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[bookmark: _Toc1849778130]Introduction
The Adult Education Providers’ Guide is the primary source of policies, guidance, and procedures for the implementation of Adult Education and Family Literacy Act (AEFLA) programs as part of Title II of the Workforce Innovation and Opportunity Act for Providers in North Carolina. The full text of Workforce Innovation and Opportunity Act (WIOA) (Pub. L. 113-128) is available on the U.S. Department of Labor website.
The Adult Education Providers’ Guide may be updated on a regular basis and serves as the primary source of information for WIOA Title II funding in North Carolina. Providers should use this Guide alongside other available guidance materials, including staff development, web resources, and targeted technical assistance.
The contents of this Guide were made possible through WIOA Title II funds from the United States Department of Education (ED) administered through the NCCCS Federal Programs unit. Additional resources and guidance cited in this handbook were obtained from the U.S. Department of Education General Administrative Regulations (EDGAR), 2 CFR 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, and the current North Carolina Perkins V State Plan. Content does not necessarily represent ED policy or EDGAR.
[bookmark: _Toc227922673]Publication Change History 
The handbook may be modified throughout the program year with updates being highlighted and announced on the NCCCS website.
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[bookmark: _Toc511371598][bookmark: _Toc961273][bookmark: _Toc63931032][bookmark: _Toc222309641]This document and all subsequent revisions are the property of the North Carolina Community College System and can be used or copied only in accordance with the North Carolina Community College System Office policies in effect.
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[bookmark: _Toc1786744603]Regional Support
NCCCS has designated staff members as grant representatives to serve as the primary liaison for inquiries and technical assistance related to Adult Education. Additionally, each region has two Providers that serve as representatives to the Adult Education Providers’ Advisory Committee. Providers in each region meet for peer support or professional development at least once a quarter.   
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Mountain Region
Grant Representative: Rebecca Loli 
Asheville-Buncombe Technical CC
Blue Ridge CC
Burke County Literacy Council
Caldwell CC & TI
Catawba Valley CC
Cleveland CC
Gaston College
Haywood CC
Isothermal CC
Literacy Together
Mayland CC
McDowell Technical CC
Mitchell CC
Southwestern CC
Surry CC
Tri-County CC
Western Piedmont CC
Wilkes CC
Eastern Region
Grant Representative: Matthew Brown
Bladen CC
Durham Literacy Center
Durham Technical CC
Edgecombe CC
Fayetteville Technical CC
Halifax CC
Johnston CC
Nash CC
Piedmont CC
Robeson CC
Sampson CC
Vance-Granville CC
Wake Technical CC
Wilson CC
Central Region
Grant Representative: Carla Parnell
Alamance CC
The C.A.R.E. Group, Inc. (Moore Co. Literacy)
Central Carolina CC
Central Piedmont CC
Davidson-Davie CC
Forsyth Technical CC
Guilford Technical CC
Montgomery CC
Randolph CC
Reading Connections, Inc.
Richmond CC
Rockingham CC
Rowan-Cabarrus CC
Sandhills CC
South Piedmont CC
Stanley CC
YMCA Literacy of NWNC
Coastal Region
Grant Representative: Jenifer Bean
Beaufort County CC 
Brunswick CC 
Cape Fear CC 
Carteret CC 
Coastal Carolina CC 
College of The Albemarle 
Craven CC 
Craven Literacy Council 
James Sprunt CC 
Lenoir CC 
Martin CC 
Pamlico CC 
Pitt CC 
Roanoke-Chowan CC 
Southeastern CC
Wayne CC


[bookmark: _Toc969878231]Providers’ Advisory Committee
The NCCCS WIOA Title II Providers’ Advisory Committee provides input and guidance on issues related to the delivery and administration of WIOA Title II services across North Carolina. The Committee brings together representatives from Providers across the state to share practical experience, identify opportunities for program improvement, and inform the NCCCS Adult Education team about the regional needs and perspectives of Providers. Each region has two representatives that serve three-year terms. Community-based organizations have an at-large representative. 
The Committee serves in an advisory capacity only and does not have decision-making authority. Recommendations from the Committee are submitted to the State Director for WIOA Title II for consideration and action.
Providers are encouraged to share ideas, concerns, and topics for discussion with Committee representatives or the Committee Facilitator. The Committee typically meets five times each program year in September, November, January, March, and May, with additional meetings scheduled as needed. Regional representatives convene Providers in their respective regions at least quarterly.
Rebecca Loli, Associate State Director for Regional Services with the NCCCS Adult Education team, serves as the Committee Facilitator.
Shari Brown, Director of Transitional Studies at Caldwell Community College & Technical Institute, serves as the Committee chair for 2025-2028.
[bookmark: _Toc654021830]WIOA Overview
[bookmark: _Toc511371602][bookmark: _Toc961276][bookmark: _Toc1722836438][bookmark: _Toc192080568][bookmark: _Toc222309644]Workforce Innovation and Opportunity Act (WIOA)
The Workforce Innovation and Opportunity Act (WIOA) is the nation's primary workforce development law. Its purpose is to strengthen the workforce system by aligning education, workforce development, and economic development to help individuals obtain the knowledge, skills, credentials, and employment needed to achieve economic mobility while meeting the talent needs of employers.
WIOA emphasizes a coordinated, customer-centered workforce system in which education and training providers, workforce agencies, employers, and community partners work together to develop a skilled workforce. Through career pathways, integrated service delivery, work-based learning, and employer engagement, WIOA seeks to prepare individuals for high-demand careers while supporting regional economic growth.
North Carolina administers WIOA through four core program titles:
· Title I – Workforce Development Activities (Adult, Dislocated Worker, and Youth Programs) is administered by the North Carolina Department of Commerce, Division of Workforce Solutions
· Title II – Adult Education and Family Literacy Act (AEFLA) is administered by the North Carolina Community College System
· Title III – Wagner-Peyser Employment Service is administered by the North Carolina Department of Commerce, Division of Workforce Solutions
· Title IV – Vocational Rehabilitation is administered by the North Carolina Department of Health and Human Services, Division of Employment and Independence for People with Disabilities
Together, these core programs, and their required and additional partners, deliver coordinated services through the NCWorks workforce system to help individuals overcome barriers to employment, earn recognized credentials, advance along career pathways, and meet the workforce needs of North Carolina employers.
[bookmark: _Toc134975927]WIOA Priorities
The following principles guide the implementation of WIOA and reflect the evolving federal vision for America's workforce system.
Strategic Alignment and Integrated Service Delivery
WIOA requires states and local workforce development areas to align education, workforce, and economic development strategies. Core programs are expected to coordinate services, share responsibility for customer success, and provide seamless access to education, training, employment, and supportive services through the NCWorks system.
Employer Engagement and Talent Development
WIOA promotes a demand-driven workforce system that responds to regional labor market needs. Providers should collaborate with employers, local workforce development boards, economic development organizations, and other partners to develop career pathways, expand work-based learning opportunities, and prepare participants for employment in high-demand industries and occupations.
Career Pathways and Workforce Preparation
Career pathways are central to WIOA implementation. Adult education programs should integrate foundational skills, workforce preparation activities, digital literacy, and occupational training to help participants earn recognized credentials and transition successfully to postsecondary education, Registered Apprenticeships, military service, or employment.
Accountability and Continuous Improvement
WIOA emphasizes data-informed decision making and continuous improvement. All core programs report common performance indicators that measure participant outcomes, including employment, earnings, credential attainment, measurable skill gains, and effectiveness in serving employers. These measures help ensure public investments produce meaningful results for participants, employers, and communities.
Partnership and Shared Responsibility
Providers are required partners in the NCWorks workforce system and play a critical role in serving individuals with barriers to employment. Success depends on strong collaboration among Providers, local workforce development boards, NCWorks Career Centers, community colleges, employers, and community-based organizations to ensure participants receive coordinated, high-quality services that support long-term career success.
Statutory Authority for Adult Education and Literacy Activities
The Adult Education and Family Literacy Act (AEFLA), authorized under Title II of the Workforce Innovation and Opportunity Act (WIOA) (29 U.S.C. §§ 3271–3333), is the federal law that governs adult education and literacy activities. WIOA Title II establishes the purpose of adult education and literacy programs, defines eligible Providers and participants, authorizes federal funding, and establishes requirements for state administration, local competition, accountability, performance reporting, and alignment with workforce development and postsecondary education systems.
In North Carolina, AEFLA is administered by the North Carolina Community College System (NCCCS) through its Federal Programs unit, which serves as the eligible agency designated under WIOA. Pursuant to the authority of the State Board of Community Colleges under G.S. 115D-5 and G.S. 115D-54, Adult Education programs must be administered in accordance with the Adult Education and Family Literacy Act (AEFLA), Title II of Public Law 113-128, the Workforce Innovation and Opportunity Act (WIOA), applicable federal regulations, and State Board policies governing workforce and adult education activities.
Successful administration of AEFLA requires collaboration among federal, state, and local partners to ensure that Adult Education services are delivered effectively and aligned with workforce and postsecondary education goals.
State Board of Community Colleges
The State Board of Community Colleges serves as North Carolina's governing body for WIOA Title II Adult Education. The State Board:
· Serves as the eligible agency for WIOA Title II in North Carolina.
· Adopts State Board Code provisions governing Adult Education programs.
· Approves the competitive grant process for Providers.
· Approves the Adult Education components of North Carolina's WIOA Unified State Plan.
North Carolina Community College System (NCCCS)
The North Carolina Community College System (NCCCS) administers WIOA Title II programs on behalf of the State Board of Community Colleges. Major responsibilities include:
· Administering federal Title II funds.
· Managing the competitive grant process.
· Providing program oversight, monitoring, and technical assistance.
· Supporting performance accountability and data reporting.
· Coordinating with federal, state, and local workforce partners.
· Ensuring compliance with applicable federal and state requirements.
Approved Local Providers
Organizations awarded WIOA Title II funds are referred to throughout this guide simply as “Providers.” Each Provider is responsible for delivering Adult Education services within its approved service area while meeting all applicable federal and state requirements. Provider responsibilities include:
· Delivering high-quality instructional services.
· Reporting accurate and timely program data.
· Maintaining fiscal and programmatic compliance.
· Coordinating with local workforce development boards, NCWorks Career Centers, employers, and other partners.
· Supporting students as they transition to postsecondary education, training, and employment.
[bookmark: _Toc1246027289]Title II as a WIOA Core Program
WIOA brings together, in strategic coordination, four primary Titles with six core programs: 
· Title I, Workforce Development Activities, is comprised of three core programs: the Adult, Youth, and Dislocated Worker programs, and is administered by the North Carolina Department of Commerce, Division of Workforce Solutions (DWS).
· Title II, the Adult Education and Family Literacy Act (AEFLA), is administered by the North Carolina Community College System (NCCCS). 
· Title III, the Wagner-Peyser Act, is administered by the North Carolina Department of Commerce, Division of Workforce Solutions (DWS).
· Title IV, Vocational Rehabilitation, or the Rehabilitation Act of 1973, is administered by the North Carolina Department of Health and Human Services, Division of Employment and Independence for People with Disabilities (EIPD).
Local Workforce Development Board Representation
As one of the core partners under WIOA, a representative from a Title II Provider has a seat on and is a member of the local workforce development board (LWDB) in each of the 23 local board areas (WIOA § 107 (b)(2)(C)(i)). For LWDBs with multiple Title II Providers, the organizations should work together to determine the representative for that local board. Regardless of how the member is chosen, the Title II LWDB member is responsible for representing all Providers in that LWDB, participating in LWDB meetings and consulting with, and reporting back to, the other Providers in the area. The functions of the LWDB include (WIOA § 107(d)):
1. Develop a local plan for workforce development activities (WIOA § 107(d)(1)). 
2. Perform workforce research and local and regional labor market analysis (WIOA § 107(d)(2)). 
3. Convene local workforce development system stakeholders in the development of the local plan and leverage support for the plan activities (WIOA § 107(d)(3)).
4. Engage employers (WIOA § 107(d)(4)). 
5. Develop and implement career pathways programming with partners from secondary and postsecondary education by aligning various education, training, and supportive services (WIOA § 107(d)(5)). 
6. Identify and promote proven and promising practices (WIOA § 107(d)(6)). 
7. Develop strategies for using technology to maximize the accessibility and effectiveness of the local workforce development system for employers, and workers and jobseekers (WIOA § 107(d)(7)). 
8. Conduct oversight for programs under WIOA Title I and the local comprehensive American Job Center (WIOA § 107(d)(8)). 
9. Negotiate local performance accountability measures (WIOA § 107(d)(9)). 
10. Select operators of the American Job Center, providers of youth services, and providers of training and career services (WIOA § 107(d)(10)).
11. Coordinate with local education providers, including Title II Providers, Career and Technical Education (CTE) providers as defined in section 3 of the Carl D. Perkins Career and Technical Education Act of 2006, and local agencies administering plans under Title I of the Rehabilitation Act of 1973 (29 U.S.C. 732, 741) (WIOA § 107(d)(11)). 
12. As part of the coordination with education partners, WIOA requires that the LWDB review local applications for Title II: Adult Education and Literacy funding. The LWDB does not approve the application but reviews it to ensure alignment with the Local Plan for workforce development activities under WIOA (WIOA § 107(d)(11)(B)(i)(I)). 
13. Develop the operating budget for the workforce development board and administer the operation of the LWDB (WIOA § 107(d)(12)).
14. Assess the physical and programmatic accessibility of all American Job Centers within the LWDB, in accordance with WIOA Section 188 and the Americans with Disabilities Act of 1990 (ADA) (42 U.S.C. 12101 et seq.) (WIOA § 107(d)(13)).
American Job Center System and NCWorks Participation
[bookmark: _Toc227922681]In addition to being a WIOA core program, AEFLA programs under Title II are required partners in the WIOA one-stop delivery system, also known as the American Job Center (AJC) network, as described in WIOA Section 121(b). In North Carolina, NCWorks Career Centers serve as American Job Centers. This partnership includes a negotiated Memorandum of Understanding (MOU) with the Local Workforce Development Board (LWDB) and an Infrastructure Funding Agreement (IFA), as described below.
Memorandum of Understanding 
Title II is required to participate in the provision of services and operation of the American Job Center network, as agreed upon in the negotiated Memorandum of Understanding (MOU) developed by each LWDB. The MOU governs the operation of the comprehensive American Job Center network and includes provisions describing: 
· The services to be provided through the American Job Center delivery system, including the way the services will be coordinated and delivered (WIOA § 121(c)(2)(A)(i)). 
· How the costs of such services and the operating costs of the system will be funded, including: 
· Funding through cash and in-kind contributions may include funding from philanthropic organizations or other private entities or through other alternative financing options (WIOA § 121(c)(2)(A)(ii)(I)). 
· Funding of the infrastructure costs of American Job Centers (WIOA § 121(c)(2)(A)(ii)(II)).
· Methods of referral of individuals between the American Job Center operator and partners (WIOA § 121(c)(2)(A)(iii)). 
· Methods of ensuring accessibility and availability to necessary and appropriate services to all individuals, including individuals with disabilities, those with barriers to employment, and youth (WIOA § 121(c)(2)(A)(iv)). 
· The duration of and procedures for amending the MOU.
· Any other provisions, consistent with the requirements of WIOA Title I, as deemed appropriate by the parties to the agreement (WIOA § 121(c)(2)(B)).
[bookmark: _Toc227922682]Infrastructure Funding Agreement
The Infrastructure Funding Agreement (IFA) is a mandatory component of the negotiated MOU. Under WIOA Section 121(h), Providers share responsibility for funding the infrastructure costs of the NCWorks Career Center system. Through the IFA, Providers negotiate with the LWDB to determine their contribution, which may range from 1.5% to 3.5% of the administrative portion of the Section 231 allocation. Providers are required to contribute to infrastructure costs even if adult education staff are not physically located in an NCWorks Career Center on a full-time basis. Infrastructure costs are non-personnel costs necessary for the general operation of the NCWorks Career Center. A non-exhaustive list of examples follows:
· Rental of the facilities
· Utilities and maintenance
· Equipment, including assessment-related products and assistive technology for individuals with disabilities
· Technology to facilitate access to the American Job Center, including technology used for the center’s planning and outreach activities

