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SUBJECT: Recording Assessnant Hours for Basic 5kills Students

At the reguest of the colleges, the System Office developed this
memorendum to address guestions rqardinﬁeusussu:nt heurs for basic skills
students. This i1ssue was discussed In the GE0 Tessima Procederes Manual
il.pr'i-'l 1985]. In addition, to alleviate the concern that community colleges

atz do mot reflect the total number of studembs mszessed and served,
aspecialiy in GED or workplace basie skill1s classes, the veperting procedurs
has been expanded.

Students Asseesed Who Racaive [ngtryctign:

Any haste skills stedent’s Initial aszessment, testing dmd retesting
hours may ba coonted only when the student raceiwes basic skills inmstruction
In gddftion 1o the jpitial placement assessaent. In this sitsetion, both the
assesement hoors and the ipstructional hours may be reported for budget FTE.
Thils applies For 411 bazie akillz clazees (NDE BED,AKS  ESL,Comn Ed, workplate

basic skills, hemeless, and family 11teracy programs). These students must
be registered for the appropriate basic skills class.

L nt sossed Who [o Mot Beceive [metvection;

If a student 15 given &n assessment amd receives no Besie skills
instruction, the student sssessment howrs may mot be reported for budgst FTE,
The college may, howevwer, register thess iodividuals in & special hasic

sk111s asemesment eection im order to get & ceant of the nusber of peopls
ussesied,

AFFIRMWATIVE ACTIOAUETTULL OF FORTUMTY EMPLCYEN
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Recording Assessment Hours

e ure for Cample - ;i

1} Have instructor complete a LEIS form for each student assessed.
{0o not use scannable forms.)

2} Have instructor write BSA at the top of the LEIS form.
{B5A = Basic Skills Assessment)

re far letin g 1

B5A will be added under the Program Placement section en the LEIS
Testing and Progress form. Test results may also be entared for future
Have instructor check "BSA" for all students assessed, but not instrucke

If you have any guestions regarding the reporting of assessment hoo
piease Teel free Lo contact us,
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