	
	Abstract



	Name of Applicant Organization
	

	Title of Project
	FY 2019 Consolidated Adult Education

and Family Literacy Services Grant

Continuation Application

	Project Administrator
	

	Address
	

	
	

	Telephone Number
	

	Fax Number
	

	E-Mail Address
	

	Total Amount Requested
	$

	
Matching Funds (Cash)
	$ 

	
Matching Funds (In-Kind)
	$ 

	Total Match
	$ 

	Total Program Income (Revenue)
	$ 

	PROJECT COST
	Per Student Cost
	Total Project Cost
(Requested and Full Match)

	
	$ 
	$ 

	DUNS Number: 
	Amount Requested
by Funding Line

	STATE FUNDING

	1. Adult General Education (AGE)
	$ 

	2. Literacy Works (LW)
	$ 

	3. National External Diploma Program (NEDP)
	$ 

	State Total
	$ 

	FEDERAL FUNDING

	4. Adult Basic Education & English as a Second Language


(ABE & ESL)
	$ 

	5. Adult Secondary Education (ASE)
	$ 

	6. Local Institutionalized (LI)
	$ 

	7. National External Diploma Program (NEDP)
	$ 

	8. Family Literacy (FL)
	$ 

	9. Integrated English Literacy & Civics Education (IELCE/IET)
	$ 

	Federal Total
	$ 

	GRAND TOTAL of AMOUNT REQUESTED
	$ 

	Signature:
(Head of Grantee Agency)
	Date:


	Title:



Exhibit 1: Overview of Services and Goals
	Reflecting upon your FY 2018 goals, provide a brief summary of practices and/or changes that will be implemented to improve instruction and program outcomes.

	Text boxes will expand as needed.

	Clearly state the major goals, objectives, and projects to be accomplished during the year, including preparation for career pathway programs, transition to employment and postsecondary education, and integrating workforce preparation skills.

	

	For each identified goal, objective, and project include the expected outcomes and specific strategies for achieving each objective.

	

	Discuss how your program will fully participate in the local workforce plan and ensure alignment with identified strategies to enhance service delivery.  How will you collaborate with community partners and leverage resources to support adult literacy, integrated education and training models (IET), workforce preparation activities, and career pathways?

	

	Provide specific examples that demonstrate how the program will use evidence-based research for program design and instructional practices, including essential components of reading and contextualized instruction.

	

	If you serve English language learners, describe how you will assist this population of learners in improving their reading, writing, speaking, comprehension, and mathematics skills in English.

	

	How will your program ensure that the needs of special populations are considered in delivering your services?

	


Exhibit 2: Distance Learning and Technology Plan Update
	In what ways is your program building digital literacy skills for your students? 

	Text boxes will expand as needed.

	Describe any successes or challenges that your program has experienced during FY 18 in the implementation of your Three Year Technology Plan.

	

	If offering blended or distance learning describe how this will be implemented in your instructional plan in FY 19. 

	


Exhibit 3: Duration and Intensity of Instruction
See Excel file titled “Class Schedule”.

Exhibit 4: Project Staff
State Required Key Staff
If applicable, append resumes for all new key personnel after Exhibit 18 of your application.

	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	BA
	MSTR
	DOC
	ESL

(List)
	Years of

Ad Ed

	Program Administrator
Name:

Phone:

Fax:

E-Mail:
	
	
	
	
	
	
	

	Instructional Specialist
Name: 

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Intake/Assessment Specialist
Name:

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Management Information Systems Specialist
Name:

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	


Additional Key Staff
	Name
	Time on Project
	Credentials and Experience

	
	Number of Hrs per Wk
	Number

of Weeks
	BA
	MSTR
	DOC
	ESL

(List)
	Years of

Ad Ed

	Title: 

Name:

Phone:

Fax:

E-Mail:
	
	
	
	
	
	
	

	Title:
Name: 

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	

	Title:
Name:

Phone: 

Fax: 

E-Mail:
	
	
	
	
	
	
	



Teachers, Volunteers, and Other Staff

	Paid Teachers or Tutors

All teachers/tutors must have a minimum of a Bachelor’s Degree
	Number

Full Time
	Number

Part Time

	ABE
	
	

	ASE
	
	

	ESL
	
	

	NEDP
	
	

	Total Teachers/Tutors, Unduplicated
	
	

	Volunteers–Unpaid
	
	

	Assist in classes as needed
	
	

	Tutor learners one on one
	
	

	Assist in office as needed
	
	

	Total Volunteers, Unduplicated
	
	

	Other Staff (provide title)
	
	

	
	
	

	
	
	

	
	
	


Exhibit 5: Local Professional Learning Needs Assessment
This exhibit includes needs assessment data for local professional learning planning; program data, observation data, learner outcomes and learning topics that will be compiled and submitted to DLLR.  Local programs should conduct an annual needs assessment with their staff to determine areas of concentration for development of staff and program. 
Complete the three charts in the Professional Learning Excel workbook with the results of the needs analysis. Once the assessment is completed and approved, a plan is developed and submitted to the Professional Learning Specialist at the DLLR for approval. The needs assessment charts are due with the grant application.
Exhibit 6: Local Professional Learning Plan

This exhibit includes a projected professional learning plan for instructional staff including: cost, target audience, rationale, and professional learning approach. Documentation requirements for local professional learning is outlined in the Instructions and Resource document as well as definitions and other resources available. Local programs should plan to use data collected from Exhibit 5, to address local program professional learning needs. Please note this is a plan that allows for some flexibility as needs arise. When changes are made, local programs will need to get approval from their assigned specialist as well as the DLLR Professional Learning Specialist. 
Complete the Local Professional Learning Plan in the Professional Learning Excel workbook.  Please include costs associated with each event (i.e. hourly rate for teachers, cost of outside presenter) where applicable. Financial support for a minimum of eight hours of professional learning for each teacher and tutor must be included in the budget. This plan is due September 30th of the program year.
Grant funds may be used to support professional learning activities with the exception of out of state conferences and travel. This includes fees for presenters, materials, registration, stipends for part-time staff, mileage (reimbursed at no more than the current state rate), and overnight accommodations if more than 50 miles away from the place of work.
New instructors should receive local pre-service orientation, assessment (CASAS and/or BEST/BEST Plus), and GED® (if instructing GED®) and other foundation training within a maximum two months of hire. 
Exhibit 7: Family Literacy MOU
	Between

MACROBUTTON NoMacro [Click here and type Adult Education Program Name]
and

MACROBUTTON NoMacro [Click here and type Organization Name]


Part I

Purpose:
This Memorandum of Understanding (MOU), dated herein, outlines the agreement between the above named parties, to collaborate in providing Family Literacy Services during the fiscal year beginning on July 1, 2018, and ending on June 30, 2019.
Definition:
The partnership covered by this agreement must offer all four Family Literacy components, in adherence to the federal definition of Family Literacy Services, i.e., services that are of sufficient intensity in terms of hours, and of sufficient duration, to make sustainable changes in a family, and that integrate all of the following activities:

1. Parent literacy training that leads to economic self-sufficiency (Adult Education including Adult Basic Education [ABE], Adult Secondary Education [ASE], or English for Speakers of Other Languages [ESOL, ESL, EL/Civics])

2. Training for parents regarding how to be the primary teacher for their children and full partners in the education of their children (Parent Education)

3. Interactive literacy activities between parents and their children (ILA, parent/child together activities [PACT])

4. Age-appropriate educational activities to prepare children for success in school and life experiences.

Partner Responsibilities:

All partners to this MOU must agree to commit the necessary resources not only to deliver the components of Family Literacy listed above, but also to ensure integration of the components. The Adult Education partner must provide an adult instructional program which meets all Department of Labor, Licensing, and Regulation (DLLR) standards for Adult Education and Family Literacy. Under no circumstances may Adult Education and Family Literacy funds be used to support the interactive parent and child activities or the children’s educational activities–these must be delivered and funded by a qualified partner with demonstrated expertise in age-appropriate children’s education. The Parent Education component may be delivered and funded by either partner. Additionally, all partners to this MOU agree to commit resources for joint planning for integration of the four components and for team meetings.

