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Data Quality Plan: Examples of Evidence Elements
MD State Department of Education: Adult Education & Literacy Services Branch

Last Update: July 1, 2005

DATA QUALITY PLAN

EXAMPLES OF EVIDENCE ELEMENTS
	A. CONTENT AREA: DATA FOUNDATION and STRUCTURE

	Acceptable Standards refer to hard copy data. The term “matching” in Acceptable #3 refers to database matching for collecting NRS measures.

Superior Standards refer to hard copy data. Exemplary Standard refers to both hard copy data and database data.

	#
	ACCEPTABLE STANDARDS AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(A1)
	Local Program has written policies, which specify:

· Which state required assessments to use for accountability

· Time periods (in hours/weeks) for when to pre- and post-test.

· Score ranges tied to NRS/LWIS educational functioning levels (EFL) for placement and for reporting gains for accountability.

· Appropriate guidance on tests and placement for special populations (e.g., learners who are unable to be tested due to language or disability).
	1. LWIS Manual (or local adaptation such as name of document(s)–an Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, Policies & Procedures Guide, etc.) used to orient/train/review staff at meetings.

2. EFL Chart from LWIS Home Page (this could be listed as a separate item).
	Staff has copy. Copy available at all sites. and
Agenda, sign-in sheet, evaluations and
During a site review or phone review, staff can identify the sections related to these policies.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc.
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(A2)
	Local Program has written policies for follow up that explain:

· Goal setting procedures.

· Difference between goal setting for NRS/LWIS and goals for instruction.
	LWIS Manual (or local adaptation such as name document(s)-an Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, or a Policies & Procedures Guide, etc.) used to orient/train/review staff at meetings.
	Staff has copy. Copy available at all sites. and
During a site review or phone review, staff can identify the sections related to these policies.
	
	

	3

(A4)
	Local data system can produce files for matching that include exit dates, goals, and employment status for each learner.

· Local Program has established a procedure, in compliance with LWIS policy, for collecting Social Security numbers.

· Local Program complies with LWIS policy on missing Social Security numbers.

· Local Program has a regular schedule for data submission.
	1. Learner records are filed for a minimum of 3 prior fiscal years.

2. SSN completion is required on learner’s Enrollment & Update form.

3. If a SSN is missing, appropriate staff contacts the instructor or learner to secure the number.

4. If no SSN is available, LWIS policy is followed to establish a psuedo SSN.

5. A Psuedo SSN Log is maintained by data entry staff.

6. Data forms are submitted (indicate frequency- continuously, weekly, monthly, quarterly, etc.)
	1. On file

2. On form

3. Contact Log, notation on form, etc.

4. In manual, handbook, etc.

5. Completed Psuedo SSN Log

6. Submission Schedule or reminders (by e-mail, staff newsletter, memo, phone call, etc.) on file; date received on form.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	4

(A7)
	Local Program follows written LWIS requirements for definitions for all measures (including demographic measures and contact hours). Definitions have been provided to relevant staff.
	LWIS Manual (or local adaptation such as name document(s)–an Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, or a Policies & Procedures Guide, etc.) used to orient/train/review staff at meetings.
	Staff has copy. Copy available at all sites. and
Agenda, sign-in sheet, evaluations and
During a site review or phone review, staff can identify the sections related to these policies.
	
	

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(A2)
	Local Program follows LWIS policy and requirements for the percentage of learners to be pre- and post-tested. If yes, indicate the standards or requirements.
	1. Pre-test ___% (or 90% MSDE-required minimum) of enrolled learners.

2. Post-test all learners who have at least 60+ hours of instruction (75-100 hours preferred). Post-test at less than 60 hours only when EFL gain is considered likely. and
3. Meet or exceed the MSDE-required Pre-test/Post-test Match Minimum for the FY.
	1. Enrollment & Assessment Forms; LWIS printout.

2. Same as #1.

3. LWIS FY Federal Report printout
	(As above)
	(As above)

	2

(A3)
	Local Program accesses additional technical assistance and resources on assessment and data collection (site visits, online resources, etc.). If yes, briefly describe the assistance and resources used.

