	
	Abstract



	Name of Applicant Organization
	

	Title of Project
	FY 2020 Consolidated Adult Education

and Family Literacy Services Grant

Continuation Application

	Project Administrator
	

	Address
	

	
	

	Telephone Number
	

	E-Mail Address
	

	Total Amount Requested
	$ 

	
Matching Funds (Cash)
	$ 

	
Matching Funds (In-Kind)
	$ 

	Total Match
	$ 

	Total Program Income (Revenue)
	$ 

	Total Project Cost

(Total Requested and Match)
(A)
	Number of Students to be Served
(B)
	Cost Per Student

(A/B)

	$ 
	
	$ 

	DUNS Number: 
	Amount Requested
by Funding Line

	STATE FUNDING

	1. Adult General Education (AGE)
	$ 

	2. Literacy Works (LW)
	$ 

	3. National External Diploma Program® (NEDP)
	$ 

	State Total
	$ 

	FEDERAL FUNDING

	4. Adult Basic Education & English as a Second Language


(ABE & ESL)
	$ 

	5. Adult Secondary Education (ASE)
	$ 

	6. Local Institutionalized (LI)
	$ 

	7. National External Diploma Program® (NEDP)
	$ 

	8. Family Literacy (FL)
	$ 

	9. Integrated English Literacy & Civics Education (IELCE/IET)
	$ 

	Federal Total
	$ 

	GRAND TOTAL OF AMOUNT REQUESTED
	$ 

	Signature:

(Head of Grantee Agency)
	Date:


	Title:



Exhibit 1: Overview of Services and Goals
Summary
	Reflecting upon your FY 2019 goals, provide a brief summary of practices and/or changes that will be implemented to improve instruction and program outcomes.

	Text boxes will expand as needed.


Goals
	Clearly state your primary goals for FY 2020.  State two goals, which may include preparation for career pathway programs, transition to employment and postsecondary education, and integrating workforce preparation skills.

	Goal 1: 



	Strategies for Goal 1:



	Outcomes for Goal 1:



	Goal 2: 



	Strategies for Goal 2:



	Outcomes for Goal 2:




Workforce Plan
	Discuss your program’s partnership or collaboration with your local Title I provider as well as other partnerships.

	


Recruitment and Retention
	Discuss your program’s plans and strategies to improve student recruitment. 

	

	Discuss your program’s plans and strategies to improve student retention.

	

	Discuss your program’s plans and strategies to improve teacher recruitment.

	

	Discuss your program’s plans and strategies to improve teacher retention.

	


NEDP
Summary

	Reflecting upon your FY 2019 goals, provide a brief summary of practices and challenges.

	Text boxes will expand as needed.


Recruitment and Retention
	Discuss your program’s plans and strategies to improve NEDP client recruitment.

	

	Discuss your program’s plans and strategies to improve NEDP client retention.

	


Goals
	Clearly state your FY 2020 goals for improving NEDP program implementation and outcomes.  State two goals which may include but are not limited to connecting with X number of local partners to promote awareness of NEDP, increasing collaboration with non-NEDP staff for referrals, effective utilization of NEDP resources, and developing partnerships with and strong connections to potential sources of referrals.

	Goal 1: 



	Strategies for Goal 1:



	Outcomes for Goal 1:



	Goal 2: 



	Strategies for Goal 2:



	Outcomes for Goal 2:




NEDP Staff Professional Learning
	Discuss your program’s plans and strategies to meet the state requirement of 8 hours of professional learning.  

	


Exhibit 2: Distance Learning and Technology Plan Update
	Digital literacy involves the foundational use of technology; search, analysis and application of obtained information; and communication and collaboration utilizing digital tools. In what ways is your program strategically building digital literacy skills for students? In addition to basic computer skills, describe how learners will progress to more advanced digital literacy skills (e.g., search, analysis, collaboration, etc.)

	Text boxes will expand as needed.

	Provide any updates to your Three Year Technology Plan.  Include implementation of distance education.

