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This guidance document provides the information necessary for adult education grant recipients to finalize their data entry for fiscal year (FY) 2019-2020. If you have questions, please do not hesitate to contact the Office of Career, Technical, and Adult Education by email at OAEL@doe.virginia.gov or by telephone at (804) 786-3347. Terms and acronyms may be found in the Adult Education Data Dictionary. 
[bookmark: _Toc44400964]2019-2020 Close-out Information
This section provides adult education programs with information for finalizing their adult education program records for FY 2019-2020. The deadline for finalizing 2019-2020 adult education data is 11:59 p.m., Friday, August 7, 2020.

1. [bookmark: _Toc44400965]General Data Entry Reminders 
A. SSWS Closing Date – The 2019-2020 SSWS adult education collection window is scheduled to close midnight, August 7, 2020. In SSWS, the close date appears as “August 8, 2020.”
B. Student Information – Documentation for student information entered in SSWS should be kept in each student’s folder. This includes all required demographic information, student assessment results, and any evidence of postsecondary program enrollment and/or attainment of a recognized postsecondary credential. If attendance is not recorded on the ASPD, programs have the option of maintaining attendance documentation as class attendance logs or sign-in sheets, which do not have to be stored in each student’s folder. Also, if programs do not document assessment results on the ASPD, they must maintain test documentation in each student’s folder and the documentation must include all required test information, which are marked with an asterisk on the ASPD.
C. Staff Information – Active staff in 2019-2020 should have a 2019-2020 employment history recorded in SSWS. Staff should also have a current test publisher certification if he or she administered assessments in 2019-2020.
D. Possible SSWS Implementation Errors – Program data may reflect errors as a result of updates implemented in SSWS in 2019-2020. A description of each error type is provided below. To assist programs with identifying the errors, the state office will request a report of each error type at the end of June and at the end of July and notify programs of any outstanding errors. Programs that enter new data or update existing records for 2019-2020 after July 31, 2020, are responsible for ensuring that their data is error-free. The errors listed below refer to 2019-2020 records.
I. Program Type – All students must have a Program Type selected.
II. Primary Funding Source – All students must have a Primary Funding Source selected.
III. Integrated English Literacy and Civics Education (IELCE) Alignment – All students with “Integrated English Literacy and Civics Education” selected as a Program Type should have “IELCE (Sec. 243)” selected as a Primary Funding Source. Similarly, students with “IELCE (Sec. 243)” selected as a Primary Funding Source should have “Integrated English Literacy and Civics Education” selected as a Program Type. 
IV. IET – If an adult education student is enrolled in an Integrated Education and Training (IET) cohort, programs should select “Yes” under the item, “Is the student enrolled in an Integrated Education and Training program?”
V. Co-enrollment – If an adult education student is enrolled in an adult education program and a program with another WIOA title agency, then program staff should select Virginia Career Works (Title I), VEC (Title III), or DARS/DBVI (Title IV) under “Agencies/partners with which the student is co-enrolled.” If the student is enrolled in multiple WIOA title agency programs, program staff should select only one title agency program. 
VI. Date of Birth – No logic restriction has been placed on the year of birth. Therefore a student’s age may be incorrect. To assist programs with ensuring that a student’s date of birth is entered correctly, the Student Demographics page provides a “Current Age (Years)” identifier that calculates the student’s age once his or her birth date is entered. 
2. [bookmark: _Toc44400966]Student Demographics 
A. All items with an asterisk in SSWS must be completed.
B. Intake Date – Make sure that the “Intake Date” in SSWS represents the first intake or registration date of the 2019-2020 program year. Note: If a student had more than one enrollment in 2019-2020, and a later intake date is entered in SSWS, activities prior to the later intake date will not be reported.
C. Social Security Number (SSN) – While “Social Security Number” is not a required item, it is critical that the information is entered in SSWS if provided by the student. Without an SSN, the state will be unable to match the student for calculating the state employment outcome attainment rate (see Item 8 below).
D. Program Exit – The last date of attendance becomes an exit date once a period of inactivity of 90 days has occurred. 
Exit occurring prior to April 2
If a student’s last date of attendance was prior to April 2, 2020 program staff do not have to enter an exit date. SSWS will automatically identify the last date of attendance as an exit date. 
