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I.  INTRODUCTION 

The goal of the Workforce Investment Act (WIA) program is to help participants enter 
suitable employment or educational opportunities and to be retained in those opportunities.  
States submit WIA Standardized Record Data (WIASRD) records and an annual performance 
report, the ETA 9091, to Employment and Training Administration (ETA) on an annual basis.  
This submission helps ETA determine the success of the WIA program in achieving its goal.   

Training and Employment Guidance Letter (TEGL) 3-03 change 1 provides a two stage 
process for validation.  First, states must perform report validation.  They are required to validate 
their ETA 9091 prior to submitting their annual report.  These validation results are due by 
October 1, 2004.  Second, states must perform data element validation.  They are required to 
validate a sample of participant records used to calculate their Program Year (PY) 2003 and 
submit the results of this validation by February 1, 2005.  States conduct data element validation 
after they have submitted their final WIASRD records to ETA.  The data to conduct the PY 2003 
validation should be available as of October 15, 2004, when the WIASRD file is due. 

This WIA Data Validation Handbook describes the procedures that states may follow to 
review the accuracy of the ETA 9091 Annual Performance Report, the ETA 9090 Quarterly 
Summary Report, and a rolling four quarters report.   ETA, however, only requires states to 
perform report and data element validation for the ETA 9091 Annual Performance Report. 

A. OVERVIEW OF DATA VALIDATION 

The validation process is intended to accomplish the following goals: 

• Detect and identify specific problems with a state’s WIA reporting process, including 
software and data problems, so as to enable the state to correct the problems. 

• Ensure that critical performance data used to direct incentives and sanctions and to 
meet ETA’s GPRA responsibilities are reasonably accurate by calculating an error 
rate for selected data elements validated on the ETA 9091. 

• Provide tools that help states and local areas analyze the causes of their performance 
successes and failures by displaying participant data organized by performance 
outcomes.

• Minimize the burden on states in conducting the validation by providing standardized 
software that reads records in the WIASRD format and performs all of the processing 
required to conduct the validation. 

• Further minimize the burden on the states by selecting the smallest possible validation 
samples necessary to compute valid error rates. 
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Data validation consists of two separate functions:  report validation and data element 
validation.  Because there are two basic sources of reporting error, validation requires two 
methods.  First, even if the data for each participant are correct, the state’s reporting software 
could calculate the wrong performance outcomes.  Second, if the software is correct, some of the 
data the software uses could be in error.  Report validation checks the accuracy of the software 
used to calculate the ETA 9090, ETA 9091, and the rolling four quarters report.  Data element 
validation checks the accuracy of the data used by the software to perform the calculations.  
TEGL 3-03 change 1 requires states to conduct both report validation and data validation for the 
PY 2003 annual 9091 report.

B. REPORT VALIDATION

Report validation is used to validate the accuracy of the values reported in each item of the 
ETA 9090 report, ETA 9091 report, and a rolling four quarters report.  For example, if a state 
reports a numerator of 100 in the adult entered employment rate, the validation method involves 
using specified criteria to build and analyze a file of adult exiters who were employed in the first 
quarter after exit.  If the state can produce 100 participant records that meet the prescribed 
criteria, the state software that calculates the performance reports will be determined to be 
accurate.  

Report validation is conducted through the use of standardized software that analyzes the 
state’s participant files to verify the accuracy of the state’s reported values. The software 
processes this file for report validation.  Therefore, the only burden that report validation 
imposes on the state is to assemble the correct participant records to validate the reports, to load 
the file into the software, to create a reported counts file, and to load the reported counts file into 
the software. 

If states use the ETA provided validation software to produce their annual report, they do 
not need to import their reported counts to complete report validation.  The state can also use the 
report validation function of the software to generate a quarterly report for the rolling four 
quarters, even though it is not currently required by ETA and the state may not have reported 
counts to compare to the validation values. 

 One benefit of the report validation process for states and local areas is the ability to 
analyze performance outcomes and factors that may impact performance. For example, state or 
local area staff can view the individual wage records for participants who were employed in both 
the first and the third quarter after exit.  Using the software’s ability to sort and to export 
performance outcome groups, staff may be able to determine that changes in performance, 
particularly with regard to earnings change and replacement rates, are due to wage record 
patterns that may be unrelated to program performance.  There are numerous other ways in 
which viewing the files can help staff analyze changes in performance over time and across 
performance outcome groups.    

