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MONTHLY MINDERS FOR NEW ADMINISTRATORS 

December 1, 2022 

 

An Idea to Increase Enrollments 
Make your local armed services recruiters aware that your program can partner with them to 
mutually support one another’s mission.  Their mission, like ours, is to prepare adults for 
postsecondary training and careers.   

• Our adult education programs can help their prospects earn a high school credential 
AND attain a qualifying score on the Armed Services Vocational Aptitude Battery 
(https://www.asvabprogram.com/).  So, the recruiters can be a valuable referral source 
for new students. 

• The armed services recruiters, in turn, can help our adult education students place into 
employment in a branch of the military.    So, they can be a valuable resource for 
employment for your students. 

• But wait, there’s more!  Our English Language students who are lawful permanent 
residents can obtain United States citizenship through service in the Army or Army 
Reserves.   

In many places, the recruiters for the United States Army, Navy, Air Force, and Marines are co-
located in one Armed Services Career Center building.  The Indiana National Guard is a separate 
organization that usually has a separate recruiting office.  And don’t forget the Coast Guard and 
Space Force.  So contact them, become familiar with their entrance requirements, and offer to 
partner with them.  And while you’re at it, ask if they offer any kind of educator’s tour of a 
military base.  Some branches offer these opportunities to educators to learn more about the 
various armed services:  the careers, training, and employment benefits they offer. 
 
 
Office Hours for New Administrators 
A suggestion from a couple of our new directors:  Can we meet all together sometimes so we 
can share ideas with one another and ask questions that pertain particularly to us as new 
directors?   Answer from Rob and IAACE Executive Director Jenn Wigginton:  YES!!!!  We’re 
going to offer our first optional, virtual “Office Hours for New Administrators” on Tuesday, 
December 13, from 1:30 to 2:30 pm Eastern Time.  The link is 
https://us06web.zoom.us/j/84762583330?pwd=cmVvRk9iaG55d0UvelNWcU9DcnRQUT09 .  It’s 
an open forum, so bring your questions and topics to discuss! 
 
Alphabet Soup 
You probably noticed by now that we use a lot of acronyms here in adult education land.  Here 
is a run-down of some commonly-used acronyms you’re encountering. 

https://www.asvabprogram.com/
https://www.google.com/url?q=https://us06web.zoom.us/j/84762583330?pwd%3DcmVvRk9iaG55d0UvelNWcU9DcnRQUT09&sa=D&source=calendar&usd=2&usg=AOvVaw2yMBfpV3zEUoj7CeUF-dBD
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Acronym What is stands for What is means 
AAACE American Association for Adult & Continuing 

Education 
A national professional association of 
adult educators.  www.aaace.org.  (See 
also “COABE” below.) 

ABE Adult Basic Education Academic instruction and services 
below the high school level that 
increase an individual’s ability to read, 
write, and speak in English, and 
perform mathematics and other skills 
necessary to earn a high school 
credential, place into postsecondary 
education or training, and obtain 
employment.  (Cf. Adult Secondary 
Education below) 

AEFLA Adult Education & Family Literacy Act Title II of the Workforce Innovation & 
Opportunity Act.  Under AEFLA, the US 
Department of Education administers 
grants to states and territories to 
support their adult education 
programs.  https://aefla.ed.gov/ 

ASC Adult Secondary Credit A service provided by an adult 
education program in partnership with 
a local high school that enables adult 
education students to take courses and 
earn credits toward a high school 
diploma. 

ASE Adult Secondary Education Academic instruction and services at 
the high school level that increase an 
individuals ability to read, write, and 
speak in English, and perform 
mathematics and other skills necessary 
to earn a high school credential, place 
into postsecondary education or 
training, and obtain employment. (Cf. 
ABE above.) 

COABE Coalition On Adult Basic Education A national professional association of 
adult educators.  www.coabe.org.  (See 
also “AAACE” above.) 