Exit occurring on or after April 2
If a student’s last date of attendance was between April 2 and June 30, 2020, SSWS will not assign the last date of attendance to be an exit date because not enough time will have passed to establish one. If a student exited an adult education program during this period and afterward enrolled in a postsecondary education or training program on or before June 30, 2020, programs should enter the student’s last date of attendance as the exit date and indicate “Entered Postsecondary Program” as the justification.
Special Circumstances 
There are special circumstances when a participant may be exited for reasons other than the occurrence of 90 days of inactivity. Be sure to enter an exit date and select the appropriate reason in SSWS. The special circumstances are listed below:
I. Participant is deceased.
II. Participant has been called to active or National Reserve duty for 90 days or more.
III. Participant receives medical treatment that is expected to last 90 days or longer. 
IV. Participant becomes incarcerated in a correctional facility or has become a resident of an institution or facility providing 24-hour support.
E. Program Participation – “Program Participation” is a non-required category because the selections will not always apply to each student. However, programs should complete this section for students identified below:
I. If a student’s Primary Funding Source is “Corrections and Institutions (Sec. 225),” program staff must select one of the following:
a. Community Correctional Program,
b. Correctional Facility, or
c. Other Institutional Setting
II. If a student is enrolled in a Family Literacy program, program staff should select “Family Literacy.” 
III. If a student is enrolled in a PluggedInVA (PIVA) cohort, which is also supported with AEFLA-related funding, program staff should select “PIVA.” This information will be used to validate PIVA enrollment submitted to the state adult education office.
F. Participant Status – “Participant Status” is a required category because every Title II student is considered an “ELL, Low Literacy, or Facing Cultural Barriers.” To assure that each student is counted as “ELL, Low Literacy, or Facing Cultural Barriers,” SSWS automatically makes this selection when a student record is created or rolled forward from a previous year. Any additional barriers reported by the student should be entered under Participant Status in SSWS.
3. [bookmark: _Toc44400967]Student Tests
A. The date of a pre- or a post-test must be entered as attendance before entering the test information in SSWS. If program staff try to enter test information before identifying a test date as attendance, the system will not allow the test information to be saved.
B. Hours assigned to the same date of the test count towards that subject area test and towards the next test in the same subject area. For example, if you assign three hours of attendance to a date on which a pre-test was administered, the three hours will count towards the pre-test as well as towards the next test administered in the same subject area.
4. [bookmark: _Toc44400968]GED® Test Scores 
A. GED® ID – To be able to enter GED® scores, programs must first enter the student’s GED® ID. The system will not allow GED® results to be entered without first entering the GED® ID.
B. GED® Completers Report – The GED® Completers report that had been distributed to adult education providers in previous years will no longer be used to determine GED® attainment. All students eligible for demonstrating a GED®-based MSG on NRS Table 4 or for evaluating secondary credential attainment on NRS Table 5 will be determined based on GED® information entered in SSWS.
C. GED® MSG – SSWS will automatically recognize demonstration of an MSG for students who earn their GED® once passing scores for all four subjects are entered. For a student to be recognized for earning a secondary credential MSG in 2019-2020, at least one subject must have a passing score with a 2019-2020 program year test date.
5. [bookmark: _Toc44400969]Diploma Program Enrollment
A. Programs must enter the required diploma program information for students to be recognized for being enrolled in a program leading to a General Achievement Adult High School Diploma (GAAHSD) or an Adult High School Diploma.
B. “Active” Step – To recognize student participation in any of the three adult education diploma programs (i.e., GAAHSD, local Adult High School program, and NEDP), program staff must enter program enrollment information. When a student first enrolls, programs must select “Active,” which will automatically prompt program staff to enter a registration date. Enrollment information will not be saved without a registration date. 
Note: The system will not allow entry of a registration date unless attendance has already been entered for that date.
C. NEDP MSG – SSWS will automatically recognize an MSG for NEDP students who make the transition from the Diagnostic Phase to the Generalized Assessment phase when the status “Enrolled in NEDP Assessment Phase” has been selected and the required information completed. 
D. Secondary Credential MSG – SSWS will automatically recognize demonstration of an MSG for all diploma program students who earn a diploma when “Earned Diploma” is selected and the required information completed.