Part II

	1. Adult Education

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	2. Parent Education

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	3. Interactive Literacy Activities

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4. Children’s Educational Activities

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Coordination and Planning for Integration

	Description of Activity, Location, Staff Responsible, and Schedule
	Expected Outcome(s)
	Method of Measuring Outcome(s) (Evaluation)
	Cost and Partner Responsible for Funding Cost

	Add or delete rows as needed. Each row represents one activity.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This MOU shall become effective when fully executed by all parties. It shall remain in effect for the fiscal year beginning July 1, 2018, and ending June 30, 2019. It may only be terminated with written notification to all parties and the Department of Labor, Licensing, and Regulation, Division of Workforce Development and Adult Learning, Office of Adult Instructional Services, at least 90 days prior to the termination date.

Signatures

Signature 1
Signature 2

_____________________________________
__________________________________
Date____________________
Date____________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type name]
Adult Education Program Administrator
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type organization name]
MACROBUTTON NoMacro [Click here and type organization name]
Signature 3
Signature 4
_____________________________________
__________________________________

Date____________________
Date____________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type title]
MACROBUTTON NoMacro [Click here and type organization name]
MACROBUTTON NoMacro [Click here and type organization name]

Exhibit 8: Data Quality Checklist
The Data Quality Checklist contains guidance and standards to local programs to assure that they have implemented data collection policies and procedures for collecting and reporting data for the Literacy, Adult Community Education System (LACES) for adult education.

With key leadership staff, conduct a program self-review of the Data Quality Checklist and develop a plan to address any standard that is not currently being met or needs improvement. Use the Data Quality Improvement Plan template to develop your plan.
1. The Data Quality Checklist and Data Quality Improvement Plan (if applicable) should be submitted with your application.
2. The individual named as Project Administrator on the Cover Page must sign the Data Quality Certification (Exhibit 9) in blue ink. 
3. Complete the yellow highlighted areas as indicated in the Data Quality Certification.

Data Quality Checklist Cover Sheet

Date:

Local Program Name:

Completed by (Name and Title):

Shared with (Names and Titles):

Additional Comments and Notes:

REMEMBER:

The Data Quality Checklist presents the standards for each Content Area and Level of Quality. Local programs are to report whether they have implemented the policy, process, or procedure described in the standards by indicating “yes” if the standard has been met or “no” if it has not been met. Some standards require the program to provide additional information, such as the name of the assessment used or a narrative description with more detail. All narrative descriptions should be brief but sufficient enough to convey the information requested. No more than a few sentences are necessary.

Note: Where you are asked to provide the location of additional records, for example, the Pseudo SSN Log or attendance records, these files can either be hard copy OR electronic. We do not specify a particular format. The records must be easily accessible in whichever format your program chooses.

*****If a local program fails to meet Exemplary standards in any area, the program must complete and submit the My Program at a Glance: Data Quality Improvement Plan that describes how it will move toward Exemplary quality within the next fiscal year. The plan must address all standards that the program did not meet, describe what new policies or procedures it will put in place to meet the standards, identify barriers to moving to a higher quality level, and the technical assistance needed to implement the plan.
The Data Quality Checklist: The Tool

	Content Area 1: Data Foundation and Structure


	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program is aware of the Maryland Literacy Works Assessment Policy and Guidelines. My program policy mirrors the state’s policy and specifies:

· Standardized assessments to use for accountability that are valid and appropriate for adult students.

· Time periods (in hours or weeks) for when to pre- and posttest.

· Score ranges tied to educational functioning levels (EFL) for placement and for reporting gains for accountability.

· Appropriate guidance on tests and placement for special populations (e.g., students who are unable to be tested due to language or disability).

· Unacceptable methods of assessment for EFL placement.

· Appropriate guidance on requirements and conditions for testing distance education students reported in the NRS.
	List allowable assessments used by your program for:

ABE - 

ESL -


Indicate where the Maryland Literacy Works Assessment Policy and Guidelines is kept:
	( Yes
( No



	2. My program has written policies for following students to measure program outcomes and explains:

· Goal setting procedures.

· Difference between tracking cohorts for the NRS and tracking goals for instruction.
	
	( Yes
( No

	3. My program’s data system (LACES) can produce files for data matching that include exit dates and employment status for each student.

· My program has established a procedure, in compliance with state policy, for collecting Social Security Numbers or other unique identifiers.

· My program has established a procedure, in compliance with state policy, for how to deal with missing Social Security Numbers or other unique identifiers. This Pseudo SSN procedure has been provided to staff.

· My program has established a procedure, in compliance with state policy, for setting a schedule for data collection and entry. This data collection schedule has been provided to staff.
	Indicate where your Pseudo SSN Log is kept:


Note: Student records are filed/kept for a minimum of three prior fiscal years from the date of submission of the fiscal year’s Annual Financial Report. 
	( Yes
( No

	4. My program is aware of the NRS definitions for all measures, including demographic measures and contact hours, defined according to NRS requirements and provided to appropriate staff.
	
	( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My state has a comprehensive Data Dictionary, which defines all measures on student enrollment forms. My program is aware of and uses the Data Dictionary. 
	Indicate where the Maryland Data Definition  Dictionary is kept:

	( Yes
( No

	2. My program follows state policy and requirements for the percentage of students to be pre- and post-tested.
	Pretesting: 100% of all enrolled students must be pretested. Pretesting must occur within the first six hours of intake/entry into program.
Post testing: At least 70% of enrolled students must be post tested.
	( Yes
( No

	3. My program is aware of and accesses additional technical assistance and resources on assessment and data collection (site visits, manuals, online resources, etc.).
	(At least three)
( Attend annual LACES training
( Contact assigned DLLR program specialist
( Access DLLR Literacy Works site and NRS site
( Network with other grant recipients
( Obtain advice/training from local or contracted technology support. 
	( Yes
( No

	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program can verify that we are following state data policies and procedures through quarterly data review reports and annual enrollment verification monitoring visits.
	Indicate where quarterly data review reports and documentation from monitoring visits are kept:
	( Yes
( No


	
	


	Content Area 2: Data Collection and Verification

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program uses the Literacy, Adult, and Community Education System (LACES), that has individual student records within a relational data base structure. The MIS incorporates NRS measures using common definitions and categories.
	