DOL Department of Labor The agency of the federal government 
that fosters, promotes, and develops 
the welfare of wage earners, job 
seekers, and retirees; improves 
working conditions; advance 
opportunities for employment; and 

http://www.aaace.org/
https://aefla.ed.gov/
http://www.coabe.org/
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assures work-related rights and 
benefits.  This department provides 
some guidance to providers of services 
under WIOA (See WIOA below.)  
www.dol.gov. 

DRC Data Recognition Corporation A company that provides several 
education assessment products, 
including TABE and TABE CLAS-E (see 
below) for adult education. 
www.datarecognitionacorporation.com 

DWD Department of Workforce Development 
(Indiana) 

The state government agency in 
Indiana that creates and administers 
programs that enhances the state’s 
workforce, collects unemployment 
insurance premium payments from 
employers, and pays unemployment 
claims to workers who lose their jobs.  
www.in.gov/dwd. 

EFL Educational Functioning Level A measure of the literacy skills shown 
by an adult education student.  The 
normative way to establish a student’s 
EFL is through pre- or post-testing on 
an approved assessment, such TABE or 
TABE CLAS-E (see below).  For adult 
secondary credit students, the EFL can 
be established by the number of 
Carnegie Units (i.e., credits) earned in 
high school.  But in circumstances 
connected to COVID-19, a “Provisional 
Placement” into an EFL can be made 
through another commercially-based 
assessment or even teacher 
judgement.   

EGR Economic Growth Region One of 12 groupings of Indiana 
counties according to workforce 
development planning and activities.  
(See also “WDB” below.)  
https://www.in.gov/dwd/about-
dwd/regional-maps/ 

ELL (or ELA) English Language Learning (or English 
Language Acquisition) 

Activities that help adults achieve 
competence in reading, writing, 
speaking, and comprehension of the 
English language and that lead to a high 
school diploma or equivalent, 
placement into postsecondary 

http://www.dol.gov/
http://www.datarecognitionacorporation.com/
http://www.in.gov/dwd
https://www.in.gov/dwd/about-dwd/regional-maps/
https://www.in.gov/dwd/about-dwd/regional-maps/
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education or training, or employment.  
(Cf., IELCE below.)  

ETG (or ETR) Employer Training Grant (or Employer 
Training Reimbursement) 

Part of Governor Holcomb’s Next Level 
Jobs initiative, a source of funding to 
employers to provide incumbent 
worker training to upskill and retain 
employees.  Adult education programs 
may provide services to employers with 
funding they receive from the 
Employer Training Grant.  (See also 
“NLJ” below.)  
https://www.in.gov/dwd/business-
services/etg/ 

ETPL Eligible Training Provider List A list of training providers whose 
training programs meet demand and 
performance criteria set by the Indiana 
Department of Workforce 
Development and the Workforce 
Innovation Opportunity Act.  These 
trainings are eligible for funding by 
local WorkOne offices.  Many adult 
education programs are on the Eligible 
Training Provider List because they 
offer training courses that qualify for 
funding. (See also “INTraining” below.)  
https://www.in.gov/dwd/career-
training-adult-ed/intraining/ 

GED® General Education Development The oldest of two high school 
equivalency assessments on the market 
currently.  This assessment is 
administered by GED Testing Service®.  
May also refer to the diploma issued to 
an individual upon passing the 
assessment (e.g., “I’m going to get my 
GED.”)  www.ged.com. 

GWC Governor’s Workforce Cabinet A group appointed by the Governor to 
provide strategic alignment of 
workforce development, training, and 
education initiatives.  
https://www.in.gov/gwc/ 

HiSET® High School Equivalency Tests One of two high school equivalency 
assessments currently on the market.  
This one is administered by PSI®.  
www.hiset.org. 

https://www.in.gov/dwd/business-services/etg/
https://www.in.gov/dwd/business-services/etg/
https://www.in.gov/dwd/career-training-adult-ed/intraining/
https://www.in.gov/dwd/career-training-adult-ed/intraining/
http://www.ged.com/
https://www.in.gov/gwc/
http://www.hiset.org/
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HSE High School Equivalency A set of tests that assesses high school 
level knowledge and skills in reading, 
writing, math, science, and social 
studies.  May also refer to the diploma 
issued to an individual upon passing 
those tests. 

