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1. NEW STUDENT DATA COLLECTION 

 DATA COLLECTION POLICY  

Background  information  

7.2.1. Data Elements: When a student enters a program, the program must attempt to collect the 

following student data elements. Each element is listed as where to find it via the TOPS navigator 

list: 

Student Demographics  

¶ Student First and Last Name (alphabetic characters only)  

¶ Student Middle Initial (used for data matching with the National Student     

Clearinghouse)  

¶ Gender  

¶ Date of Birth  

¶ Social Security Number 

¶ GEDID (as available)  

¶ Highest Years of School  

¶ Highest Diploma 

¶ Earned Outside US (mark if student earned their highest diploma outside the United 

States) 

¶ Ethnicity  

¶ Race  

¶ Native Language  

¶ Student Email (the one that the student actually checks) 

In  Program Years 

¶ Employment Barriers  

Student Records 

¶ Long term (primary) and short-term goal (secondary)  

¶ Personal Status  

¶ Labor Force Status  

¶ Special Program  

Class Enrollment 

¶ Class Number 

Program Enrollments 

¶ Date of Entry into Program  

¶ Instructional Program 

 

7.1.1 
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a) Programs must only use alphabetic characters for First Name, Middle Name, and Last 

Name. Quotations, parentheses, and hyphens are not permitted.   

 

b) For each student, programs must enter a unique student identification number (i.e. Student 

ID) used consistently on all TOPS forms. This may be the local agency-assigned number 

(e.g. College ID number).  

7.1.2 Frequency:  Programs must input all collected student data into TOPSpro Enterprise within 

30 days of collection.  

7.1.3. Social Security Numbers:   

a) Programs must attempt to gather SSNs from students.   

b) Eligible Title II students must be served even if they decline to disclose their SSNs.   

c) Programs must not use a studentõs social security number as the studentõs assigned 

identification number (i.e., Student ID). 

 DATA ELEMENT DEFINITIONS  

1. The CASAS WIOA Data Dictionary has simplified versions of the data definitions. These are 

reader friendly and should be the go-to document for most people. 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help  

2. CASAS also has a TE Glossary of common terms used in their training manuals. 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help  

3. The Participant Individual  Record Layout (i.e., the òPIRLó) outlines the federal definitions for 

data elements. These are detailed and very specific. If  you want exactly what the federal office has to 

say, this is your resource.  

Website: https://www.doleta.gov/performance/reporting/#wioa-reporting-guidance  

 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help
https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help
https://www.doleta.gov/performance/reporting/#wioa-reporting-guidance
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 OREGON-SPECIFIC  DEFINITIONS  & INTERPRETATIONS  

 

Background  information  

Oregon collects information about student goals, which is not required for federal reporting. The 

purpose of collecting goals is for the following reasons: 

¶ State advocacy with the legislature;  

¶ Local advocacy within own institution;  

¶ Program development according to student needs; 

¶ Program development with WIOA partners; 

¶ Professional development within program. 

 

With these purposes in mind, CCWD has created guidelines on how to define and collect student 

goals. This must, however, remain within the confines of TOPS programming and structure. 

 

CCWD also has leeway on how to operationalize certain data definitions and has done so for 

Barriers to Employment. The section below provides Oregon guidance on when programs can mark 

Barriers to Employment for Title 2 students.  

 

Student  Goals  

Below is a list of the current goals listed in TOPS. If  you find that your students have goals that are 

not listed here but occur often, contact the Research Analyst at CCWD to request that they contact 

CASAS to see if that student goal can be added to the list of options. 

 

Work-based project is not relevant to Oregon so donõt have students select that goal. 

Sometimes students arenõt clear on what certain goals mean, so here are a few examples: 

Family Goal 

¶ Attend a parent-teacher conference 

¶ Help my children with their homework 

 

Personal Goal 

¶ Get driverõs license 

¶ Read Bible 

¶ Balance checkbook 

¶ Communicate with doctor better 



P a g e  6 |  60 

 

 

Policy 

Goals must be chosen by the student at program entry. For example, the program may not 

automatically select òImprove English Skillsó as the short-term goal for all ESL students. Programs 

cannot enter goals in TOPS retroactively. 

 

Short-term goals are learner goals that can be accomplished within 3 months. 