	( Yes
( No

	2. My program uses LACES’ error checking functions (e.g., that identify out-of-range values and missing data).
	(Fiscal Year Based Diagnostics Searches)
	( Yes
( No

	3. My program has and is using the state’s standardized/adapted enrollment form for collecting student information (e.g., intake, assessments, attendance, goal setting, and student signature in blue ink) that includes all NRS measures and has correct NRS definitions and categories. My program’s student enrollment form includes, at the minimum, all of the mandatory data fields on the state’s model enrollment form.
	Submit a copy of your program’s current student enrollment form to DLLR for review and file. 
	( Yes
( No

	4. My program is aware of and follows guidelines and procedures for recording contact hours that conform to NRS requirements. A daily attendance/sign-in record is mandatory and must contain elements which identify the class, teacher, class time, class date, student names, student signatures, and hours attended.
	Indicate where daily attendance/sign-in  records are kept:

	( Yes
( No

	5. My program has designated staff with clear responsibility for data collection and data entry.
	Indicate who is responsible and contact information:
	( Yes
( No

	6. The designated data quality staff in my program checks for errors on student enrollment forms after submissions by teachers.

	If yes, explain error checking process, including what data are checked and how often:
	( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My program enters data into LACES at least monthly.
	
	( Yes
( No

	2. My program reviews data at least quarterly for errors, missing data, out-of-range values and anomalous data. My program has a system or documented procedures for correcting and resolving these errors. (e.g., run LACES Fiscal Year Based Diagnostics Searches, review errors, contact IAS or instructors if necessary, correct errors, conduct periodic class/site visits to observe and review data collection procedures and review student files.)
	If yes, explain your data review and error correction system or documented procedures:

	( Yes
( No

	3. My program seeks out additional technical assistance as needed.
	
	Yes( No(


	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program is aware of the state’s system for verifying (through LACES, onsite monitoring, contact with local staff) that my program complies with state data collection procedures.
	
	( Yes
( No

	2. My program is in regular contact with appropriate state and local staff and/or LACES Helpdesk to review and discuss data issues.
	(At least one)
( DLLR program specialist

( LACES Helpdesk

( LACES Workgroup
	( Yes
( No

	

	Content Area 3: Data Analysis and Reporting
	
	

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program can produce required reports for the state and program monitoring, including federal NRS tables.
	Indicate where reports are kept:
	( Yes
( No


	2. My program is able to report disaggregated data by subpopulation (e.g., student age, race, sex) and program (e.g., ABE, ESL, ASE, correctional education, distance education).
	
	( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a staff person familiar with the data, but not directly involved with data collection and data entry, review NRS reports for errors and accuracy.
	Indicate who is responsible and contact information:

	( Yes
( No

	2. My program uses data, at least quarterly, for program management and improvement. (e.g., identifying trends)
If yes, provide an example of using data for this purpose in the last fiscal year.
	Example must include:
1. Description of data reviewed
2. Observations
3. Action taken 
	( Yes
( No

	3. My program can produce reports to analyze data related to a program specific concern.
If yes, provide an example of using data for this purpose in the last fiscal year.
	Example must include:
1. Identification of program concern
2. Description of data reviewed
3. Observations
4. Action taken
	( Yes
( No

	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a system of regular contact with staff regarding data analysis issues and reporting needs to identify technical assistance needs.
	
	( Yes
( No

	2. My program has documented procedures for dealing with data analysis problems and deviations. Specifically, the observations from the quarterly reports.
	
	( Yes
( No

	3. My program compares data with prior years’ data for discrepancies, reasonableness and to identify trends in performance.
	Maintains file of federal and local program reports for at least three prior fiscal years. Indicate where reports are kept:
	( Yes
( No


	4. My program has procedures to verify that reports accurately reflect data collected (e.g., through review of site and teacher documentation).
	Individual student records maintained on site for three prior fiscal years (minimum).
	( Yes
( No

	

	Content Area 4: Professional Development
	
	

	Acceptable Quality
	Evidence/Narrative
	( Yes or No

	1. My program’s leadership staff has attended the State planned LACES training and is also aware of the Maryland Literacy Works Assessment Policy and Guidelines, data collection and goal setting procedures.
	
	( Yes
( No

	2. My local program staff has received training on data collection procedures (data entry).
	Indicate where agenda and sign in sheets are kept.
	( Yes
( No

	3. My local program staff has received training on how to produce and/or interpret LACES and NRS reports.
	
	( Yes
( No

	Superior Quality
	Evidence/Narrative
	( Yes or No

	1. Local LACES training is planned and delivered based on the needs of my program, which have been communicated through evaluations of previous trainings.
	
	( Yes
( No

	2. My program provides ongoing support to staff for collecting data.
	
	( Yes
( No

	Exemplary Quality
	Evidence/Narrative
	( Yes or No

	1. My program has a system for continuous training of staff on LACES issues, data collection, data reporting, and data analysis through regularly scheduled training sessions or other resources (e.g., Orientation for New Teachers, etc.).
	
	( Yes
( No

	2. My program has timely intervention strategies to identify data problems as they occur and to provide training to staff to correct the problems.
	
	( Yes
( No


My Program at a Glance: Data Quality Improvement Plan

Directions:  Once you have completed the Data Quality Checklist, indicate your program’s score for each of the Content Areas (each Content Area has its own planning section). You may find a variation in scores across Content Areas; however, understanding your program’s exact needs will support your program improvement efforts. 

In the space below your score:
(a) List all standards that the program did not meet in that Content Area
(b) Describe what new policies or procedures your program will put in place to meet the standard(s)
(c) Identify barriers to moving to a higher quality level
(d) Describe the technical assistance needed to implement the plan


	Content Area 1: Data Foundation and Structure


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 2: Data Collection and Verification


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 3: Data Analysis and Reporting

	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


	Content Area 4: Professional Development


	
Score: (circle one)    Acceptable       Superior        Exemplary


	(a) List all standards not met in this Content Area:
	(b) Describe what new policies or procedures your program will put in place to meet the standard(s):

	
	

	
	

	
	

	(c) Identify any barriers or problems to implementing these plans:

	

	(d) Describe the technical assistance needed to implement the plan:
	(e) Who might provide needed assistance:
	(f) Resources available in the program to support change:

	
	
	


Data Quality Checklist: Continuous Program Monitoring

Directions:  Use this table to help track the actions you have taken to achieve your planned program improvement. Monitoring your actions and the outcomes will help you (a) identify if any changes to your approach should be made and (b) share progress with your team.

	Action Steps Taken:
	Outcome:
	Additional Notes:

	
	
	

	
	
	

	
	
	

	
	
	


Exhibit 9: Data Quality Certification

The individual named as Project Administrator on the Cover Page of the grant application must sign this certification.

Certification

I certify that key program staff have read, understood, and conducted a self-assessment of all the Data Quality Standards and their required evidence which indicate the standards are being implemented, as listed in the Data Quality Checklist in this application.
I certify that the program will develop and implement a Data Quality Improvement Plan for any standards that, as a result of the self-assessment, were determined to require improvement. I certify that the program will meet all standards with their required evidence for all three levels of data quality–Acceptable, Superior, Exemplary–by June 30, 2019.
Signature
Date
__________________________________________
___________________________

MACROBUTTON NoMacro [Click here and type name]
MACROBUTTON NoMacro [Click here and type organization name]
	Exhibit 10: GEPA Statement

Develop and describe the steps you propose to take to ensure equitable access to, and equitable participation in, this project for those learners, teachers, and other program beneficiaries with special needs. This statute is not intended to duplicate the requirements of civil rights statutes, but rather to ensure that federally funded projects address statutory barriers (gender, race, national origin, color, disability, age) and any locally identified barriers to access. The description may also refer to other sections of the proposal which address a plan to remove barriers.

