THREE REGISTRATION AND ENROLLMENT

@ Key Points

A student must be registered when he or she makes an informed decision
to participate in the program. This usually occurs after orientation is
complete. The Student Registration Form must be completed and the
information entered into ABLELink.

A student is enrolled after he or she has received 12 hours of service.

Students must fill out the first page of the Student Registration Form with
the assistance of staff as needed.

Students should be asked to sign the Release of Information Form (RIF)
upon registration; a new RIF form must be completed each program year
and kept on file.

A Social Security Number is needed for follow-up indicators of obtaining
and retaining employment and entering postsecondary education. (See
Policy on Social Security Number and Data Match Requirement at the
ABLE Web page.)

A Social Security Number or GED Application Number is needed for the
follow-up indicator of GED completion.

REGISTRATION

A student is registered once he/she has made an informed decision to participate in
an ABLE program usually at the end of orientation and the Student Registration
Form is completed. Those students who opt for the Modified Student Experience
Model for students with a GED specific goal should complete a Student Registration
Form and the information should be entered into ABLELink.

Programs may choose to separate registration from the orientation process or
include registration as the last orientation activity.

All students must have a completed Student Registration Form.

A primary goal (Question #13 on the Student Registration Form) must be
selected after the completion of diagnostic testing. The student may also
select a secondary goal (Question #14).

To be enrolled in a family literacy component, students must complete
Question #15.

At the time of registration, students must be informed of follow-up procedures
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including possible use of Social Security Number to determine attainment
of employment, secondary school diploma or GED and/or postsecondary
education. (See Section Nine, Follow-Up, for more information.) At this

time, students should be asked to complete the Release of Information

ENROLLMENT

Enrollment means that a student has received 12 hours of service in an ABLE
program. Until an individual has received 12 hours of service, he/she is considered
a participant rather than an enrolled student. Only enrolled students are counted in

the Annual Performance Report (APR).

- ABLELInk Information

Jovs

All required information collected on
the Student Registration Form must
be entered into ABLELink.
Whenever a program collects
information about a participant or
enrolled student, the information
must be entered into ABLELink.

The ABLELink Manual lists the fields
required for reporting purposes. The
ABLELink Manual is available online
at the ABLE Web page.

Attendance is entered into
ABLELink using the Detailed
or Total attendance feature.
ABLELink automatically
marks the student enrolled
when 12 hours of attendance
are reported.

COMPLETING the STUDENT REGISTRATION FORM

The first page of the Student Registration Form is included below for reference.

Parts of the form appear on the following pages.

-s

FORM
SFY 2011 (2010-2011)
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GED Application # should be used for GED students only if the student is

For office use only is for
staff to use to indicate the
date information is entered
into ABLELink, the site
where the student is
attending class and the
teacher who is instructing
the student.

not willing to give his or her Social Security Number. The nine-digit # is
created using the first three numbers of a student s zip code, the four
numbers representing the student s birth month and birthdate, and the last
two numbers of the student s birth year. A student residing in zip code 44013
who is born on 08-20-1959 would have a GED Application # of 440082059.

ABLELink automatically generates this number when data are entered for
the student. If a change is made in the zip code or birthday information,

ABLELink generates a new GED Application # in the system.

STUDENT REGISTRATION
FORM
SFY 2011 (2010-2011)

Date formis completed
Social Security =

.

GED Secuity =

Address:

Naiden o other former nams

Telephone: Home:

City State

Work: ( ).

Date form is

Age Date of Birth: Place of

Email

Meadh Bar Ve iy Staie

Emergency imformation” Contact person

completed is
the date that the

f

Emergency information is necessary in the
event something happens to the student while
attending the program. The Contact Person and
telephone number should not be a doctor,
hospital or 911.
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Student
Registration
Form is
completed by
the student.

If no, do you have an F-1 Visa? Ifa
student answers yes to this question, he
or she is not eligible to participate in the
ABLE program. (See Eligibility Policy for
Serving Limited English Proficient in
ESOL on the ABLE Web page.)

Do you need special accommodations
for alearning, ADD, ADHD or physical
disability? is an item that has been
added to better serve students who have
disabilities or who may need special
accommodations.
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Number of children under 18
living in your home. This number
should reflect all children under 18
living in the student s home,
regardless of the relationship of the
children to the student. The number
would include foster children,
brothers and sisters and
grandchildren.

v

Do you receive public assistance?
The student would mark Yes if he or she
is receiving financial assistance from
federal, state or local government agencies
including Temporary Assistance for Needy
Families (TANF), food stamps, refugee
cash assistance, old-age assistance,
general assistance and aid to the blind or
totally disabled. Social Security
retirement benefits, unemployment
insurance and employment-funded
disability are not included under this
definition.

What is your primary goal for coming to this
program? and What is your secondary
goal ?
Students need to select one of the primary goals
and may also select a secondary goal.

Family Literacy goals have been separated from
primary and secondary goals (Questions 13 and 14)
and added as an additional question (15) for students
who are attending ABLE programs with an approved
Family Literacy component.

These students must select one or both of these
goals regardless of who is providing the parent
education classes. ABLE staff are to report progress
in this area using the Parenting Education Profile
(PEP) results regardless of who administers the
assessment. On the back of the Registration Form
under program type, staff should check that the
student is attending a Family Literacy program.

Note: A student not in a program with a family literacy
component may select a family literacy goal as a
secondary goal. However, he or she will not be
tracked on that goal.
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— “General questions” in Part A must be answered for all students.

“Student signed FY 2011 ABLE Release of Information
Form?” has been added. To provide ABLE programs with any
data match results, this must be checked as “yes.”

“Student status.” Each of the
categories is defined in the
Glossary of Terms in the
Appendix D.

/ “PLACEMENT

“Type of program where LEVEL” is the
student is placed” indicates Educational
the program type in which the Functioning
student is placed. Note that Level in which
for many students no program the student is
type needs to be marked. placed when
entering the
program.
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