IAACE Indiana Association for Adult & Continuing 
Education 

Your professional association of adult 
educators in Indiana.  
https://iaace.com/ 

IELCE Integrated English Literacy & Civics 
Education 

Education services provided to English 
language learners who are adults, 
including professionals with degrees 
and credentials in their native 
countries, that enables such adults to 
achieve competency in the English 
language and acquire the basic and 
more advanced skills needed to 
function effectively as parents, 
workers, and citizens in the United 
States. Such services shall include 
instruction in literacy and English 
language acquisition and instruction 
on the rights and responsibilities of 
citizenship and civic participation, and 
may include workforce training. 

IET Integrated Education & Training A service that provides adult education 
and literacy activities concurrently and 
contextually with workforce 
preparation activities and workforce 
training for a specific occupation or 
occupational cluster for the purpose of 
educational and career advancement.  
See page 2 at 
https://www.in.gov/dwd/files/IETWEI-
Definition-and-Process.docx. 

INCE (or ICE) Indiana Career Explorer An online tool, free for use by Indiana 
residents, to guide job seekers, K-12 
students, and adult education students 
in career exploration.  
www.indianacareerexplorer.com. 

InTERS Indiana Technical Education Reporting 
System 

An online tool used to report student 
data, outcomes, and performance for 
adult education and high school career 
and technical education programs.  

https://iaace.com/
https://www.in.gov/dwd/files/IETWEI-Definition-and-Process.docx
https://www.in.gov/dwd/files/IETWEI-Definition-and-Process.docx
http://www.indianacareerexplorer.com/
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https://abe.inters-
dwd.com/InTERS_Login/ 

INTraining  A directory of all training providers 
whose training programs meet the basic 
application standards set by the Indiana 
Department of Workforce 
Development.  Training programs may 
or may not be eligible for funding.  
Many adult education providers are 
also training providers and are listed on 
INTraining.  (See also “ETPL” above.) 
https://intraining.dwd.in.gov/ 

IOO (or 
IOODE) 

Indiana Online Only (Distance Education) A statewide service that allows 
individuals to participate in adult 
education and literacy activities 
through Internet technologies in 
partnership with local adult education 
programs.  Currently, two providers are 
funded to offer this service:  Vincennes 
University for high school equivalency 
instruction, and Monroe County 
Community School Corporation for 
English Language Learning.  More 
information:  hprice@vinu.edu or 
lalbrigh@mccsc.edu. 
 

LINCS Literacy Information & Communication 
System 

A collection of professional learning 
resources for adult educators 
maintained by the US Department of 
Education.  https://lincs.ed.gov/ 

MSG Measurable Skill Gain An indicator used to measure a 
participant’s interim progress through 
pathways that offer different services 
based on program purposes and 
participant needs.  An MSG can be 
obtained in several ways.  See 
https://nrsweb.org/sites/default/files/
MSG-Guide-NRSTips-508.docx. 

NASDAE National Association of State Directors of 
Adult Education 

The professional association for state 
adult education administrators and 
their staff members.  www.nasdae.org 

NLJ Next Level Jobs The workforce education and training 
portion of Governor Holcomb’s 
administrative agenda.  It consists of a 
Workforce Ready Grant for both credit 

https://abe.inters-dwd.com/InTERS_Login/
https://abe.inters-dwd.com/InTERS_Login/
https://intraining.dwd.in.gov/
mailto:hprice@vinu.edu
mailto:lalbrigh@mccsc.edu
https://lincs.ed.gov/
https://nrsweb.org/sites/default/files/MSG-Guide-NRSTips-508.docx
https://nrsweb.org/sites/default/files/MSG-Guide-NRSTips-508.docx
http://www.nasdae.org/
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and non-credit bearing training and an 
Employer Training Grant. 
www.nextleveljobs.org 