Text box will expand as needed.



Exhibit 11: language Access Plan

	Explain the steps your organization takes to promote equitable interaction with individuals of Limited English Proficiency.

	Text boxes will expand as needed.

	Describe how your organization will assess and determine an individual to be Limited English Proficient. Be specific.

	

	Identify the items your organization deems to be "vital documents." How will you determine the non-English languages in which to translate these documents? Explain the process for written translation services.

	

	Describe how and when your organization will provide oral interpretation services.

	


Exhibit 12: General Assurances
By receiving funds under this grant award, I hereby agree, as grantee, to comply with the following terms and conditions:

1. Programs and projects funded in total or in part through this grant will operate in compliance with State and federal laws and regulations, including but not limited to the 1964 Civil Rights Act and amendments, the Code of Federal Regulations (CFR) 34, the Elementary and Secondary Education Act, Education Department General Administrative Regulations (EDGAR), the General Education Provisions Act (GEPA), the Americans with Disabilities Act, and the Workforce Innovation Opportunity Act (WIOA).

2. The Maryland Department of Labor, Licensing, and Regulation (DLLR) may, as it deems necessary, supervise, evaluate, and provide guidance and direction to grantee in the conduct of activities performed under this grant. However, failure of DLLR to supervise, evaluate, or provide guidance and direction shall not relieve grantee of any liability for failure to comply with the terms of the grant award.

3. Grantee shall establish and maintain fiscal control and fund accounting procedures, as set forth in 34 CFR Parts 76 & 2 CFR 200.307 and in applicable State law and regulation.

4. Grantee shall adhere to DLLR reporting requirements, including the submission of monthly, quarterly, mid-year, and annual financial and programmatic reports. (See Section I for specific requirements.)
5. Entities expending $750,000 or more federal funds need to have an annual financial and compliance audit in accordance with OMB Circular A-133.

6. Grantee shall retain all records of its financial transactions and accounts relating to this grant for a period of five years, or longer if required by federal regulation, after termination of the grant agreement. Such records shall be made available for inspection and audit by the Adult Education Program Specialist and other authorized representatives. 

7. Budget records must be submitted monthly, semiannually, and annually. In order to draw down monthly reimbursements, programs must submit documentation of actual expenditures from the institutional business office for the previous month (s). Documentation of actual expenditures from the institutional business office must also be submitted with the interim and final budget reports.

8. Grantee must receive prior written approval from the Adult Education Program Specialist before implementing any programmatic changes with respect to the purposes for which the grant was awarded.

9. Grantee must receive prior written approval from the Adult Education Program Specialist for any budgetary realignment of $1,000 or 10% of total object, program, or category of expenditure, whichever is greater. Grantee must support the request with reason for change. Budget alignments must be submitted at least 45 days prior to the end of the grant period.  Grant expenditures must be monitored, tracked, and expended in the timeframe specified by the grant. Federal and state grant funds have a limited time period and must be encumbered or expended by June 30th of the fiscal year or returned to DLLR. While there are several factors that contribute to grant recipients not spending all awarded funds; however, recipients are required to provide a Notice of Projected Under-Expended Funds by March 31 of the fiscal year, if applicable. Under-expenditures may result in reduced grant funding, particularly for programs that do not notify DLLR by the notification due date.
10. Grantee shall repay any funds which have been finally determined through federal or state audit resolution process to have been misspent, misapplied, or otherwise not properly accounted for, and further agrees to pay any collection fees that may subsequently be imposed by the federal and/or state government.

11. If the grantee fails to fulfill its obligations under the grant agreement properly and on time, or otherwise violates any provision of the grant, DLLR may suspend or terminate the grant by written notice to the grantee. The notice shall specify those acts or omissions relied upon as cause for suspension or termination. Grantee shall repay DLLR for any funds that have been determined through audit to have been misspent, unspent, misapplied, or otherwise not properly accounted for. The repayment may be made by an offset to funds that are otherwise due the grantee.

12. Grantee must register with the Central Contractor Registry System (www.ccr.gov) within one month of receipt of grant award.

13. Grantee shall not charge any fees to ABE or ESL Beginning or Intermediate learners for instructional services. However, a program may charge a nominal fee for consumable materials and instructional materials that eventually become the property of the learner. A program may also charge individuals who do not qualify for adult education services and other non-participants for adult education services, such as GED® Ready practice test. National External Diploma® Program fees shall not exceed $225.

14. All program income is governed by EDGAR CFR 76.534 and 2 CFR 200.307 and shall be documented in auditable records reported annually to DLLR. All program interest and income generated shall only be expended on allowable adult education services during the fiscal year it is generated. These fees and monies may not be used as a portion of the required local match nor to supplant local support.

15. Local matching funds must be accounted for in program records and used only for costs allowable under the Adult Education and Family Literacy Act (AEFLA).

16. Any proposed subcontract under this grant award shall be included in the original competitive proposal’s Appendices. Failure to comply with this provision could result in denial of reimbursement for such non-approved sub-contractual services.

17. Fund use shall be limited to adult instructional services and shall not be used for individuals enrolled in Pre-K-12 services or activities. Grantees must ensure that all students under age 18 have been officially withdrawn from school.
18. Fund use shall be limited to services for individuals who are at least 18 years of age for NEDP® services.
19. Grantee shall use a managed enrollment system and establish a documented waiting list when the recommended enrollment exceeds capacity.

20. Classes supported with grant funding shall begin and end within the grant award period. 

21. The program must support the performance goals of the state by establishing appropriate program goals and outcomes through a negotiation process with DLLR. Signed documentation of approved performance goals is a part of this application. Valid, accurate data from learner records must be entered into the Literacy, Adult, and Community Education System (LACES) database as prescribed in the annual data entry schedule posted on the DLLR/LACES homepage and reviewed on a regular basis by all staff members to ensure the program staff is cognizant of the program’s efforts to meet its negotiated outcomes.

22. Reviews of LACES reports and self-evaluation must be conducted throughout the fiscal year to ensure that program is continuously monitoring its effectiveness and efficiency.

23. Reports or other documents produced in whole or in part with the grant funds shall either bear no copyright notice or indicate that the grantee and DLLR are joint owners of the copyright.

24. Grantee shall give due credit to DLLR and the U.S. Department of Education. DLLR shall be credited on all media announcements, billboards, and educational materials produced or developed under the scope of this grant award.

25. Grantee shall provide a minimum of nine (9) months written notice from the CEO to the Secretary of DLLR if the organization should decide to cease providing services under this grant.

__________________________________________
_______________________________


Signature of Head of Grantee Agency
Date

Exhibit 13: National External Diploma Program (NEDP) Assurances
By receiving NEDP funds under this grant award, I hereby agree, as grantee, to comply with the following terms and conditions: 

1. The grantee must provide acceptable facilities to administer the National External Diploma Program.

The NEDP site is required

· to provide suitable facilities to ensure confidentiality and privacy during meeting with advisors and assessors and the administration of NEDP instruments. 