Chapter II contains the procedures for conducting report validation.  Appendix A describes 
the performance outcome groups to which the software assigns each participant record in order 
to analyze the accuracy of the ETA 9091, the ETA 9090, and a rolling four quarters report, as 
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well as the specifications for the cohorts that should be included in the file.  Appendix B includes 
the report element and performance measure specifications.  Appendix C presents the report 
validation summary produced by the software, which compares the state’s ETA 9090, ETA 
9091, and rolling four quarters report to the validation values for those reports. 

C.   DATA ELEMENT VALIDATION 

Data element validation evaluates the accuracy of the participant data used to generate the 
WIA Annual Report.  The process compares selected information from a sample of exiter 
records to source documentation.  Data element validation is critical to ensure that the 
performance results of the WIA program are reasonably accurate. 

If a record is selected for validation, state staff compare the record against the source 
documentation for each data element, and then record on a worksheet whether or not the 
information is accurate.  The validator determines accuracy based on the federal definitions and 
source documentation requirements in this handbook, which are taken from TEGL 3-03 change 
1, attachment A..  The validation software can generate data element validation samples and 
worksheets for the ETA 9091 annual report and the rolling four quarters report, but not for the 
ETA 9090 quarterly report.     

The data element validation process is designed to compute a reliable error rate using the 
smallest possible sample to minimize the state’s burden in performing the validation.  To 
accomplish these objectives, two sampling techniques are used: 

1) The software selects the sample of exiters from a relatively small number of 
locations within the state where source documentation is stored.  This 
approach reduces the burden that on-site validation imposes on the state, by 
limiting the number of locations to visit.  Because the process must cluster 
separately for each of the four funding streams, the total number of locations 
sampled may still be numerous in some states. 

2) Cases that have a higher potential for error that will affect performance    
(positive employment outcomes) are sampled in greater proportion than cases 
with a reduced chance of error (negative employment outcomes).   

These sampling methods ensure that the state examines as few records as possible, in as few 
locations as possible, while still achieving a reliable estimate of error. 

Procedures for conducting data element validation are found in Chapter III, including a 
discussion of how states should prepare for validation based on where source documentation is 
stored.  Appendix D contains the data element validation instructions for validators to follow.  
Appendix E contains an example of a data element validation worksheet generated by the 
software for the validator to use.  Appendix F presents the summary and analytical reports 
generated by the software, showing the overall results of the data element validation process.  
Appendix G details the sampling and error rate estimation methodology. 
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D.   PREPARING FOR VALIDATION 

 As indicated, Chapters II and III of this handbook describe each task that states should 
follow to complete data validation.  Responsibility for completing these tasks will be divided 
among various staff.

Managers are responsible for assuring that programmers and validators have the resources 
needed to complete the validation as required by ETA.  They are also responsible for keeping the 
data validation effort on schedule. 

Programmers have the primary responsibility for building the validation extract file in the 
format specified in the record layout.  Programming staff will also be responsible for loading the 
file into the validation software. 

Validators conduct the data validation once the extract file has been imported into the 
software.  Validators must be state staff who are independent of the data collection process.  In 
other words, local staff cannot validate their own data.  Also, state staff who do wage record 
matches and/or cross-matches with other databases cannot validate their own cross-matches.  
Validators should also work closely with programming staff to determine which data elements 
best meet the requirements specified in the record layout. 
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Table I.1 summarizes the preparation tasks that states should complete before embarking on 
the validation effort, and the staff who will likely be responsible for completing each 
preparation task.  All of these tasks can begin immediately, so that the state can maximize 
the time available to validate its sample of  WIA participant records. 

Table I.1 

Preparing for Data Validation

Preparation Activity Responsible Staff Handbook Reference 

Assemble validation team. Managers Not applicable 

Review handbook. Validators, programmers All chapters and appendices 

Develop a data validation 
schedule and make staff 
assignments. 

Managers, validators, 
programmers

Chapter I 

Build and test validation 
extract file that is based on 
record layout.  The final file 
should be generated when the 
state is preparing its annual 
report.

Programmers, validators Chapter II, Appendix A 

Review report validation and 
data element validation tasks.  
Update state version of 
sources column in the data 
element validation 
instructions.

