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California WIA Title II Sections 

225/231 and EL Civics: 

Core Performance Follow-Up 

Survey Overview 

To obtain detailed instructions, go 

to the California Core 

Performance Follow-Up Survey 

Web page at www.casas.org. 
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Determine if your agency must participate 

Does your agency receive Federal WIA Title II funding?  

225/231 

EL Civics 

Yes No 

Continue 
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Action: Run the Core Performance Report in TOPSpro   

Entry Record 
1. Instructional Program: 

• ABE, ESL, GED, or H.S. Diploma 

2. Primary or secondary goal, and Labor Force Status: 

• Get a job (unemployed) 

• Retain job (employed) 

• Enter postsecondary training or education 

Update Record 
•      Learner Status is Left Program 

Determine if you must send surveys 

The report identifies learners who should receive a survey, 

based on the following criteria: 

+ 



CASAS 2011 4 

The Entry record goal determines which survey to send 

The Core Performance Report lists students according 

to Primary or Secondary Goal. Use the report to 

determine which surveys you should send. 
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The report summarizes the total number of surveys you 

should send. There are five types of surveys. The type and 

number of each, will depend on your data. 
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Action: Obtain student mailing addresses, e-mail addresses and/or phone numbers, 

and match to Core Performance Report 

a. Save the report as a spreadsheet to match with address records from a 

different source, such as an attendance system, or 

b. Use the Student Profile report to find addresses contained in TOPS, or 

c. Employ a method of your choosing  

 

Use this option to export to a spreadsheet (feature not 

included in the Student Profile report) 



 For all agencies that offer distance learning instruction: 

You must run a separate Core Performance Report in 

TOPSpro that lists distance learning students to be 

surveyed.  

 After running the Core Performance Report in TOPSpro 

without changing any options:  

 Go back to the report window, click on the “Options” tab, and 

select “Include only learners with Distance Learning”  

 Run the report again 

 Any students listed on this report must either receive a survey 

designated as for distance learners, or be identified somehow as 

being a distance learner 
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DISTANCE LEARNING STUDENTS:  

Policy and Procedures 



 Administering surveys for Distance Learners:  

 If mail: Check the “Distance Learner” box on any surveys sent to 

students identified as distance learners 

 If phone: Denote on any phone records which students are 

distance learners 

 If email: Copy and paste the email text that denotes distance 

learning at the top, and record any that are returned complete 

 

*When inputting survey results online, be sure to check the 

“Distance Learner” box for any completed surveys from distance 

learners.  
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DISTANCE LEARNING STUDENTS:  

Policy and Procedures (Cont’d) 



 

1. Mail 

2. E-mail 

3. Phone 
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Once you have the list of students to contact, 

you may choose from three different methods 

for disseminating Core Performance 

Surveys: 
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For all survey methods: Obtain reproducible copies 

of each survey type at the NRS Core Performance 

Web page. 

1. Go to www.casas.org 

2. Log in with your username and password  

3. Click on the “California Accountability” link under “CASAS 

Peer Communities” (bottom left side of the home page) 

4. Select “WIA II Core Performance Survey” from the left-side 

menu 

5. Click on “View and Print Survey Forms” and select the 

appropriate method (mail, phone, email) 

http://www.casas.org/
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FOR MAIL SURVEYS: Send surveys to each student 

and enter responses on the NRS Core Performance 

Web page. 

Print sample 

surveys from 

CASAS website, 

then photocopy 

for mailing. 

Send one survey to each 

learner. Note: Check the 

“Distance Learner” box on the 

survey for any distance learning 

students.  

Collect returned surveys and 

prepare to enter the 

responses. 

Learners complete the 

surveys and return them to 

you. 



1. Obtain a copy of the phone survey scripts at 

www.casas.org  

2. Administer a phone survey to students based upon their 

stated goal(s) 

3. Make sure to adhere to the phone survey script. Do not 

add/delete questions. Phone interviews must be 

conducted in English. 

4. Record student responses, note any bad phone 

numbers, and prepare to enter the results  

5. Remember to identify any distance learning students on 

your call records 
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FOR PHONE SURVEYS: Call each student and enter 

responses on the NRS Core Performance Web page. 

http://www.casas.org/


1. Obtain copies of the text for e-mail surveys at www.casas.org 

2. Copy and paste the appropriate e-mail text into the body of 

the e-mail(s). Insert your agency name and the date, but do 

not change any of the message text. *For any distance 

learning students, you must send them the e-mail text 

labeled “Distance Learning” at the top 

3. Send e-mails to students based on their stated goal(s). Make 

sure to hide all e-mail addresses to protect confidentiality. 

4. Print any surveys returned complete, record any bad e-mail 

addresses, and prepare to input the results 

CASAS 2011 13 

FOR E-MAIL SURVEYS: Send e-mails to students and 

enter responses on the NRS Core Performance Web 

Page 

http://www.casas.org/
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 Enter Core Performance data even if the TOPSpro 
Core Performance Report indicates no learners 
qualifying for that quarter. 

Enter 0’s for number of surveys sent. 

 Enter Core Performance data even if you do not 
receive any survey responses from your learners. 

You must record the number of surveys sent in 
order to submit as complete 

 Make sure to click on “Submit as Complete” when 
you are completely finished with the survey input 
process. Your submission is not finalized until this is 
done. 

 

REMINDERS 
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Enter student responses on the NRS Core 

Performance Web page. 

Return to the CA Core 

Performance Survey 

web page 

Select the appropriate 

quarter. 

Enter the total 

number of surveys 

that were sent to 

learners. 

Click Submit. 
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Enter student responses on the NRS Core 

Performance Web page. 

Enter completed 

surveys individually 

by clicking on the 

corresponding link. 

For example, to enter a returned survey 

from a learner who enrolled to “Get a Job”, 

click Get a Job. When finished entering the 

response, click Submit. 

Repeat until each survey has been entered. 

You may return to the site to enter more 

surveys, but remember to SUBMIT AS 

COMPLETE before the deadline. 
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o Once you are finished entering your results AND any responses from 

students, finalize your submission by clicking on “Submit as Complete” on 

the top menu. This must be done before the submission deadline in order to 

be in compliance with WIA II requirements. 

o You cannot return to the same quarter after Submitting as Complete, but 

you can enter late surveys during the next quarter. 

o You will receive an e-mail receipt upon Submitting as Complete. Save this 

for your records. 

“Submit as Complete” to finalize your results 
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Core Performance Due Dates: 

Quarter Date Range  Date Due 

1st Quarter  7/1/11 – 9/30/11 January 31, 

2012 

2nd Quarter  7/1/11 – 12/31/11 April 30, 2012 

3rd Quarter  7/1/11 – 3/31/12 August 15, 

2012 

4th Quarter  7/1/11 – 6/30/12 October 31, 

2012 