· to have suitable facilities for persons with disabilities.

· to have adequate office space so that advisors/assessors can monitor the assessment of clients.

· to have secure storage space for NEDP materials, client documents, other files, equipment and assessment instruments. 

· to have access to adequate, onsite technology for client use including internet access.

· to be located in a facility that has year-round activity with day and evening hours centrally located in a population area large enough to produce the projected number of graduates.

· to be located with convenient parking that is well lit and secure. 

· to have space for information sessions large enough to seat 15-20 individuals. 

· to have adequate heating/air conditioning with convenient access to restroom facilities.
Preferably, the site should have other adult education and related support services on site or nearby, and provide private space to seat people for individual oral assessment and client work. 

2. The grantee must provide necessary hardware and software equipment, materials, and supplies to operate the National External Diploma Program site. The web-based NEDP must meet the minimum operating system and hardware requirements:

· Windows 7, or later versions.MAC OS X, Chrome OS

· , Mozilla Firefox, Google Chrome, Microsoft Edge, Apple safari, Opera (Note: safari used with MAC OS will not support the In-Office Check recordings. Google Chrome on a MacBook will support the In-Office Check Recordings)

· Internet access (100 kbps upload bandwidth)

· Adobe Acrobat Reader

· Monitor screen resolution of 1024 x 768 pixels or higher

· Microphone, built in or accessory (stand-alone desktop or headset)

· Video card

· Printers 

· Dedicated NEDP® equipment: computers, printer, scanner, telephone, copier, headphones, furniture, audio/visual equipment, and

· Materials and supplies: printing, office supplies, postage, advertising/public relations, client materials.
3. The following staff requirements must be followed:

· A minimum of three (3) advisors/assessors are required to be trained and certified for each site. (Five advisors/assessors are recommended).

· One advisor/assessor is designated as the NEDP Coordinator and Lead Assessor. It is preferable that this position is full-time. 

· All advisors/assessors must hold, at minimum, a four-year college degree from an accredited post-secondary institution and be able to evaluate writing and critical thinking demonstrations. 

· Advisor/assessors may not teach any client assigned to them in the Generalized Assessment phase of the program. 

· All advisor/assessors must satisfactorily complete the NEDP Implementation Training provided by CASAS and become certified prior to serving clients.   Staff must maintain certification based on the CASAS training policies. 

· NEDP staff must attend all required local, regional and DLLR professional learning trainings. 

· Advisors/assessors must serve at least one (1) client in Diagnostics and one (1) client in General Assessment phases each fiscal year. 

· When acting in the role of Advisor, trained staff may not act in the role of Assessor for the same client and vice versa. 

· Ensure that at least a staff of two will work together a minimum of 50% of their time.

· Maintain a combine minimum of 25 weekly hours of Advisor/Assessor services.
4. The following client requirements must be followed:  

· Ensure that all potential clients are properly screened using approved assessment instruments.

· If a client does not meet minimum requirements to enter the NEDP program, they are provided with information about learning options within their education agency or refer individuals to another appropriate adult education agency.

· Limit NEDP services to clients who are eighteen (18) years of age or older. 

· Potential clients, who are eligible for K-12 services, must be officially withdrawn from school in order to participate in the NEDP. 

· No part of the NEDP may be used with in-school youth or students. 

· Clients are given fifteen (15) months to complete the program once the first competency is assigned. Clients who fail to successfully complete the program within 15 months will be terminated. An appeal for terminated clients with extenuating circumstances may be submitted to DLLR to request an extension.

· Provide reasonable accommodations when administering NEDP assessments as documented in the CASAS NEDP Assessment Accommodations Policy.

· NEDP clients must verify their identity and establish Maryland residency prior to enrollment in the Diagnostic Phase of the program by presenting ONE of the following government issued photo IDs:

· A current (not expired) Maryland driver's license or current (not expired) Maryland learner’s permit issued by the Maryland Motor Vehicle Administration
· A current Maryland identification card issued by the Maryland Motor Vehicle Administration

· A current active duty dependent’s military ID card

· If none of the forms of identification and residency identified above are attainable, the applicant must submit at least two (2) documents (copies) from the following list (one of the documents must be a government issued photo identification card). *If one of the documents being submitted is a CASA ID card, the other document MUST be a Passport:

1.* Passport (must contain photo, name, DOB and signature)

2.* CASA ID (must contain photo, name, DOB, address and signature)

3. Payroll check stub issued by an employer within the last 2 months

4. U.S. Internal Revenue Service tax reporting W-2 form or 1099 form (not more than 18 months old)

 5. U.S. or Maryland income tax return from the previous year

6. Monthly bank statement not more than 2 months old issued by a bank

7. Annual Social Security statement for the current or preceding calendar year

8. Utility bill, not more than 2 months old, issued to the applicant (examples include gas, electric, sewer, water, cable or phone bill) – cellular phone and pager bills are not accepted

9. Receipt for personal property taxes or real estate taxes paid within the last year

10. Current automobile or life insurance bill (cards or policies are not accepted)

11. Voter registration card (current with address)

12. Current homeowner’s insurance policy or bill

13. Cancelled check (not more than 2 months old) with both name and address imprinted 

· A copy of the NEDP client's photo ID must be kept with the client's record; a copy of the photo ID must be submitted to DLLR along with other documents for the award of diplomas/initial transcripts.

· High School Diplomas and Transcripts issued by DLLR will reflect the NEDP client's name as it appears on the photo identification.

· All documentation submitted by the NEDP program to DLLR for the issuance of transcripts and the award of diplomas, i.e., the LACES screenshot, CASAS Client Status, Diploma Request Form, a copy of client's photo ID, and the Transcript must match the client's name as it appears on the photo ID.

· If the client has a legal name change during the program, clients must be advised to submit updated government issued photo ID.

· Currently enrolled NEDP clients must submit a government issued photo ID before graduation.

5. The following program requirements must be followed:

· Implement the exact model defined by DLLR and the National External Diploma Program for all phases of the National External Diploma Program.

· Conduct a planned targeted promotional effort at a level to generate a sufficient number of inquiries and qualified candidates to reach the graduate goal.

· The National External Diploma Program is designed as an integral system and, in order to guarantee the validity of the assessment, the grantee must ensure the program is used in its entirety.

· If the grantee delivery entity changes, the grantee must ensure that all records, equipment, materials, and all items purchased with NEDP grant funds are moved to the new service delivery entity.

· No partnership agreements shall be entered into nor shall any agreement for services beyond the scope approved in the initial application be enacted unless approved by DLLR.

· Recommend all clients who successfully complete the NEDP requirements to DLLR for credentialing

· All applicants’ and clients’ records are kept secure and confidential.

· Ensure that updated NEDP manuals and procedures are maintained on site and include the processes for requesting a diploma for successful clients, requesting transcripts, and verifying client records. 

6. The following reporting requirements must be followed:

· Submit required semiannual and annual narrative reports including data reports produced by the LACES database.

· Submit required semiannual and annual financial reports. 

· Submit Yearly Statistical Report (YSR) directly to CASAS at the close of the fiscal year.