[bookmark: _Toc1430726299]Title II, Adult Education and Family Literacy Act
[bookmark: _Toc1039727536]Title II, AEFLA Highlights
Supporting transitions to education, training, and employment. WIOA Title II, the Adult Education and Family Literacy Act (AEFLA), prepares adults with the foundational academic, digital, workplace, and employability skills needed to succeed in postsecondary education, occupational training, Registered Apprenticeships, and employment. While earning a high school credential remains an important milestone for many learners, Title II programs are expected to help participants achieve meaningful employment, career advancement, and economic self-sufficiency. Providers should deliver services that support career pathways through workforce preparation activities, integrated education and training (IET), concurrent and contextualized instruction, and strong partnerships with workforce development boards, employers, community colleges, and other WIOA core partners.
English language acquisition and workforce integration. AEFLA recognizes the vital role adult education plays in helping English language learners develop the language, literacy, numeracy, digital literacy, and workforce skills needed to participate fully in their communities and the economy. Integrated English Literacy and Civics Education (IELCE) programs combine English language acquisition with civics education and workforce preparation, and, when funded under Section 243, must be offered in combination with integrated education and training activities that prepare participants for unsubsidized employment in in-demand industries and occupations.
Education and career opportunities for justice-involved individuals. AEFLA supports innovative educational services for individuals who are incarcerated or otherwise institutionalized to improve literacy, workforce readiness, postsecondary transitions, and successful reentry into the community. Programs should align instruction with career pathways, employment opportunities, and reentry supports that reduce barriers to employment and contribute to long-term economic mobility and reduced recidivism.
Strengthening families and communities. Adult education improves outcomes not only for individual learners but also for their families and communities. Family literacy services help parents and caregivers strengthen their own education and workforce skills while supporting their children's educational success. By increasing educational attainment, workforce participation, and economic opportunity, AEFLA contributes to stronger families, more resilient communities, and a more competitive workforce.
A workforce-driven approach. AEFLA responds to the workforce needs of local communities and employers. Consistent with WIOA and emerging national and North Carolina workforce priorities, including America’s Talent Strategy, PropelNC, and the Governor’s Council on Workforce and Apprenticeships, Providers should engage employers in identifying in-demand skills, shaping training and career pathways, and creating opportunities for participants to move into further education and employment. Strong partnerships with employers, Local Workforce Development Boards, and other workforce partners help ensure that adult education contributes to a talent pipeline meeting current workforce needs.
Title II, AEFLA Grant Programs
North Carolina administers three competitive grant programs under Title II of the Adult Education and Family Literacy Act:
1. Section 231 – Adult Education and Family Literacy: Supports adult education, literacy, workforce preparation, integrated education and training, and family literacy services.
2. Section 243 – Integrated English Literacy and Civics Education (IELCE): Supports English language acquisition, civics education, and integrated education and training for English language learners.
3. Section 225 – Corrections Education and Education for Other Institutionalized Individuals: Supports educational services that prepare incarcerated and institutionalized individuals for successful reentry, postsecondary education, training, and employment.
NCCCS provides a direct and equitable opportunity for Providers to request Title II funds by submitting a written application to develop, implement, and improve adult education and literacy activities in North Carolina. Allowable activities include adult education, literacy, workplace adult education and literacy, family, English language acquisition, integrated English literacy and civics education, workforce preparation, and integrated education and training.
[bookmark: _Int_fSlpiXbm]Providers are required to implement the 13 considerations into their program operations. These 13 considerations are also used in the program application, so applicants can describe how each consideration will be addressed. 
Allowable Title II costs include instructional expenditures related to programs and services addressing allowable activities. Examples include salary, wages, and benefits for instructional personnel; textbooks and instructional supplies; and instructional equipment. Administrative costs may also be allowable Title II costs. However, it is important to note that neither federal nor state matching funds may be used for high school equivalency test administration (e.g., GED®, HiSET®).
As part of the federal compliance process, the NCCCS is required to conduct an annual risk assessment on each Provider before grant funds can be awarded.
[bookmark: _Toc188609459][bookmark: _Toc1399410598]Thirteen Considerations for AEFLA Funding
Title II legislation includes 13 considerations or practices that are expected to be implemented in every funded program. These include the following:
1. The degree to which the Provider would be responsive to (A) regional needs as identified in the local plan under section 108; and B) serving individuals in the community who were identified in such plan as most in need of adult education and literacy activities, including individuals-(i) who have low levels of literacy skills; or (ii) who are English language learners.
2. The ability of the Provider to serve eligible individuals with disabilities, including eligible individuals with learning disabilities.
3. Past effectiveness of the Provider in improving the literacy of eligible individuals, to meet state-adjusted levels of performance for the primary indicators of performance described in section 116.
4. The extent to which the Provider demonstrates alignment between proposed activities and services and the strategy and goals of the local plan under section 108, as well as the activities and services of the American Job Center partners. 
5. Whether the Provider's program- (A) is of sufficient intensity and quality and based on the most rigorous research available so that participants achieve substantial learning gains; and (B) uses instructional practices that include the essential components of reading instruction.
6. Whether the Provider's activities, including whether reading, writing, speaking, mathematics, and English language acquisition instruction delivered by the Provider, are based on the best practices derived from the most rigorous research available and appropriate, including scientifically valid research and effective educational practice.
7. Whether the Provider's activities effectively use technology, services, and delivery systems, including distance education in a manner sufficient to increase the amount and quality of learning and how such technology, services, and systems lead to improved performance.
8. Whether the Provider's activities provide learning in context, including through integrated education and training, so that an individual acquires the skills needed to transition to and complete postsecondary education and training programs, obtain and advance in employment leading to economic self-sufficiency, and to exercise the rights and responsibilities of citizenship.
9. Whether the Provider's activities are delivered by well-trained instructors, counselors, and administrators who meet any minimum qualifications established by the state, where applicable, and who have access to high-quality professional development, including through electronic means.
10. Whether the Provider's activities coordinate with other available education, training, and social service resources in the community, such as by establishing strong links with elementary schools and secondary schools, postsecondary educational institutions, institutions of higher education, local workforce investment boards, American Job Centers, job training programs, and social service agencies, business, industry, labor organizations, community-based organizations, nonprofit organizations, and intermediaries, for the development of career pathways.
11. Whether the Provider's activities offer flexible schedules and coordination with federal, state, and local support services (such as childcare, transportation, mental health services, and career planning) that are necessary to enable individuals, including individuals with disabilities or other special needs, to attend and complete programs.
12. Whether the Provider maintains a high-quality information management system that has the capacity to report measurable participant outcomes (consistent with section 116) and to monitor program performance.
13. Whether the local areas in which the Provider is located have a demonstrated need for additional English language acquisition programs and civics education programs.
[bookmark: _Toc1088605409]Title II, AEFLA Grant Funding
WIOA Title II, AEFLA, Subtitle B – State Provisions provides guidance on how the state allocation of Title II funds is to be allocated between state administration, state leadership, and Providers.
[bookmark: _Toc224656514][bookmark: _Toc224720914][bookmark: _Toc224909574][bookmark: _Toc227607116][bookmark: _Toc227922686]State Administration
Section 221–222 states up to 5% of the state allocation is set aside for the administration of the state plan and grant administration.
[bookmark: _Toc224656515][bookmark: _Toc224720915][bookmark: _Toc224909575][bookmark: _Toc227607117][bookmark: _Toc227922687]Leadership
Section 221–222 states up to 12.5% of the state allocation must be used for state leadership innovation projects. There are specific mandatory and permissive leadership activities allowed by Section 223 and Section 243.
Eligible Provider Grants
Title II offers the following three grants to Providers.
1. Section 231: Adult Education and Family Literacy 
2. Section 243: Integrated English Literacy and Civics Education
3. Section 225: Corrections Education and Other Institutionalized Individuals
Section 231: Adult Education and Family Literacy 
The purpose of Section 231: Adult Education and Literacy grant is to: 
· Assist adults to become literate and obtain the knowledge and skills necessary for employment and self-sufficiency. 
· Assist adults who are parents to obtain the educational skills necessary to become full partners in the educational development of their children, and lead to sustainable improvements in the economic opportunities for their families. 
· Assist adults in attaining a secondary school diploma and in the transition to postsecondary education and training, through career pathways; and 
· Assist immigrants and other individuals who are English language learners in— 
· Improving their reading, writing, speaking, and comprehension skills in English and mathematics skills; and
· Acquiring an understanding of the American system of government, individual freedom, and the responsibilities of citizenship.
Eligible Individuals
Adult Education means instruction and support services below the postsecondary level for an individual: 
· who has attained 16 years of age; 
· who is not enrolled or required to be enrolled in secondary school under state law; and 
· who
· is basic skills deficient; or
· does not have a secondary school diploma or its recognized equivalent level or education; or 
· is an English language learner.
No additional criteria may be used to determine student eligibility. Students are placed in the appropriate level courses with an in-range score on an NRS approved assessment or an alternate placement. Refer to the North Carolina Adult Education Assessment Manual and to the manufacturers’ test guidelines for further guidance.
Allocation Method
WIOA Title II funds for AEFLA are distributed by the NCCCS according to a formula adopted by the State Board of Community Colleges on February 16, 2018. These funds are intended to supplement an organization’s adult education activities. The formula has three components:
Base – 15% of available funding is allocated equally across Providers. The base component is available to all Providers.
Access – 50% of available funding is allocated for access. Access is determined by contact hours of participants within three weighted tiers:
· Tier A–Weight 5: Beginning Adult Basic Education Literacy, Beginning Adult Basic Education, Beginning English as a Second Language (ESL) Literacy, Beginning ESL
· Tier B–Weight 4: Low Intermediate ESL, High Intermediate ESL, Low Advanced ESL, High Advanced ESL, Low Intermediate Adult Basic Education, High Intermediate Adult Basic Education
· Tier C–Weight 3: Adult Secondary Education Low, Adult Secondary Education High
Performance – 35% of available funding is allocated for performance. Performance allocations are determined by the number and percentage of participant periods of participation with a measurable skill gain (MSGs). (Under federal regulations, a period of participation begins when a participant enters the program and does not end until a participant exits the program. If a student has 12 or more contact hours during this time, the student is classified as a participant within a period of participation. Measurable skill gains are required by WIOA and are used to demonstrate participants’ progress toward achieving a credential or employment.) The performance component is available only to Providers who have submitted performance data for the preceding program year.
State Match for Section 231
Section 231 federal funds are matched with state and performance funds. Federal funding regulations, Education Department General Administrative Regulations (EDGAR) and Uniform Guidance Grant Guidance (UGG), apply to the combination of State and Federal funds. Other sources of federal funds cannot be used.
Local Match for Section 231
Community colleges are required to provide a minimum of 100% match from non-federal funds, with the State-generated FTE value associated with their State Basic Skills allocation serving as the source of that required match. Community-based organizations (CBOs) are required to provide a 40% match from non-federal funds.
Section 243: Integrated English Literacy and Civics Education
Section 243: Integrated English Literacy and Civics Education is provided in combination with integrated education and training activities and designed to: 
1. Prepare adult English language learners for, and placement in, unsubsidized employment in high demand industries and occupations that lead to economic self-sufficiency. 
2. Integrate with the local workforce development system and its functions to carry out the activities of the program.
Eligible Individuals
Eligible individuals are those who:
· have attained 16 years of age; 
· are not enrolled or required to be enrolled in secondary school under state law; and
· have a native language other than English; or
· live in a family or community environment where a language other than English is the dominant language. 
No discriminatory criteria may be applied to student eligibility. All individuals who meet the criteria listed within the law must be served.
Allocation Method
Section 243 funds are distributed by NCCCS according to a formula adopted by the State Board of Community Colleges in July 2019. The formula has three components:
Base – 30% of available funding is allocated equally across Providers.
Participation – 30% of available funding is allocated based on the Provider’s share of participants. That share is multiplied by a dedicated allotment to determine Provider allocation. Participant is defined as an individual in a Title II program who has received at least 12 hours of service in a Period of Participation (POP).
Performance – 40% of available funding is allocated based on the Provider’s share of Measurable Skill Gains (MSGs). That share is multiplied by a dedicated allotment to determine Provider allocation.
Section 225: Correctional education and other institutionalized individuals
The purpose of Section 225: Correctional Education and Other Institutionalized Individuals is to provide a range of adult education and literacy programming designed to assist criminal offenders and other institutionalized individuals with reentry efforts into the workforce.
Eligible Individuals
Criminal offenders who reside in correctional institutions and other institutionalized individuals such as persons who reside in facilities operated by a state mental health agency or individuals in civil confinement institutions. WIOA requires that eligible agencies that are using funds to carry out a program for criminal offenders in a correctional institution give priority to serving individuals who are likely to leave the correctional institution within five years of participation in the program. 
Allocation Method
Section 225 funds are distributed by NCCCS according to a formula adopted by the State Board of Community Colleges in July 2019. The formula has three components:
Base – 70% of available funding is allocated equally across Providers.
Participation – 10% of available funding is allocated based on the Provider’s share of participants. That share is multiplied by a dedicated allotment to determine Provider allocation. Participant is defined as an individual in a Title II program who has received at least 12 hours of service in a Period of Participation (POP).
Performance – 20% of available funding is allocated based on the Provider’s share of Measurable Skill Gains (MSGs). That share is multiplied by a dedicated allotment to determine Provider allocation.
Fiscal Year and State Board Approval
AEFLA funds are allocated to Providers using the above formulas through an annual allotment from the North Carolina State Board of Community Colleges (SBCC). Allotments are available from July 1 through June 30, and all funds must be expended by June 30 of the applicable program year in accordance with federal and state fiscal requirements.
If the North Carolina General Assembly does not enact a biennium budget or the SBCC does not approve annual allotments prior to July 1, NCCCS will operate under the continuing budget authority provisions of the State Budget Act, G.S. 143C‑5‑4. Under this statute, state agencies are authorized to continue operations at a level not to exceed the recurring certified budget from the prior fiscal year until a budget or allotment is enacted.
Because Adult Literacy funds have a statutory allocation period beginning July 1, allowable expenditures incurred on or after July 1 may be charged to Adult Literacy funds once the federal allotment is approved and released by the SBCC. This includes eligible related salaries and benefits accrued during the period of continuing resolution, consistent with guidance in the North Carolina State Budget Manual and subject to federal allowability rules and proper documentation.
Any funds remaining unexpended as of June 30 are reverted to NCCCS in accordance with the State Budget Act and applicable fiscal policies. Reverted funds are subsequently redistributed to Providers as carryforward funds using the same Section 231 formula, ensuring continued support for Adult Education program improvement while maintaining statutory and fiscal compliance.
[bookmark: _Toc503443560][bookmark: _Toc188609460]Competitive Funding Process
NCCCS provides an opportunity for eligible Providers to request WIOA, Title II funds through a competitive Request for Proposals (RFP) process, ensuring direct and equitable access and alignment with State and local workforce priorities. All funded Providers must implement activities consistent with WIOA Title II and may be required to submit updates or continuation applications based on performance, data, and alignment with workforce system needs. 
Eligible Providers
Eligible Providers include:
A. A local educational agency.
B. A community-based organization.
C. A volunteer literacy organization.
D. An institution of higher education.
E. A public or private nonprofit agency.
F. A library.
G. A public housing authority.
H. A nonprofit institution that is not described in any of subparagraphs (A) through (G) and has the ability to provide adult education and literacy activities to eligible individuals.
I. A consortium or coalition of the agencies, organizations, institutions, libraries, or authorities described in any of the subparagraphs (A) through (H); and
J. A partnership between an employer and an entity described in any of subparagraphs (A) through (I).
WIOA Section 231(e) and 34 CFR §463.20, funding is prioritized for the following:
· Organizations that have demonstrated effectiveness improving the literacy of eligible individuals, especially those who have low levels of literacy.
· Organizations whose services are aligned with local workforce strategies, priorities, and partners; and
· Organizations whose services are responsive to the needs of people with barriers to employment.
Grant Award Period
WIOA Title II funding shall cover the same multi-year period as the state’s approved competition cycle, currently July 1, 2025, through June 30, 2029, consistent with the state’s competitive grant process under Section 231 and 34 CFR 463.20. Funding in second and subsequent years may be dependent on continued appropriations, and the Provider meets all grant, fiscal, and reporting requirements. 
Direct and Equitable Access 
NCCCS provides direct and equitable access to Title II funds for Providers that are in North Carolina.
1. All Providers will have direct and equitable access to apply and compete for grants.
2. The same grant announcement and application processes are used for all eligible applicants. 
Required RFP Components
The RFP components include the following:
1. Description of Need and Planning Process. A description of how the Provider identified the need for adult education and literacy services, including:
a. Use of local and regional data (e.g., labor market information, demographic trends, and community needs)
b. Alignment with the Local Workforce Development Board (WDB) plan (Section 108)
c. Engagement with workforce system partners, including American Job Centers
2. Workforce Alignment and Career Pathways. A description of how the Provider will:
a. Align services with regional workforce needs and in-demand industries
b. Deliver career exploration, career guidance, and navigation services
c. Support career pathways leading to employment and postsecondary education
3. Delivery of Adult Education and Literacy Activities. A description of how the Provider will deliver AEFLA-funded services, including: 
a. Adult education and literacy activities 
b. English language acquisition (ELA)
c. Workforce preparation activities
d. Integrated Education and Training (IET) programs
4. Integrated Education and Training (IET) and Workforce Preparation. A description of how the Provider will: 
a. Implement IET programs that integrate adult education with workforce training and workforce preparation
b. Prepare participants for unsubsidized employment in in-demand occupations
c. Coordinate with workforce partners and employers
5. Access, Equity, and Priority Populations. A description of how the Provider will: 
a. Serve individuals most in need of services, including:
i. Individuals with low levels of literacy
ii. English language learners
iii. Individuals with disabilities
b. Ensure equitable access to services
c. Comply with nondiscrimination provisions (Section 188)
6. Coordination with workforce system partners. A description of how the Provider will collaborate with the partners below and a description of how services will be coordinated to avoid duplication and enhance outcomes. 
a. Local Workforce Development Boards
b. One-stop (NCWorks) partners
c. Community-based organizations and other stakeholders
7. Demonstrated Effectiveness and Performance Accountability. Description of: 
a. The Provider’s past effectiveness in improving outcomes
b. How the program will meet WIOA performance indicators, including:
i. Measurable skill gains (MSGs) 
ii. Employment outcomes
iii. Credential attainment
c. Data collection, reporting, and continuous improvement processes
8. Professional Development and Program Quality. A description of how the Provider will: 
a. Support professional development for instructors and staff
b. Use evidence-based instructional practices
c. Improve program quality and instructional effectiveness
9. Continuous Improvement and Evaluation. A plan for: 
a. Ongoing program evaluation and continuous improvement
b. Identifying and addressing performance gaps or disparities
c. Using data to strengthen outcomes and align services with community and workforce needs
Continuation Grant Application
NCCCS requires Providers to submit and receive approval of an annual Continuation Grant Application to demonstrate ongoing alignment with WIOA Title II requirements, performance expectations, and funding conditions to receive continued funding.

[bookmark: _Toc501203064]Managing a Title II, AEFLA Grant
WIOA Title II (AEFLA) funds are designed to support adult education and literacy activities that help individuals build foundational skills needed for employment, postsecondary education and training, and economic self-sufficiency. These funds are used to deliver adult education, literacy, English language acquisition, workforce preparation activities, and integrated education and training (IET).
[bookmark: _Int_qoU7XhJY]AEFLA activities must be aligned with local workforce needs and support career pathways that lead to employment in in-demand industries and occupations. Providers are expected to coordinate with workforce system partners and use data, including local and regional labor market information and the Unified State Plan, to ensure services are responsive to employer demand.
All AEFLA-funded services must demonstrate alignment with program goals under WIOA, including measurable skill gains, employment outcomes, and transition to postsecondary education or training. Funds must be used to support evidence-based strategies that improve participant outcomes and strengthen the local workforce system. This accountability for outcomes requires that each Provider dedicate significant attention to the collection and verification of student and program data.
NCCCS recommends that each Provider set up an AEFLA Grant Management Team to assist in oversight, planning, and implementation of the grant that includes, at a minimum:
· Adult Education Program Director/Coordinator—person identified to manage the AEFLA grant
· Adult Education Data Manager
· Chief Academic Officer or designee
· Chief Financial Officer or designee
· Chief Student Services Officer (recommended)
Title II, AEFLA Grant Required Activities and Reports
[bookmark: _Int_V9SVjBba]Each Provider receiving AEFLA funds must have a designated Adult Education director who is responsible for ensuring timely compliance with all federal, state, and NCCCS requirements. The director serves as the primary point of contact for AEFLA administration and is accountable for coordinating required submissions, activities, and documentation throughout the program year.
The director must complete or coordinate the following activities each year:
· Submit a signed Statement of Assurances with the grant application and ensure compliance
· Collect, enter, and verify student data weekly and ensure the accuracy of end-of-year data in July
· Submit and maintain Adult Education team contact information for the Provider
· Develop and submit the AEFLA continuation grant application(s) and budget(s) for all WIOA Title II grants funded during the 2025-2029 cycle
· Submit job descriptions for all positions funded in whole, or in part, with AEFLA funds, including extra duty or supplemental contract descriptions
· Attend and actively participate in Adult Education leadership and professional development sessions
· Attend local workforce development board meetings, or actively coordinate with the WIOA Title II representative on the local workforce development board
· Submit XDBR and Time & Effort reports as required
· Coordinate required documentation and support Monitoring and Compliance activities, as assigned
· Prepare and submit end-of-year reports or presentations, as requested by NCCCS
· Submit signed and updated Agreements of Affiliation for any adult high school program they operate (even years only)
[bookmark: _Toc224585757][bookmark: _Toc224656540][bookmark: _Toc224720940][bookmark: _Toc224909600][bookmark: _Toc227922730]Ongoing Coordination and Oversight
The director is responsible for coordinating implementation of activities outlined in the approved grant application and budget and for managing any required revisions or modifications to plans, budgets, or supporting documentation. This includes ensuring changes are properly justified, documented, and submitted in accordance with NCCCS and Adult Education requirements.
[bookmark: _Toc63931033][bookmark: _Toc222309642][bookmark: _Toc224909548]2026–2027 Adult Education Events and Deadlines
[bookmark: _Toc224909549]Adult Education Convocation – September 16–17, 2026
The Adult Education team will host an in-person convocation at Cape Fear Community College in Wilmington, NC on September 16-17, 2026, for all Providers. The event will include a recap of the 2025-2026 WIOA Performance Measures, as well as key notes emphasizing student support services, re-entry, and employment for students impacted by the justice system. Additionally, Providers will participate in targeted sessions about adult high school, integrated education and training, and Integrated English Language and Civics Education (IELCE).
[bookmark: _Toc511371601]Adult Education Grant Management Webinars
The Adult Education team hosts regular Adult Education Statewide Calls, in addition to training sessions regarding key elements of grant management. These sessions are essential for understanding the requirements and resources for managing Title II AEFLA grants as a subgrantee. Sessions will be virtual, with registration on the NCCCS Professional Development Calendar. 
	Webinar
	Date
	Time

	2026-2027 Assessment Manual Overview
	August 13, 2026
	2:00-3:30 p.m.

	From Planning to Approval: Navigating the 2026-2027 Title II Budget Process
	August 18, 2026
	10:00-11:30 a.m.

	2026-27 Federal Programs Time & Effort Webinar
	August 20, 2026
	2:00-3:30 p.m.

	Statewide CCR Virtual August Call
	August 26, 2026
	2:00-3:00 p.m.

	New Directors’ Orientation Session One – Title II Director Responsibilities 
	August 27, 2026
	10:00 a.m. – 12:00 p.m.

	New Directors’ Orientation Session Two – Navigating Essential Title II Resources and Guidance
	Sept. 24, 2026
	10:00 a.m. – 12:00 p.m.

	New Directors’ Orientation Session Three – Performance & Monitoring
	Oct. 22, 2026
	10:00 a.m. – 12:00 p.m.

	Statewide CCR Virtual November Call
	Nov. 18, 2026
	2:00 – 3:00 p.m.

	New Directors’ Orientation Session Four – CCR Programs & Initiatives
	Nov. 19, 2026
	10:00 a.m. – noon

	Statewide Virtual January Call
	Jan. 27, 2027
	2:00 – 3:00 p.m.

	New Directors’ Orientation Session One – Title II Director Responsibilities
	Feb. 11, 2027
	10:00 a.m. – noon

	New Directors’ Orientation Responsibilities Session Two – Navigating Essential Title II Resources and Guidance
	March 11, 2027
	10:00 a.m. – noon

	Statewide Virtual March Call
	March 24, 2027
	2:00 – 3:00 p.m.

	New Directors’ Orientation Session Three – Performance & Monitoring
	April 8, 2027
	10:00 a.m. – noon

	New Directors’ Orientation Session Four – CCR Programs & Initiatives
	May 13, 2027
	10:00 a.m. – noon

	Statewide CCR Virtual June Call
	June 9, 2027
	2:00 – 3:00 p.m.


