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1. Introduction
A recent US Department of Education Division of Adult Education and Literacy (DAEL) full program-monitoring visit determined that problems exist with the State’s current data system.  The State has its own Management Information System (MIS) which was designed for the community college system overall, not just for literacy.  Since local colleges try to limit access to data to comply with Family Educational Rights and Privacy Acts (FERPA), some local instructors and program directors cannot access all the screens that contain adult education information. The North Carolina Community College System (NCCCS) does not contain some required edit checks and does not contain fields for each student’s starting and ending dates in the program year necessary for calculating core follow-up measures including entered employment and retained employment.  
The current MIS does not offer adequate report-generation capabilities to local providers to use data to improve program performance.  Local staffs are unable to produce the Annual Performance Indicators and Standards report to provide year-end data to the State, view program and/or student progress, and make program improvement decisions throughout the year.  Currently, NCCCS provides a standardized intake form, but local providers are not using it consistently to collect student data. In addition, the current system does not hard wire scale scores to correlated Educational Functioning Levels (EFL).  

2. Overview
The purpose of this document is to provide a list of business objectives and requirements that will comply with the National Reporting System (NRS) reporting requirements for the NCCCS data system for literacy in response to the DAEL monitoring visit.  A committee was established to create business objectives and requirements. In addition, the committee developed a standardized intake form for all programs to use based on the business requirements.  Once the business objectives and requirements have been approved, the committee will be involved in the development and approval of detail designs and testing of system changes.  Another task for the committee is recommending training for local programs and ensuring that local programs have access to the data and reports needed for compliance with the NRS.  One final recommendation from the DAEL that will be included in the business requirements is to increase the validity of NCCCS MIS data by hardwiring scale scores and EFL’s into the operations of the data system.
The business objective is written at the highest level of the hierarchy and is defined as “something the business is aiming toward or a strategic position it is working to attain.”  The business requirement is defined as a “singular documented need of what a particular business objective should do”; this requirement is a lower level to the business objective and is more detailed in its description. The business objective and the business requirements are included in the Business Objectives and Related Business Requirements table located below.

Some of the detailed specifications were documented during the process of collecting information and have been added to Appendix I at the end of this document.  This information will be used during detailed analysis and detail design of the new system.  Appendix I is not intended to provide an extensive list of detailed specifications; however, Appendix I provides a location for any items that are discussed at detail during information collection.

3. Assumptions 
Any questions or comments in the final column in both the Business Objectives and Related Business Requirements Table and the Detailed Specifications Table will be addressed and deleted before signoff of this document. 

4. Glossary
ABE – Adult Basic Education

AHS – Adult High School

ASE – Adult Secondary Education
CASAS – Comprehensive Adult Student Assessment System

CIS – College Information System

CSF – Critical Success Factors

DAEL – Division of Adult Education and Literacy

EFL – Educational Functioning Level 
ESL – English as a Second Language  

FERPA – Family Educational Rights and Privacy Act

GED – General Educational Development

LEIS – Literacy Education Information System

MIS – Management Information System

NCCCS – North Carolina Community College System

NRS – National Reporting System

PD – Professional Development

RT - Retired
SO – System Office

TABE – Test of Adult Basic Education

UN – Unemployed Not-Seeking
US – Unemployed Seeking
USDOE – United States Department of Education

Active Goal – is a goal that has not been met and that is set during any period of enrollment prior to the student’s last day of attendance of the current registration. 
Goal Set Date – is the date that is on or after the student’s registration date and is before the class section end date. 
EFL – indicates the student’s basic skills level for NRS reporting purposes. 

Exited – students who are in a program and have left 90 days prior to the end of the last day of the class section.

Higher placement – based on a student receiving a higher test score that places them in a higher EFL using the same test component as the initial placement.
Initial Placement – is based on student’s first enrollment during the current reporting year.  Identify initial placement at the beginning of the reporting year. 
Level Completion – is based on the student’s initial pre-test score and their highest same test component post-test score during the program year if the post-test score is of a higher level.  Passing the GED or earning an Adult High School diploma will be considered completion of ASE high EFL.  For students in advanced ESL, completion is equated to specific scores as defined by the NRS. 
Lowest test – Lowest score for a component taken during the reporting year or 90 days prior to the start of the reporting year.
NRS Goals – these goals are a - entered employment, b - retained employment, c – receipt of a secondary school diploma or GED certificate, d – entered post secondary education or training, e – complete current EFL.  NRS goal “e”, complete current EFL is an implied goal and does not require data entry. 