Validators, programmers Chapters II and III, and 
Appendix D 

After reviewing this handbook, states should contact Mathematica Policy Research, Inc. by 
emailing WIATA@mathematica-mpr.com with any questions on validating their WIASRD 
submission.
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II.  REPORT VALIDATION 

Report validation is designed to assess whether the state software used to generate the ETA 
9090 report, ETA 9091 report, or a rolling four quarters quarterly report accurately calculates the 
performance measures.  The process described in this chapter requires the state to create a file for 
each WIA participant and exiter included on the report being validated.  Even though this file 
contains records that are not included in the state’s WIASRD submission, the file format is 
identical to that required by ETA for the annual WIASRD submission with the addition of six 
fields.

A. PROCEDURES 

Once the participant file has been created, the state imports the file into the WIA data 
validation software.  The software then reads the participant records and assigns them to the 
appropriate group(s) (adult, dislocated worker, older youth, younger youth) and to a performance 
outcome group(s).1  Having determined the performance outcome(s) for each participant, the 
software calculates the numerators and denominators for each of the reported items on the 9090, 
9091,2 and the rolling four quarters reports. 

The state then imports into the validation software the values from the ETA 9090, ETA 
9091, or rolling four quarters report being validated.  Once the reported values have been 
imported, the software compares the validation values calculated from the participant file to the 
reported values and generates the report validation summary.  The report validation summary 
shows the validation and reported values for each report element and the difference and the 
percent difference between the two values. 

States may also choose to use the validation software to generate Tables B through M of the 
9091 reports for submission to ETA.3  If they do so, they do not need to import the values from 
the report being submitted.  These states must still submit their report validation results.  

State automated data processing (ADP) staff are responsible for conducting report validation 
as described in the following tasks. 

1 See Appendix A for a detailed discussion of the performance outcome groups. 

2The 9091 report breaks out the performance measures by special populations such as public 
assistance recipients, veterans, and the disabled.  The software calculates performance for these 
special populations. 

3 ETA’s validation software produces and the state level reports.  Version 3.0 of the 
validation software can also produce the local level reports, Table O, for the annual report.  The 
software, however, does not validate Table O. 
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Task 1:  ADP Staff Produce Report Validation Extract File

State ADP staff produce an extract file containing the participant records for all participants 
and exiters included in the ETA 9090, ETA 9091, or the rolling four quarters reports. The extract 
is in the WIASRD format with the addition of six fields. These additional fields  include Office 
Name, WIB Name, Sampling Unit, Case Manager and User Field.  States should refer to Chapter 
III for important information about populating the sampling unit field.  In addition, the extract 
file must contain social security numbers (SSNs) of the participants so that states can validate 
wage records when conducting data element validation.  The SSN can either be placed in the 
Individual Identifier field, field 2 in the Validation Software record layout, or in the User Field, 
Field 160.  The record layout for the extract file is provided in the ETA validation software and 
the software user’s guide. 

Because databases are dynamic, it is essential to run the state programs that generate the 
validation files at the same time that the federal reporting programs are run. This will eliminate 
any differences caused by changes in the database over time. 

Task 2:  Install Software and Import Extract File

See the WIA validation software user’s guide for detailed instructions on installing the 
software and loading the extract files. 

When the extract file is imported into the data validation software, the software processes 
each participant record and builds the performance outcome groups based on the performance 
outcomes specified in Appendix A.  For example, participants in group 1.4 are adults who were 
unemployed at registration and designated as employed in the first and third quarters after the 
exit quarter from supplementary data; they did not have earnings in the UI wage records for these 
quarters.

Task 3:  Examine Error Reports and Reload Extract If Necessary 

When the extract file is loaded, the validation software reads each record to ensure that all 
fields are valid based on the record layout, the duplicate detection criteria, and the edit checks 
specified in Appendix A of the software user’s guide.  Any  duplicate records or records that fail 
critical edit checks are rejected.  If the extract file contains errors, the software will produce a 
duplicate detection report and an error report identifying the rejected records.  The error report 
also identifies records that failed non-critical edit checks which did not cause them to be rejected. 