	


Exhibit 3: Duration and Intensity of Instruction
See Excel file titled “Class Schedule”.

Exhibit 4: Project Staff
State Required Key Staff
If applicable, append resumes for all new key personnel after Exhibit 12 of your application.

	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	Bachelor’s Degree
	Master’s Degree
	Doctorate Degree
	Years of

Ad Ed

	Program Administrator

Name:

Phone:
E-Mail:
	
	
	
	
	
	

	Instructional Specialist
Name: 

Phone: 
E-Mail:
	
	
	
	
	
	

	Intake/Assessment Specialist
Name:

Phone: 
E-Mail:
	
	
	
	
	
	

	Management Information Systems Specialist
Name:

Phone: 
E-Mail:
	
	
	
	
	
	


Additional Key Staff
	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	Bachelor’s Degree
	Master’s Degree
	Doctorate Degree
	Years of

Ad Ed

	Title: 

Name:

Phone:
E-Mail:
	
	
	
	
	
	

	Title:
Name: 

Phone: 
E-Mail:
	
	
	
	
	
	

	Title:
Name:

Phone: 
E-Mail:
	
	
	
	
	
	



Teachers, Volunteers, and Other Staff
	Paid Teachers or Tutors

All teachers/tutors must have a minimum of a Bachelor’s Degree
	Number

Full Time
	Number

Part Time

	ABE
	
	

	ASE
	
	

	ESL
	
	

	NEDP
	
	

	Total Teachers/Tutors, Unduplicated
	
	

	Volunteers–Unpaid
	
	

	Assist in classes as needed
	
	

	Tutor learners one on one
	
	

	Assist in office as needed
	
	

	Total Volunteers, Unduplicated
	
	

	Other Staff (provide title)
	
	

	
	
	

	
	
	

	
	
	


Exhibit 5: Local Professional Learning Needs Assessment
This exhibit utilizes needs assessment data for local professional learning planning, it compiles: program data, observation data, learner outcomes and learning objectives to be submitted to DLLR.  
Local programs should conduct an annual needs assessment with their staff to determine areas of development for of program and staff. Complete Charts 1-3 (as indicated by yellow worksheet tabs) in the Professional Learning Excel workbook with the results of the needs analysis. Once the assessment is completed, a plan is developed and submitted to the Professional Learning Specialist at DLLR for review and response. The needs assessment charts are due with the grant application.
Exhibit 6: Local Professional Learning Budget & Plan

This exhibit includes a projected professional learning budget and plan for instructional staff including: cost, target audience, rationale, and professional learning approach. Local programs should use data from Exhibit 5, to address local program professional learning needs. Please note this is a plan that allows for some flexibility as needs arise. When changes are made, local programs should inform their assigned Program Specialist as well as the DLLR Professional Learning Specialist. Documentation requirements for local professional learning is outlined in the Instructions and Resource document as well as definitions and other resources available.
Complete the Local Professional Learning Budget & Plan (as indicated by the purple worksheet tabs) in the Professional Learning Excel workbook.  Please include costs associated with each event (i.e. hourly rate for teachers, cost of outside presenter) where applicable. Financial support for a minimum of eight hours of professional learning for each teacher and tutor should be considered when creating the budget. This plan is due September 30 of the program year.
Grant funds may be used to support professional learning activities with the exception of out of state conferences and travel. This includes fees for presenters, materials, registration, stipends for part-time staff, mileage (reimbursed at no more than the current state rate), and overnight accommodations if more than 50 miles away from the place of work.
Exhibit 7: Family Literacy MOU
	Between

MACROBUTTON NoMacro [Click here and type Adult Education Program Name]
and

MACROBUTTON NoMacro [Click here and type Organization Name]