NRS National Reporting System The accountability system for the 
federally funded, state-administered 
adult education programs.  
www.nrsweb.org 

OCTAE Office of Career, Technical, & Adult 
Education 

The office in the US Department of 
Education that administers adult 
education and literacy programs and 
grants.  
https://www2.ed.gov/about/offices/lis
t/ovae/pi/AdultEd/index.html 

PDF Professional Development Facilitator An adult education teacher appointed 
by the program director to lead 
professional learning for the program 
staff.  Adult education programs are 
required to have at least one. 

PSI®  The company that provides the HiSET 
and other professional licensure and 
certification exams.  
https://candidate.psiexams.com/ 

TABE Test of Adult Basic Education One of the standardized assessments 
approved by OCTAE to establish a 
student’s educational functioning level 
as a pre-test and post-test.  A complete 
test suite includes reading, 
mathematics, and language.  Writing is 
also available.  Currently TABE and 
TABE CLAS-E are the only standardized 
assessments approved in Indiana.  (See 
“DRC “above.)  www.tabetest.com. 

TABE CLAS-E Test of Adult Basic Education 
Comprehensive Language Assessment 
System--English 

One of the standardized assessments 
approved by OCTAE to establish an 
English language learning student’s 
educational functioning level as a pre-
test and post-test.  Tests available are 
reading, listening, speaking, and 
writing.  But speaking is not a test 
approved to establish a student’s EFL.  
Currently TABE and TABE CLAS-E are 
the only standardized assessments 
approved in Indiana.  (See “DRC” 
above.)  www.tabetest.com 

http://www.nextleveljobs.org/
http://www.nrsweb.org/
https://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/index.html
https://www2.ed.gov/about/offices/list/ovae/pi/AdultEd/index.html
https://candidate.psiexams.com/
http://www.tabetest.com/
http://www.tabetest.com/
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USDOE United States Department of Education The agency of the federal government 
establishes policies on federal financial 
aid for education, collects data on 
America’s schools, disseminates 
education research, focus national 
attention on education issues, and 
ensures equal access to education.  
This agency administers adult 
education through its Office of Career, 
Technical, & Adult Education.  (See 
OCTAE above.) www.ed.gov. 

WDB Workforce Development Board A group in each Economic Growth 
Region consisting of business, 
education, labor, community, faith-
based, and economic development 
leaders responsible for the strategic 
planning of workforce development.  
(See also “EGR” above.) 

WEI Workforce Education Initiative A partnership between an adult 
education program and an employer 
that delivers adult education services 
to employees to help them retain jobs, 
improve performance, and advance in 
their professions. 
https://www.in.gov/dwd/files/IETWEI-
Definition-and-Process.docx 

WIOA Workforce Innovation & Opportunity Act A federal law passed to strengthen the 
US workforce development system by 
aligning employment, training, and 
education programs.  
https://www.govinfo.gov/content/pkg/
PLAW-113publ128/pdf/PLAW-
113publ128.pdf 

WRG Workforce Ready Grant Part of Governor Holcomb’s Next Level 
Jobs initiative, a funding source that 
covers a qualified individual’s tuition 
and fees for training to earn an 
industry-recognized certification in an 
in-demand occupation.  Several adult 
education programs provide training 
that qualifies for this funding.  (See also 
“NLJ” above.) 
https://nextleveljobs.org/workforce-
ready-grant/ 

 

http://www.ed.gov/
https://www.in.gov/dwd/files/IETWEI-Definition-and-Process.docx
https://www.in.gov/dwd/files/IETWEI-Definition-and-Process.docx
https://www.govinfo.gov/content/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.govinfo.gov/content/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://www.govinfo.gov/content/pkg/PLAW-113publ128/pdf/PLAW-113publ128.pdf
https://nextleveljobs.org/workforce-ready-grant/
https://nextleveljobs.org/workforce-ready-grant/
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Tasks Upcoming 
 