Placement – the EFL based on the lowest test for the most current component.
Program Year –the time period used for reporting of annual literacy data is defined as the beginning of summer semester to the end of the spring semester. 
Progression – a student counts as progressing to a higher level if they have a last date of attendance on or after their placement in a higher EFL.
Ranking – a numerical value to indicate differences in educational functional levels. 
Reporting Year - is defined as the beginning of the summer semester and the end of the spring semester.  Program year and reporting year are used interchangeably.
Terminal Goals – earned a GED, received an Adult High School diploma, or achieved ESL Advanced exit criteria.
5. Business Requirements Table Key

Req # – Requirement Number

Description – Description of Business Objective, Requirements or Detailed Specification
Level (Level of Detail) – 
O = Business Objective

R = Business Requirement 

Crosswalk – Crosswalk of Business Objective or Requirement to original business requirement
6. Business Objectives
	Business Objective
	Title

	1.0
	Assessment, Placement and Progress

	2.0
	Goals

	3.0
	Achievement

	4.0
	LEIS Form Changes

	5.0
	State Program Reporting

	6.0
	Local Program Reporting


7. Business Objectives and Related Business Requirements
	#
	Description
	Level (O,R)

	1.0
	ASSESSMENT, PLACEMENT AND PROGRESS
	O

	1.1
	The system will generate a report showing all students who have not been assigned an initial placement.
	R

	1.2
	The system must be able to produce a report that shows non-returning students. 
	R

	1.3
	The system must produce a report that shows the number of hours of instruction for individual students by class. 
	R

	1.4
	The system must produce a report that shows specific demographic information. 
	R

	1.5
	The system must produce a report that shows a student’s test scores, grade level, and other class related information with an indicator if no test has been taken during the reporting year. 
	R

	1.6
	The system will identify those students who do not have a current placement. 
	R

	1.7
	Each program level based on EFL’s must indicate its ranking and some of the placements may have the same ranking.  EFL’s must indicate active or inactive status.
	R

	1.8
	Students will not be reported until they have valid placements.
	R

	1.9
	Once a student is placed in a low adult secondary education placement and is in the adult high school program, placement in high adult secondary education can be done manually based on students completing half of the credits needed to graduate based on total program requirements.
	R

	1.10
	Specific cut scores and placements must be developed for each placement test.
	R

	1.11
	The system will prompt for placement when a test score indicates two or more EFLs.
	R

	1.12
	The system will allow for input of work-based project learners under student data.
	R

	1.13
	The system will capture the student’s program year begin and end dates and maintain a history of those dates for each student.
	R

	1.14
	The system will support multiple selection criteria for all reports as appropriate.
	R

	1.15
	The system will support the literacy data audit report.
	R

	1.16
	The system will support the completion report.  Some of the criteria includes a completion based on NRS standards or state standards.
	R

	1.17
	The system will support the student enrollment report.
	R

	1.18
	The system will merge test codes and components into a single code
	R

	
	
	

	2.0
	GOALS
	O

	2.1
	The system will track NRS goals of students. 
	R

	2.2
	The system will distinguish between NRS and State goals. 
	R

	2.3
	The system must be able to track NRS goals and report those goals that are required and optional. 
	R

	2.4
	The system’s terminology must be aligned with NRS terminology. 
	R

	2.5
	The system will identify earned GED certificate and receipt of an Adult High School diploma. 
	R

	2.6
	The system will be able to track those students leaving academic level of Basic Skills and entering academic level of curriculum and/or continuing education. 
	R

	2.7
	The system will be able to identify those students who have completed NRS goals for: a - Enter employment, b - Retained, c– Receipt of a secondary school diploma or GED certificate, d – Entered postsecondary education or training & e – Completed current educational functioning level (EFL) at the state level for NRS reporting.
	R

	2.8
	The SO CIS system will be able to produce reports that will be used for matching students against State level employment and postsecondary enrollment systems. 
	R