Minimum of 3 ((
	Include 

1. Attend MSDE sponsored LWIS Meetings.

2. Contact MSDE LWIS Specialists or Program Manager.

3. Access LWIS Home Page, MSDE-AELS Websites, NRS Website (name specific on-line resources).

4. Network with other grant recipients.

5. Obtain advice/training from local or contracted technology support personnel.
	1. MSDE agenda & sign-in sheet

2. Phone Log, e-mail

3. Documents from these resources on file.

4. Phone Log, e-mail, meeting dates, etc.

5. Budget line item & contract &/or training agenda, sign-in sheet, evaluations; meeting dates; e-mail.
	(As below)
	(As below)

	#
	EXEMPLARY STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(A1)
	Local Program has a system for verifying that staffs comply with LWIS data policies and procedures by monitoring error reports and conducting random reviews. If yes, briefly describe your monitoring procedures.
	A monitoring procedure should be described, such as:

1. LWIS Error Reports are run (indicate frequency-weekly, monthly, quarterly).

2. Report reviewed. Dated notations regarding potential problems are written on the LWIS Error Report (or name of local document).

3. Then instructors are contacted when errors exist or data is missing.

4. Subsequently, dated notations regarding resolution or further follow-up needed are recorded on the LWIS Error Reports.

5. Periodic class/site visits to observe and review data collection procedures & learners’ files are conducted.
	Dated notations regarding problems & resolutions are on the LWIS Error Reports (or name of local document). and

Completed Observation Form and

During a site review 

designated staff can demonstrate how to download & interpret an LWIS Error Report.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.


	B. CONTENT AREA: DATA COLLECTION and VERIFCATION

	Acceptable Standards all refer to hard copy data.

Superior Standards refer to database data, except #5, which could refer to both hard copy data and database data.

Exemplary Standard #1 refers to database data. Exemplary Standard #2 refers to both hard copy data and database data.

	#
	ACCEPTABLE STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(B3)
	Local Program has standardized forms (electronic or paper) for collecting learner information (e.g. intake, attendance, goal setting) that includes all LWIS measures and has correct LWIS definitions and categories.
	LWIS Manual’s standardized model forms used or adapted for local use. All standardized, mandatory LWIS data elements preserved in local forms. (Can identify local forms such as Enrollment/Update, Assessment, Attendance (Roll Book, Log,), Tracking, Goal Setting, etc.)
	Completed data collection forms with all required LWIS data elements.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(B4)
	All staff is using standardized data forms.
	Only standardized data forms are developed & distributed for use by all staff.
	Completed data collection forms with all required LWIS data elements.
	
	

	3

(B5)
	Local Program has guidelines or procedures for recording contact hours that conform to LWIS requirements.
	Guidelines or procedures included in (name document–-Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, Policies & Procedures Guide, etc.)
	Some type of attendance record, such as Attendance Form, Roll Book, Class Log, etc., that is submitted to office or central location, reviewed, & filed.
	
	

	4

(B6)
	Local Program has designated staff with clearly stated responsibilities for data collection or data entry.
	Detailed in program grant: Qualification of Personnel-Duties.

and/or

Detailed in (name of document–local program manual, guidelines Data Flow Chart, etc.)
	Assignments or job descriptions on file & job performance evaluations on file.

and/or

Descriptions or Data Flow Chart/Diagram with staff & roles identified & job performance evaluations on file.
	
	

	5

(B7)
	Local LWIS Coordinator, or designee, checks data for errors prior to submission. If yes, explain error checking process, including what data are checked and how often data are checked.
	Express as a process/cycle. Include elements such as:

1. All data on standard forms is checked first by instructor (or other appropriate staff title or titles) after learner completes forms.

2. All forms are checked again by (name appropriate staff) upon submission (indicate frequency-continuously, weekly, monthly, etc.) for data entry, etc.

3. Returned for corrections.

4. Resubmitted.
	Dated notations on data collection forms. (Some forms may have designated areas -box, checklist, etc.-for such notations.)

and/or

Error Checking Procedures document or Data Flow Chart/Diagram (or name of local document).
	(As below)
	(As below)

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(B1)
	Local Program enters data at least quarterly into LWIS.
	Staff adheres to the Schedule for LWIS Data Entry & Data Corrections posted on the LWIS Home Page or

Name of local document requires data to be submitted (indicate frequency–continuously, monthly, quarterly, etc.) for data entry.
	Dated LWIS printouts

and

LWIS entry date on data collection forms. (Some forms may have designated area for date.)
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(B2)
	Local Program staff reviews local data at least quarterly for errors, missing data, out-of-range values, and anomalous data.
	LWIS Reports are downloaded, printed, & reviewed (indicate frequency). Error Reports are filed for review & further reference.
	Dated notations regarding resolution, etc., are recorded on LWIS Error Reports (or name of local document).

and

During a site review, designated staff can demonstrate how to download & interpret an LWIS Error Report.
	
