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Intake Assessment Form Directions and Definitions

Numbered items provide directions for completing the Intake Assessment Form. National Reporting System (NRS) measures and Federal definitions are included for additional detail. Sources include The Workforce Innovation and Opportunity Act (2014), Technical Assistance Guide for Performance Accountability under the Workforce Innovation and Opportunity Act – National Reporting System for Adult Education (December 2017), and the OAE Definitions Supplement.

Please note:
· The Intake Assessment Form must be completed for all students in all programs each new Period of Participation.
· A local grantee may add items to the Intake Assessment Form, but no component may be deleted. Before implementation, submit all modified IAFs to the organization’s assigned GPS Coordinator for approval.
· Required data is marked with an asterisk (*).
· All signatures must be in ink.

Section 1: Heading, EFL, Class Site, and Pre-test Information

►1. Local programs may replace “Adult Education Program” with the name of the local program.

►2. The local program staff member enters the student’s entry educational functioning level based upon his/her lowest assessment score(s), the local class site, and the student’s pre-test information including date, form/level, and score. There is not a prescribed format for entering this data, but local programs are encouraged to adopt a consistent practice.

Educational Functioning Level
Definition: the standardized meaning of adult education levels so specific skills and achievements of adult learners can meet standardized reporting requirements.

OAE Approved Assessments
· BEST Literacy – is a standardized test used to assess the reading/writing skills of English language learners.
· BEST Plus – is a standardized test used to assess the listening/speaking skills of English language learners.
· TABE –The Test of Adult Basic Education is a standardized test of reading, math, and language.
· TABE CLAS-E – is a standardized test that measures the listening, speaking, reading, and writing skills of English language learners.

Please refer to the Adult Learner Assessment Policies and Procedures Manual for additional information.

Section 2: Student Contact Information

►3. The student enters today’s date, orientation date (optional for program use), his/her Social Security Number, date of birth, age, and full name. 

Demographic Measure: Age
Definition: Years since student’s date of birth.
Applicable Population: All students.
Federal Reporting: Total number of students by age is reported using the following age categories: 16 – 18 years, 19 – 24 years, 25 – 44 years, 45 – 54 years, 55 – 59 years, and 60 years and older.
Collection Procedure: At intake, the individual student’s date of birth is recorded, either through self-report by the student, or observation, if necessary.

►4. The student enters his/her contact information.

Section 3: Emergency Contact Information

►5. The student enters his/her emergency contact information.

Section 4: Student Data

►6. The student completes the category of ethnicity by responding YES or NO to indicate if he/she is Hispanic/Latino.

Demographic Measure: Ethnicity (Hispanic/Latino)
Definition: The student self-identifies, appears to belong to, or is regarded in the community as belonging to the Hispanic/Latino ethnicity.
· Hispanic or Latino – A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race. The term “Spanish origin” can be used in addition to “Hispanic/Latino or Latino.”
Applicable Population: All students.
Federal Reporting: Total number of students selecting the Hispanic/Latino ethnic group is reported.
Collection Procedure: At intake, the student is asked if he/she is Hispanic/Latino. The response to this question (yes/no) is collected, either through self-report by the student, or observation, if necessary.

►7. The student completes the category of gender by selecting male or female.

Demographic Measure: Gender
Definition:  Whether the student is male or female.
Applicable Population: All students.
Federal Reporting: Total number of students by gender is reported.
Collection Procedure: At intake, the individual student’s gender is recorded, either through self-report by the student, or observation, if necessary.

►8. The student completes his/her category of race by selecting one or more categories.

Demographic Measure: Race
Definition: Racial category(ies) to which the student self-identifies, appears to belong to, or is regarded in the community as belonging. The racial categories are:
· American Indian or Alaska Native – A person having origins in any of the original peoples of North and South America (including Central America), and who maintains tribal affiliation or community attachment.
· Asian – A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.
· Black or African American – A person having origins in any of the Black racial groups of Africa.
· Native Hawaiian or Other Pacific Islander – A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.
· White – A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.
Applicable Population: All students.
Federal Reporting: Total number of students by racial group is reported. If a student is not Hispanic/Latino and selects two or more racial categories, he/she will be reported in the racial category, “Two or more races—A person having origins in two or more race categories and not Hispanic/Latino.”
Collection Procedure: At intake, the student is asked to select his/her race. Students may select one or more racial categories. The data is collected, either through self-report by the student, or observation, if necessary.