After reviewing any error and duplicate reports generated by the software, state ADP staff 
should determine whether the extracts must be regenerated or reformatted and reloaded. If a very 
small number of records are rejected, it may not be necessary to re-import the file. 
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Task 4:  Import Reported Values

To calculate the difference between report and validation values, the software must have the 
state’s reported values.  Therefore,  ADP staff or the validator must import the item totals from 
the report being validated into the software.   

This step is not necessary if states use the validation software to prepare the report. 

Task 5:  Report Validation Summary Report

After the reported values have been imported, the software calculates the difference between 
the validation and reported values and a percent difference.  The software then produces the 
report validation summary displaying this information.  Federal quality standards for determining 
acceptable error rates will be developed after sufficient data have been collected on the 
validation results.   If states use the validation software to prepare the report, the report validation 
summary will show zeros for the reported values and will show percent differences of 100 
percent.

All states must submit the report validation summary via the Internet, whether or not they 
used the validation software for reporting.  The validation files, including the report validation 
summary, should be retained for three years for monitoring purposes. 

B. EXAMPLES 

The following figures are examples of: 

1) Summary Table— Twenty Groups of Adult Participants Used to Calculate Entered 
Employment, Retention, and Earnings (the example table displays 15 groups)    
(Figure II.1) 

2) Detail for Performance Outcome Group 1.1 – The user can select any performance 
outcome group to view the detailed records and data elements. (Figure II.2) 

3) Sample Report Validation Summary – Once the extract file is imported into the 
validation software, the software displays each of the performance outcome groups 
and the number of participants in each group. (Figure II.3) 
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FIGURE II.1 

SUMMARY TABLE EXAMPLE 
 TWENTY GROUPS OF ADULT PARTICIPANTS USED TO CALCULATE ENTERED 

EMPLOYMENT, RETENTION, AND EARNINGS RATES 
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FIGURE II.2 

SUBGROUP DETAIL 
DETAIL FOR PERFORMANCE OUTCOME GROUP 1.1 
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FIGURE II.3 

SAMPLE REPORT VALIDATION SUMMARY 
ADULT PROGRAM RESULTS 
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TABLE II.1 

OVERVIEW OF REPORT VALIDATION (FIGURE II.4) 

Figure II.4 
Step No. Description of Step 

Who Performs 
Step 

1 ADP staff develop a file in the WIASRD format containing 
the participant records for each cohort included in the report 
being validated.  See the explanation of the required cohorts 
in Appendix A. 

ADP Staff 

2 The validation software processes the extract file into the 
performance outcome groups and subgroups specified in 
Appendix A.   

Validation 
Software 

3 From the subgroups, the software calculates the numerator, 
the denominator, and the rate for each performance 
measure.  The software then displays the validation counts 
on the report validation summary. 

Validation 
Software 

4 Either the ADP staff or the validator imports the reported 
values for the report being validated.  If the software is 
being used to calculate the report, this step is not necessary. 

ADP Staff 
or Validator 

5 Once the reported values have been imported, the software 
calculates the difference between the validation and 
reported values.  The validator can then print the report 
validation summary or export it to a .txt file. 

Validation 
Software 
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FIGURE II.4
OVERVIEW OF REPORT VALIDATION PROCESS

ADP imports extract into
validation software

Detailed Record
Extract File

ADP develops file in
the WIASRD

format

Validation counts
transferred  to

Report Validation
Summary

Report
Validation
Summary

Reported Values

1

2

4

5

3

3

The Software subtotals
each outcome group and
generates a numerator, a

denominator, and a rate for
each performance measure

Su b pop

1

SS N

2

Fu n din g
S ou rce

3

D ate  of Birth

1.7 135678934 A 02/05/54

1.7 135678945 A 12/12/61

1.7 135678978 A 06/08/38

1.7 135678978 A 11/11/67

1.7 135679132 A 09/28/71

1.7 135679179 A 01/05/70

1.8 135679234 A 06/15/79

1.8 135679279 A 05/18/79

1.8 145692830 A 10/19/66

1.8 145695555 A 08/07/49

ADP or validator imports the reported
counts into the software

Validation
Handbook and
User’s Guide
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III.  DATA ELEMENT VALIDATION

Data element validation involves examining a sample of exiter records to determine the 
accuracy of the data elements used to calculate the ETA 9091 and the rolling four quarters 
reports. The validation software provides the capability for states to conduct data element 
validation for these two reports, but not for the ETA 9090 report.   