	

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	3

(B3)
	Local Program has timely (e.g., at least quarterly) follow-up with staff so missing and erroneous data can be corrected.
	Meetings for all staff, targeted staff, small group, or individual; written communication, phone call & discussion, etc.
	Meeting agenda & sign-in sheet; dated written communication (e-mail, memo), or Phone Log.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	4

(B4)
	Local Program has documented procedures for correcting errors and resolving problems encountered with data and system. If yes, briefly explain your data review and error correction system.
	Data Review & Error Correction Procedures document (or name of local document) states procedures.

Summarize document’s contents, such as:

1. Download & print applicable LWIS Reports.

2. Highlight questionable items for resolution, such as missing data, out-of-range values, numbers greater than 100%, unusual patterns, etc.

3. Seek resolution by e-mail, memo, phone, direct contact, etc.

4. Record resolution date by highlighting item on LWIS Report (or name of local document).

5. Contact MSDE MIS or Program Manager for database system problems.
	Data Review & Error Correction Procedures document (or name of local document).

and

LWIS Reports (or name of local document) with dated notations of corrections needed & resolution.

and

During a site review,

designated staff can demonstrate how to download & interpret LWIS Reports.
	
	

	5

(B5)
	Local Program provides additional technical assistance to satellite sites and staff when there are recurring data problems.
	1. Meetings for all staff, targeted staff, small group, or individual depending on nature of problem.

2. Written communication (e-mail, memo) or phone call & discussion, etc.

or, if applicable, state

3. NA-Program has no satellite sites.
	Meeting agenda & sign-in sheet; dated written communication (e-mail, memo), or Phone Log or, if applicable, state NA.
	
	

	#
	EXEMPLARY STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(B1)
	Local Program verifies data have been corrected in LWIS after errors have been found.
	1. Correction date is entered beside any corrected or resolved item on a LWIS Report (or name of local document).

2. Report is run again to verify corrections.
	Printouts of original LWIS Report & corrected Report.

and

During a site review, designated staff can demonstrate how to download & interpret LWIS Reports.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(B3)
	Local Program has procedures for regular contact with staff on data issues to identify problems and to provide assistance. Describe.
Minimum of 2 ((
	Personal mentoring, phone calls, e-mail; monthly staff bulletins or newsletters, scheduled meetings, workshops/in-service (group or individual), etc.
	Relative to procedures indicated: Phone or Contact Log, copies of publications; agenda, sign-in sheet, meeting evaluations.
	
	


	C. CONTENT AREA: DATA ANALYSIS and REPORTING

	All Standards refer to database data.

	#
	ACCEPTABLE STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(C1)
	The Local Program MIS Specialist can produce required reports.
	Access LWIS Home Page & download all required reports.
	LWIS printouts of required reports.

and

During a site review, designated staff can demonstrate how to download LWIS Reports.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(C3)
	Local Program staff (or designee) checks reports for errors and missing data and obtains corrected data from staff. 
	Designated staff follows procedure indicated in 4 (B4), except omit #5.
	LWIS Reports (or name of local document) with dated notations of corrections needed & resolution.

and

Printouts of original LWIS Report & corrected Report.

and

During a site review,

designated staff can demonstrate how to download & interpret LWIS Reports.
	
	

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(C1)
	Local Program staff person familiar with the data, but not directly involved with collection and data entry, reviews reports for errors and accuracy.
	Appropriate staff person identified here or in Staff Responsible column.

and

Downloaded LWIS Reports
	LWIS Reports (or name of local document) with dated notations of any corrections or further research needed.
	(As above)
	(As above)


	C. CONTENT AREA: DATA ANALYSIS and REPORTING

	All Standards refer to database data.

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	2

(C2)
	Local Program staff uses data for program management and improvement. If yes, provide at least one example of use of data for this purpose in the last year.
	Responses will vary. Examples:

1. Certain data errors & performance %s helped determine topics for Professional Development, training, workshops, etc.

2. When reports showed low ESL post-test %, hired ESL assistant to improve % of ESL learners post-tested.

3. Used appropriate data to adjust class location/schedule.

4. Low GED completion rate resulted in targeting specific GED improvement strategies.
	Relative to examples:

1. Agenda, sign-in sheet, evaluations

2. LWIS-Personnel printout; staff roster

3. Former & revised class location/schedule

4. FY LWIS printout indicated 8% increase in GED completion rate; meeting agenda, sign-in sheet, evaluations; GED “help” documents” or other media.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	3

(C3)
	Local Program can download information from LWIS to analyze data related to a program specific concern. If yes, provide at least one example of using data for the purpose of program management and improvement.
	Responses will vary. Examples:

1. Appropriate ESL Site Locations: ESL learner residency location data used to locate instruction based on need, which resulted in establishing new class site.