¶ Programs must have students record their short term goals in the òPrimary Goaló 

data element field. 

¶ Programs must not let student use òImprove Basic Skillsó for a short-term goal. 

¶ Programs may allow student to use òImprove English Skillsó as a short-term goal. 

 

 

Long-term goals are goals that can be accomplished by the end of their time in the ABS 

program. 

¶ Programs must have students record their long term goals in the òSecondary Goaló 

data element field. 

¶ Programs must not let student use òImprove Basic Skillsó or òImprove English 

Skillsó for student long-term goals. 

 

Although itõs not required for reporting, it is best practice to have students review their goals 

periodically. Often times students forget which goals they reported and research indicates that 

reviewing goals re-invigorates students and reminds them why theyõre in the program. 

Barriers  to  Employment  

Most Barriers to Employment are claimed by the student. A few of the Barriers to Employment 

have definitions that can be applied to the student by ABS program staff. 

English Language Learner (PIRL data element #803):  The participant, at program entry, is a 

person who has limited ability in speaking, reading, writing or understanding the English language 

and also meets at least one of the following two conditions (a) his or her native language is a 

language other than English, or (b) he or she lives in a family or community environment where a 

language other than English is the dominant language. 

1. Student marks ELL because they feel that the above definition applies to them. 

2. Programs may mark this if the student is part of an ESL program and tests into the ESL 

levels (see green on chart below) 

 

NRS Educational Functioning Level    

ASE ABE ESL 
 

CASAS Score 
Ranges 

Grade 
Level 

    ESL 1 

Basic Skills 
Deficient 

180 and below 

1     ESL 2 мумπмфл 

  ABE 1 ESL 3 мфмπнлл 

  ABE 2 ESL 4 
нлмπнлр 2 

нлсπнмл 3 
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  ABE 3 ESL 5 
нммπнмр 4 

нмсπннл 5 

  ABE 4 ESL 6 

ннмπннр 6 

ннсπнол 7 

номπнор 8 

ASE 5     Not Basic 
Skills 

Deficient 

носπнпл 9 

нпмπнпр 10 

ASE 6     
нпсπнрл 11 

251 and above 12 

 

Low Levels of Literacy (PIRL data element #804):  An adult who is unable to compute and solve 

problems, or read, write, or speak English at a level necessary to function on the job, in the 

participantõs family, or in society.  

1. Student marks Low Literacy because they feel that the above definition applies to them. 

2. Programs may mark this if the student tests into ABE levels 1-4 at entry, i.e. 235 or 

lower. See chart above. 

Ex-Offender (PIRL data element #803): The participant, at program entry, is a person who either 

(a) has been subject to any stage of the criminal justice process for committing a status offense or 

delinquent act, or (b) requires assistance in overcoming barriers to employment resulting from a 

record of arrest or conviction. 

1. Student marks Ex-Offender because they feel that the above definition applies to them. 

2. Programs should mark all students who are being funded by the Corrections Education 

Grant (e.g. students in a corrections program) 

 

Instructions on how to update student barriers to employment can be found in the section titled 

òPost-Orientation Cleanupó under òBarriers to Employment.ó 
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2. POST-ORIENTATION CLEAN-UP 

 NEW STUDENT DATA CLEANUP 

Background  Information  

For new student clean-up, the following categories are the ones that need to be examined: 

¶ Student Assessment; 

¶ Student (Demographics); 

¶ In Program Years; 

¶ Student Records; 

¶ Class Enrollments; 

¶ Program Enrollments. 

Cleaning  Up the  Data  

Student Assessment 

 

Click the filter button and select the specific orientation dates you would like to clean up 

 
 
Once that is selected, click the double arrow to organize the data in alphabetical order by first name. 
 

 
 
OR right click in the name box to choose to hide Name and sort by Last Name and First Name. 
Then click the double arrow again to organize the data in alphabetical order. 
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Make sure to look for any student that has a conservative estimate (via the column that is labeled 

Conservative Estimate)  

 

You can use the filter button on Conservative Estimate to bring up all the conservative estimates 

(Conservative Estimate = Yes). These students need to be retested with the next level assessment as 

soon as possible.  