Data element validation results in an estimate of the error rate for each data element that has 
been selected for validation.  The error rate is computed by examining a sample of participant 
records to determine whether the accuracy of the selected data elements is supported by evidence 
in the case file or by other sources (such as wage record files).  

Because of the time lag for obtaining wage records, the outcomes reported on the ETA 9091 
and the rolling four quarters reports cannot be validated until approximately one year after exit. 
Therefore, data element validation of exiters must occur after the data for the report have been 
compiled. 

Not all data elements are subject to validation.  Data elements are selected for validation 
based on three factors:  

• Feasibility – ETA can validate data elements only when it is practical and efficient to 
locate and examine supporting evidence within the state records.  Therefore, such 
items as race, ethnicity, and gender will not be validated because these data elements 
are self-reported by participants, and it is not efficient to locate the participant to 
document these characteristics.  It is also not practical to validate for data entry errors. 

• Risk – The process for validating data elements is based partly on the likelihood that 
the data element may be inaccurate.  Data elements involving human judgment are 
more prone to error than data elements that do not involve human judgment.  For 
example, determination of employment based on supplemental sources is more likely 
to be in error than determination of employment from wage records. 

• Importance – Data elements are selected for validation based primarily on their 
importance to the integrity of the ETA 9091 and the rolling four quarters reports.   

The validation software automatically selects samples from the records for each group—
adults, dislocated workers, older youth, and younger youth—and displays the sampled data 
on a validation worksheet.  Records are over sampled if they are important for the calculation 
of performance measures and if they have a higher risk of error.   
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In addition, because it is impractical for state staff to conduct the validation for a small 
number of cases in a large number of locations, the data element validation sample for each 
group is selected from a sample of offices within the state, rather than from every office.  
Because the sample for each group is selected from a relatively small number of locations, it is 
more practical for state staff to conduct the validation on-site.  This sampling approach ensures 
that the results represent the overall quality of the state’s data.  The software weights the results 
of the validation to correct for oversampling and for clustering so that the final results are 
representative of the state’s files. 

The software automatically selects the sampled cases from the extract file based on the total 
number of exiters from the appropriate time period for each group—adults, dislocated workers, 
older youth, and younger youth.4  To reduce the relative burden on smaller states as much as 
possible, the sample size for smaller states is set to yield a less precise error rate than that for 
larger states.

In the data element validation process, the state validator applies a series of validity criteria 
to each sampled record.  These validity criteria, which are based on federal requirements that 
determine how data are reported, instruct the validator to locate specified source documentation 
and to verify that the state’s data record is correct as compared to the source documentation.   

Appendix D contains the data element validation instructions, and Appendix E contains the 
worksheets the validator uses to record the results of the validation for each sampled case.  The 
instructions and worksheets include a structure for recording comments and definitional 
problems so that states can document federal report and data validation issues that may affect 
validation and explain inconsistencies.  Appendix G includes a description of the sampling 
specifications.

A. PROCEDURES 

Task 1:  Develop a Data Element Validation Strategy  

One of the key issues in conducting the validation is selecting the appropriate staff to 
perform the validation.  Validators must be state staff who are independent of the data collection 
process.  In other words, local staff cannot validate their own data.  Furthermore, state staff 
cannot validate their own data collection.  This means that those who do wage record matches 
and/or cross-matches with other databases cannot validate their own cross-matches.   

Another key issue is locating source documentation.  The term “source documentation” does 
not imply paper case files.  Source documentation could include automated records in state 
systems and image files.   For example, wage records must be reviewed using state files.  States 

4 For the Annual Report, the sample frame is exiters between April 1, PY-1 through 
September 30, PY.  For example, for PY 2003, the sample frame is exiters from April 1, 2002 
through September 30, 2003. 
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may also have educational records, automated records documenting participation in other 
programs, and other types of automated records that they can access to validate WIA data.   

Some state WIA systems import automated case files from the state’s TANF data bases.  
These detailed case files constitute valid source documentation and make it unnecessary for such 
states to validate this data element in local offices.  It is not sufficient, however, to simply 
maintain a code or indicator in the state WIA system that the participant was enrolled in TANF. 

Unless a state has a comprehensive imaging system it will still be necessary to review case 
files stored at the local level.  Therefore the validation will be conducted in two stages:  state 
staff will validate some of the data elements against data files at the state level and will validate 
other data elements using case files stored at the local level.   