□ Friday, December 2, 
2022, 10:00 am Eastern 

PDF Virtual Monthly Meeting.  
Click here to join the meeting 

https://teams.microsoft.com/l/m
eetup-
join/19%3ameeting_ZTQ0YzYxNzE
tMmYzYS00NGVkLTk3ODgtNjM0N
Dc1ZTNkMDQ1%40thread.v2/0?c
ontext=%7b%22Tid%22%3a%222
199bfba-a409-4f13-b0c4-
18b45933d88d%22%2c%22Oid%2
2%3a%22412baf6d-c4ab-4c25-
955d-6b2e3b64105a%22%7d  
 
 

Contact Person: 
Amy Ramer 
aramer@dwd.in.gov 
 

□ Tuesday, December 6, 
2022, 2:00 pm Eastern 

DRC Webinar:  “TABE Updates and 
Release of the TABE Workforce 
Portal (Indiana).”  Register at 
https://datarecognitioncorp.zoom.
us/webinar/register/WN_UpLxgm
BlQqWHTqsJ13jS_Q 
 
 

Contact Person:   
Data Recognition 
Corporation.  
contact@datarecogniti
oncorp.com 
 

□ 
Wednesday, December 
7, 2022, 10:00 am 
Eastern 

Webinar “Let’s Talk Tik Tok:  Best 
Practices for Tik Toking in Adult 
Education.”  Register at 
https://attendee.gotowebinar.co
m/register/68179994631942269
58 
 

Contact Person:   
Camilla Manring 
cmanring@dwd.in.gov 
 

□ Saturday, December 10 
10, 2022 

Make sure InTERS is up-to-date 
and error-free. 

Contact Person:   
Matt Crites 
mcrites@dwd.in.gov 
 

□ 
Wednesday, December 
14, 2022, 10:00 am 
Eastern 
 

Attend the Adult Education 
Statewide Webinar.  
https://global.gotowebinar.com/j
oin/717635171657959949/16819
3606 

Contact Person:   
Jerry Haffner 
jhaffner@dwd.in.gov 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTQ0YzYxNzEtMmYzYS00NGVkLTk3ODgtNjM0NDc1ZTNkMDQ1%40thread.v2/0?context=%7b%22Tid%22%3a%222199bfba-a409-4f13-b0c4-18b45933d88d%22%2c%22Oid%22%3a%22412baf6d-c4ab-4c25-955d-6b2e3b64105a%22%7d
mailto:aramer@dwd.in.gov
https://www.google.com/url?q=https%3A%2F%2Fdatarecognitioncorp.zoom.us%2Fwebinar%2Fregister%2FWN_UpLxgmBlQqWHTqsJ13jS_Q&sa=D&ust=1669133940000000&usg=AOvVaw337VNfB62-_r9mq5JyAhrm
https://www.google.com/url?q=https%3A%2F%2Fdatarecognitioncorp.zoom.us%2Fwebinar%2Fregister%2FWN_UpLxgmBlQqWHTqsJ13jS_Q&sa=D&ust=1669133940000000&usg=AOvVaw337VNfB62-_r9mq5JyAhrm
https://www.google.com/url?q=https%3A%2F%2Fdatarecognitioncorp.zoom.us%2Fwebinar%2Fregister%2FWN_UpLxgmBlQqWHTqsJ13jS_Q&sa=D&ust=1669133940000000&usg=AOvVaw337VNfB62-_r9mq5JyAhrm
mailto:contact@datarecognitioncorp.com
mailto:contact@datarecognitioncorp.com
https://attendee.gotowebinar.com/register/6817999463194226958
https://attendee.gotowebinar.com/register/6817999463194226958
https://attendee.gotowebinar.com/register/6817999463194226958
mailto:cmanring@dwd.in.gov
mailto:mcrites@dwd.in.gov
https://www.google.com/url?q=https://global.gotowebinar.com/join/717635171657959949/168193606&sa=D&source=calendar&usd=2&usg=AOvVaw1PUXFSrRZgtE_zsmkmOcWI
https://www.google.com/url?q=https://global.gotowebinar.com/join/717635171657959949/168193606&sa=D&source=calendar&usd=2&usg=AOvVaw1PUXFSrRZgtE_zsmkmOcWI
https://www.google.com/url?q=https://global.gotowebinar.com/join/717635171657959949/168193606&sa=D&source=calendar&usd=2&usg=AOvVaw1PUXFSrRZgtE_zsmkmOcWI
mailto:jhaffner@dwd.in.gov
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□ Tuesday, December 13, 
2022, 1:30 pm Eastern 

