Program Data Quality Monitoring Instrument

Program: __________________________
Date: _____________________________

1. TOPSpro is installed and functioning.  Yes(
 No(
a. TOPSpro version and build   _______________

2. TOPSpro is backed up regularly. Yes(
 No(
a. Program has a backup schedule policy. Yes(
 No(
b. If yes, what is the interval between backups?  ___________

c. Date of last backup. _________________

d. Backups are located:
i. ( On local disk drive

ii. ( On network disk drive

iii. ( On removable disk(s) or drive

e. Backups are stored:

i. ( Locally 

ii. ( Off-site

3. TOPSpro workstation has supporting software.

a. Built-in TOPSpro PDF printer driver installed?  Yes(
 No( 

b. Microsoft Excel is available?
   Yes(
 No(
c. Microsoft Access is available?   Yes(
 No(
d. Workstation has internet access?  Yes(
 No(

4. TOPSpro workstation has supporting hardware.
a. Workstation has access to a printer?     Yes(
 No(
b. Workstation has a functional OCR scanner?  Yes(
 No(
c. If yes, scanner used for:

i. Entry Records    Yes(
 No(
ii. Test Records      Yes(
 No(
iii. Update Records Yes(
 No(
iv. Brand and Model of scanner _______________________

5. Attendance is collected on a state-compliant form.  Yes(
 No(

6. All attendance data is entered into TOPSpro via Update Records. Yes(
No(

7. Attendance data is also entered on Test Records. Yes(
No(
a. If yes, hours on Tests do not exceed hours on Updates. Yes(
No(

8. Entry Record used as main demographic collection instrument. Yes(
No(
a. If no, provide copy of main demographic collection instrument.

9. New Entry records created in TOPS for students entering a new class. Y(   N(

10. Paper Entry Records stored by class. Yes(
No(


11. Paper Entry Records reused to avoid errors. Yes(
No(


12. Required Entry Record field data is collected. Yes( 
No(
a. ( ID number

b. ( Is SSN

c. ( Consent Signed

d. ( Gender

e. ( Birth date

f. ( Highest year of school

g. ( Highest Diploma

h. ( Ethnicity

i. ( Race

j. ( Native Language

k. ( Instructional Program

l. ( Primary Goal
m. ( Secondary Goal

n. ( Special Programs

o. ( Personal Status

p. ( Labor Force Status

q. ( Zip code

r. ( Instructional Level NOT used

s. ( Skill Level NOT used

13. Program uses scannable Test Records. Yes(
No(

14. Tests are:

a. ( Machine scored

b. ( Hand scored
c. ( Both methods are used

15. Required Test Record field data is collected. Yes( 
No(
a. ( ID number

b. ( Form Number

c. ( Test Date

d. ( Class Number

e. ( Instructional Program

16. Program uses scannable Update Records.  Yes(
No(
a. If no, provide copies of any update forms that are used and a brief written explanation of the process used to update learner status and outcome information.

b. How often is learner status and outcome information collected and entered into TOPSpro? (i.e. monthly, quarterly, each class, each session, etc.)_____________________________________________________



17. Required and applicable Update Record field data is collected on update forms. Yes( 
No(
a. ( ID number

b. ( Date

c. ( Hours

d. ( Class Number

e. ( Instructional Program

f. ( Status

g. ( Progress NOT used

h. ( Learner Results

i. ( Instructional Level NOT used

j. ( Skill Level NOT used

18. Program data staff has access to Section 3 of the ABE ADMINISTRATOR’S HANDBOOK.  Yes( 
No(

19. Program data staff has access to the “Data Dictionary” of the ABE ADMINISTRATOR’S HANDBOOK.  Yes( 
No(

20. Program has staff with clear responsibility for data collection and data entry. Yes( 
No(

21. Program has backup staff that is cross-trained for data collection and data entry. Yes( 
No(


22. Program is current with data entry. Yes(
No(
a. Date of last Entry Record _________________

b. Date of last Test Record _________________
c. Date of last Update Record _________________

23. Program staff checks data for errors.  Yes( 
No(
a. Provide explanation of error checking process.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

24. Program submits quarterly data to state office in timely fashion.  Yes( 
No(
a. Date of last submission  _______________________


25. Program uses data for program management and improvement.  Yes( 
No(
a. Provide one example. Include hard copy of any reports used.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

26. Program staff has been provided with training on general NRS requirements, including assessment policies, follow-up policies and goal setting policies. 
 Yes( 
No(
a. Describe the time and nature of the last training.
____________________________________________________________________________________________________________________________________________________________________________________

27. Please identify at least one data analysis issue that your program would like technical assistance with.
______________________________________________________________________________________________________________________________________________________________________________________________________

28. Please identify at least one data reporting need that your program would like technical assistance with.
______________________________________________________________________________________________________________________________________________________________________________________________________

29. Comments
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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