· Submit other data or financial reports upon request. 

7. The program may collect registration fees from clients to participate in the program. The program must ensure that:

· Fees do not exceed $225 per client, per active enrollment period 

· Registration fees collected from clients for participating in the National External Diploma Program be set aside and reinvested in Program. These fees can be used in any means deemed necessary to directly support the program; .e.g. materials, supplies, Advisor/Assessor salaries, etc. 

· That fees are not funneled into the grantee’s general funds. 

· That there are no additional charges to the client for items considered being an integral part of the program (e.g. assessments,) or that would create a barrier to participation. 

· That $15 per new NEDP enrollment each fiscal year is submitted to DLLR no less than on a quarterly basis. DLLR will generate an invoice quarterly based on the number of new enrollments per quarter.

8. In order to ensure the integrity of the NEDP, grantees are required to participate in the review and monitoring process. Each grantee must:

· Participate in regularly scheduled evaluation and monitoring visits including the inter-rater reliability process. 

· As an adopting agency, the grantee must appoint a NEDP site representative who will be the official contact person to monitor programmatic issues. This representative must have completed the National External Diploma Program training and must provide direct service to clients as an Advisor/Assessor.

9. NEDP State Trainers provide training and professional learning to NEDP Advisor/Assessors and staff on behalf of DLLR. The certified NEDP State Trainer on staff is responsible for:

· Providing representation at all DLLR National External Diploma Program administrative and trainer meetings.

· Ensuring that annual portfolio reviews within assigned local programs local programs are conducted.

· Providing technical assistance to regional programs or new NEDP programs assure program content and processes are implemented and followed.

Failure to comply with the above assurances, in addition to the NEDP policies and procedure set forth by CASAS and DLLR, may result in withholding grant funds or termination of grant. 

I have read the above assurances in entirety and agree to execute the assurances and the NEDP program as established by CASAS.

__________________________________________________
__________________________________


Signature of Head of Grantee Agency
Date

__________________________________________________

__________________________________

    Signature of Program Administrator




Date

Exhibit 14: Certification Regarding Debarment, Suspension, Ineligibility and

Voluntary Exclusion–Lower Tier Covered Transactions
This certification is required by the Department of Education regulations implementing Executive Order 12549, Debarment and Suspension, 34 CFR Part 85, for all lower tier transactions meeting the threshold and tier requirements stated at Section 85.110.

Instructions for Certification

1. By signing and submitting this proposal, the prospective lower tier participant is providing the certification set out below.

2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into. If it is later determined that the prospective lower tier participant knowingly rendered an erroneous certification, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

3. The prospective lower tier participant shall provide immediate written notice to the person which this proposal is submitted if at any time the prospective lower tier participant learns that its certification was erroneous when submitted or has become erroneous by reason or changed circumstances.

4. The terms “covered transaction”, “debarred”, “suspended”, “ineligible”, “lower tier covered transaction”, “participant”, “person”, “primary covered transaction”, “principal”, “proposal”, and “voluntarily excluded”, as used in this clause, have the meaning set out in the Definitions and Coverage sections of rules implementing Executive Order 12549. You may contact the person to which this proposal is submitted for assistance in obtaining a copy of those regulations.

5. The prospective lower tier participant agrees by submitting this proposal that, should the proposed covered transaction be entered into, it shall now knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded from participation in this covered transaction, unless authorized by the department or agency with which this transaction originated.

6. The prospective lower tier participant further agrees by submitting this proposal that it will include the clause titled “Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion-Lower Tier Covered Transactions”, without modification, in all lower tier covered transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded for the covered transaction, unless it knows that the certification is erroneous. A participant may decide the method and frequency by which it determines the eligibility of its principals. Each participant may but is not required to check the Non-Procurement List.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification required by this clause. The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent person in the ordinary course of business dealings.

9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier covered transaction with a person who is suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in addition to other remedies available to the Federal Government, the department or agency with which this transaction originated may pursue available remedies, including suspension and/or debarment.

Certification

(1) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal department or agency.
(2) Where the prospective lower tier participant is unable to certify to any of the statements in this certification, such prospective participant shall attach an explanation to this proposal.

	NAME OF APPLICANT
PR/AWARD NUMBER AND/OR PROJECT NAME



	PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE



	SIGNATURE
DATE




ED 80-0014, 9/90 (Replaces GCS-009 (REV. 12/88), which is obsolete.)

OMB Approval No. 0348-0040
Exhibit 15: Assurances – Non-Constructed Programs

	Public reporting burden for this collection of information is estimated to average 15 minutes per response, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project (0348-0040), Washington, DC 20503

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET.  SEND IT TO THE ADDRESS PROVIDED BY THE SPONSORING AGENCY.




Note:
Certain of these assurances may not be applicable to your project or program. If you have questions, please contact the awarding agency. Further, certain Federal awarding agencies may require applicants to certify to additional assurances. If such is the case, you will be notified.

As the duly authorized representative of the applicant I certify that the applicant:

	1.
Has the legal authority to apply for Federal assistance, and the institutional, managerial and financial capability (including funds sufficient to pay the non-Federal share of project cost) to ensure proper planning, management, and completion of the project described in this application.

2.
Will give the awarding agency, the Comptroller General of the United States, and if appropriate, the State, through any authorized representative, access to and the right to examine all records, books, papers, or documents related to the award; and will establish a proper accounting system in accordance with generally accepted accounting standards or agency directives.

3.
Will establish safeguards to prohibit employees from using their positions for a purpose that constitutes or presents the appearance of personal or organizational conflict of interest, or personal gain.

4.
Will initiate and complete the work within the applicable time frame after receipt of approval of the awarding agency.

5.
Will comply with the Intergovernmental Personnel Act of 1970 (42 U.S.C. §4728-4763) relating to prescribed standards for merit systems for programs funded under one of the 19 statutes or regulations specified in Appendix A of OPM's Standards for a Merit System of Personnel Administration (5 C.F.R. 900, Subpart F).

6.
Will comply with all Federal statutes relating to nondiscrimination. These include but are not limited to: (a) Title VI of the Civil Rights Act of 1964 (P.L. 88-352) which prohibits discrimination on the basis of race, color or national origin; (b) Title IX of the Education Amendments of 1972, as amended (20 U.S.C. §1681-1683, and 1685-1686), which prohibits discrimination on the basis of sex; (c) Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. §794), which prohibits discrimination on the basis of handicaps; (d)
	
	the Age Discrimination Act of 1975, as amended (42 U.S.C. §6101-6107), which prohibits discrimination on the basis of age; (e) the Drug Abuse Office and Treatment Act of 1972 (P.L. 92-255), as amended, relating to nondiscrimination on the basis of drug abuse; (f) the Comprehensive Alcohol Abuse and Alcoholism Prevention, Treatment and Rehabilitation Act of 1970 (P.L. 91-616), as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g)  523 and 527 of the Public Health Service Act of 1912 (42 U.S.C. §290 dd-3 and 290 ee 3), as amended, relating to confidentiality of alcohol and drug abuse patient records; (h) Title VIII of the Civil Rights Act of 1968 (42 U.S.C. §3601 et seq.), as amended, relating to nondiscrimination in the sale, rental or financing of housing; (i) any other nondiscrimination provisions in the specific statute(s) under which application for Federal assistance is being made; and (j) the requirements of any other nondiscrimination statute(s) which may apply to the application.