Part I

Purpose:
This Memorandum of Understanding (MOU), dated herein, outlines the agreement between the above named parties, to collaborate in providing Family Literacy Services during the fiscal year beginning on July 1, 2019, and ending on June 30, 2020.
Definition:
The partnership covered by this agreement must offer all four Family Literacy components, in adherence to the federal definition of Family Literacy Services, i.e., services that are of sufficient intensity in terms of hours, and of sufficient duration, to make sustainable changes in a family, and that integrate all of the following activities:

1. Parent literacy training that leads to economic self-sufficiency (Adult Education including Adult Basic Education [ABE], Adult Secondary Education [ASE], or English Language Acquisition [ELA])

2. Training for parents regarding how to be the primary teacher for their children and full partners in the education of their children (Parent Education)

3. Interactive literacy activities between parents and their children (ILA, parent/child together activities [PACT])

4. Age-appropriate educational activities to prepare children for success in school and life experiences.

Partner Responsibilities:

All partners to this MOU must agree to commit the necessary resources not only to deliver the components of Family Literacy listed above, but also to ensure integration of the components. The Adult Education partner must provide an adult instructional program that meets all Department of Labor, Licensing and Regulation (DLLR) standards for Adult Education and Family Literacy. Under no circumstances may Adult Education and Family Literacy funds be used to support the interactive parent and child activities or the children’s educational activities–these must be delivered and funded by a qualified partner with demonstrated expertise in age-appropriate children’s education. Either the Adult Education Family Literacy program or the partner may deliver and fund the Parent Education component. Additionally, all partners to this MOU agree to commit resources for joint planning for integration of the four components and for team meetings.

Part II

	1. Adult Education

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	2. Parent Education

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	3. Interactive Literacy Activities

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4. Children’s Educational Activities

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Coordination and Planning for Integration

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This MOU shall become effective when fully executed by all parties. It shall remain in effect for the fiscal year beginning July 1, 2019, and ending June 30, 2020. It may be terminated only with written notification to all parties and the Department of Labor, Licensing and Regulation, Division of Workforce Development and Adult Learning, Office of Adult Instructional Services, at least 90 days prior to the termination date.

Signatures

Signature 1
Signature 2

_____________________________________
__________________________________
Date____________________
Date____________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type name]
Adult Education Program Administrator
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type organization name]
MACROBUTTON NoMacro [Click here and type organization name]
Signature 3
Signature 4
_____________________________________
__________________________________

Date____________________
Date____________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type organization name]
MACROBUTTON NoMacro [Click here and type organization name]

Exhibit 8: Data Quality
	List all designated staff that have responsibility for data collection and entry and their contact information.

	

	List the allowable assessments your program uses.

	ABE:  

	ESL:  

	List any online curriculum used for distance, blended, or hybrid learning that is tracked as proxy hours, if any.  Indicate which model* is used to assign proxy hours.

	

	Quality programs utilize data for assessing progress towards goals and program improvement.  Explain two different ways in which your program uses available data for program improvement.

	

	Briefly discuss any challenges your program has encountered utilizing data to make decisions that lead to continuous program improvement.  Include any technical assistance needs that exist in this area.

	


*Clock Time Model – assigns contact hours based on the elapsed time that a learner is connected to, or engaged in an online or standalone software program that tracks time.
Teacher Verification Model – assigns a fixed number of hours of credit for each assignment based on teacher determination of the extent to which a learner engaged in, or completed, the assignment.

Learner Mastery Model – assigns a fixed number of hours of credit based on the learners passing a test on the content of each lesson.
	Exhibit 9: GEPA Statement

Develop and describe the steps you will take to ensure equitable access to, and equitable participation in your program for those learners, teachers, and other program beneficiaries with special needs. This statute is not intended to duplicate the requirements of civil rights statutes, but rather to ensure that federally funded projects address statutory barriers (gender, race, national origin, color, disability, age) and any locally identified barriers to access. The description may also refer to other sections of the proposal which address a plan to remove barriers.

Text box will expand as needed.



Exhibit 10: Language Access Plan
	Briefly summarize the steps your organization takes to promote equitable interaction with individuals of Limited English Proficiency (LEP).