[bookmark: _Toc224909550]
Important Deadlines
Weekly/Ongoing
· Approve data entries to ADVANSYS (NRS registrations, profile changes, NRS assessments, attendance hours, and outcomes)
[bookmark: _Toc224233133][bookmark: _Toc224585200][bookmark: _Toc224585708][bookmark: _Toc224656491][bookmark: _Toc224720891][bookmark: _Toc224909551]July 15, 2026
· Submit Time and Effort (monthly and semi-annual) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
· Upload job descriptions for any position funded fully or partially by Title II WIOA Funds to the Moodle portal.
· Finalize any data entries, edits, or approvals in ADVANSYS for Program Year 2025–26 before July 29th at noon.
August 15, 2026
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
[bookmark: _Toc224233135][bookmark: _Toc224585201][bookmark: _Toc224585709][bookmark: _Toc224656492][bookmark: _Toc224720892][bookmark: _Toc224909552][bookmark: _Toc224233134]Sept. 15, 2026
· Budgets for 231, 225 and 243 due to Moodle (one time upload), due by Oct. 1st (CBOs) and Oct. 21st (colleges). Budget forms are sent out from the North Carolina Community College System Office Finance Department on an annual basis. 
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
Oct. 14–15, 2026
· Optional- Attend the NCCCS System Conference in Raleigh (October 14–16)
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
· Submit AHS Agreements of Affiliation for 2026–2028
Nov. 15, 2026
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
Dec. 15, 2026
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
[bookmark: _Toc224233137][bookmark: _Toc224585204][bookmark: _Toc224585712][bookmark: _Toc224656494][bookmark: _Toc224720894][bookmark: _Toc224909554]Jan. 15, 2027
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
[bookmark: _Toc224233138][bookmark: _Toc224585205][bookmark: _Toc224585713][bookmark: _Toc224656495][bookmark: _Toc224720895][bookmark: _Toc224909555]Feb. 15, 2027
· Submit Time and Effort (monthly and semi-annual for July-Dec. 2026) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
[bookmark: _Toc224233139][bookmark: _Toc224585206][bookmark: _Toc224585714][bookmark: _Toc224656496][bookmark: _Toc224720896][bookmark: _Toc224909556]March 15, 2027
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
· Submit the AEFLA Continuation Grant Application for Program Year 2027-28
[bookmark: _Toc224233140][bookmark: _Toc224585207][bookmark: _Toc224585715][bookmark: _Toc224656497][bookmark: _Toc224720897][bookmark: _Toc224909557]April 15, 2027
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
[bookmark: _Toc224233141][bookmark: _Toc224585208][bookmark: _Toc224585716][bookmark: _Toc224656498][bookmark: _Toc224720898][bookmark: _Toc224909558] May 15, 2027
· Submit Time and Effort (monthly) to the Moodle portal
· Submit monthly expenditures report (XDBR) to the Moodle portal
June 15, 2027
· Prepare to submit semi-annual Time and Effort for Jan.–June 2027 by Sept. 15th of the next program year
· Make all budget modifications prior to June 30, 2027 
[bookmark: _Toc222309651]
[bookmark: _Toc36551392]Performance and Accountability
NCCCS supports accountability of Providers by providing technical assistance on federal, state, and local requirements and how those requirements affect the quality and accountability of AEFLA-funded programs. AEFLA requires states to provide technical assistance to Providers and to monitor and evaluate the quality and improvement of adult education and literacy activities. (AEFLA § 223(a)(1)(C)–(D), 29 U.S.C. § 3303(a)(1)(C)–(D))
[bookmark: _Toc832379403]National Reporting System
The National Reporting System for Adult Education is the outcome-based performance accountability system for the state-administered, federally funded adult education programs. It establishes common definitions, assessment requirements, data collection procedures, performance measures, and federal reporting requirements for Title II programs. AEFLA Section 212 requires all programs and activities authorized under Title II to comply with the WIOA Section 116 performance accountability provisions. (AEFLA § 212, 29 U.S.C. § 3292; WIOA § 116, 29 U.S.C. § 3141)
The NRS includes:
1. The WIOA primary indicators of performance
2. Measures describing adult education participants and program participation
3. Common definitions and data standards
4. Methods for collecting and calculating performance data
5. State and federal reporting procedures
6. Assessment policies and educational functioning level requirements
WIOA Primary Indicators of Performance
Under WIOA, the six primary indicators of performance for the Adult, Dislocated Worker, Title II AEFLA, and Vocational Rehabilitation programs are:
1. Employment during the second quarter after exit
2. Employment during the fourth quarter after exit
3. Median earnings during the second quarter after exit
4. Credential attainment
5. Measurable skill gains (MSGs)
6. Effectiveness in serving employers (not yet measured for Title II) 
Periods of Participation (POPs)
A period of participation (POP) begins when an individual becomes a participant and ends on the participant’s date of exit. For Title II, a reportable individual becomes a participant after completing at least 12 contact hours. Participants must also have a valid initial placement within the first 12 contact hours. The participant’s exit date is the last date of service after at least 90 consecutive days have passed without qualifying services, and no future services are planned. (34 CFR § 463.150(a) and (c); U.S. Department of Education, Performance Accountability Guidance for WIOA Core Programs, OCTAE Program Memorandum 17-2, Change 3)
A date of future service may be entered in ADVANSYS under “planned return date” when a student has notified the Provider that they will be temporarily absent and intend to return to the program. It will prevent the student from having a separation in service if they re-engage with services by that date. The date of future service must reflect the student’s anticipated return date, supported by documentation on the LEIS form with the student's signature and cannot exceed 180 days from the student’s last date of service. For this purpose, service includes instructional hours recorded in ADVANSYS or valid NRS assessment scores recorded in ADVANSYS.
A date of future service should be initiated by the student. It may not be entered when a student has stopped attending and the Provider has not received confirmation of the student’s intent to return. Providers must not assign a date of future service based on assumptions, unsuccessful outreach attempts, or solely for the purpose of preventing a student from exiting a POP. 
A student whose POP has ended could return within the same program year and have a subsequent POP if they attend for 12 or more hours. 
Reportable Individuals
A reportable individual is an individual who has taken an action that demonstrates an intent to use program services and meets the program’s reporting criteria. Reportable individuals include individuals who:
1. Provide identifying information
2. Use self-service systems
3. Receive information-only services or activities
4. Begin receiving Title II services but have not yet completed the 12 contact hours required to become a participant

Individuals who have not completed at least 12 contact hours are not included as participants in federal performance calculations, but they remain subject to applicable reportable individual data collection and reporting requirements. (34 CFR § 463.150(a)–(b); U.S. Department of Education, Performance Accountability Guidance for WIOA Core Programs, OCTAE Program Memorandum 17-2, Change 3)
Performance Reporting by Period of Participation
Each POP is treated as a separate event for WIOA performance accountability purposes. A participant with more than one POP is counted separately for each period in the numerator and denominator of each applicable performance indicator.
For exit-based indicators, NCCCS must conduct follow-up and report outcomes based on the exit date associated with each POP. These indicators include second-quarter employment, fourth-quarter employment, median earnings, credential attainment, and effectiveness in serving employers.
A measurable skill gain (MSG) is not an exit-based indicator. A participant is included in the MSG calculation for each POP occurring during the program year, and the participant must achieve at least one applicable MSG during each POP to produce a successful outcome for that period. A POP that spans two program years is included in the MSG calculation for each program year. (U.S. Department of Education, Performance Accountability Guidance for WIOA Core Programs, OCTAE Program Memorandum 17-2, Change 3, Period of Participation and Attachment V)
Measurable Skill Gains (MSGs)
Under WIOA, measurable skill gains (MSGs) can be documented through five types of progress:
1. Documented achievement of at least one educational functioning level (EFL gain)
a. Comparing a participant’s pre-test and post-test scores using NRS-approved assessments
b. Awarding sufficient adult high school credits or Carnegie units under state policy
c. Documenting enrollment in state-recognized postsecondary education or training during the program year while the participant remains enrolled in adult education
d. Documenting passage of a subtest on a state-recognized high school equivalency examination
2. Documented attainment of a secondary school diploma or recognized equivalent
3. A secondary or postsecondary transcript or report card showing that the participant is meeting the state’s academic standards
4. A satisfactory progress report toward established training milestones
5. Successful passage of an occupational exam or attainment of technical or occupational skills through an approved benchmark
Performance can be measured through an educational functioning level (EFL) gain (MSG 1) or attainment of a secondary school diploma or recognized equivalent (MSG 2) for all Title II participants who achieve them. However, achievements for MSG types 3–5 are only able to be documented for participants enrolled in IET or workplace literacy programs. (34 CFR § 463.155(a)(1)(v); U.S. Department of Education, Performance Accountability Guidance for WIOA Core Programs, OCTAE Program Memorandum 17-2, Change 3)
Participants who exit the program due to the following extenuating circumstances are excluded from the MSG performance measures calculations: 
· Incarceration or entry into a 24-hour support facility such as a hospital or treatment center
· Medical treatment that lasts more than 90 days 
· Being called into active duty in the National Guard or other armed services for at least 90 days
· Death
Providers must record all MSGs achieved during the program year and report on the most recent achievement for each applicable MSG type. Only the most recently earned MSG outcome is counted as a successful outcome for each POP within each program year when calculating the MSG attainment rate. (NRS Technical Assistance Guide for Performance Accountability, April 2025, Chapter II; U.S. Department of Education, Performance Accountability Guidance for WIOA Core Programs, OCTAE Program Memorandum 17-2, Change 3)
There are two MSGs that students can earn that may apply retroactively to their prior POP:
· MSG 1a: If a student separates and returns and does not earn an MSG in the prior POP, the student may earn an MSG based on their first post-test within the new POP. If this results in an EFL gain, the gain is applied retroactively to the prior POP. That post-test will serve as the post-test to the prior POP, and the new pre-test for the new POP. The student may earn an additional pre/post-test MSG for their new POP from another EFL gain after post-testing with sufficient hours.
· MSG 2: If a student earns either an HSE Credential or an AHS Diploma, an MSG is applied to the student’s current POP and any preceding POP within the program year.
MSG 1: Educational Functioning Level (EFL) Gain 
· MSG 1a activity name: Advancing to one or more higher levels by pre- and post-test EFL gain
· Provider documentation: Original NRS assessment in student master file
· MSG 1b activity name: Adult High School credit for applicable AHS participants
· Provider documentation: Permanent AHS master file (see NCCCS AHS Implementation Guide for file requirements)
· MSG 1c activity name: Participants who are enrolled in a program below the postsecondary level and who enroll in state-recognized postsecondary education (PSE) or training during the program year.
· Provider documentation: None. Students are data matched against National Student Clearinghouse and NCCCS Registration reports each period.
· MSG 1d activity name: Participants who pass a subtest on a state-recognized high school equivalency examination within the program year.
· Provider documentation: None. Students are data matched monthly with DiplomaSender reports.
Important Notes about MSG 1c: Postsecondary Enrollment 
A participant may earn an educational functioning level gain through MSG 1c when the participant enrolls in a state-recognized postsecondary education program after first enrolling in Adult Education. 
The postsecondary enrollment must occur after the participant’s initial Adult Education enrollment. For approved continuing education courses, the course start date must be after the participant’s Adult Education enrollment date. For degree-seeking programs, enrollment must occur at least one term after the term associated with the participant’s initial Adult Education enrollment. For example, if a participant enrolls in Adult Education on September 1, which falls in the fall term, the participant’s degree-seeking enrollment must begin no earlier than the following spring term to count for MSG 1c.
The NCCCS System Effectiveness team identifies MSG 1c through data matching. Data from the National Student Clearinghouse and CE Registration reports are used for the match. Colleges submit CE Registration reports to NCCCS several weeks after each load period ends: summer (May 16–August 14), fall (August 15–Dec. 31), and spring (Jan. 1–May 15).
NCCCS does not receive the summer CE Registration report until mid-September. As a result, Title II students who enroll in eligible continuing education courses during the summer load period cannot be captured for MSG 1c until after the summer report is received and processed.
MSG 1c counts are available in Power BI on the Overview tab. Providers may right-click the PSE MSG cell and select “drill through” to export a list of students who received the MSG. 
MSG 2: Secondary Diploma/Equivalent 
· MSG 2 activity name: Adult High School Diploma
· Provider documentation: Permanent AHS master file (see NCCCS AHS Implementation Guide for file requirements).
· MSG 2 activity name: High School Equivalency (HSE) Diploma (includes Multiple Pathways to High School Equivalency (MPHSE), GED®, HiSET®, and TotalTranscript)
· Provider documentation: For MPHSE only, permanent MPHSE master file (see MPHSE Operating Guidelines for file requirements). Official Document Summary Authorization Form must be uploaded to both DiplomaSender and ADVANSYS by the Provider.
MSG 3: Transcript or Progress Report of Secondary or Postsecondary Credits
· MSG 3 activity name: Transcript or progress report of secondary or postsecondary credits
· Provider documentation: Transcript showing satisfactory achievement and completion of credit-bearing coursework must be kept in the student file and uploaded to the student’s portfolio in ADVANSYS. Documentation must match what is listed on the Provider’s state-approved IET or workplace literacy application.
MSG 3 is only applicable to students enrolled in IET or workplace literacy programs. Students take college level courses for credit, usually the training component of the IET, while enrolled in the adult education program. 
· Full-time students must complete a minimum of 12 hours per semester during the program year.
· Part-time students must complete at least 12 credit hours over the course of two consecutive completed semesters during the program year.
MSG 4: Workplace Milestones
· MSG 4 activity name: workplace milestone achievement
· Provider documentation: Student achievement of predetermined milestones must be verified by the employer or training provider, placed in the student file, and be uploaded to the student’s portfolio in ADVANSYS. Progress report must show completed milestones, increases in pay resulting from new skills, or increased performance. Documentation must match what is listed on the Provider’s state-approved workplace literacy or IET application.
MSG 4 is only applicable to students enrolled in IET or workplace literacy programs. It requires working with an employer or training partner and is most relevant for students in workplace literacy programs. Providers must work with the employer or training partner to establish goals before the project begins.  Examples of goals include: 
· On-the-job training
· Completion of one year of an apprenticeship program 
· Other milestones as determined by employer or training provider 
· Pay increases due to acquired skills
[bookmark: _Int_AtyXkzmT]The employer or training provider provides written verification of satisfactory or better progress toward goal. This might take the form of a letter, evidence of a pay increase, assessment results, or a rubric documenting improved performance of target skills.
Workplace literacy means contextualized adult education and literacy activities offered by a Provider in collaboration with an employer or employee organization. Instruction may occur at the workplace or at an off-site location and must be designed to improve workforce productivity.
MSG 5: Passing Exam or Demonstrating Progress
· MSG 5 activity name: Passing exam or demonstrating progress
· Provider documentation: Documentation of student’s achievement or progress (e.g., exam results, transcript, copy of diploma or certificate) must be placed in the student’s file and uploaded to the student’s portfolio in ADVANSYS. Documentation must match what is listed on the Provider’s state-approved IET or workplace literacy application.
MSG 5 applies only to participants enrolled in integrated education and training or workplace literacy programs. The exam, credential, or trade-related benchmark used to document the gain must be established and approved before the IET or workplace literacy activity begins.
MSG 5 is most appropriate for IET programs that lead to a recognized postsecondary credential, industry-recognized credential, or stackable occupational credential required for employment or advancement in a specific occupation.
A participant may earn MSG 5 by:
1. passing a technical or occupational knowledge-based exam;
2. earning a required certification or credential based on exam passage; or
3. demonstrating progress in technical or occupational skills through approved trade-related benchmarks.

Examples include passing a component exam in a registered apprenticeship program, passing an employer-required occupational exam, meeting an element of an industry or occupational competency-based assessment, or completing another competency-based test required to obtain an occupational credential.
General academic tests, traditional postsecondary course tests, and general work readiness certificates do not qualify for MSG 5. Examples of unallowable measures include the Career Readiness Certificate, WorkKeys, NorthStar Digital Literacy Certificates, CPR, OSHA-10, or other assessments or credentials that are not specific to an occupation.
Initial Placement
All participants must have an initial placement for each POP. Initial placement may be established through an approved NRS pre-test, an adult high school entering educational functioning level, or an approved alternate placement.
The initial placement determines the participant’s NRS level assignment and entering educational functioning level. For the first period of participation in a program year, the initial placement must be administered or assigned within the student’s first 12 hours of instruction.
If a student takes more than one approved NRS assessment, all valid scores, as defined by the test publisher’s guidelines, may be used to determine the initial placement for the period of participation. The student receives one initial level placement per period of participation, based on the lowest valid score from an approved NRS pre-test or approved alternate placement. When multiple NRS assessments are administered, only assessments taken within three calendar days of the first assessment will be evaluated to determine the student’s initial placement.
If a student separates and later returns to a Title II program after 90 or more days of inactivity within the same program year, the student begins a new POP. Before the student reaches 12 hours of attendance in the new POP, the Provider must establish an initial placement for that new period.
For a second or third POP within the same program year, initial placement may be established by one of the following methods:
· assigning an approved alternate placement, when applicable;
· manually entering the educational functioning level that reflects the student’s most recent valid test from the previous period of participation; or
· administering a new pre-test if more than six months have passed since the student’s most recent valid test.
This guidance applies only to students who separate and re-enter within the same program year. If a student separates and re-enters in a new program year, the student must establish an entering educational functioning level for the new program year through an approved pre-test, adult high school entering educational functioning level, or approved alternate placement.
For complete information about placement, reference the Adult Education Assessment Manual.
Post-Testing
Each program year, Providers are required to post-test at least 65% of participants who are eligible for post-test gains. Providers should post-test participants during each POP when the participant has sufficient instructional hours, has made appropriate progress, and is enrolled in a level or program eligible for a post-test gain. Participants who are not required to post-test include those enrolled in adult high school, those with an entering educational functioning level of ABE Level 6, and those with an approved alternate placement. Reference the Adult Education Assessment Manual for further guidance.
Credential Attainment
The credential attainment indicator measures the percentage of eligible participants who obtain one of the following credentials:
1. A secondary school diploma or recognized equivalent during participation or within one year after exit. The credential counts as a successful outcome only when the participant is also employed or enrolled in an education or training program leading to a recognized postsecondary credential within one year after exit.
2. A recognized postsecondary credential during participation or within one year after exit.
For Title II, the secondary credential measure applies to participants who entered without a secondary school diploma or recognized equivalent and were enrolled in secondary education at or above the ninth-grade level. The postsecondary credential measure applies to participants who were also enrolled in postsecondary education or training leading to a recognized postsecondary credential. (WIOA § 116(b)(2)(A)(i)(IV) and (iii), 29 U.S.C. § 3141(b)(2)(A)(i)(IV) and (iii); 34 CFR § 463.155(a)(1)(iv))
[bookmark: _Toc77855737][bookmark: _Toc80700714][bookmark: _Toc188609504][bookmark: _Toc1417047345][bookmark: _Toc77855738][bookmark: _Toc80700715][bookmark: _Toc188609505][bookmark: _Toc222309653]Data & Records Management
Literacy Education Information System Form
NCCCS developed a uniform data collection instrument to collect required student information. This instrument is referred to as the Literacy Education Information System (LEIS) form. Providers must use the standardized LEIS form or the ContinueED feature in ADVANSYS to collect required student demographic, eligibility, participation, and reporting information. Providers may add local fields to the standardized form, but they may not change or remove existing NCCCS-required components.
Students must complete a new LEIS form at the start of each new POP. Digital copies of the current LEIS form are available on the NCCCS Adult Education Providers’ Hub website. The LEIS Data Dictionary, published on the LEIS Forms section of the NCCCS Federal Programs Performance and Accountability site, defines the fields on the LEIS form. (NCCCS State Data Collection Policy)
ADVANSYS, Power BI, & NCCCS Data Dashboards
WIOA requires states to establish and operate a fiscal and management accountability information system that supports the collection and use of information for federal reporting and monitoring. AEFLA also identifies a Provider’s ability to maintain a high-quality information management system that can report measurable participant outcomes and monitor program performance as a statutory consideration for funding. (WIOA § 116(i), 29 U.S.C. § 3141(i); AEFLA § 231(e)(12), 29 U.S.C. § 3321(e)(12))
North Carolina’s data management system is ADVANSYS, provided by Benchmark ITS. Under NCCCS policy, Providers must submit Title II data electronically through ADVANSYS. Demographic, participation, attendance, assessment, program enrollment, and outcome data must be entered at least once each week and approved within one week of entry. Every Provider must have a trained LEIS data manager who is knowledgeable and proficient in data entry and understands the purpose and guidelines for student data collection. Training is provided by NCCCS. 
Providers must collect and report required data for all individuals receiving Title II-funded services who meet the applicable reporting criteria. This includes both reportable individuals and participants. Federal performance calculations are based on participants, while separate NRS reporting tables capture information about reportable individuals who have completed fewer than 12 contact hours. (34 CFR §§ 463.150 and 463.160; NRS Technical Assistance Guide for Performance Accountability, April 2025, Appendix D)
Benchmark sends a flat file to NCCCS monthly to be used for monitoring and reporting periods. Once tabulated, each Provider’s data is displayed on Power BI Dashboards for Provider review. Access to the Title II Power BI Dashboards is granted locally by a college’s designated data coordinator or granted by NCCCS for community-based organizations. Power BI provides a visual representation of each Provider’s data, allowing them to compare performance month-over-month and year-over-year. 
Community college Provider MSG rates are evaluated for both federal and state performance. State performance baseline and excellence levels differ from federal performance baseline and excellence levels and are reset annually based on the mean across the 58 colleges in the System. 
[bookmark: _Toc227922725]Data Matching
North Carolina uses a data matching system to obtain verification of employment, high school credential, and postsecondary education indicators. North Carolina has developed a system that allows individual agencies to share data through Social Security Numbers without compromising confidentiality. For employment-related outcomes, NCCCS uses North Carolina Department of Commerce wage income records. For postsecondary outcomes, data are matched with the National Student Clearinghouse, a centralized database of public colleges and universities and Continuing Education enrollment in an occupational training course and the NCCCS Data Warehouse.
Data Privacy
NCCCS protects the privacy of student education records in accordance with the Family Educational Rights and Privacy Act (FERPA), applicable state laws, and system policies. Student data is used only for legitimate educational, administrative, and reporting purposes and is disclosed only as permitted by law.
Data Dissemination
Adult Education data is listed under the “Basic Skills/College and Career Readiness (CCR)” dashboards on the NCCCS Data Dashboards. This is a public display of each Provider’s achievement toward the state and local levels of performance. 
Records Retention
Providers must retain all local program records and supporting documents for a minimum of five years from the date of submission of the final expenditure report. All state and local adult high school transcripts and diplomas must be maintained indefinitely at the local level. Additional guidance on records retention can be obtained from the Records Retention and Disposition Schedule webpage.

