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FY19 Assessment Policies and Procedures
Tutorial Instructions

The components of this tutorial include reviewing the FY19 OAE Adult Learner Assessment Policies and Procedures Manual, viewing a PowerPoint presentation, completing a participant worksheet, and filling out a short online evaluation. Participants should be able to finish the tutorial within 1.5 hours. 

Participants and Deadlines
· Required – All new employees paid with Federal or State funds within 90 days of start date
· Optional – Current employees; Volunteers or other program supporters


Tutorial Process
· Step 1: 
· Go to the Office of Adult Education’s Professional Information website located at http://literacy.coe.uga.edu/ops-inst-services/technicaltraining/index.html. The training materials for this tutorial are located under “FY19 Assessment Policies and Procedures.” 
· Print the participant worksheet.
· Review the original documents. Printing is optional.
· FY19 OAE Adult Learner Assessment Policies and Procedures Manual
· Step 2: 
· Review the FY19 Assessment Policies and Procedures Manual. Be sure to read the notes, as they will explain all of the content on each slide.
· Complete the participant worksheet and evaluation.
· Step 3: 
· Turn in the participant worksheet and evaluation into your local program administrator or designee.
· Seek additional resources or clarification, if needed.