	Text boxes will expand as needed.

	Describe how your organization has improved language access for LEP individuals over the past year, as well as any challenges that remain.  Consider translated vital documents, staff certifications, and/or oral interpretation services.

	


Exhibit 11: General Assurances
By receiving funds under this grant award, I hereby agree, as grantee, to comply with the following terms and conditions:

1. Programs and projects funded in total or in part through this grant will operate in compliance with state and federal laws and regulations, including but not limited to the Civil Rights Act of 1964 and its amendments, the Code of Federal Regulations (CFR) 34, the Elementary and Secondary Education Act, Education Department General Administrative Regulations (EDGAR), the General Education Provisions Act (GEPA), the Americans with Disabilities Act (ADA), and the Workforce Innovation Opportunity Act (WIOA).

2. The Maryland Department of Labor, Licensing and Regulation (DLLR) may, as it deems necessary, supervise, evaluate, and provide guidance and direction to grantee in the conduct of activities performed under this grant. However, failure of DLLR to supervise, evaluate, or provide guidance and direction shall not relieve grantee of any liability for failure to comply with the terms of the grant award.

3. Grantee shall establish and maintain fiscal control and fund accounting procedures, as set forth in 34 CFR Part 76 & 2 CFR 200.307 and in applicable state law and regulation.

4. Grantee shall adhere to DLLR reporting requirements, including the submission of financial and programmatic reports.

5. Entities expending $750,000 or more federal funds need to have an annual financial and compliance audit in accordance with OMB Circular A-133.

6. Grantee shall retain all records of its financial transactions and accounts relating to this grant for a period of five years, or longer if required by federal regulation, after termination of the grant agreement. Such records shall be made available for inspection and audit by the Adult Education Program Specialist and other authorized representatives.

7. Budget records must be submitted as required. In order to draw down monthly reimbursements, programs must submit documentation of actual expenditures from the institutional business office for the previous month(s). Documentation of actual expenditures from the institutional business office must also be submitted with the interim and final budget reports.
8. Grantee must receive prior written approval from the Adult Education Program Specialist before implementing any programmatic changes with respect to the purposes for which the grant was awarded.
9. Grantee must receive prior written approval from the Adult Education Program Specialist for any budgetary realignment of $1,000 or 10% of total object, program, or category of expenditure, whichever is greater. Grantee must support the request with reason for change. Budget alignments must be submitted at least 45 days prior to the end of the grant period.  Grant expenditures must be monitored, tracked, and expended in the timeframe specified by the grant. Federal grant funds must be encumbered by June 30 of the fiscal year and must be expended by September 30 or returned to DLLR. State grant funds must be expended by June 30 of the fiscal year or returned to DLLR. While there are several factors that contribute to grant recipients not spending all awarded funds; however, recipients are required to provide a Notice of Projected Under-Expended Funds by March 31 of the fiscal year, if applicable. Under-expenditures may result in reduced grant funding, particularly for programs that do not notify DLLR by the notification due date.
10. Grantee shall repay any funds which have been finally determined through federal or state audit resolution process to have been misspent, misapplied, or otherwise not properly accounted for, and further agrees to pay any collection fees that may subsequently be imposed by the federal and/or state government.

11. If the grantee fails to fulfill its obligations under the grant agreement properly and on time, or otherwise violates any provision of the grant, DLLR may suspend or terminate the grant by written notice to the grantee. The notice shall specify those acts or omissions relied upon as cause for suspension or termination. Grantee shall repay DLLR for any funds that have been determined through audit to have been misspent, unspent, misapplied, or otherwise not properly accounted for. The repayment may be made by an offset to funds that are otherwise due the grantee.

12. Grantee must register with the Central Contractor Registry System (www.ccr.gov) within one month of receipt of grant award.