	2.9
	The system will be able to identify at the detail level those students that have completed NRS goals a, b, c, d & e by section and location (site). 
	R

	2.10
	Students who enroll in Internet/Online, Tele-course, Information Highway/Interactive video, digital media, Hybrid, or Tele-Web or any combination, whose hours over a one-year period exceed 50% must be identified as distance learning as defined by USDOE. 
	R

	2.11
	The system will contain & populate NRS tables – Table 1, Table 2, Table 3, Table 4, Table 4b, Table 4c, Table 5, Table 5a, Table 6, Table 7, table 8, Table 9, Table 10, Table 11, Table 12, Table 13, and Table 14.  Column “d” & “e” will equal on Table 4 and Table 4b except for adult secondary education high and low. 
	R

	2.12
	The system will be able to identify students as having either a “pre” or “post” test score if they have taken a test no earlier than 90 days before the reporting period and a second test during the reporting period or two tests during the reporting year. The posttest will be the component that matches the pre-test component and is the highest score recorded during the reporting year.
	R

	2.13
	The system will identify a student as a “Separator” if their last day of attendance is more than 90 days prior to the end of the reporting period and who has not completed a level or NRS goals anytime during the reporting period.
	R

	2.14
	The system will capture and store a student’s last day of attendance during the reporting year. 
	R

	2.15
	The SO CIS system will be able to use the reported last day of attendance to match NRS goals a, b, & d and indicate if the last day of attendance is prior to or on the last day of the reporting year. 
	R

	2.16
	The system will be able to produce a report that lists students who have completed a level if they have a higher EFL at the end of the reporting year or they have earned their GED or received an Adult High School diploma or achieved ESL advanced exit criteria. 
	R

	2.17
	The students’ records must indicate an “exit” status if their last day of attendance is 90 calendar days prior to the end of the reporting year. 
	R

	2.18
	The system will flag students under age16 and students over age 80 or whose goal “met” date is before goal “set” date. 
	R

	2.19
	The system will default the student’s last registration date as the goal “set” date. 
	R

	2.20
	The system will change the default date to the last date entered. 
	R

	2.21
	Terminal goals will be identified as completed and will not require the entry of another active goal. 
	R

	2.22
	The system will provide an edit report to identify students without an active goal other than an implied goal of complete current level during the reporting year or who do not have a terminal goal completed during the year. 
	R

	2.23
	The system will have five (5) employment codes to select from FT – Full time; PT – Part time; UN – Unemployed-Not Seeking; US – Unemployed-Seeking; RT – Retired. 
	R

	2.24
	The system and the SO CIS system will include Pacific Islander as an ethnicity code. 
	R

	2.25
	The system will track highest educational level at the initial entry into Basic Skills. 
	R

	2.26
	The system will produce a report that lists students with invalid SSNs based on first three digit matching. It needs to list the student’s alternate ID and colleague ID.
	R

	2.27
	The system needs to check for duplicate SSNs and produce a report showing the duplicates.
	R

	2.28
	The system will produce a report listing students with a placement of ABE with a goal of obtain a GED certificate or Adult High School diploma.
	R

	2.29
	For State retention purposes, a student is considered a completer if they completed a level or completed a state or NRS goal during the reporting year.
	R

	
	
	

	3.0
	 ACHIEVEMENT
	O

	3.1
	The system will match selected achievements as completions for entered goals. 
	R

	3.2
	The system will generate state performance indicators and standards report. 
	R

	3.3
	The system needs to change “obtain a job” to “entered employment.”  The system needs to merge “retain a job” and “obtain a better job” into “retained employment.”
	R

	3.4
	The system will have the ability to produce a report that indicates those students who have completed an EFL as part of the 75% State retention rate.
	R

	
	
	

	4.0
	LEIS FORM AND SCREEN CHANGES
	O

	4.1
	The system will drop basic skills assessment, GED prep/TV low, GED prep/TV high, high school graduate low, and high school graduate high placements, The system will change placement from GED prep low to GED low and GED prep high to GED high.
	R

	4.2
	The system will no longer support the following for placement tests: AMES, ABLE Battery, ABLE Select ABLE, Work-Base-Project Learners/other tests, TABE Locator, GED and GED practice test. 
	R