2. Timely Post-Testing: Used contact hours data & pre- post-test data to provide evidence to instructors that learners need to be post-tested on a timely basis.

3. Low Learner Gains: Low number of pre- & post-test matches led to developing new assessment & instruction procedures in an effort to increase matches & learner gains.
	Relative to examples:

1. New LWIS class code

2. FY LWIS printout indicated 12% increase in post-testing.

3. FY LWIS printout showed 10% increase in pre- & post-test matches & 14% increase in learner gains. Name of new documents developed; meeting agenda, sign-in sheet, evaluations.

and for both #2 & #3

During a site review,

designated staff can demonstrate how to download & interpret LWIS data.
	
	


	C. CONTENT AREA: DATA ANALYSIS and REPORTING

	All Standards refer to database data.

	#
	EXEMPLARY STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(C1)
	Local Administrator has a system of regular contact with staff on data analysis issues and reporting needs to identify technical assistance needs. If yes, specify method and frequency of contact.
	1. Staff meetings held (indicate frequency-weekly, monthly, quarterly, etc.)

2. Periodic needs assessments, phone calls, e-mail, & memos.
	1. Meeting agenda & sign-in sheet

2. Dated & completed needs assessments, Phone Log, or dated written communication (e-mail, memo).
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(C2)
	Local Program has documented procedures for dealing with problems and deviations. 
	Procedures included in (name of document(s)–an Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, Policies & Procedures Guide, etc.)
	Dated review comments on LWIS printouts or on (name of local document) indicating problem & resolution.
	
	

	3

(C3)
	Local Program compares data with prior years’ data for discrepancies, reasonableness and to identify trends in performance.
	Various statistical data from the last 3 years (minimum) is on file & is reviewed for these purposes.
	Dated review comments on statistical data/LWIS printouts or on (name of some type of completed local review document).
	
	

	4

(C4)
	Local Program has procedures to verify that local reports accurately reflect data collected (e.g., through review of site and teacher documentation, onsite auditing, etc.). If yes, describe the report verification process.
	Express as a process.

Include elements such as:
1. Individual learner records matched with LWIS data & discrepancies addressed with instructor.

2. On-site class visits scheduled for review of record-keeping & consistency with LWIS data.

3. Individual learner records maintained on site for 3 prior fiscal years (minimum).
	Completed Report Verification Checklist or completed (name of local document which contains elements such as those in the process example).
	
	


	D. CONTENT AREA: PROFESSIONAL DEVELOPMENT

	#
	ACCEPTABLE STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(D1)

(D2)
	Local Program staff is trained on general LWIS requirements, including assessment policy and procedures, data collection, and goal setting procedures.
	1. Appropriate staff attends any scheduled MSDE LWIS Training.

2. Local, General LWIS Training is scheduled for designated staff.

May identify specific meetings such as Fall Meeting or In-Service, or groups, such as new teachers or experienced teachers.
	1. MSDE LWIS Training agenda & sign-in sheet.

2. Local LWIS Training agenda, sign-in sheet, evaluations.

and
Minimum errors on data collection forms.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(D3)
	Local Program staff is trained on data entry into LWIS.
	1. Appropriate staff attends any scheduled MSDE LWIS Training.

2. Local LWIS Data Entry Training is scheduled for designated staff.
	1. MSDE LWIS Training agenda & sign-in sheet

2. Local LWIS Training agenda, sign-in sheet, evaluations.

and

Efficient data entry with minimum errors.
	
	

	3

(D4)
	Local Program staff is trained on how to produce and/or interpret reports produced by LWIS.
	1. Appropriate staff attends any scheduled MSDE LWIS Training.

2. Local LWIS Data Entry Training is scheduled for designated staff.
	1. MSDE LWIS Training agenda & sign-in sheet.

2. Local LWIS Training agenda, sign-in sheet, evaluations.

and

Review comments on LWIS printouts or on (name of some type of completed local review document).
	
	

	4
	Describe initial training provided to staff related to item numbers 1, 2, and 3 above.
	Description should include elements such as:
1. Training procedures appropriate to the topic include explanations, demonstrations, practice, & follow-up.

