[image: A picture containing text

Description automatically generated]
Transition to the LACES Database		August 2024
Transition to the LACES Database
This third transition document provides Virginia adult education providers, as subrecipients of the Virginia Department of Education’s (VDOE) administration of WIOA Title II, with information about expectations and timelines as the VDOE transitions databases used for state and federal reporting. Other transition documents will be issued as needed; be sure to watch for announcements of new editions and addendums. 
In April 2024, Virginia required all providers to transition adult education data entry to the LACES database, developed and maintained by LiteracyPro Systems, part of GeniusLearning.
Monitoring Student Performance by Locality
To monitor student performance by localities, providers can run NRS Demographic and Performance Tables on the subset of their students by county or city. Follow-up Outcome performance is not available for this activity, which includes Tables 5, 5a, 8, 9, 10, and 11.
To do this, programs should first assign a county to each student. (The “County” field is located on the “Key Info” panel under the “Student Data” tab.) Once each student has a county, programs can generate NRS Table 4 for all participants by county. To do so, follow the steps below.
1. Starting on the student grid, click “Open View Manager.” 
2. Here, you can either modify your default Student View to include “County,” or create a new view that includes “County.” Whichever way you go, make sure to hit “Save” when finished.  
3. Return to the student grid, locate the “County” column, and type in the county for which you want to generate NRS Table 4. Note the total number of students. Remember that the total includes both participants and reportable individuals (i.e., non-participants) for that county.
4. Click “Searches,” then “NRS,” then select “NRS Table 4” and “NRS FY 23-24.”
5. You should now have an NRS Table 4. Don’t be surprised that there may be fewer students showing on the table than what you noted in Step 3 above. The reason is that NRS Table 4 reports participants only. The number of students listed in Step 3 contains both participants and non-participants. 
Rollover Date for New Fiscal Year View
LACES will rollover the “Current Fiscal Year” view to PY2024-2025 on August 16, 2024 at 11:59 p.m. Beginning August 17, users will be able to view Current Fiscal Year reports and run NRS tables for PY2024-2025. 
After this date, student information added for PY2023-2024 students will not be included on the program or the state’s NRS reporting tables. 
Student Documents – Update in Red from Transition #2
If students complete their intake form through the Student Portal, there is no need for a paper-based Adult Student Profile Document (ASPD); the student record created in LACES is the official record. 
Students unable to register through the Portal must complete the 2024-25 ASPD either on paper or digitally. This must be uploaded to the Documents section of the student record in LACES or maintained in physical and secured student folders. 
Additional necessary documentation that would otherwise be kept in a paper or electronic folder should also be uploaded in the Documents section under the Student Data tab of the student record, such as letters of release of compulsory attendance, copies of credentials earned, etc. Documentation that is appropriate to upload in the Class Documents under the Class Data tab includes the IET Planning Tool, a course syllabus, or a list of students in a class who all achieved a certification on the same date (for example, an email with a list of students’ CPR or Revive! certification).
[bookmark: _Hlk172715283]Returning Student Intake and the LACES Student Portal
Providers are required to use either the Student Portal or the 2024-25 ASPD at the time of student intake to collect the required data elements necessary to create a student record. When a student returns to a program after a period of 90 days or more of inactivity, their record must be updated. Data entry staff needs to follow the steps in the User Guide (see Student Detail Record on pages 27 - 35) to do so. 
If the student has a record in LACES from a previous PoP, programs may print the Key Information panel under the Student Tab or the Student Portal report and have the student review the information and the sign and date the consent statement(s) for the current enrollment period. This signed document should be uploaded into the Student Record into the documents panel under the Student Data tab or maintained in physical and secured student folders. 
Programs should also review the information on the Demographics and Education panels to verify the information with the student. Data entry staff would update the Barrier to Employment and Work History information under the History tab in these panels. 
Release of Information Statements on the 2024-25 ASPD
There are two statements and signature lines related to the release of information on the ASPD. There is only one release of information statement on the Student Portal. 
The first, Release of Student Information Consent, is required for a student to receive federal AEFLA services. Federally funded grant activities require accountability and student information must be entered into LACES for students to be considered served by the grant. 
The second statement on the ASPD is to support referrals to local workforce partners. It is optional. This optional statement does not appear on the Student Portal. Before making a referral to a workforce partner, provider staff must have the student sign the second statement of release of their directory information. Directory information includes public-facing information like name, email, and phone number and does not include barrier to employment information or social security numbers. If the student enters the LACES database through the Student Portal, a new ASPD may be used for this purpose with the student’s name, student ID, signature and date; all elements of the ASPD are not necessary to be completed if they have already been collected. The signed ASPD should be uploaded into the student record in LACES. 
Attendance Hours
Intake, assessment, and orientation hours should be entered into LACES as “unlinked” attendance. These hours are considered unlinked because the activities typically occur prior to placement in a class. Hours accumulated after a valid pre-test will accumulate toward the total number of hours required before a post-test. 
The recommendation from LACES is to enter attendance in quarter hour increments for consistency. 
Cross-Agency Programming and Tracking 
Programs may serve students from other agencies (regions) in two different ways. A program may send a student to enroll in online courses or specialized IET offered in another region. Agencies may also deliver services to a student enrolled in both agencies at the same time, such as when a CBLO provides tutoring support to a student enrolled in a class offered by a regional program. 
In both cases, participating providers may be credited with gains earned by the student by working together to represent the student’s activities at both programs. While this will allow both agencies to be recognized for the student’s activities, it will not affect state reporting because the student record will be de-duplicated at the state level, reflecting a single record when submitted as part of federal NRS reporting. More guidance will be provided by the VDOE on this topic including rules for data entry and decision making on whether to share or merge student records. 

Contracting with LACES for Training
Programs may contract directly with LACES for on-site or virtual training for their users. Large programs may find this helpful to train local users at the same time. However, this would not exempt programs from participating in the state-sponsored training events as conversation in those events are critical to a common understanding among providers. Costs for contracting with the LACES team in PY2024-2025 are $2,995 per on-site day or $1,000 for a 2-hour virtual event. Communicate with the state office before electing this option to ensure coordination and that a VDOE representative is available to attend the event for state support.
Technical Assistance
Questions related to the LACES database can be directed to the technical support staff using the technical support link provided in LACES, or at https://laces.literacypro.com/laces/Content/usernews/laces/crmlng.htm, by emailing technical support at helpdesk@literacypro.com, or by calling 1-888-714-9464. Technical support is answered in the following order: form, emails, calls, with urgent issues addressed based on priority. Help can be accessed by clicking the Help link provided on each page of the database or by using the provided Help link: https://sites.google.com/a/literacypro.com/lps-support/lps-help-center. Questions related to state or federal policy should be directed to OAEL@doe.virginia.gov. 
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