[bookmark: _Toc675184678]Student Eligibility, Enrollment, and Attendance
[bookmark: _Toc503443571][bookmark: _Toc188609471]This section outlines the requirements for recruiting, enrolling, placing, and tracking participants in WIOA Title II adult education programs. It includes guidance on student eligibility, intake and enrollment procedures, initial assessment and placement, advising, and attendance documentation and reporting. 
[bookmark: _Toc503443577][bookmark: _Toc188609474][bookmark: _Toc1825307592]Recruitment, Intake, & Orientation
To meet the regional needs identified in the WIOA Local Plan (Section 106(c)(3)(B), Providers are expected to use a variety of community outreach and recruitment strategies so that the populations identified in the plan as being most in need of adult education and literacy activities are aware of and able to enroll in services. 
OCTAE Program Memorandum 17-2, pg. 20, emphasizes that "programs should not delay enrollment or services to participants until a new program year even if programs believe there is insufficient time for the participant to make any type of Measurable Skill Gain by the end of that program year.” Eligible students may not be denied enrollment into Title II-funded programs, regardless of the time of year in which they seek to enroll.
Programs must have a process in place for conducting student intake. While the process may look different depending on the student population and the program, it should include methods for gathering and reporting student registration and placement information. The Literacy Education Information System (LEIS) form captures demographic, contact, education, employment, and related information as reported by the student. Information on this form must be entered into the student information system ADVANSYS within a week of receipt from the student. The program should determine the most appropriate method for gathering the needed information based on the student’s skills and comfort level. The fields on the LEIS form are defined in the LEIS Data Dictionary available on the Performance & Accountability section of the NCCCS WIOA Title II web page.
Student orientation is a program practice that helps students understand the Title II Program’s purpose, structure, requirements, and resources for support while determining if it is a match for their goals. Programs should consider offering flexible schedules and formats for orientation based on the varied needs of their incoming students. During orientation or subsequent advising is an opportunity to introduce incoming students to other WIOA core partners or community organizations that can support them through their educational and career pathways.
[bookmark: _Toc2114197352]Student Eligibility
Section 203(4) defines an eligible individual as an individual who: 
a) has attained 16 years of age;
b) is not enrolled or required to be enrolled in secondary school under state law; and 
c) who ̶
i) is basic skills deficient;
ii) does not have a secondary school diploma or its equivalent, and has not achieved an equivalent level of education; or
iii) is an English language learner.
[bookmark: _Toc89438683]Below are a few clarifications regarding student eligibility.

[bookmark: _Toc89438684]Withdrawal from Secondary School. No student who is currently enrolled in a public or private secondary school may be enrolled in Title II programs, even during breaks or in the summer between school years. 
[bookmark: _Toc390093527][bookmark: _Toc391994843][bookmark: _Toc391995012][bookmark: _Toc393445298][bookmark: _Toc89438685]Enrollment of High School Graduates. Students who have a high school diploma, a high school equivalency diploma, or an adult high school diploma may still enroll in Title II programs if they have a state-approved alternate placement or score 12.9 or below (or its equivalent) on a state-approved standardized test. 
[bookmark: _Toc390093529][bookmark: _Toc391994845][bookmark: _Toc391995014][bookmark: _Toc393445300][bookmark: _Toc89438687]Social Security Numbers. Providers are encouraged to obtain Social Security Numbers from students upon enrollment. North Carolina uses these to track co-enrollment across WIOA Titles, as well as performance measures for credential attainment, employment, and postsecondary enrollment. However, services cannot be denied if the student does not provide their Social Security Number. 
[bookmark: _Toc503443572][bookmark: _Toc188609472][bookmark: _Toc1604385536]Enrollment of Special Populations
[bookmark: _Toc89438688][bookmark: _Toc227922701]Minors
Minors ages 16–17 years of age, may be served by Adult Education Providers. Providers should require minors to meet the same conduct standards and disciplinary policies and procedures as the adult students. Programs should not adopt different disciplinary or grievance procedures for minor students, nor should they establish courses that are restricted to 16–17-year-old students only. Below are a few additional considerations that apply to the enrollment of minors ages 16-17 in Adult Education programs. 
[bookmark: _Toc89438689][bookmark: _Toc390093532][bookmark: _Toc391994848][bookmark: _Toc391995017][bookmark: _Toc393445303]Waiting Period for Minors 
The state and federal requirements do not specify that minor students should have a waiting period before their enrollment. That is a Provider decision, often developed in collaboration with the local school system. Some school systems prefer a waiting period as a deterrent to dropping out of school; others do not. 
Signed Withdrawal Form and Notarized Petition for Enrollment
The enrollment of minors in NCCCS is governed by the State Board Code 1D 200.95 and 1D 200.99. Minors withdrawn within a six-month period must obtain a signed official withdrawal form from the local public or private educational agency and a notarized petition of the minor’s parent, legal guardian, or other person or agency having legal custody and control. The petition shall certify the minor’s residence, date of birth, date of leaving school, name of last school attended, and the petitioner’s legal relationship to the minor. Minors withdrawn for at least six months do not need a withdrawal form but still require a notarized petition of the minor’s parent or legal guardian. Emancipated minors do not need a release form or notarized petition. 
[bookmark: _Toc391994849][bookmark: _Toc391995018][bookmark: _Toc393445304][bookmark: _Toc89438690]Emancipated Minors
[bookmark: _Toc390093534]An emancipated minor is a person below 18 years of age who has married or has a court order stating that the person is emancipated. Programs must obtain proof of emancipation before granting minors the status of emancipation. No agency or individual may grant a transfer in the “judicial decree of emancipation;” therefore, each agency must obtain proof of emancipation in the form of a court order or marriage license. Emancipated minors do not need release forms.
[bookmark: _Toc236550479][bookmark: _Toc236550109][bookmark: _Toc236549862][bookmark: _Toc236541642][bookmark: _Toc236473821][bookmark: _Toc236473571][bookmark: _Toc234988083][bookmark: _Toc199646096][bookmark: _Toc190830172][bookmark: _Toc190654505][bookmark: _Toc182030915][bookmark: _Toc178755033][bookmark: _Toc174952394][bookmark: _Toc174952159][bookmark: _Toc174951594][bookmark: _Toc169486337][bookmark: _Toc66243268][bookmark: _Toc66152768][bookmark: _Toc66152551][bookmark: _Toc66089059][bookmark: _Toc66086098]Enrollment of Court-ordered Youth
A judge may order an individual to attend a Title II class or take a high school equivalency test as a condition of release or parole. The court-ordered student may have specific attendance guidelines dictated by the court. If the court has not set attendance guidelines, the Title II program should determine the appropriate attendance requirement.
It is recommended that the student sign a commitment contract or similar document that specifies the attendance requirements, and this document should be sent to the court official (i.e., probation officer or other designee providing oversight). Once the student contract is completed, or if the student is terminated, the appropriate court official should be notified in writing.
Students in Correctional Environments
Any Adult Education Provider in North Carolina may serve students who are incarcerated, whether in a state prison or a local detention center or jail, regardless of whether the Provider is a community college. In all cases, coordination with the facility personnel is essential for student enrollment and program success. Priority for enrollment must be given to individuals who are likely to leave the correctional institution within five years of participation in the program.
North Carolina Department of Adult Corrections (NC DAC) formally partners with the NCCCS to provide adult basic education, adult secondary education, and English language acquisition courses to students within their prisons; colleges and facilities create an annual Prison Education Plan. Adult Education services provided by community colleges are offered in accordance with this plan and State Board Code of Community Colleges sections pertaining to captive and co-opted groups (1D 700.98).
NCCCS Numbered Memo cc21-53 issued November 30, 2021, announced that the State Board of Community Colleges granted blanket approval of all current and future College & Career Readiness (now Adult Education) courses in the Combined Course Library to be offered for captive and co-opted groups, so long as instructional services are offered under the current operating procedures, policies, State Board of Community Colleges Code, NC General Statutes, and contingent upon availability of funds.
NCCCS Adult Education Providers offering courses in correctional settings must ensure classes are coded correctly in ADVANSYS and/or Colleague. Prison courses must be marked with a “P,” and detention center or jail courses must be marked with a “J.” When creating a new class in ADVANSYS, Providers should select the appropriate class type: "community corrections" for detention center or jail classes, and "correctional facilities" for prison classes. Since ADVANSYS allows only one class type, Providers creating a membership class should select the membership type first, then add the “P” or “J” designation to the section in Colleague on SECT after integration.
Providers should be careful to accurately record barriers to employment for this population. Students who are incarcerated at program entry, should have “Ex-Offender” marked on their Literacy Education Information System (LEIS) form and on their ADVANSYS demographics student data. An ex-offender is a person who either (a) has been subject to any stage of the criminal justice process for committing a status offense or delinquent act, or (b) requires assistance in overcoming barriers to employment resulting from a record of arrest or conviction. Additionally, they should have either “In Correctional Facility” or “In Community Correctional Program” marked on their LEIS form and on their ADVANSYS demographics special programs data.
Students with Disabilities
Providers should seek to ensure students with disabilities have equitable access to and participation in their academic programs and career pathways. Specific efforts should be made to advertise services and programs to individuals with disabilities, as well as to provide reasonable accommodation as needed. Arrangements for testing accommodation often need to be made prior to the student taking their NRS assessment for initial placement.
Students with disabilities in adult education programs may choose to request accommodations for instruction and/or assessment under the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act of 1973. In such cases, they should supply supporting documentation that explains the nature of their disability and their need for the requested accommodation. Appropriate documentation will vary depending on the nature of the disability and the specific accommodation requested. IEPs and Section 504 plans students may have had during their k-12 educational experience do not transfer to the adult education environment; however, students may wish to provide them as part of their supporting documentation for an accommodation request under the ADA.
Providers should refer to the North Carolina Adult Education Assessment Manual section titled “Accommodating for Students with Disabilities or Other Special Needs Tests and Placement for Special Populations” and the test manufacturer’s guidelines prior to providing accommodations for NRS assessments.
[bookmark: _Toc1864675625]Enrollment and Placement Considerations for Special Programs
Adult High School (Community Colleges)
Adult high school (AHS) programs are offered cooperatively between a community college and a public school unit (PSU). Each Adult High School has an Agreement of Affiliation between the two agencies. Student enrollment and eligibility are subject to the terms of this agreement. Providers should evaluate the incoming student’s official transcripts to determine which credits the student may have already earned, and which credits the student will need to complete. Transcript information must be entered into the student’s ADVANSYS record and may be used to set the student’s initial placement. Providers may or may not decide to administer NRS assessments for AHS students. It is essential that staff enrolling and advising AHS students are familiar with the requirements of the program and the options for placement. Reference the Adult High School Implementation Guide, in addition to the local Provider’s Agreement(s) of Affiliation with the PSU(s).
[bookmark: _Toc503443576]In addition to an NRS registration, students must also be coded in ADVANSYS as an AHS student using the secondary registration type. 
Developmental Education / Transition to Success (Community Colleges)
Transition to Success is a developmental education transition model designed to prepare Adult Education students for entry into community college programs or workforce training. The model integrates contextualized instruction, career exploration, and college readiness skills to support successful transitions to postsecondary education.
Students in Developmental Education / Transition to Success courses offered through NCCCS Adult Education Providers may, or may not, have already applied to the college and begun college coursework. Providers should ensure the student has received appropriate academic advising regarding which courses are required for their course of study and how the Developmental Education / Transition to Success courses taken with the Adult Education Provider will impact their placement into gateway college English and math courses. These programs are usually designed for Measurable Skill Gains 1a - EFL gain by advancing one or more levels by pre/post-test. However, if the Provider has designed this program only for Measurable Skill Gain 1c – Enrollment in Postsecondary Education or Training, students may have an alternate placement if NCCCS has approved the Providers’ Alternate Placement Form. For more information regarding Developmental Education / Transition to Success at NCCCS Adult Education Providers, please reference the Transition to Success Manual. 
In addition to an NRS registration, students must also be coded in ADVANSYS as a “co-enrolled in college” student using the secondary registration type.
Family Literacy
Family literacy refers to programs that address the intergenerational nature of literacy, supporting parents as the first teachers of their children. Family literacy programs integrate (1) interactive literacy activities between parent and child; (2) training in parenting activities; (3) literacy training that leads to economic self-sufficiency; (4) age-appropriate education to prepare children for success in school and life experiences. Programs work with individuals as well as with the family unit. 
Children or teens in the family literacy program who do not meet Title II eligibility requirements should not receive an NRS registration. Typically, they receive services through other agencies (e.g., libraries, schools, nonprofits, etc.) coordinating with the Adult Education Provider for the success of the overall program. 
Adult education students in family literacy programs should have "In Family Literacy Program?" marked as "yes" under #22 on the LEIS form and in their student demographics section in ADVANSYS. This is required for accurate reporting in NRS Tables Six and Eight. 
Integrated English Language and Civics Education (IELCE)
Under Section 203(7), an English language learner is defined as “an eligible individual who has limited ability in reading, writing, speaking, or comprehending the English language, and 
A. whose native language is a language other than English; or
B. who lives in a family or community environment where a language other than English is the dominant language.”
NRS levels do not determine student eligibility. Non-native English speakers, who are receiving ELA and civics instruction as an integrated component of IELCE are still eligible to participate under IELCE even though they may have tested out of all six ESL levels in NRS. Programs should use alternate placement (with state approval) or the NRS assessment that best fits the level of the learner, e.g., TABE, CASAS. In addition to an NRS registration, students must also be coded in ADVANSYS as an IELCE student using the secondary registration type.
Programs That Might Use Alternate Placement 
Students enrolling in programs or courses designed to yield MSG other than 1a (advancing to one or more higher Educational Functioning Levels by pre/post-test gain on a state-approved standardized assessment) may be exempt from NRS pre/post-testing if the Adult Education Provider has submitted an Alternate Placement Approval Form to NCCCS and received approval. This might impact their intake process.
Examples of such programs may include, but are not limited to, integrated education and training (IET), workplace literacy, high school equivalency preparation, and postsecondary bridge programs. For these types of programs, with state approval, Providers may develop and implement alternate placement options which are aligned to the anticipated outcomes of the program. See the NCCCS Adult Education Assessment Manual and Alternative Placement Forms and Information on the Federal Programs Performance and Accountability site for more information about alternate placement. 
Integrated Education and Training (IET)
Students in an IET program may need to meet additional enrollment requirements for the occupational training component of the program. For example, some healthcare courses require students to obtain certain vaccinations or medical tests prior to enrollment. Providers should discuss these requirements during the recruitment and enrollment process, so students are aware of the purpose and requirements prior to committing. IET programs are often designed for MSG 1c EFL Gain by Enrollment in Postsecondary Education or Training, MSG 3 Transcript or Progress Report of Secondary or Postsecondary Credits, or MSG 5 Passing Exam or Demonstrating Progress. 

In addition to an NRS registration, students must also be coded in ADVANSYS as an IET student using the secondary registration type.
Workplace Literacy
Workplace Literacy programs are delivered in partnership with an employer or employee organization to improve employees' workplace skills, productivity, and career advancement. Instruction is provided at the worksite or another employer-approved location and is tailored to the needs of the employer and workforce. Before instruction begins, the Provider and employer should establish the program goals, instructional plan, and the milestones that will be used to measure participant progress. If the Provider plans to use alternate placement rather than an NRS-approved pre-test, the alternate placement method must be included in the Workplace Literacy Plan submitted to NCCCS for approval prior to the start of the program.
Student outcomes are measured through progress toward the employer milestones. Employer verification of progress toward milestone attainment is required before an MSG outcome may be reported. Providers must maintain supporting documentation in the student's file and upload a copy to the student's ADVANSYS portfolio. Workplace literacy participants most commonly earn MSG Type 4 (Progress Toward Milestones).
In addition to an NRS registration, students must have the "In workplace literacy program?" field marked "Yes" on both the LEIS form under #22 and in ADVANSYS. Providers should also ensure participants have any employer approvals required for participation, particularly when instruction occurs during paid work hours. While not required, employers are encouraged to compensate employees for instructional time.
High School Equivalency Preparation
Providers may wish to use alternate placement rather than NRS assessments for students who enroll specifically to prepare for high school equivalency exams. High school equivalency exams may be taken in English or Spanish, and instruction may be provided in either or both languages, whereas NRS assessments are only available in English. Alternative placement types I and II may be practical and relevant placement tools for this population.
[bookmark: _Toc188609475][bookmark: _Toc2047930590]Academic and Career Advising, Support Services
Advising
Advising is a critical component of adult education and literacy programs. Effective advising helps students establish academic and career goals, build momentum toward employment or postsecondary education and training, and persist in their educational journey. It also helps ensure that students participate in services that are aligned with their goals, contextualized to their interests, and delivered with sufficient intensity and duration to support meaningful progress.
Providers may offer advising services directly through program staff or coordinate services through partner departments or agencies with advising expertise. Students may also benefit from co-enrollment in other workforce development programs, including NextGen Youth (WIOA Title I), NCWorks Career Centers (WIOA Title III), and More Than a Job NC (SNAP Employment & Training), which can provide additional case management and advising support along educational and career pathways.
Because advising is often delivered by staff who balance multiple responsibilities and complex systems, Providers should intentionally invest in professional development and support advising functions. Advising should extend beyond just meeting operational requirements; it should focus on creating a welcoming environment, developing individualized education and career plans, collecting and using data for continuous improvement, and ultimately helping students achieve their educational and career goals. 
Professional organizations promote research-based advising practices that support student success in higher education and career growth. The NCCCS provides training and resources for academic advisors working in community colleges. NACADA is a global organization that promotes research-based advising of students in higher education. The National Career Development Association promotes a variety of professional development and credentialing options for career counselors, including the Global Career Development Facilitator credential through The Center for Credentialing and Education. LINCS offers 
Providers may wish to document advising notes pertaining to partner referrals, career pathway interest, educational goals, or IET enrollment in the case notes section of the student’s ADVANSYS record. 
Support Services
[bookmark: _Toc503443578]Many students enroll in Title II programs with a variety of needs and challenging situations in their lives that can become barriers to their attendance and success. Providers must work with WIOA core partners and other organizations that provide support to individuals facing barriers to education and employment to help students succeed. In North Carolina, Adult Education Providers often find resources to help students from a variety of sources, including:
· Findhelp.org
· NCcare360.org
· Benefits.gov
· NCWorks Career Centers (WIOA Title III)
· North Carolina Employment & Independence for People with Disabilities (WIOA Title IV, Vocational Rehabilitation)
· More Than a Job NC (SNAP Employment & Training)
· NextGen Youth Services (WIOA Title I)
· Community college resources that can be made available to Title II students (e.g., food pantry, loaner technology, or free counseling services).
· North Carolina Department of Health & Human Services
· Public libraries
· Scholarship organizations like SECU or the college foundation
· Nonprofit organizations like YMCA, YWCA, United Way, etc.
· Religious groups
· Reentry Councils
· NC Tech Resource Finder published by the NC Department of Information Technology
· FairBenefits.org (Lifeline cell plan and phone)
Beyond advising and referrals to partner agencies, Title II funds may also be used to cover dependent care and transportation costs for students under certain circumstances, when no other resources are available. 
Student Support for Child or Dependent Care and/or Transportation
Providers may use AEFLA funds to pay for child and dependent care and/or transportation costs of an adult learner when it is necessary to implement AEFLA programs and costs are reasonable and allocable.
Providers should establish and maintain written local procedures for determining eligibility, approving, and documenting child and dependent care and transportation support. At a minimum, procedures should outline the process for assessing student need, verifying eligibility requirements, documenting the lack of available alternative resources, maintaining supporting documentation, and ensuring consistent application of assistance across participants. Providers should retain documentation sufficient to demonstrate that support services were necessary to remove barriers to participation in Title II adult education and family literacy activities and were provided in accordance with local procedures and applicable federal, state, and institutional requirements.
Following the Student Support for Child or Dependent Care and/or Transportation Procedure in Appendix A, or a similar process that includes these components, will help ensure compliance with cost principles in subpart E of 2 CFR part 200 of the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance), specifically 2 CFR § 200.403.
Costs must be allocated according to the benefits received by the Provider. For example, if an adult education class is 2 hours long, a Provider may pay childcare costs for 2 hours plus the time needed by the participant to travel to and from the site where childcare is being provided. See the Uniform Guidance at 2 CFR § 200.405.
[bookmark: _Toc188609476][bookmark: _Toc899184721]Documenting and Reporting Student Attendance Hours
All Providers must have a process for recording, validating, and reporting student attendance hours. This should include sign-in sheets or an electronic attendance system that documents the time each student enters and exits instructional activities each day. Attendance hours must be entered into ADVANSYS where they are reviewed and approved for reporting.
Attendance records are essential for determining participant status, post-test eligibility, and other program outcomes. Timely attendance reporting also enables Providers to monitor students' intensity and duration of instruction and use ADVANSYS reports to identify students who may be at risk of leaving the program before achieving their educational goals.
Each hour of instruction shall be scheduled for 60 minutes. Community colleges shall provide a minimum of 50 minutes of instruction for each scheduled 60-minute hour.
Calculating Attendance Time
Calculate each student's daily attendance based on the actual time spent in instructional activities. Round the total daily attendance to the nearest 15-minute increment and enter it into ADVANSYS as a decimal. The following are examples:
· Student A attended from 9:20 a.m. to 11:00 a.m. (1 hour, 40 minutes). Record 1.75 hours (1 hour, 45 minutes).
· Student B attended from 9:00 a.m. to 10:20 a.m. (1 hour, 20 minutes). Record 1.25 hours (1 hour, 15 minutes).

