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Policy and Procedure Administrative Manual

For Adult Education and Family Literacy Programs

Policy 1.0

Policy 2.0

Policy 3.0

— Table of Contents —

Policies

The Organization and Administration of the Office of Adult

Education (OAE)

1.1 Mission and Vision Statements

1.2 Organizational Arrangement

1.3 Programs Offered by the Office of Adult Education
Program

The Fiscal Management of Federal and State Funding

2.1 The Georgia Adult Education Funding Program

2.2 Funding Policies and Procedures

2.3 Fiscal Reporting

2.4 State Funding for Designated Service Delivery Area (SDA)

The Administration of Adult Education Programs for Local
Activities

3.1 Professional, Budget and Data Requirements for Staffing
Personnel

3.2 Instructional Facilities, Emergency Management Plan

3.3 Requirements for Student Intake and Description of OAE
Adult Learner Assessment Policies and Procedures

1800 Century Place *#* Suite 300 #* Atlanta, Georgia 30345 #* 404.679.1635 # http://www.tcsg.edu



Policy and Procedure Administrative Manual ¢ Office of Adult Education

3.4 Overview of Curriculum, Instructional Activities and
Student Support Services

3.5 Description of Federal and State Reporting Requirements
for Adult Education Programs

3.6 Description of the Federal National Reporting System
(NRS) for Adult Education and Family Literacy Activities and
Performance Accountability System

3.7 Description of the Georgia Adult Learner Information
System (GALIS)

3.8 Description of Continuous Program Improvement for
Local Activities— Program Review Process, Technical
Assistance and Staff Development

3.9 Requirements for Staff and Professional Development
3.10 Recruitment, Retention, Marketing and Outreach Plans

Policy 4.0 The Description of State Leadership Programs and Special
Initiatives
4.1 State Leadership Projects and Special Initiatives

Policy 5.0 The Community Outreach and Collaboration
5.1 Coordination of Services
5.2 Local Advisory Committee
5.3 One Stop & WIA Activities

Resources

Index

1800 Century Place * Suite 300 * Atlanta, Georgia 30345 * 404.679.1635 * http://www.dtae.org
Page 2 of 2