(Optional) Office hours for New 
Administrators with Rob Moore.   

Contact Person: 
Jenn Wigginton 
director@iaace.com 
 

    

□ 

Thursday, December 
15, 2022 

Student essays are due for the 
IAACE Student Essay Contest.  
Information is at 
https://iaace.com/advocacy/essay-
contest/ 
 

Contact Person:   
Jenn Wigginton 
director@iaace.com 
 

□ Sometime in December 
Attend your regional consortium 
meeting. 

Contact Person:   
Amy Ramer 
aramer@dwd.in.gov 
 

□ Sometime in December 

Name a business and industry 
partner you would like to 
recognize at IAACE’s Adult 
Education Day at the Statehouse.  
Submit the information to 
https://iaace.com/business-
partner-recognition-submission-
form-2022/ 
 

Contact Person:   
Jenn Wigginton 
director@iaace.com 
 

□ Sometime in December 

Have students share their stories 
with IAACE using the simple 
template found at 
https://iaace.com/stories/. 
 
 

Contact Person:   
Jenn Wigginton 
director@iaace.com 
 

□ Sometime in December 

Share an advocacy success story 
for your program with IAACE at 
https://iaace.com/share-an-
advocacy-success/. 
 
 

Contact Person:   
Jenn Wigginton 
director@iaace.com 
 

□ 
Sometime in December 

Submit your request for 
reimbursement for November 
expenses from your adult 
education grant to Donna 
Lovelady. 

Contact Person:   
Donna Lovelady 
dlovelady@dwd.in.gov 
 

 

mailto:director@iaace.com
https://iaace.com/advocacy/essay-contest/
https://iaace.com/advocacy/essay-contest/
mailto:director@iaace.com
mailto:aramer@dwd.in.gov
https://iaace.com/business-partner-recognition-submission-form-2022/
https://iaace.com/business-partner-recognition-submission-form-2022/
https://iaace.com/business-partner-recognition-submission-form-2022/
mailto:director@iaace.com
https://iaace.com/stories/
mailto:director@iaace.com
https://iaace.com/share-an-advocacy-success/
https://iaace.com/share-an-advocacy-success/
mailto:director@iaace.com
mailto:dlovelady@dwd.in.gov
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Also In December 
If you use federal funds to pay personnel, the State Board of Accounts might ask you for “time 
and effort” logs when they audit your organization.  These Time & Effort logs are simply a form 
for you to indicate the names of employee’s who spent 100% of their paid time on activities 
that are funded with federal monies, such as Integrated Education & Training (IETs), Integrated 
English Language & Civics Education (IELCEs), or other federal (not state) dollars for adult 
education.    I’ve attached a sample.  I usually did one form for July through December, and 
another form for January through June each year.  Then just keep these in a file you can access 
when the State Board of Accounts comes and asks for them in their next audit of your 
organization. 
 
Graduation and Award Ceremonies 
Some programs have a mid-year graduation or awards ceremony in December.  If you do, 
remember to invite your employer partners, WorkOne partners, local school administrators and 
board members, referral partners, and other significant community leaders such as your state 
and local elected officials.  If you need contact information to send those invitations to your 
state legislators, you find it at http://iga.in.gov/.  If you can give these VIPs special roles in the 
ceremony, such as speaking or handing students their awards, they may be more likely to 
attend! 

http://iga.in.gov/