2. Training materials include actual LWIS products appropriate to the topic (and/or locally developed products).

3. Training is scheduled (indicate frequency).
	LWIS Training agenda, sign-in sheet, evaluations
	
	

	5

(D6)
	Local Program provides at least one additional training annually to local programs on LWIS issues, LWIS data collection, and data entry or data analysis issues. If yes, briefly describe when the most recent additional training occurred, its duration, and about what percent of local staff attended. This training should not be the same as the one described above in #4.
	Include:

1. Training topic(s)

2. Date held

3. Duration, in hours

4. Percent of staff who attended
	LWIS Training agenda, sign-in sheet, evaluations
	(As below)
	( As below)

	#
	SUPERIOR STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(D1)
	There is planned, continuous training (at least one training annually) on data collection and LWIS issues. If yes, briefly describe frequency, duration, and content of trainings.
	Can indicate 5 (D6) supports this standard, or if an additional training is planned include:

1. Training topic(s)

2. Date or time period (fall, end of year, etc.)

3. Duration, in hours

4. Targeted Staff (Teachers, IS, MIS Coordinator, etc.)
	Can indicate See 5 (D6), or if an additional training is planned include:

LWIS Training agenda, sign-in sheet, & evaluations.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(D2)
	LWIS training is planned and delivered based on needs of local staff and evaluations of previous trainings. If yes, briefly describe your needs assessment process.
	Express as a procedure, such as:
1. Review evaluations of previous trainings.

2. Review type & frequency of errors on LWIS data collection forms.

3. Review questions asked by staff at last training & since last training.

4. Based on #1-#3 above, develop & conduct Needs Assessment (by document, phone call, e-mail, or other means).

5. Review Needs Assessment responses.

6. Plan & deliver appropriate LWIS training.
	1. LWIS Training evaluations

2. (Name of some type of completed local review document)

3. LWIS Training notes; dated written communication (e-mail, memo) or Phone Log.

4. Completed Needs Assessment &/or dated written communication (e-mail, memo) &/or Phone Log, etc.

5. Summary of Needs

6. LWIS Training agenda, sign-in sheet, & evaluations.
	
	

	3

(D3)
	Local Program has on-going support for staff for collecting data and setting goals related to data matching. Describe the process.
	Express as a procedure, such as:

1. LWIS Manual (or local adaptation such as name of document(s)-an Instructor’s Handbook, Instructor’s Assessment Guide, LWIS Resource Guide, Policies & Procedures Guide, etc.) provided to staff.

2. Appropriate Orientation/Review/Update Training provided.

3. Staff meetings held (indicate frequency-weekly, monthly, quarterly, etc.)

4. Phone calls, e-mail, memos, newsletters, etc. sent as needed.

5. Individual or small group meetings held, as needed.
	1. Staff has copy. Copy available at all sites.

2. LWIS Training agenda, sign-in sheet, & evaluations.

3. Local agenda, sign-in sheet, & evaluations.

4. Phone Log; dated written communication (e-mail, memo); copies of staff bulletins, newsletters, or similar publication.

5. Dated notes in teachers’ files.
	(As below)
	(As below)

	#
	EXEMPLARY STANDARDS

AND INDICATORS
	EVIDENCE

	
	
	Instrument and/or Procedure Used

(Document, manual, form, telephone, e-mail, site visit, meeting, etc.)
	Verification of Its Use

(Sign-in sheet, agenda, log, form, specific improved outcomes, etc.)
	When Used

(Time Period)
	Staff Responsible

	1

(D1)

(D2)
	Local Program has a system for continuous training of local staff on LWIS issues; data collection, and data reporting through regularly scheduled training sessions or other resources (e.g., Orientation for new teachers, etc.).
	Can indicate 3 (D3) supports this standard, or put additional information here.
	Can indicate 3 (D3) supports this standard, or put additional information here.
	Depends on Instrument or Procedure Used

Could be the entire FY, semester, quarter, monthly, weekly. Express as As scheduled by MSDE for state sponsored meetings, trainings, etc
	Depends on Program Structure

Could include Program Director (PD), Instructional Specialist (IS), Management Information Specialist (MIS), Center/Site Coordinator, Teachers, a local staff title, etc.

	2

(D3)
	Local Program has timely intervention strategies to identify data problems as they occur and to provide training to staff to correct the problems. Describe the process.
	Express as a procedure, such as:

1. Monitor completed data collection forms.

2. Monitor LWIS Error Reports & LWIS Reports.

3. Observe targeted teachers & classes.

4. Resolve data problems discovered by providing (indicate program’s practiced methods–individual, small group, whole group, mentoring, etc.) training or assistance.
	1. Data Error Frequency Chart (or name of some type of completed local review document)

2. Dated review comments on LWIS printouts (or name of some type of completed local review document)

3. Completed Teacher Observation Form.

4. Teacher’s file; Local agenda, sign-in sheet, & evaluations
	
	