13. Grantee shall not charge any fees to ABE or ESL Beginning or Intermediate learners for instructional services. However, a program may charge a nominal fee for consumable materials and instructional materials that eventually become the property of the learner. A program may also charge individuals who do not qualify for adult education services and other non-participants for adult education services, such as GED® Ready practice test. National External Diploma Program® fees shall not exceed $225.

14. All program income is governed by EDGAR CFR 76.534 and 2 CFR 200.307 and shall be documented in auditable records reported annually to DLLR. All program interest and income generated shall only be expended on allowable adult education services during the fiscal year it is generated. These fees and monies may not be used as a portion of the required local match nor to supplant local support.

15. Local matching funds must be accounted for in program records and used only for costs allowable under the Adult Education and Family Literacy Act (AEFLA).

16. Any proposed subcontract under this grant award shall be included in the original competitive proposal’s Appendices. Failure to comply with this provision could result in denial of reimbursement for such non-approved sub-contractual services.

17. Fund use shall be limited to adult instructional services and shall not be used for individuals enrolled in Pre-K-12 services or activities. Grantees must ensure that all students under age 18 have been officially withdrawn from school.
18. Fund use shall be limited to services for individuals who are at least 18 years of age for NEDP services.
19. Grantee shall use a managed enrollment system and establish a documented waiting list when the recommended enrollment exceeds capacity.

20. Classes supported with grant funding shall begin and end within the grant award period. 

21. The program must support the performance goals of the state by establishing appropriate program goals and outcomes through a negotiation process with DLLR. Signed documentation of approved performance goals is a part of this application. Valid, accurate data from learner records must be entered into the Literacy, Adult and Community Education System (LACES) database as prescribed in the annual data entry schedule posted on the DLLR/LACES homepage and reviewed on a regular basis by all staff members to ensure the program staff is cognizant of the program’s efforts to meet its negotiated outcomes.

22. Review of LACES reports and self-evaluation must be conducted throughout the fiscal year to ensure that program is continuously monitoring its effectiveness and efficiency.

23. Reports or other documents produced in whole or in part with the grant funds shall either bear no copyright notice or indicate that the grantee and DLLR are joint owners of the copyright.

24. Grantee shall give due credit to DLLR and the U.S. Department of Education. DLLR shall be credited on all media announcements, billboards, and educational materials produced or developed under the scope of this grant award.

25. Grantee shall provide a minimum of nine (9) months written notice from the CEO to the Secretary of DLLR if the organization should decide to cease providing services under this grant.

__________________________________________
_______________________________


Signature of Head of Grantee Agency
Date

Exhibit 12: National External Diploma Program® (NEDP) Assurances
By receiving NEDP funds under this grant award, I hereby agree, as grantee, to comply with the following terms and conditions: 

1. FACILITIES

The grantee must provide acceptable facilities to administer the National External Diploma Program®.

The NEDP site is required:
· to provide suitable facilities to ensure confidentiality and privacy during meeting with advisors and assessors and the administration of NEDP instruments. 

· to have suitable facilities for persons with disabilities.

· to have adequate office space so that advisors/assessors can monitor the assessment of clients.

· to have secure storage space for NEDP materials, client documents, other files, equipment and assessment instruments. 

· to have access to adequate, onsite technology for client use including internet access.

· to be located in a facility that has year-round activity with day and evening hours centrally located in a population area large enough to produce the projected number of graduates.

· to be located with convenient parking that is well lit and secure. 

· to have space for information sessions large enough to seat 15-20 individuals. 

· to have adequate heating/air conditioning with convenient access to restroom facilities.

Preferably, the site should have other adult education and related support services on site or nearby, and provide private space to seat people for individual oral assessment and client work. 