7.
Will comply, or has already complied, with the requirements of Titles II and III of the uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (P.L. 91-646) which provide for fair and equitable treatment of persons displaced or whose property is acquired as a result of Federal or federally assisted programs. These requirements apply to all interests in real property acquired for project purposes regardless of Federal participation in purchases.

8.
Will comply, as applicable, with the provisions of the Hatch Act (5 U.S.C. §1501-1508 and §7324-7328) which limit the political activities of employees whose principal employment activities are funded in whole or in part with Federal funds.
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	9.
Will comply, as applicable, with the provisions of the Davis-Bacon Act (40 U.S.C. §276a to 276a-7), the Copeland Act (40 U.S.C. §276c and 18 U.S.C. §874) and the Contract Work Hours and Safety Standards Act (40 U.S.C. §327-333), regarding labor standards for federally assisted construction subagreements.

10.
Will comply, if applicable, with flood insurance purchase requirements of Section 102(a) of the Flood Disaster Protection Act of 1973 (P.L. 93-234) which requires recipients in a special flood hazard area to participate in the program and to purchase flood insurance if the total cost of insurable construction and acquisition is $10,000 or more.

11.
Will comply with environmental standards which may be prescribed pursuant to the following: (a) institution of environmental quality control measures under the National Environmental Policy Act of 1969 (P.L. 91-190) and Executive Order (EO) 11514; (b) notification of violating facilities pursuant to EO 11738; (c) protection of wetlands pursuant to EO 11990; (d) evaluation of flood hazards in floodplains in accordance with EO 11988; (e) assurance of project consistency with the approved State management program developed under the Coastal Zone Management Act of 1972 (16 U.S.C. §1451 et seq.); (f) conformity of  Federal actions to State (Clear Air) Implementation Plans  under Section 176(c) of the Clean Air Act of 1955, as  amended (42 U.S.C. §7401 et seq.); (g) protection of  underground sources of drinking water under the Safe  Drinking Water Act of 1974, as amended, (P.L. 93-523); and  (h) protection of endangered species under the Endangered  Species Act of 1973, as amended, (P.L. 93-205).


	
	12
Will comply with the Wild and Scenic Rivers Act of 1968 (16 U.S.C. §1721 et seq.) related to protecting components or potential components of the national wild and scenic rivers system.

13.
Will assist the awarding agency in assuring compliance with Section 106 of the National Historic Preservation Act of 1966, as amended (16 U.S.C. §470), EO 11593 (identification and protection of historic properties), and the Archaeological and Historic Preservation Act of 1974 (16 U.S.C. §469a-1 et seq.).

14.
Will comply with P.L. 93-348 regarding the protection of human subjects involved in research, development, and related activities supported by this award of assistance. 

15.
Will comply with the Laboratory Animal Welfare Act of 1966 (P.L. 89-544, as amended, 7 U.S.C. §2131 et seq.) pertaining to the care, handling, and treatment of warm blooded animals held for research, teaching, or other activities supported by this award of assistance.

16.
Will comply with the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. §4801 et seq.) which prohibits the use of lead- based paint in construction or rehabilitation of residence structures.

17.
Will cause to be performed the required financial and compliance audits in accordance with the Single Audit Act Amendments of 1996 and OMB Circular No. A-133, Audits of States, Local Governments, and Non-Profit Organizations.
18.
Will comply with all applicable requirements of all other Federal laws, executive orders, regulations and policies governing this program.


	SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL

 
	TITLE

	APPLICANT ORGANIZATION


	DATE SUBMITTED



Standard Form 424B (Rev. 7-97) Back

Exhibit 16: Certifications Regarding Lobbying; Debarment, Suspension and Other

Responsibility Matters; and Drug-Free Workplace Requirements

Applicants should refer to the regulations cited below to determine the certification to which they are required to attest. Applicants should also review the instructions for certification included in the regulations before completing this form. Signature of this form provides for compliance with certification requirements under 34 CFR Part 82, "New Restrictions on Lobbying," and 34 CFR Part 85, "Government-wide Debarment and Suspension (Non-procurement) and Government-wide Requirements for Drug-Free Workplace (Grants)." The certifications shall be treated as a material representation of fact upon which reliance will be placed when the Department of Education determines to award the covered transaction, grant, or cooperative agreement.

	1. LOBBYING

As required by Section 1352, Title 31 of the U.S. Code, and implemented at 34 CFR Part 8s, for persons entering into a grant or cooperative agreement of $100,000, as defined at 34 CFR Part 82, Sections 82.105 and 82.110, the applicant certifies that:

(a)
No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of Congress, or an employee of a Member of Congress in connection with the making or any Federal grant, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal grant or cooperative agreement:

(b)
If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal grant or cooperative agreement, the undersigned shall complete and submit Standard Form – LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions;

(c)
The undersigned shall require that the language of this certification be included in the award documents for all sub awards at all tiers (including subcontracts) and that all sub recipients shall certify and disclose accordingly.

_____________________________________________________
2.
DEBARMENT, SUSPENSION, AND OTHER RESPONSIBILITY MATTERS
As required by Executive Order 12549, Debarment and Suspension, and implemented at 34 CFR Part 85, for prospective participants in primary covered transactions, as defined at 34 CFR Part 85, Section 85,102 and 85.110-

A. The applicant certifies that it and its principals:

(a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal department or agency;

(b) Have not within a three-year period preceding this application been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State, or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statement, or receiving stolen property.
	
	(c) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State, or local) with commission of any of the offenses enumerated in paragraph (2)(b) of this certification; and

(d) Have not within a three-year period preceding this application had one or more public transaction (Federal, State, or local) terminated for cause or default; or

B. Where the applicant is unable to certify any of the statements in this certification, he or she shall attach an explanation to this application.

_____________________________________________________

3.
DRUG-FREE WORKPLACE


(GRANTEES OTHER THAN INDIVIDUALS)
As required by the Drug-Free Workplace Act of 1988, and implemented at 34 CFR Part 85, Subpart F, for grantees, as defined at 34 CFR Part 85, Sections 85.605 and 85.610.

A.
The applicant certifies that it will or will continue to provide a drug-free workplace by:

(a)
Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the grantee’s workplace and specifying the actions that will be taken against employees for violation of such prohibition:

(b)
Establishing an on-going drug-free awareness program to inform employees about:

(1) The dangers of drug abuse in the workplace;

(2) The grantee’s policy of maintaining a drug-free workplace;

(3) Any available drug counseling, rehabilitation, and employee assistance programs; and

(4) The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace;

(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a);

(d) Notifying the employee in the statement required by paragraph (a) that, as a condition of employment under the grant, the employee will:

(1) Abide by the terms of the statement; and

(2) Notify the employer in writing of his or her conviction for a violation of a criminal drug statute occurring in the workplace no later than five calendar days after such conviction;

	(e) Notifying the agency, in writing, within 10 calendar days after receiving notice under subparagraph (d)(2) from an employee or otherwise receiving actual notice of such conviction. Employers of convicted employees must provide notice, including position title, to: Director, Grants and Policy and Oversight Staff, U.S. Department of Education, 400 Maryland Avenue, S.W. (Room 3652, GSA Regional Office Building No. 3), Washington, DC 20202-4248. Notice shall include the identification number(s) of each affected grant;

(f) Taking one of the following actions, within 30 calendar days or receiving notice under subparagraph (d)(2), with respect to any employee who is so convicted;

(1) Taking appropriate personnel action against such an employee, up to and including termination, consistent with the requirements of the Rehabilitation Act of 1973, as amended; or

(2) Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency;

(g) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraph (a), (b), (c), (d), (e), and (f).