Note: A section for program use only is included on this page. The Institution 1 and 2 fields are for the organization to enter any extra information deemed necessary to identify the student. If entered into GALIS, the fields are searchable under the Students tab or can be exported and sorted using GALIS Report AL303 Institutional Use Data.

►9. Student identifies (1) his/her highest school grade completed, (2) his /her highest education certificate, diploma, or degree completed, (3) and whether the highest level of education completed was U.S. Based or non-U.S. Based.

Student Status Measure: Highest Degree or Level of School Completed
Definition:  The highest number of years of formal schooling the learner has completed or the highest credential or degree the learner has achieved. Schooling in the U.S. or abroad is included.
Applicable Population: All learners.
Federal Reporting: Total number of learners completing the highest grade level or credential is reported for schooling either in the U.S. or abroad.

►10. The student identifies his/her highest educational certificate, diploma or degree completed. Most of the categories are self-explanatory. The exception is the Certificate of Attendance/Completion category which should be selected only by a student with a disability who has attained a certificate of attendance or certificate of completion as a result of successfully completing his/her K12 Individual Education Plan (IEP).

►11. The student identifies the method by which he/she heard about the adult education program.

►12. If the student was referred to the adult education program, he/she should identify the referring agency.

►13.  The student identifies his/her current placement in a correctional or institutionalized program, if applicable.

Section 5: Student Status and Special Populations

►14. The student identifies his/her labor force status.
	Intake Assessment Form terms
	
	Federal category

	Employed
	=
	Employed (1)

	Employed, but received notice of termination of employment…
	=
	Employed (2)

	Unemployed and looking for work
	=
	Unemployed

	     Unemployment subcategory: Unemployed for more than 27 weeks
	=
	Long-Term Unemployed

	Not working and not looking for work (ex. retired, incarcerated)
	=
	Not in Labor Force



Student Status Measure: Labor Force Status
Definition: Whether the student is employed, not employed, or not in the labor force at time of entry into the adult education program, according to the following criteria:
· Employed (1) – The participant (a) is currently performing any work at all as a paid employee, (b)  is currently performing any work at all in his or her own business, profession, or farm, (c) is currently performing any work as an unpaid worker in an enterprise operated by a member of the family, or (d) is one who is not working, but currently has a job or business from which he or she is temporarily absent because of illness, bad weather, vacation, labor-management dispute, or personal reasons, whether or not paid by the employer for time-off, and whether or not seeking another job.
· Employed (2) – The participant is a person who, although employed, either (a) has received a notice of termination of employment or the employer has issued a Worker Adjustment and Retraining Notification (WARN) or other notice that the facility or enterprise will close, or (b) is a transitioning service member (i.e., within 12 months of separation or 24 months of retirement).
· Unemployed – The participant is not employed but is seeking employment, makes specific effort to find a job, and is available for work.
· Long-Term Unemployed – The participant has been unemployed for 27 or more consecutive weeks at program entry.
· Not in the Labor Force – The participant is not in the labor force (i.e., those who are not employed and are not actively looking for work, including those who are incarcerated.)
Applicable Population: All students.
Federal Reporting: Total number of students by category is reported.
Collection Procedure: At intake, individual student indicates his/her employment status.

►15. Student identifies Temporary Assistance for Needy Families (TANF) status by selecting YES or NO.

►16. If TANF status is YES, student identifies whether he/she is within two years of exhausting lifetime TANF eligibility by selecting YES or NO.

►17. Student identifies if he/she or someone in the household receives Supplemental Nutrition Assistance Program (SNAP) benefits (aka Food Stamps) by selecting YES or NO.

►18. Student selects YES or NO to all student status categories that are listed: Low Income, Displaced Homemaker, Single Parent, Dislocated Worker, Homeless or Runaway Youth, Ex-Offender, Foster Care, and Farmworker. (Removed Cultural Barriers)

Student Status Measure: Low-Income Status
Definition: (Full Federal definition is provided below.)
Applicable Populations: All students.
Federal Reporting: Total number of low-income students is reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.
Low Income Individual is a person who: 
(a) Receives, or in the 6 months prior to application to the program has received, or is a member of a family that is receiving or in the past 6 months prior to application to the program has received:
(i) Assistance through the supplemental nutrition assistance program (SNAP) under the Food and Nutrition Act of 2008 (7 USC 2011 et seq.);  
(ii) Assistance through the Temporary Assistance for Needy Families (TANF) program under part A of Title IV of the Social Security Act (42 USC 601 et seq.);
(iii) Assistance through the supplemental security income program under Title XVI of the Social Security Act (42 USC 1381); or
(iv) State or local income-based public assistance.
(b) Is in a family with total family income that does not exceed the higher of the poverty line or 70% of the lower living standard income level; 
(c) Is a youth who receives, or is eligible to receive a free or reduced price lunch under the Richard B. Russell National School Lunch Act (42 USC 1751 et seq.); 
(d) Is a foster child on behalf of whom State or local government payments are made;
(e) Is an individual with a disability whose own income is the poverty line but who is a member of a family whose income does not meet this requirement;
(f) Is a homeless individual or a homeless child or youth or runaway youth (see Data Element #700); or 
(g) Is a youth living in a high-poverty area.