2. HARDWARE/SOFTWARE REQUIREMENTS
The grantee must provide necessary hardware and software equipment, materials, and supplies to operate the National External Diploma Program® site. The web-based NEDP must meet the minimum operating system and hardware requirements:

· Windows 10, or later versions.MAC OS X, Chrome OS, Mozilla Firefox, Google Chrome, Microsoft Edge, Apple safari, Opera (Note: safari used with MAC OS will not support the In-Office Check recordings. Google Chrome on a MacBook will support the In-Office Check Recordings)

· Internet access (100 kbps upload bandwidth)

· Adobe Acrobat Reader

· Monitor screen resolution of 1024 x 768 pixels or higher

· Microphone, built in or accessory (stand-alone desktop or headset)

· Video card

· Printers 

· Dedicated NEDP equipment: computers, printer, scanner, telephone, copier, headphones, furniture, audio/visual equipment, and

· Materials and supplies: printing, office supplies, postage, advertising/public relations, client materials.

3. STAFF REQUIREMENTS

The following staff requirements must be followed:

· A minimum of two (2) advisors/assessors are required to be trained and certified for each site; however three or more are recommended depending on program size/number of clients being served. 
· The advisor/assessor assigned to a client should not serve as portfolio reviewer for the same client.

· One advisor/assessor is designated as the NEDP Coordinator and Lead Assessor. It is preferable that this position is full-time. 

· All advisors/assessors must hold, at minimum, a four-year college degree from an accredited post-secondary institution and be able to evaluate writing and critical thinking demonstrations. 

· Advisor/assessors may not teach any client assigned to them in the Generalized Assessment phase of the program. 

· All advisor/assessors must satisfactorily complete the NEDP Implementation Training provided by CASAS and become certified prior to serving clients. Staff must maintain certification based on the CASAS training policies. 

· NEDP staff must attend all required local, regional and DLLR professional learning trainings. 

· Advisors/assessors must serve at least one (1) client in Diagnostics and one (1) client in General Assessment phases each fiscal year. Staff not meeting this requirement will complete refresher training in Diagnostic/Generalized assessment training or both. The local program will be responsible for training costs.

4. STAFF PROFESSIONAL LEARNING 
NEDP State Trainers provide training and technical assistance to NEDP Advisor/Assessors and staff on behalf of DLLR. Certified NEDP State Trainers on staff are responsible for:

· providing representation at all DLLR National External Diploma Program® administrative and trainer meetings.

· ensuring that annual portfolio reviews within assigned local programs are conducted.

· providing training for new staff and/or refresher training for active staff in their regional areas as needed, to ensure program content and processes are implemented and followed.

· NEDP advisors/assessors complete a minimum of eight (8) professional learning hours per program year.

5. GENERAL PROGRAM REQUIREMENTS

The following client requirements must be followed:  

· Ensure that all potential clients are properly screened using approved assessment instruments.

· If a client does not meet minimum requirements to enter the NEDP program, they are provided with information about learning options within their education agency or referred to another appropriate adult education agency.

· Limit NEDP services to clients who are eighteen (18) years of age or older. 

· Potential clients, who are eligible for K-12 services, must be officially withdrawn from school in order to participate in the NEDP. 

· No part of the NEDP may be used with in-school youth or students. 

· Provide reasonable accommodations when administering NEDP assessments as documented in the CASAS NEDP Assessment Accommodations Policy.

· Implement the exact model defined by DLLR and the National External Diploma Program® for all phases of the National External Diploma Program®.

· Conduct a planned, targeted promotional effort at a level to generate a sufficient number of inquiries and qualified candidates to reach the graduation goal.

· The National External Diploma Program® is designed as an integral system and, in order to guarantee the validity of the assessment, the grantee must ensure the program is used in its entirety.

· If the grantee delivery entity changes, the grantee must ensure that all records, equipment, materials, and all items purchased with NEDP grant funds are moved to the new service delivery entity.

· No partnership agreements shall be entered into nor shall any agreement for services beyond the scope approved in the initial application be enacted unless approved by DLLR.

· Recommend all clients who successfully complete the NEDP requirements to DLLR for credentialing

· All applicants’ and clients’ records are kept secure and confidential.

· Ensure that updated NEDP manuals and procedures are maintained on site and include the processes for requesting a diploma for successful clients, requesting transcripts, and verifying client records. 