	4.3
	The system will consolidate all CASAS tests under one code. 
	R

	4.4
	The system will merge “enter this community college” with “enter post secondary education or training.” 
	R

	4.5
	The system must reflect the final version of the LEIS forms (same fields). 
	R

	4.6
	The system will record in a separate set of fields for other test to include description score and date.  Some of the other tests include GED Practice, the NC Competency test, and the GED test.
	R

	4.7
	Citizenship is not a required field for basic skills student. 
	R

	4.8
	Have only one field for entry of citizenship for all students.
	R

	4.9
	Reasons for separation will be moved to an optional form and screen.
	R

	4.10
	Services needed and services provided need to be moved to an optional form and screen.
	R

	4.11
	The goal “US Citizenship” will be changed to “Increase Citizenship Skills” and the achievement “Obtain US Citizenship” needs to be changed to “Achieved Citizenship Skills” respectively.
	R

	4.12
	Obtain first driver’s license does not need to be listed as an achievement.
	R

	4.13
	“Documented Mastery of Employability/Life Skills” needs to be deleted under Economic Achievement.
	R

	4.14
	Merge the current form level with the name of the specific CASAS test to determine duplicate and to increase the size of the form field.
	R

	4.15
	The Skills, Problem Solving and Reading for Information test components will no longer be supported.
	R

	4.16
	Round-trip mileage and “referred by” will be moved to an optional form and an optional screen.
	R

	4.17
	Program agency “referred to” will be moved to an optional form and screen
	R

	4.18
	Merge educational achievements, societal achievements and economic achievements into “student achievements.”
	R

	4.19
	Reasons why a student returned and date student returned will be moved to an optional form and screen.
	R

	
	
	

	5.0
	STATE PROGRAM REPORTING 
	O

	5.1
	The system will support collection of the annual literacy report data four times a year. The periods are: November for summer data, March for summer and fall data together, July for summer, fall and spring data together, and September will be for the annual report.
	R

	5.2
	The system will count hearing impaired, speech impaired, orthopedics impaired, and visual impaired into “physically impaired” for NRS reporting.
	R

	
	
	

	6.0
	LOCAL PROGRAM REPORTING
	O

	6.1
	The system will support unduplicated address report.
	R

	6.2
	The system will support the literacy statistics report.
	R

	6.3
	The system will support the literacy personnel report.
	R

	6.4
	The system will support the student detail report.
	R

	6.5
	The system will support an underage student report specifically for literacy.
	R


8. Stakeholder Sign-Off

	Name
	Location/Title
	Signature/Date

	Dr. Randy Whitfield
	Assoc. VP – Academic & Student Services & Basic Skills - NCCCS
	

	Arthur Hohnsbehn
	Director of Information Systems - NCCCS
	

	Rick Bundy
	Assoc. Director College Student Records Team
	

	Terry Shelwood
	Director of Planning & Data Coordination - NCCCS
	

	Lou Ann Parker
	GED/AHS Coordinator - NCCCS
	

	Gloria Johnson
	Business & Technology Applications Analyst - NCCCS
	

	Dennis Smith
	Business & Technology Applications Analyst - NCCCS
	

	Candy Putnam
	Director – Basic Skills

Mitchell CC
	

	Frances Wheeler
	Director – Basic Skills/Continuing Education

Western Piedmont CC
	

	Joy Buff
	Coordinator/Instructor Learning Lab & Continuing Education

Western Piedmont CC
	

	Cheryl Johnson
	LEIS Specialist

Wilkes CC
	

	Debbie Woodard
	Director – Basic Skills

Wilkes CC
	


9. Appendix I – Detailed Specifications
	Business

Objective
	Business Requirement
	Description
	Questions / Comments

	1.0
	
	There needs to be a process to evaluate initial placement of returning students based on test scores taken no more than 90 days prior to the beginning of the reporting year. 
	