Student Status Measure: Displaced Homemaker
Definition: Student has been providing unpaid services to family members in the home, has been dependent on the income of another family member, but is no longer supported by that income, and is unemployed or underemployed and experiencing difficulty obtaining or upgrading employment
Applicable Population: All students.
Federal Reporting: Total number of displaced homemakers is reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.

Student Status Measure: Single Parent (or single pregnant woman)
Definition: Participant is single, separated, divorced, or a widowed individual who has primary responsibility for one or more dependent children under age 18 (including single pregnant women).
Applicable Population: All students.
Federal Reporting: Total number of single parents is reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.

Student Status Measure: Dislocated Worker
Definition: An individual who receives an individual notice of pending or actual layoff from a job, or an individual who receives a publicly announce notice of pending or actual layoff. (Full federal definition is provided below.)
Applicable Population: All students.
Federal Reporting: Total number of dislocated workers is reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.
Dislocated Worker is an individual who:
1. Has been terminated or laid off, or who has received a notice of termination or layoff, from employment
2. Is eligible for or has exhausted entitlement to unemployment compensation, or
3. Has been employed for a duration sufficient to demonstrate, to the appropriate entity at one stop center referred to in section 134 (c), attachment to the workforce, but is not eligible for unemployment compensation due to insufficient earnings or having performed services for an employer that were not covered under a State unemployment compensation law; and
4. Is unlikely to return to a previous industry or occupation
5. Has been terminated or laid off, or has received a notice of termination or layoff, from employment as a result of any permanent closure of, or any substantial layoff at, a plant, facility, or enterprise
6.  Is employed at a facility at which the employer has made a general announcement that such facility will close within 180 days, or
7. For purposes of eligibility to receive services other than training services described in section 134(d)(4), intensive services described in section 134(d)3), or supportive services, is employed at a facility at which the employer has made a general announcement that such facility will close
8. Was self-employed (including employment as a farmer, a rancher, or a fisherman), but is unemployed as a result of general economic conditions in the community in which the individual resides or because of natural disasters, or
9. Is a displaced homemaker.

Student Status Measure: Homeless Individual, Homeless Children and Youths, or Runaway Youth
Definition: (Full federal definition is provided below.)
Applicable Population: All students.
Federal Reporting: Total number of homeless individuals, homeless children and youths, and runaway youth are reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.
Homeless Individual, Homeless Children and Youths, or Runaway Youth is a person who:
(a) Lacks a fixed, regular, and adequate nighttime residence; this includes an individual who:
(i) is sharing the housing of other persons due to loss of housing, economic hardship, or a similar reason;
(ii) is living in a motel, hotel, trailer park, or campground due to a lack of alternative adequate accommodations;
(iii) is living in an emergency or transitional shelter;
(iv) is abandoned in a hospital; or
(v) is awaiting foster care placement;
(b) Has a primary nighttime residence that is a public or private place not designed for or ordinarily used as a regular sleeping accommodation for human beings, such as a car, park, abandoned building, bus or train station, airport, or camping ground; 
(c) Is a migratory child who in the preceding 36 months was required to move from one school district to another due to changes in the parent’s or parent’s spouse’s seasonal employment in agriculture, dairy, or fishing work; or  
(d) Is under 18 years of age and absents himself or herself from home or place of legal residence without the permission of his or her family (i.e., runaway youth).

This definition does not include an individual imprisoned or detained under an Act of Congress or State law. An individual who may be sleeping in a temporary accommodation while away from home should not, as a result of that alone, be recorded as homeless.  

Student Status Measure: Ex-Offender
Definition: The participant 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.
Applicable Population: All students.
Federal Reporting: Total number of Ex-Offenders at entry are reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.

Student Status Measure: Foster Care
Definition: The participant is a person who is currently in foster care or has aged out of the foster care system as of the time of program entry.
Applicable Population: Students ages 16-24 at entry.
Federal Reporting: Total number of Foster Care participants at entry are reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO.