MARYLAND RESIDENCY REQUIREMENTS
· NEDP clients must verify their identity and establish Maryland residency prior to enrollment in the Diagnostic Phase of the program by presenting ONE of the following government issued photo IDs:

· A current (not expired) Maryland driver's license or current (not expired) Maryland learner’s permit issued by the Maryland Motor Vehicle Administration

· A current Maryland identification card issued by the Maryland Motor Vehicle Administration

· A current active duty dependent’s military ID card

· If none of the forms of identification and residency identified above are attainable, the applicant must submit at least two (2) documents (copies) from the following list (one of the documents must be a government issued photo identification card). *If one of the documents being submitted is a CASA ID card, the other document MUST be a Passport:

1.* Passport (must contain photo, name, DOB and signature)

2.* CASA ID (must contain photo, name, DOB, address and signature)

3. Payroll check stub issued by an employer within the last 2 months

4. U.S. Internal Revenue Service tax reporting W-2 form or 1099 form (not more than 18 months old)

5. U.S. or Maryland income tax return from the previous year

6. Monthly bank statement not more than 2 months old issued by a bank

7. Annual Social Security statement for the current or preceding calendar year

8. Utility bill, not more than 2 months old, issued to the applicant (examples include gas, electric, sewer, water, cable or phone bill) – cellular phone and pager bills are not accepted

9. Receipt for personal property taxes or real estate taxes paid within the last year

10. Current automobile or life insurance bill (cards or policies are not accepted)

11. Voter registration card (current with address)

12. Current homeowner’s insurance policy or bill

13. Cancelled check (not more than 2 months old) with both name and address imprinted 

· A copy of the NEDP client's photo ID must be kept with the client's record; a copy of the photo ID must be submitted to DLLR along with other documents for the award of diplomas/initial transcripts.

· High School Diplomas and Transcripts issued by DLLR will reflect the NEDP client's name as it appears on the photo identification.

· All documentation submitted by the NEDP program to DLLR for the issuance of transcripts and the award of diplomas, e.g., the LACES screenshot, CASAS Client Status, Diploma Request Form, a copy of client's photo ID, and the Transcript must match the client's name as it appears on the photo ID.

· If the client has a legal name change during the program, clients must be advised to submit updated government issued photo ID.
6. REPORTING REQUIREMENTS

The following reporting requirements must be followed:

· Submit Yearly Statistical Report (YSR) directly to CASAS at the close of the fiscal year.

· Submit all required narrative and financial reports to DLLR as scheduled.
7. PROGRAM FEES

The program may collect registration fees from clients to participate in the program. The program must ensure that:

· fees do not exceed $225 per client, per active enrollment period 

· registration fees collected from clients for participating in the National External Diploma Program® be set aside and reinvested in Program. These fees can be used in any means deemed necessary to directly support the program; .e.g. materials, supplies, Advisor/Assessor salaries, etc. 

· fees are not funneled into the grantee’s general funds. 

· there are no additional charges to the client for items considered being an integral part of the program (e.g. assessments,) or that would create a barrier to participation. 
· clients reentering the program after a period of inactivity may be required to pay NEDP program fees.
8. MONITORING AND EVALUATION

In order to ensure the integrity of the NEDP, grantees are required to participate in the review and monitoring process. Each grantee must:

· participate in regularly scheduled evaluation and monitoring visits 

· as an adopting agency, appoint a NEDP site representative who will be the official contact person to monitor programmatic issues. This representative must have completed the National External Diploma Program® training and must provide direct service to clients as an Advisor/Assessor.

Failure to comply with the above assurances, in addition to the NEDP policies and procedure set forth by CASAS and DLLR, may result in withholding grant funds or termination of grant. 

I have read the above assurances in entirety and agree to execute the assurances and the NEDP program as established by CASAS.
__________________________________________________
__________________________________


Signature of Head of Grantee Agency
Date

__________________________________________________

__________________________________

    Signature of Program Administrator




Date
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