Case files should be reviewed where they are stored if at all possible.  Storage of case files 
will vary across states and local areas.  Files may be stored at the administrative offices of the 
WIB, at One-Stop offices, or at the offices of providers.  In the worst case, case files for a single 
participant may be stored in multiple locations.   

Wage and earnings information must be validated no matter what the source—UI wage 
records, WRIS, federal wages, or other sources.  However, states only need to validate that the 
wages on the worksheet match the wages in the source documentation; they do not need to 
validate the accuracy of the source documentation.  In order to validate wages, states will need 
the participant’s social security number (SSN).  This information can be included in the extract 
file either in the   Individual Identifier field or in the User Field.  With this information, wage 
record validation can be completed as a separate step before or after the visit to the One-Stop 
center.   

Wage records are dynamic information:  new information may arrive after the participant 
extract file is created.  States need to account for this when validating wages.  In other words, 
they must find a way to determine the actual wages at the time they calculated their annual 
report.  This can be done in many ways, including freezing the wage record file by making a 
copy of the appropriate records at the time the extract file is created or working with the state’s 
UI division to obtain the accurate wage record information.  

There may be other data elements that the state can validate centrally.  States have the 
flexibility to determine the most efficient source to use to validate the information when more 
than one source is specified. 

There are several reasons why it is important to review the documents at the location where 
they are stored rather than moving the files prior to the review: 

• If the files are not moved, the files will be readily available to local staff. 

• Reviewing the files on-site ensures the integrity of the validation process. 
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• If the files are incomplete, it will be easier to obtain the missing information if the 
validator is on-site. 

• Questions pertaining to the information in the case files can be efficiently resolved in an 
on-site review. 

• State and local staff will both benefit from face to face discussions about local data 
collection procedures, federal requirements and the validation process. 

In some cases, it may not be feasible to perform an on-site review in all locations.  This 
would occur in a state such as Alaska where it is impractical to travel to each location.  There 
may be isolated examples in other large states where it is impractical to visit a small and very 
remote office.  In these situations state staff must contact their regional office to discuss shipping 
selected files to a more convenient location for review.   

State staff should notify local staff well in advance of when the on-site validation will occur 
to ensure that local staff are available to assist in the validation.  State staff should also tell local 
staff which records have been sampled no more than 1 to 2 days in advance of the on-site review.  
This will make the review more efficient, while minimizing opportunities to change the 
information in case files. 

Although state staff do not perform the sampling, they can control to some extent the degree 
of clustering done by the software.  The approach that states use will depend on: 

• Whether the state maintains a field for each participant record containing the location 
(office or provider or WIB) of the case files. 

• Whether all or some WIBs within the state store case files centrally in the WIB’s 
administrative offices.   

The record layout for the validation software contains fields to facilitate the data element 
validation process.  These fields include: 

• Sampling Unit   
• WIB Name   
• Office Name   
• User Field 

Sampling Unit is a unique numeric value assigned to each physical location where case files 
are stored within the state.  States assign the sampling unit based on their knowledge of where 
the files are stored.  The software uses the sampling unit field to create a clustered sample for 
data element validation. This numeric indicator does not have to begin with a 1 or be 
consecutive. If states leave the sampling unit field blank, the software will select the sample 
randomly from all exiters in the appropriate time period.  
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  WIB Name and Office Name are needed to guide the validator to the location where the 
files are stored.  User Field is a wild-card field that states can use to for any additional 
information that may help with validation process, such as participant name or SSN.   

The possible variations in state circumstances will result in the following typical scenarios: 

• Scenario 1—States have data indicating the physical location where the source 
documentation is kept for each record  (i.e., local office, training provider, WIB 
administrative office).  States then assign a unique numeric value to each location and 
populate the sampling unit field with the appropriate value for each exiter. 

• Scenario 2—States do not have data indicating the physical location where the source 
files are kept.  In this case, the WIB is the closest that the state can come to pinpointing 
the location of the records.  These states should populate the sampling unit field with a 
numeric identifier for each WIB.   Because the number of physical locations where case 
files are stored is unknown the software cannot cluster efficiently.  A larger number of 
locations will be sampled and the WIB staff will be responsible for identifying the 
location of the files for the state validation staff.   