For reference:
15 minutes convert to 0.25 hours
30 minutes convert to 0.50 hours
45 minutes convert to 0.75 hours
60 minutes convert to 1.00 hour

Breaks
In keeping with State Board Code of Community College 1G SBCC 200.94, and related NCCCS guidance found in numbered memos CC93-259 and CC02-128, Providers may schedule breaks of up to 10 minutes for each hour of instruction. Breaks may be taken throughout the instructional period or combined into a longer break during the middle of class, such as for lunch or dinner. However, breaks may not be used to shorten the scheduled instructional day or change the published class start or end times.
For example, a class scheduled from 6:00 p.m. to 9:00 p.m. may not dismiss students at 8:30 p.m. while reporting three hours of attendance. Likewise, class may not begin late because breaks are being taken at the beginning of the instructional period.
Asynchronous Attendance
[bookmark: _Toc503443579]Attendance for students participating in asynchronous distance learning is calculated differently than attendance for in-person or synchronous instruction. Refer to Counting Distance Education Hours for guidance on documenting and reporting attendance hours for distance learning.
Full-Time Equivalency (FTE)
Adult Education Providers that are community colleges also need to record students’ attendance hours to determine the full-time equivalency (FTE) reported for their Adult Literacy State Allotment. The State Board Code of Community Colleges provides guidance for the collection and reporting of attendance hours for FTE in Chapter G, particularly 1G 200.1, 1G 200.94 and 1G 200.95. An FTE is an amount of instruction that equates to 512 student hours in membership as defined in 1G SBCCC 200.94. The NCCCS Compliance Services Team provides regular training for colleges and conducts on-site compliance reviews to ensure FTE is recorded and reported accurately and in accordance with state and local policies.



[bookmark: _Toc454656896]Instructional Program Management
[bookmark: _Toc188609477]Adult Education programs funded under the Adult Education and Family Literacy Act (AEFLA) must provide instructional services designed to improve literacy, support educational attainment, and promote successful transitions to employment, postsecondary education, and workforce training. Instruction must align with the purposes of WIOA Title II – AEFLA and support statewide workforce and education strategies described in the WIOA Unified State Plan. Providers shall design instructional programs that address the needs of eligible individuals, support measurable skill gains, and promote career pathways leading to economic self-sufficiency and civic participation.
[bookmark: _Toc748810609]Core Instructional Programs – ABE, ASE, ESL/ELA
Instruction falls into three primary areas that the National Reporting System defines into various educational functioning levels: Adult Basic Education, Adult Secondary Education, and English as a Second Language, or English Language Acquisition.
· Adult Basic Education (ABE) is a program of instruction designed for adults functioning below a 9th grade level who need to improve their reading, writing, speaking, problem solving, or computation skills. Based on placement results from an approved standardized test, students fall into one of four ABE levels.
· Adult Secondary Education (ASE) is a program of instruction designed for adults functioning between a 9.0–12.9 grade level who need to further their education to transition to postsecondary education or employment. Adult Secondary Education includes the Adult High School Diploma program, the High School Equivalency program, and the Developmental Education / Transition to Success program. 
· English Language Acquisition (ELA) is a program of instruction designed to help adults learning English develop competence in listening, speaking, reading, and writing the English language. ELA programs may incorporate workforce preparation, digital literacy, and civic education to support students’ integration into the workforce and community. 
[bookmark: _Toc188609481][bookmark: _Toc377409433]Variety of Instructional Services & Activities
Adult Education is responsive to local needs and includes a wide variety of allowable activities or services like integrated education and training (IET), workplace education and literacy, family literacy, integrated English literacy and civics education (IELCE), workforce preparation, digital literacy, preparation for attaining a secondary credential, and preparation for transition into postsecondary education or training. Providers design and implement an array of allowable activities to meet the unique and varied demands of their local service area. 
Integrated Education and Training (IET)
Integrated Education and Training programs deliver adult education and literacy instruction concurrently with workforce preparation activities and occupational skills training. IET programs integrate the following three required components: adult education and literacy instruction, workforce preparation activities, and workforce training. Instruction must be delivered in an integrated and contextualized manner aligned with employer needs, regional labor market demand, and career pathways.
Providers interested in developing an IET should begin by reviewing the IET Sharing Spreadsheet, which includes examples of IET programs currently being offered across North Carolina and can help identify models that may be adapted to local workforce needs and college capacity. Short-term training that leads to an employer-valued or industry-recognized credential, such as ServSafe®, NCCER credentials, health care credentials, or selected information technology credentials, may provide an accessible starting point when the training can be fully integrated with adult education and workforce preparation activities.
Additional IET information and resources are available in Moodle to help Providers learn about IET requirements, explore program development resources, and prepare new or revised programs. Providers will also use Moodle to access the current IET approval materials and submit IETs to NCCCS for review and approval before implementation. The current IET template directs Providers to submit completed materials at least 30 days before the planned program launch.
Integrated English Literacy and Civics Education (IELCE)
Integrated English Literacy and Civics Education (IELCE) programs provide English language and literacy instruction combined with instruction on the rights and responsibilities of citizenship and civic participation. IELCE services support English language learners in developing language proficiency and the skills needed to function effectively as workers, parents, and citizens.
Providers receiving Section 243 IELCE funds must provide IELCE services in combination with integrated education and training (IET) activities. These programs are designed to prepare English language learners for employment in in-demand industries and occupations that lead to economic self-sufficiency and must be integrated with the local workforce development system.
Workplace Adult Education and Literacy
Workplace literacy programs are delivered in partnership with an employer or employee organization to improve employees' workplace skills, productivity, and career advancement. Instruction is provided at the worksite or another employer-approved location and is tailored to the needs of the employer and workforce. Workplace literacy programs may also be designed as pre-apprenticeships, Registered Apprenticeships, or IETs, depending on the employer’s needs. Before instruction begins, the Provider and employer should establish the program goals, instructional plan, and the milestones that will be used to measure participant progress. While not required, employers are encouraged to compensate employees for instructional time. If the Provider plans to use alternate placement rather than an NRS-approved pre-test, the alternate placement method must be included in the Workplace Literacy Plan submitted to NCCCS for approval prior to the start of the program. 
Student outcomes are measured through progress toward the milestones established with the employer and recorded on the Provider’s state-approved Workplace Literacy Plan. Employer verification of progress toward milestone attainment is required before an MSG outcome may be reported. Providers must maintain supporting documentation in the student's file and upload a copy to the student's ADVANSYS portfolio. Workplace literacy participants most commonly earn MSG Type 4 (Progress Toward Milestones).
Students participating in workplace literacy programs must have the "In workplace literacy program?" field marked "Yes" on both the LEIS form under #22 and in ADVANSYS.
The Coalition on Adult Basic Education (COABE) has several excellent resources for developing and promoting workplace literacy programs:
· COABE Beyond the First Meeting A Guide for Beginning and Cultivating a Thriving Workplace Education Program (PDF resource from September 2023)
· COABE Workforce Learning Special Collection – PDF resource from October 2025 (free, but requires registration & login)
· COABE Behind Every Employer campaign (podcast, articles, web resources)
Family Literacy
Family literacy programs address the intergenerational nature of literacy, supporting parents as the first teachers of their children. Family literacy programs integrate (1) interactive literacy activities between parent and child; (2) training in parenting activities; (3) literacy training that leads to economic self-sufficiency; (4) age-appropriate education to prepare children for success in school and life experiences. Programs work with individuals as well as with the family unit.
Children or teens in the family literacy program who do not meet Title II eligibility requirements should not receive an NRS registration. Typically, they receive services through other agencies (e.g., libraries, schools, nonprofits, etc.) coordinating with the Adult Education Provider for the success of the overall program. 
Adult education students in family literacy programs should have "In Family Literacy Program?" marked as "yes" under #22 on the LEIS form and in their student demographics section in ADVANSYS. This is required for accurate reporting in NRS Tables Six and Eight. 
The National Center for Families Learning (NCFL) provides information and training for family literacy programs. 
Workforce Preparation & Digital Literacy
Workforce preparation activities include activities, programs, or services designed to help an individual acquire a combination of basic academic skills, critical thinking skills, digital literacy skills, and self-management skills, including competencies in utilizing resources, using information, working with others, understanding systems, and other skills necessary for successful transition into and completion of postsecondary education or training, or employment. (34 CFR 463.34 -- What are workforce preparation activities?)
In North Carolina, Adult Education Providers have access to resources specifically to support instruction in workforce preparation and digital literacy, including free online curricula and software. 
Digital Literacy
Adult Education Providers may choose to offer one or both BSP courses in the NCCCS Combined Course Library that address digital skills. BSP 4010 Transition Digital Skills is designed to prepare students with formative skills such as keyboard and mouse usage, Internet search skills, and navigating a computer operating system. BSP 4011 Transition Digital Applications is designed to prepare students for using common programs that are found in workplaces and postsecondary educational settings: word processing, spreadsheet software, and presentation software. Whether or not these courses are offered as standalone services, Providers are strongly encouraged to integrate digital skill instruction and practice across all content areas. Both courses are designed to use Northstar Digital Literacy curricula as part of the instruction.
Northstar Digital Literacy is a comprehensive online platform that supports the assessment and development of essential digital skills. All Adult Education Providers have access to the software through a state-level contract. Providers may use Northstar to identify student skill gaps, guide instruction, document digital skill attainment, and support workforce preparation activities aligned with local employer needs and state digital inclusion priorities. For additional information about Northstar Digital Literacy and its implementation within North Carolina Adult Education programs, Providers may contact Daniel Loges at logesd@nccommunitycolleges.edu.
The Digital Skills Standards are another excellent resource for supporting digital literacy skill development. They were published in 2025 by the North Carolina Department of Information Technology’s Division of Broadband and Digital Opportunity.
College Transition
North Carolina Adult Education Providers may also offer BSP 4012 Pathway to College Success. This course specifically prepares adult education students to transition to curriculum coursework at a North Carolina community college. The full course content is available for free through the North Carolina Virtual Learning Community© and can be accessed as either a Moodle or Blackboard course. The six module, 32-hour course includes video lessons, quizzes, discussion boards, assignments, and more. Each assignment is aligned to the North Carolina College and Career Readiness Adult Basic Education Standards.
Earning a Secondary Diploma in North Carolina as an Adult Student
In North Carolina there are several ways for students to earn a high school diploma or equivalent as an adult education student: adult high school, high school equivalency, and multiple pathways to high school equivalency. Each option requires careful consideration of the students’ timeline, existing credits, and future employment or postsecondary education or training goals. 
Adult High School (AHS) 
AHS is an Adult Secondary Education program offered cooperatively with a public school unit (PSU) and community college so that students may earn an Adult High School diploma. The Adult High School diploma must be issued in conjunction with a PSU, as community colleges do not have the statutory authority to issue high school diplomas without this partnership. Contact the NCCCS for more information about the AHS Diploma Program. Refer to the current Adult High School Implementation Guide. 
Agreement of Affiliation  
Community colleges must sign an Agreement of Affiliation with their public school unit (PSU) to offer an Adult High School Diploma program. Copies of the Agreement of Affiliation may be obtained from NCCCS. Once an agreement is signed by both community college and PSU administrations, a copy must be sent to NCCCS to the attention of Adult High School/High School Equivalency. The Agreement of Affiliation is to be updated biannually on the even years or when there is a change in either community college or PSU administration. 
Adult High School Transcripts
Adult High School transcripts are maintained, indefinitely, at each community college, not at the NCCCS, nor at the PSU.
High School Equivalency (HSE) Exams
The two nationally recognized assessments used to obtain a state-issued high school equivalency credential in North Carolina are GED® and HiSET®. Both high school equivalency assessments are recognized by North Carolina and assess the same content areas. NCCCS is the administrator of all high school equivalency testing. Passing the complete battery of either assessment will result in the same high school equivalency diploma, which is issued by the North Carolina State Board of Community Colleges. A high school equivalency diploma may also be earned within the TotalTranscript pathway by combining eligible passing scores from the GED®, HiSET®, and/or TASC ® exams. Upon completion of a High School Equivalency credential, graduates must obtain their diplomas and transcripts from DiplomaSender, North Carolina’s official high school equivalency document service.
The salaries of high school equivalency examiners and associated testing costs may not be covered by AEFLA funds (state and federal). Non-federal funds must be used to cover GED® and HiSET® expenditures, including high school equivalency graduation celebration activities.
HiSET® is the only high school equivalency assessment administered at correctional facilities affiliated with the North Carolina Department of Adult Corrections. 
[bookmark: _Toc188609482]Multiple Pathways to High School Equivalency (MPHSE) Diploma Program
The MPHSE Diploma Program is an alternative method for earning a high school equivalency diploma through a combination or repackaging of established academically valid elements, such as HSE exam scores, high school credits, and adult high school credits. The MPHSE Diploma Program establishes a formalized system to provide students with a clear, yet flexible, conduit toward earning a high school equivalency credential. The student is required to demonstrate high school-level competencies in five content areas: language arts/literacy, mathematics, science, social studies, and technology.
Use the current Multiple Pathways to High School Equivalency (MPHSE) Diploma Program Operating Guidelines  for program implementation.
Transition to Success / Developmental Education
Transition to Success is a developmental education transition model designed to prepare adult education students, or curriculum students needing remediation, for entry into postsecondary community college programs or workforce training. The model integrates contextualized instruction, career exploration, and college readiness skills to support successful transitions to postsecondary education. 

The Transition to Success Manual is available on the NCCCS Adult Education Providers’ Hub, and courses are listed in the Combined Course Library. Transition to Success courses have the A-20 Basic Skills Program Area Code, but the course prefix is ENG or MAT, rather than BSP. When run by a community college, these courses earn budget full-time equivalency value in PropelNC Workforce Sector 3 – Transfer and General Education II, rather than the typical Workforce Sector 4 – Adult Literacy earned by courses with the BSP prefix. 

Contextualized lesson plans and other resources for teaching developmental education or Transition to Success are available through the Developmental English Group and the Developmental Math Group on OpenNCCC. Another helpful resource is the Developmental Education - NCCCS site.
[bookmark: _Toc188609483][bookmark: _Toc1102407751]Adult Education Plus / Basic Skills Plus Tuition Waiver
Adult Education Plus, formerly known as Basic Skills Plus (BSKP), is a tuition waiver program at North Carolina community colleges that allows for the waiver of in-state tuition for eligible continuing education or curriculum courses for students who are concurrently enrolled as participants in a Title II program at the same college, are seeking a high school diploma or equivalent, and have an Adult Secondary Education level in English or math or are in the Adult High School program. Community colleges should reference the Basic Skills Plus Policy Implementation and Setup Guide in Service Now, KB0016506 revised August 2025 for complete and current guidance related to the use of the tuition waiver.
BSKP Waivers may not exceed 12 credit hours for curriculum (CU) courses or a single qualifying continuing education (CE) course. A qualifying CE course is one that aligns with an industry or state recognized credential (NCCCS Numbered Memo CC24-021). Curriculum courses should be within an occupational or technical credential program of study for an approved curriculum certificate as listed in the college’s catalogue (NCCCS Numbered Memo CC21-041). Developmental Education courses may be approved if they are required for the student in their program of study. 
Waiver recipients must be registered concurrently in Adult Education and eligible training courses in the same semester or term and at the same institution.
An undocumented student is not eligible for waiver of in-state tuition. See State Board Code, Admission to Colleges (1D SBCCC 400.2(b1) and 1D SBCCC 400.2(b4)). 
Adult Education Plus records are reviewed by the NCCCS Compliance and Accountability team during a compliance review. The reviewers will need to see proof of student eligibility, application of the waiver, and concurrent enrollment. They will need to see student attendance records for both the Adult Education instruction and the CU or CE instruction. Therefore, it is recommended that Providers coordinate with the CE and CU registrars and their business office when implementing Adult Education / Basic Skills Plus Waivers.
[bookmark: _Toc188609484][bookmark: _Toc1721401730]Assessment
[bookmark: _Toc503443587][bookmark: _Toc188609486]NCCCS develops and publishes an Assessment Manual each program year. The current Adult Education Assessment Manual is published to the NCCCS Adult Education Providers’ Hub, and an informational webinar regarding the content is held at the start of each program year. The Adult Education Assessment Manual reflects North Carolina’s assessment policy for the National Reporting System and federal guidance. The state assessment policy is submitted to and approved by OCTAE. 

