For Private Schools Only
ATTACHMENT B: Request for Access to SSWS for Private School Headmaster and Data-Entry Designee
Directions:
· Save this form to a computer and complete the required information.
· Email the completed form to: Lisa.Harris@doe.virginia.gov
· An electronic version of this for mis available on the Web at this link : http://www.doe.virginia.gov/instruction/foreign_language/language_academies/forms/request-ssws-access.docx 
Private schools now enter student data into the same secure website as the public schools for the Governor’s World Language Academies (GWLA) application process.
· The private school designee will be responsible for ensuring that applications are properly packaged for mailing, submitted on time, and will enter information about each applicant into the secure website.
· The private school Headmaster will be responsible for electronically signing off on the verification report in the secure website.
The selected Designee and the Headmaster will be assigned an account with the Single-Sign-on for Web Systems (SSWS) Educational Information Management system through a secure website and will be given access to the GWLA data entry application. Instructions for entering student data are included in Attachment C of the Guide for Schools.
Note: SSWS accounts are not transferrable. If the school has a new designee or Headmaster, submit this form to request new account access for that person. Questions should be directed to Dr. Lisa Harris, Specialist for World Languages and International Education, at (804) 225-3666 or by email at Lisa.Harris@doe.virginia.gov.
Private School Information
[bookmark: _GoBack]School Name:	     
School Phone Number:	(     )       –      
School Fax Number:	(     )       –      
Headmaster Information
Headmaster’s Name:	     
Headmaster’s Email:	     
Data Entry Designee Information
Designee’s Name:	     
Designee’s Email:	     
Designee’s Work Title:	     
