2005-06 KYAE Policy and Procedure Manual

History of Changes

December 12, 2005


Change: Eligibility, page 8.

Announced:  December News to Use; posted on www.kyae.ky.gov , 
December 12, 2005

Details

Clarified eligibility policy by stating that students must live or work in Kentucky.

Previous language:

Pursuant to Title II of the Workforce Investment Act, eligible students are those individuals who:

New language:

Pursuant to Title II of the Workforce Investment Act, eligible students are those individuals who live or work in Kentucky and:

November 3, 2005

Change: Data Collection and Reporting, p. 30.
Announced:  2005 AERIN training; September News to Use; posted on www.kyae.ky.gov, September 9, 2005; November News to Use; posted on www.kyae.ky.gov , November 3, 2005

Details

To comply with mandate from the U.S. Department of Education, Office of Vocational and Adult Education, revised policy to require submission of student contact and attendance hours. 

Previous language:

Data Collection and Reporting

Providers are required to submit data electronically using the management information system. County adult education providers shall submit student data within 10 days of the event (for example, enrollment, goal attainment).  Providers shall update all separations by the last day of the quarter (September 30, December 31, March 31 and June 30). Final program year data shall be entered into AERIN by July 10. Failure to comply with these deadlines may result in the withholding of payment.

KYAE regularly updates the AERIN Users’ Manual to incorporate NRS changes. Updates on system changes and revisions to the Users’ Manual are announced and posted on KYAE’s Web site www.kyae.ky.gov. New users are required to complete a training session prior to being issued a user identification number.

New language:

Data Collection and Reporting

Providers are required to submit data electronically using the management information system. Failure to comply with the following deadlines may result in the withholding of payment:

· County adult education providers shall submit student data (for example, enrollment, goal attainment) by the 10th of the month for the previous month.  

· Daily student contact and attendance hours shall be entered at least monthly by the 10th of the month for the previous month.  NRS defines contact and attendance hours as “hours of instruction or instructional activity the learner receives from the program.  Instructional activity includes any program-sponsored activity designed to promote student learning in the program curriculum, such as classroom instruction, assessment, tutoring or participation in a learning lab.  (Note:  Time spent on assessment can be counted only if the assessment is designed to inform placement decisions, assess progress or inform instruction.  Time used to take the GED test, for example, cannot be counted as instructional activity.)”

· Providers shall update all separations by the last day of the quarter (September 30, December 31, March 31 and June 30). 

· Final program year data shall be entered into AERIN by July 10. 

KYAE regularly updates the AERIN Users’ Manual to incorporate NRS changes. Updates on system changes and revisions to the Users’ Manual are announced and posted on KYAE’s Web site www.kyae.ky.gov. New users are required to complete a training session prior to being issued a user identification number.

November 3, 2005

Change: Assessment Procedures, p. 11.
Announced:  November News to Use; posted on www.kyae.ky.gov , November 3, 2005; November 2005 provider meetings
Details

To comply with mandate from the U.S. Department of Education, Office of Vocational and Adult Education, added a sentence regarding testing accommodations.

Previous language:

Reasonable accommodations for assessment shall be provided to any individual with a disability.

New language:

Reasonable accommodations for assessment shall be provided to any individual with a disability. Accommodated testing shall be in compliance with test publisher recommendations and the fiscal agent’s policy and procedure regarding accommodations.

October 1, 2005

Change: Fiscal Guidelines for Professional Development, p. 27.
Announced:  E-mail and posted on www.kyae.ky.gov , October 18, 2005; November News to Use
Details

Removed the requirement for conformance with state travel policy in the Fiscal Guidelines for Professional Development.


Previous language:



Fiscal Guidelines for Professional Development

Local providers shall comply with state and local travel policy (http://finance.ky.gov/internal/travel/).  


Funds allocated for professional development shall be used to 

support KYAE- sponsored initiatives and those PD activities that 

are consistent with KYAE priorities, program improvement and 

student learning.

Providers shall use the following guidelines:

Meal Allowance 

To be eligible for reimbursement for meal expenses, a claimant's authorized work or training must require an overnight stay at a destination more than 40 miles from both work station and home during mealtime.  Reimbursement is for the amounts outlined below.

· Breakfast–$7 (authorized travel must occur between 6:30 a.m. and 9:00 a.m.)

· Lunch–$8 (authorized travel must occur between 11:00 a.m. and 2:00 p.m.) 

· Dinner–$15 (authorized travel must occur between 5:00 p.m. and 9:00 p.m.) 

Meal Allowance, High Rate Areas (out-of-state) 

Breakfast, up to $8; Lunch, up to $9; Dinner, up to $19.

Lodging 

To claim overnight lodging, the participant must live and work more than 40 miles from the training site.

Mileage 

Mileage is reimbursed at the current state rate.  (http://finance.ky.gov/internal/travel/)

Registration Fees 

The actual cost of registration for an activity sponsored by a professional organization or a state agency (for KYAE-sponsored training) is eligible for reimbursement. 

Telephone Calls

Long distance telephone calls are not reimbursable.

Substitute teachers 

Professional Development funds shall not be used to pay a substitute teacher when the regular staff person is attending PD training.  

Salaries
Professional Development funds may be used to pay an instructor’s stipend/salary while attending training.

New language:

Fiscal Guidelines for Professional Development

Local providers shall comply with the travel policy of their fiscal agent.  Fiscal agents without a formalized travel policy may choose to adopt the state travel policy. 

Funds allocated for professional development shall be used to support KYAE- sponsored initiatives and those approved PD activities that are consistent with KYAE priorities, program improvement and student learning.

Providers shall use the following guidelines:

Registration Fees 

The actual cost of registration for an activity sponsored by a professional organization or a state agency (for KYAE-sponsored training) is eligible for reimbursement. 

Telephone Calls

Long distance telephone calls are not reimbursable.

Substitute teachers 

Professional Development funds shall not be used to pay a substitute teacher when the regular staff person is attending PD training.  

Salaries
Professional Development funds may be used to pay an instructor’s stipend/salary while attending training.
August 19, 2005

Change: Assessment policy, p. 11
Announced:  E-mail and posted on www.kyae.ky.gov , August 19, 2005; September News to Use
Details

Revised the TABE Locator requirement for TABE 9-10.

Previous language:

Upon initial enrollment, the TABE Locator(s) must be given to determine the appropriate level(s) of the TABE assessment to be administered.  

New language:

Upon initial enrollment, the TABE Locator(s) should be used as one tool to help determine the appropriate level(s) of the TABE assessment to be administered. The Locator should be used in conjunction with any other measures of student performance the instructor may have to determine the appropriate level(s) of the TABE assessment to be administered.
August 4, 2005

Change: Assessment policy, p. 11
Announced: August News to Use (“Policy updates”, p. 1); distributed by e-mail and posted on www.kyae.ky.gov , August 4, 2005
Details

Removed the TABE Locator requirement from the Workplace TABE section.

Previous language:
Workplace TABE



· Workplace TABE may be used when the student’s goals are to get a job, a better job or improve workforce skills.

· Upon initial enrollment, the TABE Locator(s) must be given to determine the appropriate level(s) of the TABE assessment to be administered.  

· A student must score 11.9 or below to be eligible.

· All assessments must be administered in a proctored environment and in accordance with vendor and KYAE assessment guidelines.

New language:

Workplace TABE



· Workplace TABE may be used when the student’s goals are to get a job, a better job or improve workforce skills.

· A student must score 11.9 or below to be eligible.

· All assessments must be administered in a proctored environment and in accordance with vendor and KYAE assessment guidelines.