E. To report that a student earned a secondary credential, the adult education program must have evidence of the credential attainment in the student file (e.g., a photocopy of the credential with the student’s name and issue date or communication from the school division confirming that the student earned the credential). An email from the student indicating that he or she earned the secondary credential is not sufficient.
6. [bookmark: _Toc44400970]Postsecondary Education/Training Program Enrollment and Certification 
A. Credential Attainment Recognition – Programs must complete the “Postsecondary Education or Training Enrollment” section for students to be recognized as having been enrolled in a postsecondary education or training program. To have students recognized as having earned a recognized postsecondary credential, programs must complete the “Recognized Postsecondary Credential” section. Information about credentials that are not recognized postsecondary credentials should not be entered in SSWS. (For a definition of “Recognized Postsecondary Credential,” see Item C below.)
B. To report that a student was enrolled in or had earned a recognized postsecondary credential, the adult education program must have evidence of the activity in the student file (e.g., a photocopy of the certification or communication from the postsecondary program confirming the postsecondary enrollment or attainment of the certification). An email from the student indicating that he or she had enrolled in or earned certification from a postsecondary program is not sufficient evidence.
C. Recognized Postsecondary Credential – Postsecondary credential attainment may be fulfilled only if the credential is a recognized postsecondary credential. A credential is a recognized postsecondary credential if it meets one of the following:
I. An industry recognized certificate or certification,
II. A certificate of completion of an apprenticeship,
III. An occupational license recognized by the state or by the federal government, or
IV. An associate or baccalaureate degree.
Reminder: Any type of work readiness certification such as the Career Readiness Certificate (CRC), or a general certification recognized by an industry but not for a particular occupation, such as First Aid or digital literacy certification, is not considered to be a “Recognized Postsecondary Credential.”
7. [bookmark: _Toc44400971] Student Goals 
A. Student goal information should be entered for students enrolled in Integrated English Literacy and Civics Education (IELCE) or family literacy programs only.
B. The information captured in the “Student Goals” section will be used to report information on NRS Table 8 for family literacy participation and on NRS Table 9 for IELCE participation.
8. [bookmark: _Toc44400972] Follow-up Outcome Eligibility
WIOA requires states to determine whether participants achieved employment and credential attainment outcomes required by post exit (follow-up) performance indicators after exit from each PoP. The time period for determining credential attainment and fourth quarter employment is up to one year after each PoP exit. For the second quarter employment and median earnings indicators, the time period for determining both indicators is up to two quarters after each PoP exit. To ensure that a full year of data are available for each indicator, the following cohorts for each post exit indicator will be used to determine attainment for each for 2019-2020 reporting. 
A. Employment Rate (Second Quarter after Exit) – All participants with a PoP exit date occurring between July 1, 2018 and June 30, 2019 are eligible for determination of the Employment Rate in the Second Quarter after Exit to be reported on NRS Tables 5, 5A, 8, 9, 10, 11, and the Statewide Performance Report (SPR). Determination of employment will be based on matching the records of adult education participants who meet the employment criteria with Virginia Employment Commission (VEC) wage and unemployment insurance data. 
As a member of the State Wage Interchange System (SWIS) Data Sharing Agreement, Virginia will determine employment based on matching the records of adult education participants who meet the employment criteria established by SWIS with wage and unemployment insurance data offered by other SWIS member states. The Employment rate information reported on NRS Tables 5, 5A, 8, 9, 10, 11, and the SPR will represent the results of both the VEC and SWIS data matches, combined.
B. Employment Rate (Fourth Quarter after Exit) – All participants with a PoP exit date occurring between January 1, 2018 and December 31, 2018 are eligible for determination of the Employment Rate in the Fourth Quarter after Exit to be reported on NRS Tables 5, 5A, 8, 9, 10, 11, and the SPR. The data match process used to determine 9(A) above will be used to determine the Employment Rate in the Fourth Quarter after Exit indicator, the one difference being that the data match will be based on whether the adult education participant is employed in the fourth quarter after program exit.
C. Credential Attainment – All participants with a PoP exit date occurring between January 1, 2018 and December 31, 2018 are eligible for determination of credential attainment to be reported on NRS Tables 5, 5A, 8, 9, 10, 11, and the Statewide Performance Report if the additional criteria listed below are also met. 