Under AEFLA, assessment and performance accountability are inextricably linked. Adult Education Providers must be thoroughly familiar with and up to date regarding both; each Provider should have at least two instructors or staff members identified as assessment contacts whose role it is to maintain contact with the NCCCS Assessment Office and to serve as assessment subject-matter experts for their colleagues.
Post-Testing
At a minimum, Providers must post-test at least 65% of their eligible participants annually. Participants exempt from post-testing include those with alternate placements, those whose initial placement is ABE 6, and those who have an adult high school placement and registration type.
NRS Assessment Training
All staff who administer or score any NRS standardized assessment used to measure educational functioning level (EFL) gains must complete training with a certified trainer. A refresher course should be completed every two years. The Provider must keep records of staff training and certification.
Testing Accommodations
Providers are responsible for providing fully accessible services, including assessments for students with disabilities. Please reference the current Adult Education Assessment Manual for guidance regarding appropriate accommodations.
[bookmark: _Toc188609479][bookmark: _Toc1801197070]Career Pathways
Career pathways are an integrated service delivery model across education and workforce development that allow local areas to design solutions leveraging the strengths of workforce development and education across the spectrum. WIOA assigns local workforce development boards a role in convening their education partners to develop and implement career pathways. Section 3(7) includes the federal definition of the set of core activities that are required in career pathways and includes a combination of rigorous and high-quality education, training, and other services that:
A. Aligns with the skill needs of industries in the economy of North Carolina or regional economy involved. 
B. Prepares an individual to be successful in any of a full range of secondary or postsecondary education options, including apprenticeship.
C. Includes counseling to support an individual in achieving the individual's education and career goals. 
D. Includes, as appropriate, education offered concurrently with and in the same context as workforce preparation activities and training for a specific occupation or occupational cluster. 
E. Organizes education, training, and other services to meet the particular needs of an individual in a manner that accelerates the educational and career advancement of the individual to the extent practicable. 
F. Enables an individual to attain a secondary school diploma or its recognized equivalent, and at least 1 recognized postsecondary credential; and
G. Helps an individual enter or advance within a specific occupation or occupational cluster. (WIOA § 3(7))
Elements “D” and “E” from the WIOA definition of a career pathway align with the IET elements of concurrent activity and contextualization as acceleration strategies. (34 CFR § 463.35)
Certified Career Pathways
In North Carolina, workforce development boards are working regionally to create Certified Career Pathways that focus on matching worker preparation to employer need in high-demand occupations. Certified Career Pathways are created by regional and local teams consisting of engaged local employers, workforce development boards, local secondary education district and community colleges, universities, local community leaders, and chambers of commerce. 
Providers are important partners in the development of Certified Career Pathways to ensure that sufficient entry and exit points are developed for low-skilled job seekers.
Certification indicates that career pathways meet eight best-practice criteria including demand-driven, employer led, collaborative, career aware, coordinated, work-based, flexible and evaluable. Career pathways are certified by the local workforce development boards and may be subsequently recognized by the NCWorks Commission. For more information, visit NCWorks Certified Career Pathways | NC Commerce.
[bookmark: _Toc188609487][bookmark: _Toc898884896]Instructional Delivery
Instruction in Title II programs must be of sufficient intensity and quality and based on the most rigorous research available so that participants achieve substantial learning gains. At a minimum, quality instruction should: 
· Be grounded in best practice documented by viable research. 
· Be aligned to the North Carolina Adult Education Content Standards.
· Be taught by qualified staff.
· Be contextualized. 
· Incorporate technology.
[bookmark: _Toc188609492][bookmark: _Toc227922757]Course Scheduling
All instruction should be scheduled with sufficient intensity and duration to allow for educational gains. Course scheduling should also provide sufficient flexibility to accommodate the varying needs of adult learners with work, family, and related responsibilities.
[bookmark: _Toc503443590][bookmark: _Toc188609489]Standards-Based Instruction
All Providers are expected to provide standards-based instruction using the North Carolina Adult Education Content Standards. These are aligned to the 2013 College and Career Readiness Standards for Adult Education by the Office of Career, Technical, and Adult Education (OCTAE). Additionally, the English Language Proficiency Standards by the Office of Career, Technical, and Adult Education (OCTAE) are companion standards to assist English Language Acquisition programs to align with the North Carolina Adult Education Standards.
Lesson plans and learning units aligned to the North Carolina Adult Education Standards should be used and available for review during monitoring visits.
OCTAE supports standards-based instruction in adult education through their Standards-In-Action (SIA) resources and professional development hosted on LINCS. 
[bookmark: _Toc227922754]Contextualized Instruction
Adult education Providers are required to teach in a contextualized way, emphasizing mastery of real-world skills that are important to their students in their current lives and educational and career goals. This includes offering integrated education and training (IET), so that an individual acquires the skills needed to transition to and complete postsecondary education and training programs, obtain and advance in employment, and exercise the rights and responsibilities of citizenship. 
Contextualized instruction is aimed directly at developing the skills and knowledge that adults need to deal with situations or perform specific tasks that are relevant to their lives and goals. Practice and assessment tasks should focus on the active application of skills and knowledge in a specific real-world context that students care about. Contextualized instruction lends itself well to project-based learning and other student-centered practices.
Instructors should use their expertise and initiative to tailor curricula or lesson plans to the contexts that are most relevant for their students. Artificial intelligence applications make adapting and creating materials easier and faster, making differentiated and contextualized instruction readily accessible for every adult education tutoring session or class.
Visit LINCS Teaching Skills That Matter in Adult Education Toolkit for free professional development and lesson plan resources.
[bookmark: _Toc188609491][bookmark: _Toc227922755]Instructional Delivery Models
Adult Education is flexible to meet the various needs of students and partners. Instructional delivery may be in a traditional face-to-face format, in an online synchronous format using video conferencing software, in an asynchronous distance learning format using pre-approved curricula (e.g., HSE in the Community packets) or software, in a group, or one-on-one, or a combination. Students may enroll and progress as a cohort or participate in an open entry/exit service. Providers should design instructional delivery in a way that helps mitigate barriers for students, coordinates with partners, and supports sufficient intensity and duration of instruction for participants to make substantial learning gains. 
Four common instructional delivery models include: managed enrollment, open entry/open exit, tutoring, and distance learning. Providers should ensure that they use instructional models that best meet the needs of their targeted student population. 
Refer to the Counting Distance Education Hours section of this guide for further guidance. 
Managed Enrollment Classes 
Managed enrollment classes have an established cycle with a start and end date. Students are only allowed to enter the class at the beginning of the cycle and are expected to remain until the end. This model is especially beneficial in preparing students for the structure and requirements of postsecondary education or training. For more information about instructional delivery models and course setup in ADVANSYS, please refer to the Providers' Hub - NCCCS and click on the section entitled “CCR Course Setup.”
Open Entry/Open Exit Instruction
Open entry/open exit instruction provides the flexibility that some adult learners need because of family and/or work responsibilities. Students can enroll and exit at any time during the scheduled course. 
Tutoring
Tutoring provides one-on-one or small group instruction using tutors, usually unpaid volunteers. In ADVANSYS, each tutor-student pair should be set up as a class. 
Distance Learning
Distance learning is a non-classroom or hybrid-based model in which students have access to online instruction at a distance using state-approved software, video, or paper-based distance learning programs. Distance education students must follow the same assessment and placement requirements as other Title II students, including the use of NRS-approved assessments or approved alternate placement when applicable. Since the exact time distance learning students spend on various activities cannot be verified, the “proxy hours” are calculated using one of three NRS-approved methods: clock time, teacher verification, or learner mastery. 
[bookmark: _Toc227922756]Integration of Technology
Adult Education Providers should effectively use technology, services, and delivery systems, including distance education, in a manner sufficient to increase the amount and quality of learning. All students should have access to computers and other digital devices as needed to support instruction and workforce preparation activities. Providers should offer opportunities for students to develop and apply digital skills both through dedicated instruction and through the integration of technology across all content areas. The North Carolina Department of Information Technology's Division of Broadband and Digital Opportunity has established the Digital Skills Standards (2025) to define the knowledge and competencies individuals need to participate fully in education, employment, and civic life. Adult Education Providers are encouraged to use these standards, along with resources such as Northstar Digital Literacy, to assess, develop, and document students' digital skill attainment. As emerging technologies, including artificial intelligence (AI), become increasingly common in education and the workplace, Providers should also support students in developing foundational AI literacy skills, including the ability to effectively and responsibly use AI-powered tools, evaluate AI-generated information, and understand the ethical implications of these technologies. Providers may refer to the AI Guidance Handbook for North Carolina Community Colleges (June 2026) for recommendations and best practices related to AI use in teaching, learning, and workforce preparation.
[bookmark: _Toc226760385]Distance Learning Policies
Distance learning is a formal learning activity in which students and instructors are separated by geography, time, or both during the instructional period. Like all adult education services, distance learning must be accessible for students with disabilities. Distance learning programs take place outside the traditional classroom. Some distance programs are designed asynchronously where the student works independently or “hybrid” where “instruction mixes face-to-face classroom learning with distance education methods.”
In distance learning programs, students work in a virtual instructional environment with access to digital instructional materials. Distance learning materials are delivered through a variety of media including, but not limited to, print, audio recording, videotape, broadcasts, computer software, web-based programs, and other online technology. Instructors support distance learners through communication via mail, telephone, email or online technologies and software.
Providers should reference the NCCCS Accessibility Resources for Online Learning through the Virtual Learning Community (VLC) when creating or delivering digital instructional content. These resources provide guidance, tools, and best practices for designing accessible courses, documents, videos, and digital learning environments, while supporting compliance with applicable federal and state accessibility requirements and promoting learner success.
Distance learners must be assessed under the same guidelines as all adult learners. All components of the Adult Education Assessment Manual apply to distance education students.  
[bookmark: _Counting_Distance_Education]Counting Distance Education Hours
The NRS guidelines state that proxy contact hours must be developed using one of three specified models: 
1. clock time
2. teacher verification
3. learner mastery
Proxy hours are hours where exact time spent on various activities cannot be verified but are calculated, based on an approved distance education curriculum and a specific model for estimating time. North Carolina will use all three models, depending upon which curriculum is used.
The clock time model may only be used with curricula that track the time the student interacts with the software, and which also contain a mechanism to log students out of the program after 15 minutes of inactivity. One hour of clock time will be reported as one hour of instructional time.
The teacher verification model is based on NCCCS assigning a predetermined number of proxy hours for completing activities (such as viewing a videotape and completing workbook lessons). North Carolina will use this model for most curriculum that is not tracked by clock time. If a program selects curriculum which is not counted by clock time, then the program must first pilot the curriculum and conduct research on the hours that it takes students to finish the units, etc. The program would then apply for permission from NCCCS thirty days prior to offering the curriculum. For example, students could keep logs of how long it takes them to complete assignments in a specific curriculum. Once that information is gathered, the program may be able to get an average length of completion time per assignment. The program could then apply to use that curricula, using the average length of time per unit for the contact hours.
Curricula for Clock Time Use
The following software programs have been approved by NCCCS for use as clock time distance education programs by Adult Education programs in North Carolina. 
· [bookmark: _Toc188609506][bookmark: _Toc217910555]Achieve3000
· ACT WorkKeys
· Apex
· Ascend Math
· Aztec
· Burlington English
· Common Core Achieve Online
· Connect Ed
· Connexus
· Conover Online
· Edmentum
· EdReady
· Edgenuity
· Ellii & Ellii Solo
· EnGen
· Essential Ed
· Get This Write
· Gradpoint
· Hawkes Learning
· I-pathways
· IXL
· Learning Upgrade
· New Reader’s Press Online
· NorthStar Digital Literacy
· Odysseyware
· Paxen Focus
· Study Buddy by Brainchild
Providers may use software programs not listed here for distance education with prior approval of NCCCS. To receive approval, the software must have the ability to track time, to produce a detailed time-stamped login/logout report for each student, and to log students out after a maximum of 15 minutes of inactivity.
Please complete and submit the Clock Time Software Approval Application.
Curricula for Mastery & Teacher Verification Hours
Proxy hours may also be used for selected curricula in North Carolina. The following chart lists the proxy hours for materials to be used in North Carolina. (Note: If your program wants to use materials that are not on this chart or that use clock-time plus workbook/other activities, then you must conduct a pilot for determining proxy hours. See “Piloting a Distance Ed Course to Determine Proxy Hours.”)
Number of Proxy Contact Hours for Approved Curricula in North Carolina
	Curriculum
	Model
	Criteria for Awarding Proxy Contact Hours
	Proxy Contact Hours Credit (PCH)

	Aztec’s 100-Hour Reentry Prerelease Program
	Teacher Verification
	Successful completion of unit at greater than 70%
	Differing hours per unit; total possible PCH is 100

	Crossroads Café
	Mastery
	Passed unit assessment at greater than 70%
	10 hours per unit; total possible 
PCH is 260

	HSE in the Community
	Teacher Verification
	Successful completion of unit at greater than 70%
	10 hours per unit. Total possible 
PCH is 190



Piloting a Distance Ed Course to Determine Proxy Hours
Providers that would like to use curricula which are not in the above chart, or that use clock-time plus workbook/other activities, must conduct a Proxy Hour Study.
Once the type of distance education curriculum is selected, program staff should conduct a pilot project using the curriculum to determine how many proxy hours should be counted. One way to determine contact hours is to have students keep a log of the time that students work on each activity, then get an average per all students who worked on the activity. While the study is being conducted, Providers will not count contact hours for the students involved in the study. After the study is conducted, Providers must submit a “Distance Learning Proxy Hour Study Report” to Daniel Loges for approval. Final approval will include the number of contact hours to be awarded per unit.
Upon receipt of the proxy hour study, the NCCCS Proxy Hour Committee will review the study and respond to the initiating Provider within 90 days from the date of the submission.
Essential Elements of a Proxy Hour Study
A study provides a research basis for assigning proxy contact hours. Here are the basic steps required to conduct a proxy hour study.

1) Notify the NCCCS Professional Development Office and Adult Education Grant Representative before beginning a proxy hour study.
2) Identify two groups of students with a minimum of ten student participants in each group to complete the study.
a) The first group will complete the proposed distance education curriculum individually and asynchronously. Students are required to keep a record of the times that they spend working on each lesson/unit.
b) The second group will complete the proposed curriculum in a face-to-face classroom. The instructor will track time spent teaching the curriculum content in the classroom, on a unit-by-unit basis. 
3) All student and instructor time records must be submitted as part of the proxy hour study. Programs have the flexibility to create time records that best meet their needs for the proxy hour study that is being conducted. However, time records must be used. Below is an example of the type of time record that could be used for a proxy hour study:

Student ID: XXXXXXX
Student Group: ABE Reading
Lesson: Understanding Authors’ Point of View
Curriculum: name of the curriculum and publisher, including the book or software, chapter, or unit as applicable
Date: July 21, 2026
Start Time: 6:23 p.m.
End Time: 8:23 p.m.
Total Time Worked: 2 hours 

4) Each activity and/or lesson must be aligned to the NC Adult Education Content Standards. The content standards must be cited for each activity/lesson.
5) After the first group has completed each lesson, average the time reported for each lesson. 
6) Compare the average time reported for each lesson between the two groups.
7) Submit for approval the number of proxy hours recommend for each lesson based on your findings from the comparison of the work done at home and the work done in the seated classroom.
Submit a Proxy Hour Study Report
The Proxy Hour Study Report should be submitted to the NCCCS Professional Development Office and include the following items:
1. Name of Provider that conducted the proxy hour study.
2. Date of submission.
3. Names of all staff members involved in the proxy hour study.
4. Dates that the proxy hour study was conducted.
5. Name of the proposed course.
6. Brief overview of the course including materials, products, and curriculum to be used.
7. Describe the process that will be implemented for the delivery and exchange of the distance ed course.
8. Requested number of proxy hours for each lesson/unit.
9. Rationale for requested number of proxy hours.
10. All time records on which the number of proxy hours requested is based.
11. All the actual lessons students will be studying along with the NC Adult Ed Content Standards citations.
12. Describe the methods that will be used for supporting learners at a distance.
13. Describe how students will be recruited for this distance ed course.
14. Explain the orientation process for students recruited for this course.
15. Describe which NRS assessments will be used, and how they will be administered.
Web Conferencing Software
Adult education courses may be taught via any web conferencing software that can produce time-stamped reports indicating when students logged in and out. Web conferencing software does not need to be submitted for approval.
Learning Management Systems
At this moment in time, no learning management systems exist that can produce the time-stamped student login-logout reports North Carolina requires for asynchronous virtual instruction. Hopefully, this issue will be rectified in coming years.
Utilizing Specific Distance Learning Curriculum
The following outlines best practices for utilizing specific approved distance learning curriculum programs.
Aztec’s 100-Hour Reentry Prerelease Program
1. Aztec publishes a 100-Hour Reentry Prerelease Program that has been approved as a distance learning curriculum for Adult Education Providers in North Carolina. Providers can purchase the curriculum through Aztec’s website.
2. Students receive one 100-Hour RPP booklet per week.
3. Each week, when a booklet is returned, the instructor reviews and grades the booklet alongside the student.
4. If the student receives a grade of less than 70%, ask them to complete the booklet again the following week. No instructional hours can be recorded for booklets that do not receive a grade of 70% or better.
5. If the student receives a grade of 70% or better, record that booklet’s corresponding hours of instruction and give them the next booklet in the series.
6. Retain all the original completed and graded booklets for review by NCCC System Office Compliance Examiners. If the student would like a copy of their work, offer them a photocopy of their completed booklet.
7. The instructional hours listed on the front of each booklet includes all time the student spends working with an instructor. Student instructional time for 100-Hour RPP may not be recorded on a separate contract or sign-in sheet.
8. Each 100-Hour RPP booklet is valued at a different number of instructional hours:
	Unit
	Number of Instructional Hours

	Money Management Skills
	13 hours

	Employment Skills
	15.5 hours

	Anger Management
	7.5 hours

	Problem Solving & Decision Making
	8 hours

	Reentry Support Resources
	8.5 hours

	Counseling on Individual Reentry Concerns
	8 hours

	Job Placement Assistance
	9 hours

	Victim Awareness & Restitution
	7.5 hours

	Personal Development
	14 hours

	Values Clarification, Goal Setting, & Achieving
	9 hours


9. Students may only complete one 100-Hour RPP booklet per week.
10. 100-Hour RPP cannot be run as a membership hour course and may only be run as a proxy hour course under BSP 2000.
[bookmark: _bookmark6]Utilizing Crossroads Café for Distance Learning
1. Students receive one Crossroads Café episode packet and assessment per week.
2. Each week, when the episode packet is returned, the instructor reviews and grades the assessment alongside the student.
3. If the student receives a grade of less than 70%, give them a fresh copy of the assessment to complete for the following week. No instructional hours can be recorded for booklets that do not receive a grade of 70% or better.
4. If the student receives a grade of 70% or better, record 10 hours of instruction and give them the next episode packet and assessment in the series.
5. Retain all the original completed and graded assessments for review by NCCC System Office Compliance Examiners.
6. The 10 proxy hours includes all time the student spends working with an instructor. Student instructional time for Crossroads Café may not be recorded on a separate contract or sign-in sheet.
7. Students may only complete one Crossroads Café episode and assessment per week.
8. Crossroads Café cannot be run as a membership hour course and may only be run as a proxy hour course under BSP 2000.
Utilizing HSE in the Community for Distance Learning
1. Providers may access the free HSE in the Community curriculum under the “Instructional Program Resources” section on the NCCCS Adult Education Providers’ Hub, and should contact the Professional Development team for the answer keys.
2. Students receive one HSE In the Community booklet per week.
3. Each week, when a booklet is returned, the instructor reviews and grades the booklet alongside the student.
4. If the student receives a grade of less than 70%, give them a fresh copy of the booklet to complete for the following week. No instructional hours can be recorded for booklets that do not receive a grade of 70% or better.
5. If the student receives a grade of 70% or better, record 10 hours of instruction and give them the next booklet in the series.
6. Retain all the original completed and graded booklets for review by NCCC System Office Compliance Examiners. If the student would like a copy of their work, offer them a photocopy of their completed booklet.
7. The 10 proxy hours includes all time the student spends working with an instructor. Student instructional time for HSE ITC may not be recorded on a separate contract or sign-in sheet.
8. HSE In the Community cannot be run as a membership hour course and may only be run as a proxy hour course under BSP 2000.
[bookmark: _Toc2027630496]Personnel
[bookmark: _Toc80700718][bookmark: _Toc188609508]In North Carolina, Providers agree to employ well-trained instructors, counselors/advisers, and administrators and provide access to high-quality professional development. 
[bookmark: _Toc227922759]Teaching Certification
Research consistently identifies instructional quality as an important predictor of student success. In North Carolina, Providers should employ staff who hold NRS credentials. For NRS reporting purposes, instructional staff may be classified as credentialed when they hold one of the following qualifying credentials. 

K–12 Credential
A credential awarded by an educational institution for undergraduate or graduate studies that focuses on teaching. A K–12 teaching credential that is expired also counts as a credential. Volunteer tutors are not subject to the credentialing requirement.
Special Education Credential
A credential awarded by an educational institution for undergraduate or graduate studies that focuses on teaching children or adults with disabilities or special needs.
TESOL Credential
The Teachers of English to Speakers of Other Languages (TESOL) certification.
Adult Education Credential
A credential or degree awarded by an educational institution for undergraduate studies that focuses on teaching adult education students. An Adult Education credential may be demonstrated in several ways. 
Below are a few: 
· NCCCS Core Credential
· [bookmark: _Hlk187851916]NCCCS Fundamentals of Teaching Adult Learners Part I & Part II Credential
· NCCCS ASE Language Arts Credential
· NCCCS ASE Math Credential
· [bookmark: _Hlk187851983]NCCCS Fundamentals of Teaching ESL Part I & II Credential 
· NCCCS Standards-In-Action Credential in Standards-Based Instruction
· NCCCS STAR Credential
· NCCCS Evidence Based Reading Instruction Credential
· ASU Certified Resource Specialist in Adult Education 
· Bachelor's degree in education with a concentration in an adult education related subject area 
· Master's degree or doctoral degree in education with a concentration in one of the Adult Education Content Standards or an adult education related subject area 
· Certification from an accredited educational institution in an instructional area. 
Graduate Degree
Awarded by an educational institution for studies that focuses on teaching, school administration, or a specific content area that aligns to one of the NC Adult Education Content Standards. For example: math, technology, or reading. 
[bookmark: _Toc80700719][bookmark: _Toc188609509][bookmark: _Toc227922760]Allowable Costs for Title II Personnel
Title II funds may be used to hire instructional-related staff such as teachers, tutors, and learning lab facilitators.
Not more than five percent of a local grant to a Provider can be expended, without justification and approval through the negotiation process, to administer a grant or contract under WIOA Title II. Costs incurred in connection with the following activities are considered administrative:
· Planning; 
· Program management, data/LEIS specialist, secretarial and clerical, other administration, including carrying out performance accountability requirements;
· Professional development;
· Providing adult education and literacy services in alignment with local workforce plans, including promoting co-enrollment in programs and activities under title I, as appropriate; and
· Carrying out the one-stop partner responsibilities described in § 678.420, including contributing to the infrastructure costs of the one-stop delivery system.
In cases where five percent is too restrictive to allow for necessary administrative activities, the Provider may negotiate with NCCCS to determine an adequate level of funds to be used for non-instructional purposes.
[bookmark: _Toc391994913][bookmark: _Toc391995082][bookmark: _Toc393445368][bookmark: _Toc77855743][bookmark: _Toc80700720][bookmark: _Toc188609510]Payment for Non-Teaching Hours
Part-time instructors may be paid for non-teaching duties, such as attending meetings or professional development, if those duties and designated times for performing them are identified in their contracts. The duties listed should be specific, such as meeting with employers or curriculum development.
[bookmark: _Toc77855744][bookmark: _Toc80700721][bookmark: _Toc188609511][bookmark: _Toc1896936606]NRS Reporting of Title II, AEFLA Personnel
Providers must maintain accurate personnel data for federal reporting on NRS Table 7. This includes full-time and part-time Title II personnel in the following categories:
1. administrators,
2. counselors and advisors,
3. paraprofessionals,
4. teachers; and
5. unpaid volunteers.
Additional information is required for teachers, including years of adult education teaching experience and type of teaching certification. 
Personnel data must be entered in the User Management section of ADVANSYS. A user account must be created for each Title II staff member. When a staff member is no longer employed by the program, the Provider must make the user account inactive in ADVANSYS.
[bookmark: _Toc619693676]Time and Effort Reporting
Staff who are paid out of a federal grant award fully or partially, or out of matching funds to that award, must report their time and effort to the responsible funding agency, NCCCS. The most current Time and Effort reporting forms and guidance are available on the NCCCS Federal Programs Monitoring & Compliance website, and are also explained during a recorded Time & Effort webinar each year. Completed and signed Time and Effort Reports should be uploaded to the Adult Education Grant Management System, which is currently Moodle.
The Time and Effort Report outlines how salary and wages are charged to federal grant awards. All Providers that receive a federal grant award must keep documentation onsite that:
· Documents the employee’s time in writing,
· Reflects the actual time spent by the employee on activities for the federal program(s) being charged,
· Covers either a monthly or semi-annual period,
· Accounts for all the employee’s time for the period covered,
· Is signed by the employee and supervisory official having firsthand knowledge of the work performed by the employee,
· Is maintained onsite to prepare Time and Effort Reports, which are to be submitted to NCCCS,
· Documents activities performed after-the-fact.
Reporting Frequency, Monthly vs. Semi-Annual
Monthly Reporting
An employee for whom salary and wages are charged to multiple cost objectives (e.g., funded by multiple grants or by a combination of AEFLA and institutional funds) must document and report time and effort through a monthly certification that is submitted by the 15th of each month.
Examples of multiple cost objectives:
· An adult education director is paid 50% out of WIOA Title II 231 funds and 50% out of local institutional funds. This director will need to fill out a monthly time and effort sheet. The source of institutional funds would be reported as “other.”
· An adult education instructor works 80% of the time teaching ASE level classes and 20% of the time teaching college-level psychology. This employee needs to fill out the monthly form to indicate the hours and percent of time both assigned and spent on each funding source. The time teaching in curriculum would be reported as “other.”
Semi-Annual Reporting
An employee for whom salary and wages are charged to a single cost objective (e.g., funded fully by a single federal grant) may document and report time and effort through a semiannual certification that is completed every six months. 
Examples of a single cost objective:
· An adult education instructor is paid 100% out of 231 funds. The singular funding source is a single cost objective.
Who Needs to Submit a Time and Effort Report?
Time and Effort Reports should be prepared for any employee (full- or part-time) with salary and wages that are charged:
· Directly to a federal award,
· Directly to multiple federal awards, or
· Directly to any combination of a federal award and other federal, state, or local fund sources used as a match for a federal award.
A Time and Effort submission is required even for short-term work that is charged to a grant, such as short-term substitute teachers, substitute paraprofessionals, extended contract time, etc. Supervisors should keep timesheets or other suitable documentation of the employee’s time worked on file locally. This requirement is for all employees of a community college or community-based organization. This does not apply to contract workers; organizations should follow internal policies to determine who is an employee and who is a contractor.
When are Time and Effort Reports Submitted to NCCCS?
Employees will complete either a semi-annual (every six months) or monthly Time and Effort Report, based on whether their salaries and wages are charged to a single or multiple cost objectives. Monthly reports are due by the 15th of the month following the reporting period. Semi-annual reports must be submitted by the 15th of the month in January and again in July. 