Student Status Measure: Migrant and Seasonal Farmworker 
Definition: The participant is a low-income individual who is a:
Seasonal Farmworker - (i) who for the 12 consecutive months out of the 24 months prior to application for the program involved, has been primarily employed in agriculture or fish farming labor that is characterized by chronic unemployment or underemployment; and (ii) faces multiple barriers to economic self-sufficiency.
Migrant and Seasonal Farmworker - The participant is a seasonal farmworker and whose agricultural labor requires travel to a job site such that the farmworker is unable to return to a permanent place of residence within the same day.
Dependent of a Seasonal, or Migrant and Seasonal Farmworker - The participant is a dependent (as defined in 20 CFR 685.110) of the individual described as a seasonal or migrant seasonal farmworker above.
Applicable Population: All students.
Federal Reporting: Total number of Migrant and Seasonal Farmworker participants at entry are reported.
Collection Procedure: Student indicates status at entry by selecting YES or NO and selecting a subcategory, if YES.

►19. Student identifies the language spoken at home and his/her country of birth.

►20. Student reads the Individual with a Disability and responds Yes, No, or can choose not to disclose.

Student Status Measure: Individual with a Disability
Definition: Participant indicates that he she has any disability, as defined in Section 3(2)(a) of the Americans with Disabilities Act of 1990 (42 U.S.C. 12102). Under that definition, a disability is a physical or mental impairment that substantially limits one or more of the person’s major life activities.
Applicable Population: All students.
Federal Reporting: Total number of disabled adults is reported.
Collection Procedure: Student indicates status at entry by selecting YES, NO, or Do not wish to disclose.

►21. Student reads and responds to the special accommodations notice and confidentiality notice. Student should check the box if he/she does not wish to participate in the data match process.

Section 6: Student Goals

►22. This section provides an opportunity for the student to self-select what he/she wants to achieve by attending the adult education program. This section can be used by the local program to assist with the proper placement students and to indicate which support services may be needed.

Most student goals do not have to be recorded in GALIS, as they are duplicative of NRS Indicators of Performance that are automatically set for students based on certain criteria. The exception is the Secondary Student Goals, which includes the goals for students in the Integrated English Literacy/Civics Education and Family Literacy programs, which must be recorded in GALIS and updated when the student achieves the outcome.

Student Goals – Not Recorded in GALIS
· Improve Skills—Improve overall basic literacy skills in Reading, Math, Writing, Science, and/or Social Studies, as indicated.
· Education Goals
· Earn GED Diploma – Achieve sufficient skills to pass the GED Test.
· Enroll in a technical college – Achieve skills to enable enrollment in a postsecondary institution.
· Enroll in a private training program – Achieve skills to enable enrollment in a job training program
· Enroll in a 4-year college – Achieve skills to enable enrollment in a 4-year postsecondary institution.
· Career Goals
· Find a Job – Obtain full- or part-time paid employment.
· Keep my job – Upgrade skills to enable retention of current job.
· Find a better job – Upgrade skills to enable acquisition of a better job.
· Complete a Career Assessment – Work with a transition coordinator or other staff member to learn about careers.
· Pursue an Apprenticeship – Participate in a registered apprenticeship.
· Improve English Language Skills—Improve overall skills in Speaking, Listening, Reading, and/or Writing.

Students participating in an Integrated English Literacy/Civics Education program (IELCE) must select at least one of the IELCE goals. Students participating in a Family Literacy program must select at least one of the two main Family Literacy Goals and then select a sub-goal in that category.

Secondary Student Goals – Recorded and Updated in GALIS
· Integrated English Literacy/Civics Education Goals:
· Achieve citizenship skills
· Achieve U.S. citizenship (State of Georgia goal)
· Increase involvement in community activities
· Leave Public Assistance
· Vote or register to vote
· Family Literacy Goals:
· Increase involvement in children’s education
· Help more frequently with school
· Increase contact with children’s teachers
· Be more involved in children’s school activities
· Increase involvement in children’s literacy activities
· Reading to children
· Visiting a library
· Purchasing books or magazines

►23. After the student has completed the IAF and pre-testing, he/she must meet with a program staff member who will conduct an interview with the student to discuss the student’s goals and purposes for enrolling into the program. The interviewer will complete the four questions in the program use only area after speaking with the student. Both the interviewer and the student will sign the form upon completion of the conference.

Local program personnel should conference with the student at least once per quarter. The topics of the conferences can include academic advisement, goal progress and completion, assessment results and diagnostics, and service referrals. Conference notes must be maintained either in hard copy format in the student permanent record or in GALIS.
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