A. The grantee may insert in the space provided below the site(s) for the performance of work done in connection with the specific grant:
	
	Place of Performance (Street address, city, county, state, zip code)

	(h) 
	
	Street Address



	(i) 
	
	City


	County



	(j) 
	
	State

Maryland
	Zip Code



	(k) 
	
	Check  if there are any workplaces on file that are not identified here.

_____________________________________________________

DRUG-FREE WORKPLACE

(GRANTEES WHO ARE INDIVIDUALS)
As required by the Drug-Free Workplace Act of 1988, and implemented as 34 CFR Part 85, Subpart F, for grantees, as defined at 34 DFR Part 85, Section 85.605 and 85.610 - 

A.
As a condition of the grant, I certify that I will not engage in the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in conducting any activity with the grant; and

B.
If convicted of a criminal drug offense resulting from a violation during the conduct of any grant activity, I will report the convictions, to: Director, Grants and Contracts Services, U.S. Department of Education, 400 Maryland Avenue, S.W. (Room 3652, GSA Regional Office Building No. 3), Washington, DC 20202-4248. Notice shall include the identification number(s) of each affected grant.


As the duly authorized representative of the applicant, I hereby certify that the applicant will comply with the above certifications.

	NAME OF APPLICANT
PR/AWARD NUMBER AND/OR PROJECT NAME


	PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE



	SIGNATURE
DATE



ED-80-0013
12/98

Approved by OMB

0348-0046

Exhibit 17: Certification Regarding Lobbying

Certification for Contracts, Grants, Loans, and Cooperative Agreements 

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of an agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. 

(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, ''Disclosure of Lobbying Activities,'' in accordance with its instructions. 

(3) The undersigned shall require that the language of this certification be included in the award documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose accordingly. This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into. Submission of this certification is a prerequisite for making or entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure. 

Statement for Loan Guarantees and Loan Insurance 

The undersigned states, to the best of his or her knowledge and belief, that: 

If any funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with this commitment providing for the United States to insure or guarantee a loan, the undersigned shall complete and submit Standard Form-LLL, ''Disclosure of Lobbying Activities,'' in accordance with its instructions. Submission of this statement is a prerequisite for making or entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required statement shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure. 

	* APPLICANT’S ORGANIZATION



	* PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE


   Prefix:
* First Name:
Middle Name:


* Last Name:

Suffix:

* Title: 


	
* SIGNATURE:
DATE:


Exhibit 18: Disclosure of Lobbying Activities
Complete this form to disclose lobbying activities pursuant to 31 U.S.C. §1352

	1. Type of Federal Action:

             a. contract

 ____    b. grant

             c. cooperative agreement

             d. loan

             e. loan guarantee

             f. loan insurance        
	2. Status of Federal Action:

                a. bid/offer/application

  _____    b. initial award

                c. post-award     
	3. Report Type:

              a. initial filing

 _____   b. material change

For material change only:

Year _______ quarter _______

Date of last report___________
   

	4. Name and Address of Reporting Entity:

   ____ Prime        _____ Subawardee

                                  Tier______, if Known:                              


Congressional District, if known:


	5. If Reporting Entity in No. 4 is Subawardee, Enter Name and Address of Prime:

Congressional District, if known:



	6. Federal Department/Agency: 


	7.  Federal Program Name/Description:
CFDA Number, if applicable: __________________



	8.  Federal Action Number, if known:
	9.  Award Amount, if known:

$



	10.  a. Name and Address of Lobbying Registrant

(if individual, last name, first name, MI):


	b.  Individuals Performing Services (including address if different from No. 10a)


(last name, first name, MI):



	11.  Information requested through this form is authorized by title 31 U.S.C. §1352.  This disclosure of lobbying activities is a material representation of fact upon which reliance was placed by the tier above when this transaction was made or entered into. This disclosure is required pursuant to 31 U.S.C. §1352. This information will be reported to the Congress semi-annually and will be available for public inspection. Any person who fails to file the required disclosure shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.
	Signature: __________________________________

Print Name: _________________________________

Title: ______________________________________

Telephone No.: ________________ Date: _______

	Federal Use Only
	Authorized for Local Reproduction

Standard Form - LLL (Rev. 7-97)


Completion Directions for Exhibit 18
This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, at the initiation or receipt of a covered Federal action, or a material change to a previous filing, pursuant to title 31 U.S.C. section 1352. The filing of a form is required for each payment or agreement to make payment to any lobbying entity for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a covered Federal action. Complete all items that apply for both the initial filing and material change report. Refer to the implementing guidance published by the Office of Management and Budget for additional information.

1. Identify the type of covered Federal action for which lobbying activity is and/or has been secured to influence the outcome of a covered Federal action.

2. Identify the status of the covered Federal action.

3. Identify the appropriate classification of this report. If this is a follow-up report caused by a material change to the information previously reported, enter the year and quarter in which the change occurred. Enter the date of the last previously submitted report by this reporting entity for this covered Federal action.

4. Enter the full name, address, city, State, and zip code of the reporting entity. Include Congressional District, if known. Check the appropriate classification of the reporting entity that designates if it is, or expects to be, a prime or subaward recipient. Identify the tier of the subawardee, e.g., the first subawardee of the prime is the 1st tier. Subawards include but are not limited to subcontracts, subgrants, and contract awards under grants.

5. If the organization filing the report in item 4 checks “Subawardee,” then enter the full name, address, city, State and zip code of the prime Federal recipient. Include Congressional District, if known.

6. Enter the name of the federal agency making the award or loan commitment. Include at least one organizational level below agency name, if known. For example, Department of Transportation, United States Coast Guard.

7. Enter the Federal program name or description for the covered Federal action (item 1). If known, enter the full Catalog of Federal Domestic Assistance (CFDA) number for grants, cooperative agreements, loans, and loan commitments.

8. Enter the most appropriate Federal identifying number available for the Federal action identified in item 1 (e.g., Request for Proposal (RFP) number; Invitations for Bid (IFB) number; grant announcement number; the contract, grant, or loan award number; the application/proposal control number assigned by the Federal agency). Included prefixes, e.g., “RFP-DE-90-001.”

9. For a covered Federal action where there has been an award or loan commitment by the Federal agency, enter the Federal amount of the award/loan commitment for the prime entity identified in item 4 or 5.

10. (a) Enter the full name, address, city, State, and zip code of the lobbying registrant under the Lobbying Disclosure Act of 1995 engaged by the reporting entity identified in item 4 to influence the covered Federal action.

11. (b) Enter the full names of the individual(s) performing services, and include full address if different from 10(a). Enter Last Name, First Name, and Middle Initial (MI).

12. The certifying official shall sign and date the form, print his/her name, title, and telephone number.
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