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Written Processes and Procedures

Each Local Provider must have the following items documented:

· a procedure for requesting and collecting Social Security Numbers (including how to deal with missing numbers) and documenting informed consent to use the SSN for data-matching purposes

· written definitions for all data elements, including demographic measures and contact hours, and has provided them to all appropriate staff

· use of state-approved standard forms (electronic or paper) for collecting student information (e.g., intake, goals, attendance) that include all NRS and required state measures and have correct NRS and state definitions and categories

· that it has staff with clear responsibility for data collection, for data verification and analysis, and for data entry

· written procedures for correcting errors and resolving missing data with correct information

These documents should be kept on file and updated as changes in staff, responsibilities, and procedures occur.
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