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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) 2018-2019. 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.
[bookmark: _Toc14966193]2018-2019 Close-out Information
This section provides adult education programs with information for finalizing their adult education program records for FY 2018-2019. The deadline for finalizing 2018-2019 adult education data is 11:59 p.m., Friday, August 9, 2019.
Unlike as in previous years, no additional time can be extended to programs if data entry is not completed by August 9.
1. [bookmark: _Toc14966194]General Data Entry Reminders 
a. SSWS Closing Date – The 2018-2019 SSWS adult education collection window is scheduled to close midnight, August 9, 2019. In SSWS, the close date appears as “August 10, 2019.”
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.
c. Staff Information [Slides 25-35] [footnoteRef:1] – Active staff in 2018-2019 should have a 2018-2019 employment history recorded in SSWS. There should also be a current test publisher certification entered for any staff that administered assessments in 2018-2019. [1:  Slide number references to the “SSWS Adult Education Application: Changes to the User Interface for 2018-19” PowerPoint presentation are provided in brackets.] 

d. Error Reports – The error reports currently in SSWS are not applicable to 2018-2019 data. Avoid using them to evaluate the accuracy of your data.
2. [bookmark: _Toc14966195]Student Demographics [Slides 45-53]
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 2018-2019 program year. Note: If a student had more than one enrollment in 2018-2019, and a later intake date is entered in SSWS, activities prior to the later intake date will not be reported.
c. Social Security Number – While “Social Security Number” is not a required item, it is important that the information is captured in SSWS if provided by the student because data matching for outcome attainment requires a social security number.
d. Program Exit – The last date of attendance becomes an exit date once 90 days of inactivity have occurred. 

Exit occurring prior to April 2
If a student’s last date of attendance was prior to April 2, 2019, 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, 2019, SSWS will not identify an exit date because not enough time will have passed to establish one. In such cases, if a student has not given any indication of returning, programs may enter an exit date which SSWS will recognize.
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 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:
1. Community Correctional Program,
2. Correctional Facility, or
3. 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 PluggedIn Virginia (PIVA) cohort, program staff should select “PIVA.”  This information will be used to validate PIVA headcounts submitted to the state adult education office.
iv. If a student is enrolled in an Integrated Education and Training (IET) cohort, program staff should select “IET.”
f. Participant Status – “Participant Status” is also a non-required category because not every student has a barrier to employment. However, because MSG and outcome attainment are reported on the Statewide Performance Report for students who self-identify as belonging to a barrier to employment category, it is important that this information is captured in SSWS if provided by the student.

3. [bookmark: _Toc14966196]Attendance [Slides 99-105]
a. The number of attendance entries in SSWS was increased from 10 to 20.
b. The maximum number of attendance hours that may be entered per attendance entry in SSWS was increased from eight to 12. 
Note: Time entered as attendance must represent time in which the student received instruction. 
4. [bookmark: _Toc14966197]Student Tests [Slides 54-58]
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. The VDOE has implemented a coding solution that will automatically assign one hour of attendance for pre- and post-test dates that were entered in SSWS but not assigned attendance prior to June 1, 2019. This will alleviate the need for program staff to assign attendance to test dates. 
c. Hours assigned to the same date of the test count towards that test, not towards the next test. 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, not towards the next test administered.
5. [bookmark: _Toc14966198]GED® Test Scores [Slides 59-63]
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® when passing scores for all four subjects are entered.
6. [bookmark: _Toc14966199]Diploma Program Enrollment [Slides 64-71]
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 selection 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 the attainment of the credential by the student). An email from the student indicating that he or she earned the secondary credential is not sufficient.
7. [bookmark: _Toc14966200]Postsecondary Education/Training Program Enrollment and Certification [Slides 72-77]
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 general certification that may be 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.”

8. [bookmark: _Toc14966201] Student Goals [Slides 78-84]
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 NRS Table 9 for IELCE participation.
9. [bookmark: _Toc14966202] Follow-up Outcome Eligibility
a. Employment – All participants with a 2018-2019 exit date are eligible for determination of employment to be reported on NRS Tables 5, 5A, 8, 9, 10, 11, and the Statewide Performance Report. 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. 
b. Credential Attainment – All participants with a 2018-2019 exit date 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 2018-2019 exit date, 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 adult education participants who meet the Postsecondary Credential Attainment criteria with databases such as the National Student Clearinghouse (NSC). 
ii. Secondary Credential Attainment – In addition to a 2018-2019 exit date, 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 adult education participants who meet the Secondary Credential Attainment criteria with GED® and NEDP completer data. 
Note: Determination of postsecondary and secondary credential attainment may be supplemented by using the postsecondary and secondary credential attainment information entered in SSWS. 
10. [bookmark: _Toc14966203]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 – There are three types of EFL gain that may be demonstrated as MSG in Virginia. The requirements for demonstrating each type of EFL gain are provided below. Remember that other than “Entry into Postsecondary,” none of the MSGs require an exit date.
i. Pre-test/Post-test Gain – 
1. The student must be a participant while enrolled in an adult education program.
2. All test results used for considering a pre-test/post-test gain must be valid.
3. 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 established, the EFL of the post-test result becomes the new pre-test EFL.
4. Any subject tested is eligible for demonstration of a pre-test/post-test gain.
ii. Entry into Postsecondary – 
1. The student must be a participant while enrolled in an adult education program.
2. The student must exit the adult education program.
3. After exiting the adult education program, the student must enroll in a postsecondary education or training program.
4. Entry into the postsecondary education or training program must occur in the same program year as the program exit.
Note: VDOE implemented a feature in SSWS to accommodate data entry for postsecondary enrollment information. This feature requires data to be entered in sequence. If a student had more than one postsecondary enrollment, the program should follow the steps below:
1. Remove all adult education attendance entered after the first postsecondary enrollment.
2. Enter the postsecondary information for the first postsecondary enrollment.
3. Enter the adult education attendance leading to the second postsecondary enrollment.
4. Enter the postsecondary 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) – 
1. The student must be a participant while enrolled in NEDP.
2. The student must complete the requirements for entering the Generalized Assessment Phase.
b. Secondary Credential Gains – Students that earn a secondary school diploma or recognized equivalent are 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.
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