I. Postsecondary Credential Attainment – In addition to a postsecondary program exit date between January 1, 2018 and December 31, 2018, participants identified in SSWS as being co-enrolled or enrolled in an IET program are eligible for determination of postsecondary credential attainment. Determination of postsecondary credential attainment will be based on matching the records of these adult education participants with data maintained by the National Student Clearinghouse (NSC) and the Virginia Community College System (VCCS) to identify how many earned a postsecondary credential while enrolled in a postsecondary program or within one year of exiting from a postsecondary program. 
II. Secondary Credential Attainment – In addition to an adult education program exit date between January 1, 2018 and December 31, 2018, participants identified in SSWS as enrolled in an adult education program at the Adult Secondary Education (ASE) level are eligible for determination of secondary credential attainment. Determination of secondary credential attainment will be based on matching the records of these adult education participants with GED® and NEDP completer data to identify how many earned a secondary credential while enrolled in an adult education program or within one year of exiting from the adult education program and who were either employed or enrolled in a postsecondary education or training program within one year of exiting from the adult education program. 
Note: Determination of postsecondary and secondary credential attainment may be supplemented by using the postsecondary and secondary credential attainment information entered in SSWS and maintained in program’s student files. 
9. [bookmark: _Toc44400973]MSG Eligibility 
MSG eligibility is divided into two types of gains, EFL Gain and Secondary Credential Gains. Requirements for each type are provided below.
A. EFL Gain – The three types of EFL gain that may be used to demonstrate MSG and their requirements are provided below. Remember that of the three, only “Entry into Postsecondary” requires an exit date.
I. Pre-test/Post-test Gain – 
a. The student must be a participant while enrolled in an adult education program.
b. All test results used for evaluating a pre-test/post-test gain must be valid.
c. The post-test result must be one or more EFLs higher than the participant’s pre-test result. Once a post-test EFL gain has been demonstrated, the EFL of the post-test result becomes the new pre-test EFL.
d. The test results in only those subjects approved for use for each state-approved test type are eligible for demonstration of a pre-test/post-test gain.
II. Entry into Postsecondary – 
a. The student must be a participant while enrolled in an adult education program.
b. The student must exit the adult education program and then enroll in a postsecondary education or training program.
c. Entry into the postsecondary education or training program must occur in the same program year as the adult education program exit.
Note: For a student to be recognized as demonstrating an “Entry in Postsecondary” MSG, entry of the required data must be in sequence. 
d. If a student had multiple postsecondary enrollments in a program year, each separated by 90 days of inactivity, and the postsecondary enrollment information had not yet been entered, the program should use the steps below to enter the postsecondary enrollment data:
1. Remove all adult education attendance occurring after the first postsecondary enrollment.
2. Enter the information for the first postsecondary enrollment.
3. Enter the adult education attendance leading to the second postsecondary enrollment.
4. Enter the information for the second postsecondary enrollment.
5. Repeat steps 3 and 4 for each additional postsecondary enrollment.
III. Transition from Diagnostic Phase to Generalized Assessment Phase (NEDP participants only) – 
a. The student must be a participant while enrolled in NEDP and identified as being in the Diagnostic Phase in the current program year.
b. To demonstrate the transition from the Diagnostic Phase to the Generalized Assessment Phase, programs must complete the information for entering the Generalized Assessment Phase in SSWS.
B. Secondary Credential Gain – Students that earn a secondary school diploma or recognized equivalent are eligible to be recognized for having earned an MSG. To receive recognition, the student must be a participant in an adult education program during the program year in which the credential was earned and information confirming completion of the diploma program entered in SSWS.
10. [bookmark: _Toc44400974]COVID-based Test Reporting
As a result of program closures stemming from the Coronavirus pandemic (COVID-19), adult education programs have had limited opportunity to conduct in-person testing. Although NRS-approved tests are required for demonstrating pre-/post-test gains, they are not required for students to be recognized as participants or for participants to be recognized for demonstrating other MSGs. According to Director’s Memos 25-20 and  26-20, programs should document all students who are unable to take NRS-approved assessments either for determining instructional placement or for demonstrating pre-/post-test gains to evaluate the impact that COVID-19 has had on in-person testing. 
