal,
accounting, or other professional services. Clients requiring such services are advised to consult an
appropriate professional.

4401 Wilson Boulevard, Suite 400
Arlington, VA 22203
P 202.559.0500 F 866.808.6585
www.hanoverresearch.com
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NOVA Program Area Reporting Changes
for 18-19 reporting

Agenda
• Review of requirements
• Review of changes
• Opening Up the NOVA (walk through)
• FAQs
• Contact TAP

Reporting Requirements
• All AEP members (K12 districts, county offices of education, joint
powers authority, and community college districts) must submit in
NOVA the total hours of instruction for program year 18-19 provided
to students in the seven AEP program areas (adult
education/noncredit).
• All AEP members (K12 districts, county offices of education, joint
powers authority, and community college districts) must submit in
NOVA the total operational cost for program year 18-19 by fund
source in the seven AEP program areas (adult education/noncredit).

NOVA Program Area Reporting Timeline
• September 1, 2019 – each consortia member will be
asked to submit an estimated amount into for NOVA
for the following:
• Program Year 18-19 – hours of instruction by
program area.
• Program Year 18-19 – expenses by program area by
fund source.
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NOVA Program Area Reporting Timeline
• December 1, 2019 – each consortia member will be
asked to certify their amounts into for NOVA for the
following:
• Program Year 18-19 – hours of instruction by
program area.
• Program Year 18-19 – expenses by program area by
fund source.

NOVA Program Area Reporting Updates
• Program Area Clarification
• Definition of an Instructional / Contact Hours
• Integrated Course Hours Reporting
• Service Hours
• Reduction of the fund sources for reporting expenses
• Alignment with WIOA on defining fees/program
income and in-kind contributions

Reporting Changes for 18-19 Program Area
Reporting in NOVA
Reporting of Program Areas
• CAEP is still reporting by the Seven Program Areas.
• But we want to avoid the duplication of hours
between CTE and Workforce Reentry (now called
Workforce Prep).
• Workforce Reentry is not being used to collect barriers
to employment (or characteristic demographics).

19-20 Reporting Changes
Enrollment / Instructional Hours
What is the definition of an instructional hour?
An instructional hour must meet OCTAE guidelines and be
associated with an instructional program. Thereby, service
hours must not be commingled with instructional hours.
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Contact Hours
Definition. Hours of instruction or instructional activity that the
participant receives from the program. Instructional activity
includes any program-sponsored activity designed to promote
learning in the program curriculum, such as classroom instruction,
assessment, tutoring, or participation in a learning lab. Time spent
on assessment can be counted only if the assessment is designed
to inform placement decisions, assess progress, or inform
instruction. Time used simply to administer tests, such as the GED
tests, cannot be counted as instructional activity.
https://www.nrsweb.org/sites/default/files/NRS_TA_Guide.pdf
(page 57)

19-20 Reporting Changes
Services/Service Hours

• CAEP will not track service hours.
• CAEP will only report instructional hours for NOVA
program area reporting.

19-20 Reporting Changes
Annual Program Area Reporting - expenditures
• Align “in-kind” with WIOA II reporting requirements.
• Define “fees” or program income using WIOA II
definition.

19-20 Reporting Changes
Tracking hours of instruction for integrated courses (ESL/CTE,
ASE/CTE, ABE, CTE, etc.)
For K12/COE:
• If a class is identified as integrated, the hours will be divided
equally between the programs designated for that record.
• If not integrated, or if the hours are split unevenly – the
agency can create two classes, one for each instructional
program represented.
For Colleges: Additional exploration is required to review how
colleges are coding such courses.

19-20 Reporting Changes
NOVA Program Area Reporting - expenditures
• Must report on the following fund sources for the program
area expenditure reporting exercise: CAEP, WIOA II,
Noncredit Apportionment, CalWORKs, Perkins, LCFF, & Jail
Ed Funds, Fees, and In-Kind.
• Optional fund source reporting for the following:
Contracted Services, Comm. College Supportive Services,
Donations, WIOA I / ITAs, Other Federal Grants, Other State
Grants, Strong Workforce.