	2.0
	
	NRS goals that must be tracked are ENTERED EMPLOYMENT, RETAINED EMPLOYMENT, RECEIPT OF A SECONDARY SCHOOL DIPLOMA OR GED CERTIFICATE, ENTERED POSTSECONDARY EDUCATION OR TRAINING, AND COMPLETE CURRENT EDUCATIONAL FUNCTIONING LEVEL (EFL) 
	

	2.0
	
	Optional goals that must be tracked are ACHIEVE WORK-BASED PROJECT LEARNING GOALS. INCREASE INVOLVEMENT IN CHILDREN’S EDUCATION, INCREASE INVOLVEMENT IN CHILDREN’S LITERACY ACTIVITIES 
	

	2.0
	
	Identification of: a - Enter employment, b - Retained, c– Receipt of a secondary school diploma or GED certificate, d – Entered postsecondary education or training & e – Completed current educational functioning level (EFL) NRS goal completers must be done prior to Critical Success Factors (CSF) reporting 
	

	2.0
	
	Collect the student’s Datatel’s Colleague ID with college code. 
	

	2.0
	
	The system should not require a last day of attendance in secondary/elementary school for students that never attended secondary/elementary school 
	

	4.0
	
	Students must be identified as living in urban or rural areas based on their zip code 
	

	4.0
	
	The goal “Achieve higher level of independent living” is met by the achievement “Achieved desired level of basic functional skills.”
	

	4.0
	
	The goal Increase daily living skills is met by the achievement Achieved higher level of independent living 
	

	4.0
	
	The goal “Learn basic functional skills” is met by the achievement “Achieved desired level of basic functional skills.”
	

	4.0
	
	The goal “Learn to read” is met by the achievement “Learned to read.”
	

	4.0
	
	The goal “Improve reading skills/comprehension” is met by the achievement “Improved reading skills/comprehension.”
	

	4.0
	
	The goal “Improve communication skills (Oral/Wrtn)” is to be broken down into two goals.  One for oral and the other for written.  The achievement “Achieved desired level of oral communication skills” to the new goal for oral communication and the achievement   “Achieved desired level of written communication skills” to new goal for written communication.
	

	4.0
	
	The goal “Improve Math Skills is met by the achievement “Acquired Desired Math Skills.”  In addition, “Acquired” needs to be changes to  “Achieved.”
	

	4.0
	
	The goal “Adult High School Diploma” is met by the achievement “Obtained Adult High School Diploma.”
	

	4.0
	
	The goal “General Educational Development (GED) is met by the achievement “Passed GED.
	

	4.0
	
	The goal “Enter Other Postsecondary Education/Training Program: is met by achievement “Entered Postsecondary Educational/Training Program.”
	

	4.0
	
	The goal “Leave Public Assistance” is met by the achievement “Left Public Assistance.”
	

	4.0
	
	The goal “Get a Job” is met by the achievement “Entered Employment.”
	

	4.0
	
	The goal “Retain a Job” is met by the achievement “Retained Employment.”
	

	4.0
	
	The goal “Achieve Work-based Project Learning Goal” and achievement “Achieved Work-based Project Learning Goal” are deleted.
	

	4.0
	
	The goal Increase Citizenship Skills” is met by the achievement “Achieved US Citizenship.”  In addition the achievement is changes from “Achieved US Citizenship” to “Achieved Citizenship Skills.”
	

	4.0
	
	The goal “Increase Involvement in Children’s Education” is met by one of the following achievements: “Increased Involvement in Children’s Education”, “Help More Frequently with School”, “Increased Contact with Children’s Teachers”, or “More Involved in Children’s School Activities.”
	

	4.0
	
	The goal “Increase Involvement in Children’s Literacy Activities” is met by one of the following achievement: “Increase Involvement in Children’s Literacy Activities”, “Visiting Library”, “Reading to Children”, or “Purchasing Books or Magazines.”
	

	4.0
	
	The goal “Improve Basic Skills for Personal Satisfaction and Increased Self-Confidence” is met by achievement “Improve Basic Skills for Personal Satisfaction and Increased Self-Confidence.”
	

	4.0
	
	The goal “Student Defined Goal” is met by the achievement “Student Defined Goal Achieved.”
	

	4.0
	
	Delete the following achievements: “Improved Basic Functional Skills”, “”Completed Current Level”(because it’s implied), and “Portfolio of Student Improvements Available.” 
	

	4.0
	
	Add a goal for “Increased Community Involvement” and match it to achievements “Registered to Vote for First Time” or “Increased Involvement in Community Activities.”
	

	4.0
	.
	Do not collect data on Vocation/Job Title or employer for Basic Skills 
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