Once a list of students from Orientation is generated, clean-up can begin student by student from 
this list. An alternative is to pull up students by using the Student Demographic report as outlined 
below. 
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Student Demographics 

This menu is accessed via the following path: RecordĄStudentsĄ Demographics. 
 

 
 
This will pull up the list of students for your program.  
 

 
 
Double click to open the student record and, in the Navigator on the left, navigate through each 
section to make sure that the data is accurate and entered correctly. 
 

 
 

Double click on the student record, then click on the edit icon (pencil) to open the field for editing 

(see graphic below). 
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Edit/View  Student Information Clean up 

 

In  Program Years Clean Up 

Check that the correct barriers to employment are marked. To batch edit, see instructions on 

Barriers to Employment.  

*if  an ELA/ESL student tested at the ESL level, mark òEnglish Language Learneró  

*if  a student scored in the ABE 1-4 range, mark òLow Levels of Literacyó 

*if student is in a corrections program or being funded with the Corrections Grant, mark òEx-

Offenderó 

All other choices are student self-selection.  
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Student Records Clean Up 

Goals: 1 primary (short-term) goal must be selected, more than 1 secondary (long-term) goal can be 

selected 

Labor Force Status: must have a labor force status selected 

Special Program entries: mark according to any special program that student is enrolled in (e.g. IET, 

El Civics, corrections, etc.) 

Personal Status: some students will have something marked. For example, if a student is under the 

age of 18 and on referral from a school district, then òEnrolled in high school/K12ó must be 

marked because the student is not an eligible Title II  student and will be dropped from Title II  

reporting. 
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Class Enrollment Clean Up 

Click New from the drop down menu, choose the correct class instance to enroll the student in and 

the appropriate start date. Mark the student as active and save. 

 



P a g e  14 |  60 

 

 

Program Enrollments Clean Up 

Click program enrollments on the left navigator bar and then double click the student name. 

Confirm that the correct program is selected:  

¶ Enrolled in a GED programĄ select HSE 

¶ Enrolled in ELA (ESL) and tested into ESL 1-6 Ąselect ESL/ELL 

¶ Enrolled in ELA (ESL) but tested into ASE (ABE 5 or 6)Ą select Basic Skills (ABE) 

o Because the student tested out of ESL levels, programs must report them as ABE for 

federal reporting. This does not affect the classes they take, only how they are reported 

in TOPS. 

¶ Enrolled in ABE/ASE but already has a GED/High School diploma and is coming to 

brush up on skillsĄ select ABE.  

Note: The student must test below college level in at least one subject to receive services using Title 

II  funding (i.e., ABE level 1-6 or ESL level 1-6). 

 

Make sure the òDate Entered Programó reflects the date that the student attended orientation. 

Students whose birthdate indicates that they are younger than 16 years of age when they enter the 

program are not eligible for Title II  services and will be flagged in the Data Integrity Report. An 

accurate entry date is needed for this calculation. 

The students file should be completely cleaned up now and meet state policy requirements. 
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 BARRIERS  TO EMPLOYMENT 

Important  Notes  

1. Batch edit will overwrite earlier entries. For example, if a student already has Barriers to 

Employment entry, batch edit will delete that earlier entry.   

2. It is recommended to use the export option for students who have earlier Barriers to 

Employment entry, which you can find in the CASAS òExchanging Data with 3rd Party 

Attendance and other Information Systemsó handbook.  

3. According to CASAS, the new Barriers to Employment data will append to the existing data and 

wonõt override existing data.  

English  Language  Learners  

1. Open RecordsĄStudentsĄ In Program Years 

2. Create a filter for instructional program 

3. Choose ESL 

 

4. Show Barriers to Employment column by right clicking on the grey ribbon at the top 

5. Filter for missing Barriers to Employment (i.e., Barrier to Employment = òN/Aó) 

6. If  you have ESL/ELL students without any barriers, highlight their records and batch edit in 

order to add òEnglish Language Learneró as their Barrier to Employment 

https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help/data-exchange
https://www.casas.org/product-overviews/software/topspro-enterprise/topspro-enterprise-help/data-exchange
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7.  

 
8. You need to have a second log in to do batch edit 

9. Click save 

Ex-Offenders  

1. Open RecordsĄStudentsĄ In Program Years 




















































