In-kind definition (federal regulations)
Under “Other Non-Federal and/or In-kind,” report contributions such as: Cash and
designated foundation grants or other non-federal awards used for AEFLA programs
Buildings, land, and donated property–classroom space must be valued at the fair
rental rate of the space Volunteer services valued at rates paid for similar work in the
local agency Donated books and supplies valued at the market rate Utilities and
property maintenance valued at the market rate Cost sharing of equipment valued at
the fair rental rate All resources must be verifiable from the local agency records.
Additional details are provided in The Uniform Administrative Requirements, Cost
Principles and Audit Requirements for Federal Awards. (2 CFR 300.306) * State
General Funding: This encompasses any funds from the state budget used for Title II
programs including funds from LCFF, AEBG, Charter School funds, Prop 98 money,
state set aside funds for programs that fall within Title II.
https://www.ecfr.gov/cgi-bin/textidx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1306&rg
n=div8
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Program Income definition (federal regs)
• Program Income/fees reporting is a WIOA Title II: AEFLA grant requirement. Program income is defined as 2
CFR 200.80 as “gross income earned by the non-Federal entity that is directly generated by a supported
activity or earned as a result of the Federal award during the period of performance except as provided in
§200.307 paragraph (f). (See §200.77 Period of performance.) Program income includes but is not limited to
income from fees for services performed, the use or rental or real or personal property acquired under
Federal awards, the sale of commodities or items fabricated under a Federal award, license fees and royalties
on patents and copyrights, and principal and interest on loans made with Federal award funds. Interest
earned on advances of Federal funds is not program income. Except as otherwise provided in Federal
statutes, regulations, or the terms and conditions of the Federal award, program income does not include
rebates, credits, discounts, and interest earned on any of them.” (2 CFR 200.80) Fees reported must be
reasonable and necessary, equitably administered, and must not reach levels that adversely affect the
participation of economically disadvantaged students. California Statutory Requirement (Management
Bulletin: July 1, 2016) While federal regulations allow program fees to be collected, the California statute is
more restrictive and governs the implementation of the AEFLA grant for local education agencies (LEAs) in
California. Under California Education Code Section 52612, school districts may generally charge adult fees
for adult classes, with the exception of a “charge of any kind” for classes in English, Citizenship and
elementary subjects; and a “fee charge” for high school classes (including high school equivalency classes)
taken by an adult without a high school diploma. This exception does not apply to non-LEAs. Note: Agencies
must expend all program fees collected prior to encumbering or expending AEFLA grant funds. Funds from
program income/fees must be disbursed to the program for which the fees were collected within the
program year.
•
• https://www.ecfr.gov/cgi-bin/textidx?SID=997b9bc1eeb1e71a99a78bd2d3b561b5&mc=true&node=se2.1.200_1307&rgn=div8

Opening up the NOVA

NOVA Evaluation of Program Area Reporting
• NOTE: The State CAEP Office realizes that these
changes are being implemented at the end of the 1819 program year.
• If your members are still using the old guidance – they
will not be penalized or have their data/fiscal
submission rejected.
• We hope that these changes will reduce the amount
of work that each member will be required to do
annually.

Frequently Asked Questions

FAQS

FAQs

• Q: This will be extremely difficult to separate some of my fund
expenses as I receive a grant that combines several programs.

• Q: My college 320 report includes noncredit programs
that are not one of the AEP program area. I don’t
know how to separate them out?
• A: Feel free to use your attendance system and/or the
TOPSPro system that collects program services and
instructional hours to prorate the amount that you think
reflects the hours for that program area.

• A: We expect AEP members to enter into NOVA their best
estimate given the information/data from their local and state
level systems. The AEP Office encourages AEP members to
prorate when necessary when funding sources or program
overlap and are too difficult to separate. You can also use your
attendance system or TOPSPro to calculate a percentage
model that could also assist in separating the funds.
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FAQs

FAQs

• Q: I am at the adult school. Should we use ASAP
reporting or TE reporting to complete instructional
hours in NOVA?

• Q: What are the differences between Short Term CTE,
Workforce Reentry and Pre- Apprenticeship?
• A: See the program area definitions as described in
the AB104 legislation (and are listed in this
document). If you are unable to breakout workforce
reentry, pre-apprenticeship, or short term CTE, you
may report them all under CTE.

• A: The district has several options. We suggest
that the district compare the two reports and
enter the most accurate information into NOVA.

FAQs

CAEP TAP

• Q: I went into NOVA and accessed the Program Area
Reporting, but it shows it was already submitted. How
can that be?

•The AEBG Technical Assistance Program (TAP)
provides professional development resources
for all CAEP agencies statewide.

• A: It appears you may have selected 17-18 as the
program year. The Program Area Reporting for 17-18 was
submitted last program year. Please remember to select
the 18-19 year from the drop down menu in NOVA.

https://caladulted.org/
tap@aebg.org
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