[bookmark: _Toc188609512][bookmark: _Toc495328709]Professional Development
Every Provider must designate funding for professional development activities in its annual budget, identify a team member as the local professional development facilitator, and create an annual professional development plan. The funds designated for professional development should be tracked to verify expenditures. Professional development expenditures may include expenses such as travel to local, state or national conferences, workshops, and institutes; stipends for part-time staff to attend workshops; training development; and materials costs. Other professional development trainings are also available for other key personnel.
[bookmark: _Toc77855748][bookmark: _Toc80700725][bookmark: _Toc188609515][bookmark: _Toc1850016227]Professional Development System
[bookmark: _Toc89438702]NCCCS provides a variety of professional development opportunities for Providers throughout the year. In addition to regular informational and instructional best practices webinars as well as the monthly New Directors’ Orientation for local directors, NCCCS offers a variety of on-demand, hybrid, and instructor-facilitated credentialing courses hosted on the NCCCS Adult Education Learning Management System. NCCCS also offers multiple regional in-person professional development days throughout the program year designed to showcase innovative instructional strategies from North Carolina Providers.
[bookmark: _Toc77855749][bookmark: _Toc80700726][bookmark: _Toc188609516][bookmark: _Toc1865145650]LINCS: A National Professional Development Resource
The Literacy Information and Communication System (LINCS) offers a variety of professional development resources including searchable resources, Community of Practice, and self-paced online courses.
LINCS provides free online access to high-quality, evidence-based, vetted materials to help adult education practitioners and state and local staff improve programs, services, instruction, and instructional quality. Spanning 15 topic areas, the collection provides relevant instructional resources and professional development materials, as well as research articles, policy briefs, reports, multimedia resources, and more. Information on how to use the featured resources to enhance teaching and learning also is available, as well as limited technical assistance via support@lincs.ed.gov.
The LINCS Community is an interactive online social learning space (a community of practice) for conversation, networking, and professional development, which works in tandem with the LINCS Resource Collection and the LINCS Professional Development Center to improve evidence-based practice in adult education. The community, supported by leaders in the field, facilitates increased knowledge sharing and collaboration among adult education leadership, professional developers, administrative staff, and practitioners across the country. Community groups are based on the topic areas in the LINCS Resource Collection. 
LINCS offers self-paced online courses for adult education practitioners. These courses are available for use anytime, anywhere on the LINCS Learning Portal. 
· Career Pathways & Postsecondary Transitions
· English Language Acquisition
· Teaching & Learning
· Content Standards for English Language Learners
· Differentiated Instruction
· Teacher Effectiveness
· Teaching Adults to Read
· Science
· Math
· Writing
· Integrating Technology
· Learners with Disabilities
[bookmark: _Toc77855750][bookmark: _Toc80700727][bookmark: _Toc188609517][bookmark: _Toc177783938]Adult Education Credentialing Courses
[bookmark: _Toc89438703]NCCCS established a credentialing system to train instructors in evidence-based teaching methodologies. These include the learning philosophies and frameworks that are unique to adult education and literacy activities. The credentialing courses and credentialing process funded through the NCCCS are accessible to all full- or part-time adult education instructors or community-based volunteers. The credentials provided via NCCCS can be obtained through an online delivery format. These credentials are awarded through the NCCCS Adult Education Learning Management System. 
· Adult Secondary Education (ASE) Language Arts Credential
· [bookmark: _Hlk187851947]Fundamentals of Teaching Adult Learners Part I Credential
· Fundamentals of Teaching Adult Learners Part II Credential
· Fundamentals of Teaching ESL Part I Credential
· Fundamentals of Teaching ESL Part II Credential 
· Teaching Adult Secondary Mathematics Credential
[bookmark: _Toc77855751][bookmark: _Toc80700728][bookmark: _Toc188609518][bookmark: _Toc961645907]Local Professional Development Planning
At the core of any strong AEFLA Provider is a commitment on the part of all employees to continually expand their knowledge and skills. Each Provider should have a local professional development plan in place that outlines the anticipated activities for the year. The plan should be based on program and individual professional development plans, program improvement needs, current research, and evidence-based practice. Examples of staff development activities may include single- or multi-session in-person or distance learning trainings, peer coaching, study circles, teacher research, and visits to other adult education programs. 
[bookmark: _Toc77855752][bookmark: _Toc80700729][bookmark: _Toc188609519][bookmark: _Toc1143242836]Required Trainings
Various staff functions under Title II may involve required professional development that is offered or facilitated through the NCCCS. 
Annual Program Year Convocation
The annual Program Year Convocation provides opportunities for directors to learn about national and state-level policy updates and best practices. Programs are required to send at least one representative to this essential meeting, ideally the director. If programs are unable to send a representative, the director will need to reach out to Arbony Cooper, Title II State Director to request a waiver.
NRS Assessments & Data Reporting
All staff or volunteers who administer or score any standardized assessments used to measure educational functioning level gains must be trained before administering the tests and receive refresher training every two years. Training is provided through the test publishers and the NCCCS Adult Education Assessment Office. Refer to the Adult Education Assessment Manual for further information.  
In addition, all staff, instructors, or volunteers involved in gathering, analyzing, compiling, and reporting data for the National Reporting System must be trained. Training is available online through NRS.
The Provider must keep records of staff trainings and certifications.

[bookmark: _Toc1090177046]Fiscal Grant Management
Each recipient of Title II funds must follow cost guidelines outlined in the Office of Management and Budget (OMB) publication of the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards (known as Uniform Grants Guidance), WIOA, and Education Department General Administrative Regulations (EDGAR). These publications discuss how to determine if an expense is reasonable and allocable and include specific unallowable expense categories. Note that NCCCS may set more stringent standards. These documents provide an explanation of the required documentation when salaries and personnel costs are paid with federal funds. See Basic Cost Guidance/Principles for details of allowable and unallowable costs (2 CFR 200.403).
[bookmark: _Toc511371623][bookmark: _Toc961290][bookmark: _Toc217910557][bookmark: _Toc613095269]Supplementing vs. Supplanting
Section 241(a) specifies Title II funds must supplement and not supplant non-federal funds expended to expended for adult education and literacy activities.
1. It will be presumed that supplanting has occurred where:
a. Providers use Title II funds for services that the Provider is required to make available under another federal, state, or local law.
b. Providers use Title II funds to provide services that were provided with non-federal funds in the prior year.
c. Providers use Title II funds for services they would be required to provide even if Title II funds were not available.
2. NCCCS recommends that Providers incorporate a gap year between funding streams when feasible or maintain documentation that the previous funding source is no longer available.
3. [bookmark: _Toc511371632][bookmark: _Toc961293][bookmark: _Toc961291][bookmark: _Toc222309663]NCCCS provides technical assistance and training on supplanting as needed. Providers with questions or concerns regarding supplanting or any other Title II matters should contact their assigned NCCCS Grant Representative. 
[bookmark: _Toc423442056][bookmark: _Toc222309666]VOC Code Definitions

72 Title II Career Pathways State Leadership Funds: Formula Expenditure (Purpose Codes 320 – 325)
73 Title II State Leadership Grants: Supports statewide Adult Education and Family Literacy Act (AEFLA) leadership activities, including program improvement, data quality, professional development, technical assistance, instructional innovation, and dissemination of best practices across adult education programs. Associated with Purpose Code 373 Literacy Special Projects.
74 Title II Section 231 Career Services: Supports activities funded under Section 231 of AEFLA that provide adult learners with career awareness, career planning, workforce preparation, transition services, assessment, and connections to education and employment opportunities.
75 Title II Institutionalized Instruction: Supports adult education services for institutionalized individuals, including learners in correctional facilities and other eligible institutions. Funds may be used for basic skills instruction, high school equivalency preparation, transition services, and reentry-focused educational activities. VOC 75 is associated with IDEAL Distance Learning, Pathways, and Family Literacy projects.
76 Title II ABE English Literacy/Civics: Supports Integrated English Literacy and Civics Education (IELCE) and Adult Basic Education activities that help English language learners develop English proficiency, civics knowledge, workforce readiness skills, and pathways to employment and postsecondary education. VOC 76 is for English Literacy/Civics Education projects.
77 Title II Regional Online Adult School Pilot Program / Pre-Apprenticeship Implementation: Supports special Title II innovation projects. The current Chart of Accounts identifies VOC 77 as Title II Pre-Apprenticeship Implementation and links it to Innovations/Transitions activities under Literacy Special Projects.
78 Title II Professional Development Facilitator Network: Supports statewide and regional professional development activities for adult education instructors, coordinators, and staff. Funds may support facilitation, training delivery, instructional coaching, leadership development, and dissemination of evidence-based practices.
97 Formula Expenditure (Purpose Codes 320 – 325): Used to identify expenditures funded through regular formula-based Adult Education allocations rather than special leadership, pilot, or discretionary grant projects. Costs coded here generally support the ongoing operation of local adult education and literacy services delivered under approved formula funding.
Note: These vocational codes may be added, revised, or reassigned during the year as new allocations and special projects are approved. Providers should use the most current NCCCS guidance when coding expenditures. 

Providers must establish accounts consistent with these categories so AEFLA funds can be properly identified and reported by the NCCCS Budget & Finance Office. Expenses should be accounted for by category according to federal program guidelines and the NCCCS Chart of Accounts. Budgeted items must comply with the EDGAR.
[bookmark: _Toc63931051][bookmark: _Toc224585764][bookmark: _Toc224656547][bookmark: _Toc224720947][bookmark: _Toc224909607][bookmark: _Toc227922735][bookmark: _Toc1783383575]Annual Budget Review and Approval Process
The following general actions are taken for AEFLA Budgets:
1. Providers submit their annual budgets on the NCCCS Adult Education Grant Management System.
2. The assigned NCCCS Grant Administration team reviews the submission for compliance with fiscal management policies and alignment of activities. If a Provider proposes administrative costs exceeding 5% for Administrative Funds, the Associate State Director for Monitoring and Compliance will review the justification provided on the budget plan by the Provider.
a. Revisions may be required before the budget proceeds to the next stage of approval.
3. The NCCCS Associate Vice President for Federal Programs and the State Director for WIOA Title II review for compliance with fiscal management policies.
a. Revisions may be required before approval requests are sent to the next step.
4. [bookmark: _Toc63931043][bookmark: _Toc511371610]Providers will receive the approved and signed Budget from the NCCCS Assistant Director of Grants Administration and must start spending funds at the beginning of the program year.
[bookmark: _Toc217910553][bookmark: _Toc224585765][bookmark: _Toc224656548][bookmark: _Toc224720948][bookmark: _Toc224909608][bookmark: _Toc227922736]Administrative Costs
Administrative costs are non-instructional in nature and include planning, administration (including carrying out performance accountability requirements), professional development, providing adult education and literacy services in alignment with local workforce plans, and carrying out one-stop partner responsibilities (including contributing to infrastructure costs). Items that can be included are direct administrative costs (e.g., clerical support, directors, coordinators, NRS testing coordinators); indirect costs (e.g., classroom space, rent, utilities, or other costs not easily accountable to a cost objective); and American Job Center infrastructure costs (1.5% of the administration cost is suggested by NCCCS, but up to 3.5% may be negotiated with the LWDB). 
Adult education programs should spend no more than 5% of their grant on administrative services. In cases where 5% is too restrictive to allow for administrative activities, the amount spent on administrative costs may be negotiated with NCCCS (WIOA Section 233(b)). 
Neither federal nor state matching funds may be used for high school equivalency test administration (e.g., GED®, HiSET®).
Budget Modifications
In accordance with 2 CFR 200.308, a budget or program modification is required when a Provider proposes significant changes to its AEFLA Title II Budgets.
In addition to federal prior-approval requirements under 2 CFR 200.38, NCCCS requires Providers to submit a budget modification request when the proposed change exceeds 10% of the total approved budget or 10% of a specific vocational VOC Code or line-item allotment, or when there is a significant change to the scope or objectives of the Provider’s programming.
All modification requests must demonstrate a clear and direct linkage to an identified gap or need. Providers may not expend funds according to a modified plan or budget until written authorization has been granted. Early submission of modification requests is strongly encouraged to ensure that funds are expended in time to positively impact student learning outcomes.
Modifications Requiring Prior Approval
Modifications are required under the following circumstances:
· A Voc Code or line-item expenditure exceeds 10% of the approved amount
· Equipment purchases that exceed $10,000 not included in the approved plan are proposed
Budget Modification Requirements
All budget modifications must adhere to the following requirements:
· Cost Principles. All proposed changes must comply with the cost principles outlined in 2 CFR 200, Subpart E.
· Budget Modification Documentation. When submitting a budget modification, the following is submitted to the AEFLA Grant Management System:
· A Budget Modification form (NCCCS 2-36) signed by the Chief Financial Officer (CFO) and submitted as a scanned PDF
· Modifications are typically allowable until June 30th of the current fiscal year.
[bookmark: _Toc224585771][bookmark: _Toc224656554][bookmark: _Toc217910558]Cost Allowability
Federal regulations establish cost principles and specific requirements governing the allowability of costs charged to federal awards. Expenditures are charges that are made by a non-federal entity to a project or program for which a federal award was received. All grant recipients must have fiscal management systems that include written procedures for ensuring all expenditures conform to the terms and conditions of the grant as well as the Uniform Guidance Cost Principles. According to EDGAR, all grant costs must meet the following criteria:
• Be necessary and reasonable
• Be consistent with policies and procedures
• Be treated consistently
• Be aligned with the General Accepted Accounting Principles (GAAP)
• Be adequately documented
• Not included for match or cost sharing
• Conform with federal law and grant terms

Per EDGAR, two factors that affect allowability are necessary and reasonable principles. When programs purchase items, the Provider must evaluate if the cost is necessary and meets a program objective. Reasonable cost must meet the following criteria:
• The cost must be ordinary and necessary for the operation of the organization
• Provide evidence of efficient performance of the federal grant award
• Follow sound business practices
• Display fair market prices for comparable goods or services
• Demonstrate prudence under the circumstances
Direct costs are costs that can be identified specifically with a particular final cost objective that supports the project’s purpose and activity. Direct charges that are usually charged to a federal grant award include:
• Salary, wages, fringe benefits
• Consultant fees
• Subcontracts
• Materials and equipment for project work
• Supplies

Costs must be consistent with policies and procedures that apply uniformly to both federally funded and other activities that are non-federally funded. For example, the same per diem rate must be applied for Adult Education Coordinators paid out of state and federally funded sources. Per-diem rates cannot be charged at a higher rate because there are federal funds available.
In accordance with EDGAR, a cost may not be assigned to a federal award as a direct cost if any other cost incurred for the same purpose in like circumstances has been allocated to the federal award as an indirect cost. For example, a Provider may not charge clerical personnel salaries to the indirect line item in some circumstances and to the direct line item in other circumstances.
In some instances, some costs charged to the federal grant award may be disallowed, per EDGAR. Disallowed costs mean those charges to a federal award that NCCCS determines to be unallowable, in accordance with the federal statues, regulations, or the terms and conditions of the federal award. These are primarily identified during the budget review and approval process, and if found, the Provider will be instructed to revise the budget plan. However, they could also be found during monitoring. In such cases, the Provider will be required to conduct a journal entry to remove the disallowed charge(s) from the Title II award.
For charges that have been identified as limited, please consult with your institution’s Chief Financial Officer (CFO) prior to charging the federal grant award. In some instances, charges to the federal award must be pre-approved by the funding agency. Those items that must be pre-approved by the funding agency have been denoted by an asterisk. (EDGAR CFR 200.302, CFR 200.403, 200.404)
[bookmark: _Toc1049343904]Allowable and Unallowable Costs
The following lists are provided as general guidance and are not exhaustive. Allowability depends on the applicable federal regulations, the terms and conditions of the award, and NCCCS requirements.
Program Income 
Providers are not permitted to generate program income. However, Providers may offer self-supporting courses outside of the Title II, AEFLA program. Self-supporting courses are funded entirely through participant fees or third-party payments and are not supported by Title II, AEFLA funds or reported for state budget FTE funding cc12-030.pdf (page 5).
Allowable Costs
· 
· Audit services
· Bonding costs
· Costs to recover improper payments
· Compensation - personal services
· Compensation - fringe benefits
· Depreciation
· Employee health/welfare
· Equipment
· Exchange rates
· Gains on disposition assets
· Insurance/indemnification
· Intellectual property
· Maintenance/repair
· Materials/supplies/computers
· Professional service costs
· Publication printing
· Recruiting cost
· Relocation cost of employees
· Rental cost of property/equipment
· Specialized service facilities
· Training and education costs
· Transportation costs
· Travel costs
· Travel of trustees

