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Site Information 
 
_____ I have been given information about keys, security and other staff who are on site when I am. 

_____ I know the equipment and materials that are available to me. 

_____ I know who to contact in the event of an emergency. 

_____ I know the existing policies that pertain to Adult Education. 

_____ I’m familiar with the adult education website (www.in.gov/dwd/adulted.htm) 

 
Documentation and Procedures 
 
_____ I understand my program’s policies regarding procedures for pay, absences, class cancellations, 

delays. 

_____ I have been trained on INTERS and know how to conduct student intake, orientation, and 
registration. 

_____ I have been trained in giving TABE and TABE CLAS-E. 

_____ I know how to interpret test results in order to assign an educational functioning level. 

_____ I understand the National Reporting System (NRS). 

_____ I understand how to record attendance information. 

_____ I understand the meaning of “unit of instruction.” 

_____ I understand the meaning of “registered” student. 

_____ I understand the meaning of “enrolled” student. 

_____ I know the procedure for exiting a student who has completed the program or who has dropped 
out. 

_____ I understand the system for identifying students who are ready to be post-tested. 

_____ I understand the procedure for identifying and serving special needs students. 

 
Follow Up and Reporting 
 
_____ I know how to enter data in InTERS or who to contact. 
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_____ I understand my responsibilities in the follow-up of student achievements. 

 
Professional Development 
 
_____ I have a list of program personnel and know whom to contact for: discipline, security and 

technology. 

_____ I know how to access professional development in my program and region. 

 