• Scenario 3—It is the state’s understanding that case files are stored centrally within each 
WIB.  The WIB’s numeric value will be used to populate the sampling unit field, but the 
process will be efficient because the files will be available centrally at each WIB. 

• Scenario 4—It is the state’s understanding that some WIBs store files centrally and some 
do not, and the state has an office identifier for the WIBs that do not.  The state will 
assign a unique numeric value in the sampling unit field to each office within WIBs that 
store files locally, and a unique numeric value in the sampling unit field to each WIB that 
stores files centrally.   

• Scenario 5—The state is comprised of a single WIB and there is no office code available 
to the state.  In this case, the sampling unit field can be left blank or the state can populate 
the field with the same value for each record.  The software will not cluster the sample. 

Task 2:  Select Sample and Generate Worksheets 

As described in Chapter II and Task 1 above, the state builds an extract file in the WIASRD 
format which includes the participant and exiter records used to generate the WIA Annual 
Report.  The data validation software selects the sample of records from the WIA exiter records 
following the sampling specifications in Appendix G of this handbook.5

5 The validation software does not produce local level samples from the state file, even if the 
state uses the software filters to view subsets of the state’s data.  To select a statistically valid 
local level sample, states need to load just the records for a single local office.  However, TEGL 
3-03 only requires states to conduct state level validation. 
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The software also generates worksheets containing all of the information to be validated for 
each record sampled.  The state’s role is to complete the worksheet by indicating if the 
information on the file is correct (pass) or incorrect (fail) based on the federal definitions and 
source document requirements.   

Task 3:  Assemble Worksheets and Arrange Visits to Offices 

Users should assemble the worksheets and identify the offices from which the records were 
sampled.  Appendix E provides formats for the worksheets that are generated by the validation 
software.  Each worksheet contains the data for the sampled observations and columns to 
indicate if the element passes or fails validation. 

The worksheets are sorted by WIB and then by office within the WIB.  This organization 
provides the validator with a set of worksheets for each WIB and for each office within the WIB.  
The worksheets can be completed online on a laptop computer, or they can be printed and 
completed by hand.  The validation software may also be loaded onto the state’s central server; 
this allows multiple validators to complete the worksheets on workstations or computers 
connected to the server.  The validation software user’s guide contains more information on this 
functionality.   If validators use paper worksheets, the information must be data entered onto the 
automated worksheet later. 

The Trade Adjustment Assistance program validation also requires the state to validate 
records on-site and organizes their worksheets by WIB and by office within WIB. If the software 
selects records from the same office for both programs the validator’s burden may be reduced.  
This reduction in burden, however, may be limited.  For the samples to be statistically valid, the 
programs must sample offices and records independently of each other.   

Task 4:  Assemble Supporting Documentation and Complete the Worksheets 

When the validator arrives at the local office, the validator requests the sampled case files 
for that office.  The validator reviews the case file for each data element present on the 
worksheet.  Because some data elements do not apply to each record, many of the data elements 
will be blank and may not require validation.  For example, if employment was established 
through wage records, the data element for supplemental employment will be blank on the 
worksheet. 

The validator then validates all of the data elements where check boxes are present on the 
worksheet, using the validation instructions in Appendix D.  For most elements, where data is 
present.  The only exception is elements that are validated against central computer files, such as 
wage records.  There may be other data elements where the absence of data must be validated.  
There is a separate instruction for each data element; data elements are presented in the order in 
which they appear on the worksheet.  Each instruction specifies the recommended sources for 
validating the data element.  If the validator locates equivalent sources that are not specified in 
the instructions, the validator should record the source on the worksheet. 
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After reviewing the source documentation and following the validation instructions, the 
validator records the result in the checkbox for each element.  The two possible validation 
outcomes for each data element are: 

1. The element was supported by/matched the source documentation (checkmark pass) 
2. The source documentation showed that the data element was incorrect or that no source 

documentation was available (checkmark fail) 

Task 5:  Examine Summary and Analytical Reports 

Appendix F contains the format of the summary and analytical reports that summarize and 
evaluate errors identified through the data element validation process.  The software calculates 
two error rates for each element, which are displayed on a separate summary and analytical 
report for each group.   