Unallowable Costs
· Advisory councils
· Alcohol
· Alumnae activities
· Bad debts
· Commencement costs
· Contingency provisions
· Contributions
· Entertainment
· Fines/penalties
· Fundraising
· General costs of government
· Goods or services for personal use
· High school equivalency examiner (not an allowable activity under WIOA Section 203(2))	
· Interest
· Lobbying
· Losses of contracts
· Organization costs
· Selling and marketing costs
· Student activity costs
Professional Development Expenses
Paying for Professional Development Registrations Early
Registration costs are obligated when registration is confirmed, not when payment is made. For example, if a college registers for a conference in May for an event held in August, the cost is obligated in May and must be charged to the current AEFLA Grant during the program year, which ends on June 30.
If a college registers in May but delays payment until August, it would be using July 1 funds to pay for a cost that was obligated in the prior award year, which is unallowable (34 CFR 75.707).
Colleges should not delay registration to avoid early payment, as doing so may result in losing a spot if the event reaches capacity. Therefore, the best practice is to register and pay in the current program year, even if the conference or event occurs in the following program year.
Cancellation Fees When Professional Development Is Canceled
If the original professional development travel or registration was legitimate and allowable, and a cancellation fee is charged as a normal and unavoidable part of doing business, AEFLA funds may generally be used to pay that fee.
A college would only be required to repay a cancellation fee with non‑federal funds if:
· the original professional development activity was not allowable under AEFLA,
· the cancellation resulted from poor planning or negligence, or
· the cost was avoidable or not reasonable.
Because most conferences and airlines charge standard, unavoidable fees for changing or canceling registrations or tickets, these fees are typically considered allowable incidental costs of the original obligation.
Receiving Airline or Registration Credits for Canceled Travel
Federal formula grant funds, including Title II, AEFLA, are subject to a 27-month period of availability under the Tydings Amendment. Costs must be obligated and provide benefit within that time period (34 CFR 75.707).
Although the obligation occurs at the time the original ticket or registration is purchased, any airline or registration credit received due to cancellation must be used in a way that:
· benefits the same AEFLA grant, and
· occurs within the applicable period of availability.
For Program Year 2026 (July 1, 2026–Sept. 30, 2027), the period of performance ends on September 30, 2028. Therefore, Providers must use the airline or registration credit by that date to avoid audit risk or questioned costs.
If the Provider does not use the credit by the end of the grant’s period of performance, the federal government will treat the original expenditure as not having provided benefit to the grant. While there is no monetary penalty, the Provider would be required to repay the cost using non‑federal funds.
[bookmark: _Toc224585276][bookmark: _Toc224585784][bookmark: _Toc224656567][bookmark: _Toc224720967][bookmark: _Toc224909630][bookmark: _Toc227607160][bookmark: _Toc227922791]Mandatory Disclosures
In accordance with 2 CFR 200.113, any applicant, recipient, and subrecipient must promptly disclose whenever it has credible evidence of the commission of a violation of federal criminal law involving fraud, conflict of interest, bribery, or gratuity violations under Title 18 or Civil False Claims Act (31 U.S.C. 3729–3733). The disclosure must be made in writing to the federal agency, the agency's Office of Inspector General, and pass-through entity (if applicable). Recipients and subrecipients are also required to report matters related to recipient integrity and performance in accordance with Appendix XII of EDGAR.
[bookmark: _Toc961292][bookmark: _Toc224585277][bookmark: _Toc224585785][bookmark: _Toc224656568][bookmark: _Toc224720968][bookmark: _Toc224909631][bookmark: _Toc227607161][bookmark: _Toc227922792]Debarred and Suspended Parties
Recipients and sub-recipients must not make any award or permit any award (sub-grant or contract) at any tier to any party that is debarred or suspended or otherwise excluded from or ineligible for participation in federal assistance programs under 2 CFR §200.214, government-wide debarment and suspension. Equipment monitoring may include reviewing purchases and evidence that the System for Award Management (SAM) database was checked to ensure the vendor was not debarred or suspended. (2 CFR 180 and 2 CFR 200.213–214). 
[bookmark: _Basic_Cost_Principles][bookmark: _Toc961298][bookmark: _Toc63931054][bookmark: _Toc224585280][bookmark: _Toc224585788][bookmark: _Toc224656570][bookmark: _Toc224720970][bookmark: _Toc224909633][bookmark: _Toc227607163][bookmark: _Toc227922794]
Basic Cost Principles
· [bookmark: _Toc511371638]Necessary and reasonable
· Allocable
· Consistent with federal, state, and local policies
· Consistently treated
· Adequately documented
· In accordance with federal law and award terms
[bookmark: _Toc224585281][bookmark: _Toc224585789][bookmark: _Toc224656571][bookmark: _Toc224720971][bookmark: _Toc224909634][bookmark: _Toc227607164][bookmark: _Toc227922795]Direct Costs
In accordance with 2 CFR 200.413, direct costs are those costs that can be identified specifically with a particular final cost objective, such as a federal award, or other internally or externally funded activity or that can be directly assigned to such activities easily with a high degree of accuracy. Direct costs include:
· Salaries and wages (including vacations, holidays, sick leave, and other excused absences of employees working specifically on objectives of a grant or contract – i.e., direct labor costs).
· Other employees fringe benefits allocable to direct-labor employees.
· Consultant services contracted to accomplish specific grant/contract objectives.
· Travel of employees.
· Materials, supplies, and equipment purchased directly for use on a specific grant or contract.
Salaries of Administrative & Clerical Staff
The salaries of administrative and clerical staff should normally be treated as indirect costs. Direct charging of these costs may be appropriate only if all the following conditions are met:
· Administrative or clerical services are integral to a project or activity,
· Individuals involved can be specifically identified with the project or activity, AND
· The costs are also not recovered as indirect costs.
[bookmark: _Toc224585283][bookmark: _Toc224585791][bookmark: _Toc224656573][bookmark: _Toc224720973][bookmark: _Toc224909636][bookmark: _Toc227607166][bookmark: _Toc227922797]Reasonable Costs
In accordance with 2 CFR 200.404, reasonable cost consideration must be given to:
· Whether cost is a type recognized as ordinary and necessary for the operation of the college or the proper and efficient performance of the federal award.
· The restraints or requirements imposed by such factors as federal, state, local, tribal, and other laws and regulations and terms and conditions.
· Market prices for comparable goods and services in the geographic area.
· Whether the individuals acted with prudence under the circumstances considering their responsibility.
· No significant deviation from established prices.
[bookmark: _Toc224585284][bookmark: _Toc224585792][bookmark: _Toc224656574][bookmark: _Toc224720974][bookmark: _Toc224909637][bookmark: _Toc227607167][bookmark: _Toc227922798]Allocable Costs
In accordance with 2 CFR 200.405, a cost is allocable to a federal award or cost objective if the goods or services involved are chargeable or assignable by relative benefits received.
[bookmark: _Toc224585794][bookmark: _Toc224656576][bookmark: _Toc224720976][bookmark: _Toc224909639][bookmark: _Toc227607169][bookmark: _Toc227922800]Specific Cost Guidance by Category
A set of federal regulations (2 CFR 200.420–200.476) spells out which costs are allowed, organized by category. These rules apply no matter whether a cost is billed directly to a project or counted as overhead. If a specific type of cost isn't mentioned in these sections, that doesn't automatically mean it's allowed or not allowed; instead, you'd look at how similar or related costs are treated to figure out the answer.
[bookmark: _Toc961302][bookmark: _Hlk65482128]If a specific federal grant or contract says something different from these general rules, the specific award terms take priority. However, the Factors Affecting Allowability of Costs identified in 2 CFR 200.403 would still apply. 
[bookmark: _Toc224585287][bookmark: _Toc224585795][bookmark: _Toc224656577][bookmark: _Toc224720977][bookmark: _Toc224909640][bookmark: _Toc227607170][bookmark: _Toc227922801]Timely Obligation of Funds
Providers must make a concerted effort to obligate AEFLA funds promptly throughout the program year.  Providers may begin to spend funds once notified by their assigned NCCCS Assistant Director for AEFLA Grants Administration that their budget has been approved.
Every effort should be made to spend AEFLA funds issued in a program year by the end of that program year.  In accordance with the Uniform Guidance requirement that costs be necessary for the performance of the federal award and incurred during the approved budget period (2 CFR §§ 200.403(a) and 200.403(h)), NCCCS requires that all equipment purchased with AEFLA funds be received, installed, and placed into service no later than June 30 of the applicable program year.
[bookmark: _Toc511371648][bookmark: _Toc961304][bookmark: _Toc63931055][bookmark: _Toc217910559][bookmark: _Toc1097355445][bookmark: _Toc511371649][bookmark: _Toc63931056]Procurement Standards & Property Management
All Providers must follow 2 CFR 200.318–200.327 when procuring equipment for a Title II, AEFLA program.
Equipment must be used by the Provider in the purpose of Adult Education for which it was acquired as long as needed, whether the program continues to be supported by the federal award, and the Provider must not encumber the property without prior approval of NCCCS. When the equipment is no longer needed for the original program or project, the equipment may be used in other activities supported by the federal awarding agency, in the following order of priority:
1. Activities under a federal award from the federal awarding agency that funded the original AEFLA project, THEN
2. Activities under federal awards from other federal awarding agencies. This includes consolidated equipment for information technology systems.
During the time that equipment is used in the AEFLA program for which it was acquired, the Provider must also make equipment available for use on other projects or programs currently or previously supported by the federal government, provided that such use will not interfere with the work on the AEFLA program for which it was originally acquired. First preference for other use must be given to other programs or projects supported by a federal awarding agency that financed the equipment, and second preference must be given to programs or projects under federal awards from other federal awarding agencies. Use for non-federally funded programs or projects is also permissible. User fees should be considered, if appropriate.
When acquiring replacement equipment, the Provider may use the equipment to be replaced as a trade-in or sell the property and use the proceeds to offset the cost of the replacement property.
Management of Equipment
Procedures for managing equipment (including replacement equipment), whether acquired as a whole or in part under a federal award, until disposition takes place will, as a minimum, meet the following requirements (2 CFR 200.313): 
1. Property records must be maintained that include a description of the property, a serial number or other identification number, the source of funding for the property, who holds title, the acquisition date, and cost of the property, the percentage of federal participation in the project costs for the federal award under which the property was acquired, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property. 
2. All items susceptible to pilferage purchased with Title II funds must be inventoried and visibly tagged (or alternate method of identification) before being placed into service. Providers must have a high-risk equipment policy and procedure.
a. At a minimum, tags will identify the item as purchased with Title II funds and include an inventory number that corresponds with property records.
b. Property records must include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, the percentage of federal participation in the cost of the property, the location, use and condition of the property and any ultimate disposition data including the date of disposal or sale price of the property.
3. A physical inventory of the property must be taken, and the results reconciled with the property records at least annually.
4. A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft must be investigated.
5. Adequate maintenance procedures must be developed to keep the property in good condition.
If the Provider is authorized or required to sell the property, proper sales procedures must be established to ensure the highest possible return.
Providers must take reasonable precautions to ensure that items purchased with AEFLA funding are properly maintained, accounted for, and protected from damage, loss, unreasonable deterioration, and theft. Providers are advised to implement the following controls, and any additional controls felt to be necessary to safeguard the property:
a. Maintain adequate and current property records that allow the items to be located and maintain records of the person or persons who have property in their possession or are responsible for their security during non-duty hours. Accountability and responsibility must always be maintained, whether the property is located onsite or offsite.
b. Provide a secure building and coordinate between the security function and the Property Control Officer, especially regarding security violations or changes affecting official property.
c. Have a written policy and always follow it when checking out property that requires employees to sign for property in their possession.
When property acquired with Title II funds is lost, damaged, or stolen the Provider must conduct and fully document an investigation. When appropriate, law enforcement authorities should be notified, a police report should be filed and maintained for records, and if the item meets the state’s capitalization threshold, the insurance provider should be notified.
Disposition of Equipment
When original or replacement equipment acquired under a federal award is no longer needed for the original project or program or for other activities currently or previously supported by a federal awarding agency, except as otherwise provided in federal statutes, regulations, or federal awarding agency disposition instructions, the Provider must request disposition instructions from NCCCS. Disposition of the equipment will be made as follows, in accordance with federal awarding agency’s disposition instructions:
1. Items of equipment with a current-per-unit fair market value of $5,000 or less may be retained, sold, or otherwise disposed of with no further obligation to the federal awarding agency.
2. Except as provided in 2 CFR 200.312 federally owned and exempt property, paragraph (b), or if the federal awarding agency fails to provide requested disposition instructions within 120 days, items of equipment with a current per-unit-fair-market value of over $5,000 may be retained by the Provider or sold. The federal awarding agency is entitled to an amount calculated by multiplying the current market value or proceeds from sale by the federal awarding agency's percentage of participation in the cost of the original purchase. If the equipment is sold, the federal awarding agency may permit the Provider	 to deduct and retain from the federal share $500 or 10% of the proceeds, whichever is less, for its selling and handling expenses.
3. The Provider may transfer the title of the property to the federal government or to an eligible third party provided that, in such cases, the Provider must be entitled to compensation for its attributable percentage of the current fair market value of the property.
4. [bookmark: _Toc511371626][bookmark: _Toc961315][bookmark: _Toc63931065][bookmark: _Toc217910561]In cases where a Provider fails to take appropriate disposition actions, the federal awarding agency may direct the Provider to take disposition actions.

[bookmark: _Toc592079710]Monitoring and Compliance
The purpose of monitoring is to ensure that Providers meet Adult Education and Family Literacy Act (AEFLA) requirements, improve the quality of federally funded activities, provide assistance in identifying and resolving Title II accountability problems, ensure the accuracy, validity, and reliability of data collection and data reporting as well as policies and procedures for program accountability. The monitoring cycle covers the current program year for Providers funded under AEFLA Section 231, Section 225 Corrections Education, and Section 243 IELCE. Types of programmatic and fiscal monitoring may include:
· Onsite or virtual comprehensive monitoring
· Desktop monitoring
· Submission of additional documentation
· Required attendance at trainings/technical assistance
Additional monitoring requirements may be indicated due to updates or changes to federal monitoring and reporting requirements. Providers will be notified of these updates promptly to facilitate accurate monitoring.
[bookmark: _Toc100317540]Federal Programs Monitoring Protocols
[bookmark: x_x__Toc511371628][bookmark: x_x__Toc961317][bookmark: x_x__Toc63931067]Monitoring and compliance activities will be conducted in accordance with the 2026–2027 Federal Programs Monitoring Guide.
[bookmark: _Toc855850592]Risk Assessment
A Risk Assessment for all subrecipients will be conducted by the NCCCS Federal Programs Monitoring and Compliance team, on an annual basis, prior to disbursement of Title II funds. The purpose of this assessment is to furnish NCCCS with information that will help in monitoring potential risk factors associated with grants awarded to Providers.
The focus of the Risk Assessment is to ensure that Providers adhere to NCCCS's guidelines and agreements, remain within the budget, can implement the scope of service, and ensure that proper internal controls are in place. Risk factors may include:
· Audit Findings
· New Key Personnel
· Prior Experience
· Performance
· Size and complexity of program
· Late Reporting
· Allocation Amount
· Overpayments/Refunds
· Data Submission Errors
· Lapsed Funds/Carryover Amounts
· Indications of Fraud and Abuse
· Impending Provider closures
Providers, as subrecipients of federal grant funds, must meet specific compliance measures as conditions for the grant awards or become at risk for noncompliance. Upon completion of the risk assessment, all Providers will be classified as high, moderate, or low risk. Each level of risk will have various levels of programmatic and fiscal monitoring that will be implemented during the program year.
Technical assistance and training will be provided during the program year to help mitigate some of the identified risk factors.
[bookmark: _Toc1577478161]Comprehensive Monitoring
[bookmark: _Toc217910563]Comprehensive monitoring protocols are divided into five modules based on the 13 Considerations in Section 231(e) and requirements for pass-through entities in 2 CFR Part 200.332. All Providers will receive at least one comprehensive monitoring review during program years 2025–2029. 
As a requirement of the Federal award, the pass-through entity, which in this case would be NCCCS, and auditors are to have access to the subrecipients’ records and financial statements as necessary for the pass-through entity to meet the requirements. In most circumstances, the Chief Financial Officer (CFO) of the institution will have all the required financial documentation. Documents that should be available for review may include:
· General Ledger Chart of Accounts
· Prior Year General Ledger that includes monthly expenditures
· Payroll information to document the staff paid out of the Federal award
· Time and Effort Documentation
· Cash Management Procedure
· Allowable Procedures
· Travel Policy
· Procurement Procedure
[bookmark: _Toc224585802][bookmark: _Toc224656584][bookmark: _Toc224720984][bookmark: _Toc224909647][bookmark: _Toc227607177][bookmark: _Toc227922808]Corrective Action Plan
Upon completion of the comprehensive monitoring visit, a Corrective Action Plan (CAP) may be required to resolve any out of compliance areas identified during the monitoring visit. The Provider will be required to submit a plan detailing how the non-compliant programmatic and/or fiscal practices will be amended within the required time frame. If there are unresolved CAP(s), further action may be taken to include specific award conditions/restrictions. 
If the Provider is placed on a Corrective Action Plan (CAP), the Provider will have 30 days to respond in writing.
· All CAPs will be uploaded to the Adult Education Grant Management System designated by NCCCS.
· A member of the monitoring team will conduct monthly meetings with the Provider until the CAP has been satisfied.
[bookmark: _Toc1514204987]Continuous Monitoring
[bookmark: _Toc511371651][bookmark: _Toc961306][bookmark: _Toc63931057][bookmark: _Toc217910560]Continuous monitoring is required for all Providers and includes grant budget tracking and time and effort records for employees.
[bookmark: _Toc224656586][bookmark: _Toc224720986][bookmark: _Toc224909649][bookmark: _Toc227607179][bookmark: _Toc227922810]Budget Monitoring
[bookmark: _Toc224656587][bookmark: _Toc224720987][bookmark: _Toc224909650][bookmark: _Toc227607180]All Providers are required to submit monthly financial documentation that outlines monthly expenditures and program activities.
· Community college Providers will submit XDBR reports by the 15th of each month to the Adult Education Grant Management System.
· Community-based organizations will submit a request for reimbursement by the 5th working day of each month to the NCCCS Business and Finance Office. A copy of the request for reimbursement is due by the 15th of each month to the Adult Education Grant Management System.
Employee Time and Effort Monitoring
Time and Effort reporting guidelines are specified in 2 CFR Part 200.430. All employees, including instructors, administrators, and other staff who are paid in part or in whole with federal funds are required to document the time and effort they spend within that program. The portion of the federally paid wages should be reflective of the time and effort the individual has put forth for that federal program. Charges to federal awards for salaries and wages must be based on records that accurately reflect the work performed. These records must:
· Be supported by a system of internal control that provides reasonable assurance that the charges are accurate, allowable, and properly allocated.
· Be incorporated into the official records of the Provider.
[bookmark: _Toc503443568][bookmark: _Toc188609468]In addition to the federal requirements in 2 CFR 200.430, NCCCS requires Providers to follow the following procedures for monitoring and reconciling employee time and effort. 
· Payroll records must be compared to and reconciled with the submitted Time and Effort Reports on at least a quarterly basis. 
· If the difference is 10% or more, payroll charges must be adjusted at the time of the records comparison. The next quarter's estimates must be adjusted to more closely reflect the actual activity. 
· If the anticipated time and effort is less than 10% different from the actual time and effort, an accounting adjustment is not required until the end of the program year. 
· All Time and Effort reporting discrepancies are to be reconciled at the end of the program year. Reconciled discrepancies should be reflected in the final report submitted to the System Office at the end of the program year.
Each quarter, random verification of Time and Effort reporting compliance will be conducted by NCCCS. A Provider’s failure to comply with Time and Effort reporting will be addressed in a Corrective Action Plan. 
[bookmark: _Toc2085795224]Fiscal Audits
A Provider that expends $1,000,000 or more in Federal awards during its fiscal year must have an A-133 Single Audit or program-specific audit conducted in accordance with 2 C.F.R. Part 200, Subpart F, as applicable. The Federal audit requirement is based on total Federal awards expended, not solely on AEFLA funds received.
Providers that do not meet the Federal threshold for a Single Audit remain subject to applicable institutional, state, NCCCS, and grant-specific audit and monitoring requirements. Providers must maintain records and make them available for review or audit as required by Federal, state, and NCCCS requirements.

[bookmark: _Toc260951149]Appendix A
Student Support for Child or Dependent Care and/or Transportation Procedure (sample)
Eligibility Criteria
To qualify for individual student support for child and dependent care or transportation, the student must meet the following criteria:
· Have an active NRS registration and be enrolled with the Provider.
· Be enrolled in a specific Title II-funded class or activity.
· Demonstrate an unmet need that creates a barrier to participation in Title II adult education and family literacy activities.
· Demonstrate that other funding sources (e.g., state or local assistance, institutional resources, or community programs) do not sufficiently cover the identified need.
Procedure
1) Application Process
a) Submission of Request: Students must complete an Individual Student Support Request form (or similar form used by the Provider that includes, at a minimum, the same information – see Appendix A) identifying the specific barrier and requested support and submit required documentation.
b) Use of Existing Records: Staff will use institutional records to verify enrollment, class schedules, and program requirements.
2) Approval Process
a) Staff Recommendation: Designated staff will review the request to confirm eligibility, assess the necessity of support, and document non-supplanting considerations.
b) Final Approval: A designated administrator will review the recommendation and approve or deny the request in accordance with Title II requirements, institutional procedures, and availability of budgeted funds.
3) Notification
a) Students will be notified of the decision within 10 business days. Approved notifications will include type of support approved, duration of support, maximum funding amount, and any follow-up documentation required.
4) Disbursement of Funds
a) Funds may be paid directly to a vendor or service provider (e.g., childcare provider, transportation vendor), or
b) Reimbursed to the student upon submission of valid, itemized receipts, in accordance with the Provider’s fiscal procedures.
Reassessment
1) Frequency: For ongoing or recurring individual student support, students must reaffirm their need by completing an updated attestation each academic term.
2) Staff Review: Staff will reassess continued enrollment and eligibility, ongoing barrier and necessity of support, and lack of availability of alternative funding sources.
Supplanting Safeguards
Consistent with WIOA Section 241(a), AEFLA funds may not supplant other State or local public funds expended for adult education and literacy activities. AEFLA funds may not be used for individual student support for [child and] dependent care or transportation if other state or local public funds have previously paid for the associated costs. To ensure compliance with Uniform Grant Guidance non-supplanting requirements:
· Title II funds will be used only to address unmet needs not previously or currently covered by other available resources.
· Staff will document all funding sources reviewed and the student’s ineligibility for, or insufficiency of, those resources.
· If a student later receives alternative funding for the same expense, Title II-funded support will be adjusted or discontinued, as appropriate.
Documentation and Recordkeeping
The Provider will maintain records for all requests, including:
· Completed Individual Student Support Request Form (or similar form used for financial aid requests at the local Provider that collects, at a minimum, the same information)
· Supporting documentation (e.g., proof of expenses)
· Verification of non-supplanting determinations
· Approval and disbursement records
Records will be retained for a minimum of three years in compliance with federal and state requirements. The Provider will periodically review individual student support records to ensure compliance with federal requirements and institutional policies. Any discrepancies must be addressed promptly.

	Full Name
	

	Student ID Number
	

	Phone Number
	

	Email Address
	

	Type of Support (dependent care or transportation)
	

	Request Amount 
	



Attestation
The undersigned attests that I require financial assistance to participate fully in my adult education program. I confirm the following:
1. I am enrolled as an adult education student at _____________________ (Provider Name).
2. I am not receiving sufficient support from other funding sources to cover these expenses because I have either been denied, placed on a waitlist, or have been informed funding has been exhausted. 
I understand that WIOA Title II funds are intended to address unmet needs, and I certify that the support expenses requested are necessary for my ability to participate in my program.
	Student Signature
	

	Date
	



This completed form must be submitted to __________________ to be considered for the support assistance program.

Page 2 to be completed by Provider Only
Support Request Form 
	Full Name
	

	Student ID Number
	

	Type of Support (dependent care or transportation)
	

	Request Amount 
	

	Date Received
	



Verification Checklist
	Verification Activity
	Confirmation (Yes or No)

	Enrollment Status Confirmed
	

	Unmet Need Confirmed
	

	Non-supplanting Confirmed
	

	Other Available Funding Sources Reviewed
	


Recommendation by Staff
☐ Approve	☐ Denied
Comments: 
[bookmark: _Toc240303666][bookmark: _Toc2128791300]Final Approval by Administrator
☐ Approved
☐ Denied
	Printed Name
	

	Signature
	

	Title
	

	Date
	