A. Pre-tests – Programs should follow the steps provided here and shown in the recorded tutorial for documenting students who do not have a valid NRS-approved test. 
I. Have the adult complete an ASPD and evaluate his or her skill level, using a curriculum-based assessment that can reliably identify a student’s EFL. 
II. Enter the student’s registration in SSWS.
III. Enter COVID-19 test certification information in SSWS to recognize staff who may be selected as test administrators. 
IV. Enter the student’s COVID-19 pre-test information. Because there is only one subject, Reading, programs should enter one pre-test result for each student affected. A student should not have multiple COVID-19 pre-test results.
V. Enter the test result that corresponds to the student’s EFL. Program staff may download a test results worksheet to be used for entering COVID-19 test scores. In SSWS, click on the “Instructions (+)” link in the upper-right hand corner of the webpage, then click the “2020 COVID Test Score Ranges” document. 
VI. If a program is able to administer a valid pre-test to a student after COVID-19 pre-test information has already been entered, the program should not remove the COVID-19 pre-test information, but instead should enter the valid pre-test information and use the date of the valid pre-test administration as the date of the test. This means that the student will have in SSWS both COVID-19 pre-test information as well as information for the valid pre-test. 
B. Post-tests – Programs should follow the steps below for documenting students that currently have a valid NRS-approved test, but are unable to take a post-test because of program closures. Only students whose last attendance date is within 90 days prior to when the program closed, or March 13, 2020, when the Governor first closed school systems, whichever occurred earlier, are eligible for COVID-based post-test reporting.
I. Identify which test type and subject are eligible for COVID post-testing. Because students may have had more than one pre-test, it is recommended that programs select as many post-tests for COVID reporting as possible.
II. Enter a post-test result for each eligible post-test type and subject. For a list of score ranges for each test type and subject, refer to the “2020 COVID Test Score Ranges” document (see Item 11(A)(V) above).
III. If a program is able to administer a valid post-test to a student after COVID post-test information has been entered, the program should try to enter the valid post-test information without removing the COVID post-test information. If a program receives an error message, indicating that the student does not have enough hours in between tests, the program should remove the COVID post-test information, then enter the valid post-test results. 
NOTE: Programs should not remove any COVID post-test information as part of finalizing their 2019-2020 data entry in anticipation of entering valid post-test information in 2020-2021. The state office will provide guidance in 2020-21 on how to address entering valid post-test information after July 1, 2020.
11. [bookmark: _Toc44400975]Checking Data Displayed in NRS Tables
It is strongly recommended that programs develop a system to check data entered in SSWS with data maintained in student and staff files as part of their year-end close out. Program staff may review the recorded tutorials on Understanding NRS Tables, available on the Professional Development webpage, to remind themselves of how data elements are displayed on the NRS tables and the student record PoP Dashboard. While programs are encouraged to double-check all of the data entered, some items to review are provided below: 
A. Tables 1, 2, 3, and 4: Do the enrollment totals match across all four NRS tables and does the total match local attendance records?
B. Table 3: Does the number of participants by program type and IET participation match placement and attendance records?
C. Table 4: Is the number of exempted participants displayed in Column C correct?
D. Table 4: Are the MSGs reported under Columns D, E, K, and L consistent with program records?
E. Table 4A: Is the number of NEDP transition EFL gains reported in Column G correct? 
F. Table 4A: Is the number of postsecondary enrollment EFL gains reported in Column I correct?
G. Table 4A: Are the number of participants achieving a literacy-based post-test gain and a math-based post-test gain taken together consistent with the number of participants that achieved a post-test gain?
H. Table 6: Does the total number of students with an Employment Status match the total reported on NRS Tables 1, 2, 3, and 4?
I. Table 6: Does the total for item H above match the total reported under Highest Degree or Level of School Completed?
J. Table 8: Do the enrollment numbers of Family Literacy participants match the attendance records?
K. Table 9: Do the enrollment numbers of IELCE participants match attendance records?
L. Table 10: Do the enrollment numbers of C&I participants match attendance records?
July 1, 2020
12

image1.jpg
VIRGINIA DEPARTMENT OF

'FDUCATION