State will submit the summary and analytical reports via the Internet.  The validation files, 
including the completed worksheets, summary and analytical reports, and copies of supporting 
documentation, should be retained for three years for monitoring purposes.  In retaining these 
documents, the state must ensure that records are available for audit.  The state must, therefore, 
decide whether to require that local offices/WIBs retain the records, or whether copies should be 
made and stored centrally. 

 Federal quality standards for determining unacceptable error rates will be developed after 
sufficient data have been collected on the validation results.  Because of the sampling process, 
however, the results of the validation are not precise; they represent only an estimate of the error. 

B. EXAMPLES 

The following figures are examples of: 

1) Data Element Validation Worksheet (Figure III.1) 

2) Data Element Validation Summary and Analytical Report (Figure III.2) 
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FIGURE III.1 

DATA ELEMENT VALIDATION WORKSHEET 
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FIGURE III.2 

DATA ELEMENT VALIDATION SUMMARY AND ANALYTICAL REPORT 
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TABLE III.1 

OVERVIEW OF DATA ELEMENT VALIDATION (FIGURE III.3) 

Figure III.7 
Step No. 

Step Description 

Who
Performs 
Step 

1 The validator identifies the offices and arranges to visit them. Once at the 
office, the validator requests the case records for the sampled participants. 

Validator 

Once the case records are assembled, the validator uses the worksheet to 
guide the validation process.  For each sampled record, certain data 
elements will be printed on the worksheet. Fields for data that are not 
relevant to a particular record will be blank.  For elements where data are 
present or where the absence of data requires validation, the validator 
locates the reference number on the worksheet.  The reference numbers 
refer to the location of the instruction to validate that data element in 
Appendix D.  The validator proceeds through each data element for each 
sampled record in the same manner.  Each data element in Appendix D 
provides acceptable source documentation and validation instructions. In 
addition, each data element includes the definition from the WIASRD. The 
“Comments” field on the worksheet can be used by the validator to take 
notes or to document issues that may be helpful in future validations. 

2 The validator obtains one or more of the source documents listed as an 
acceptable source to validate the element. 

Validator 

3 Following the Appendix D instructions for validating the element, the 
validator determines whether the data element meets the validation criteria, 
based on the information in the source document(s). 

Validator 

4 If the data element is supported by/matches the source document(s), then 
the validator enters a checkmark in the box in the pass column on the 
worksheet for that data element. 

Validator 

5 If the source document(s) does not support/match the data element or no 
source document(s) for the data element is in the case file, then the validator 
enters a checkmark in the box in the fail column on the worksheet for that 
data element, to indicate an error. 

Validator 

6 After each of the data elements has been validated for every sampled 
record, the validator reviews the summary and analytical reports generated 
by the software. 

Validator 
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APPENDIX A 

REPORT VALIDATION SPECIFICATIONS

This appendix provides the specifications used by the software to calculate the WIA 
performance measures.  The programming specifications show in tabular form how participants 
are counted in the numerator or denominator of each performance measure, based on the 
operational definitions of the performance measures.  Section I explains how to categorize 
participant records into funding streams.  Section II provides information on the additional 
cohorts used to calculate the performance measures for the ETA 9091 report, the ETA 9090, and 
a rolling four-quarters report.  Section III provides specifications for calculating performance for 
the Adult Program.  Section IV provides specifications for calculating performance for the 
Dislocated Worker Program.  Section V provides specifications for calculating performance for 
the Older Youth Program.  Section VI provides specifications for calculating performance for the 
Younger Youth Program.  Finally, section VII gives information on the specific timelines used to 
calculate the ETA 9091 report, ETA 9090 report, and a rolling four-quarters report. 

I.  FUNDING STREAMS

 Table 1 explains how records are classified as adults, dislocated workers, and youth.  These 
classifications are based upon several WIASRD elements.  Column A lists the funding streams 
and column B lists the WIASRD elements and values used to assign records to funding stream 
designation.  For a record to be included in a particular funding stream’s performance measures, 
at least one of the corresponding conditions in column B needs to be true. For example, as shown 
in Row 7 of Column B, if Rapid Response Additional Assistance (WIASRD Element 312) = 1, 
the participant is included in the dislocated worker performance measures. 

Categorizing Records Into Funding Streams 
Table 1 

A.  FUNDING STREAM B.  WIASRD ELEMENTS 
(1)   Adult (local) (WIASRD Element 304) = 1 
(2)   Other Statewide (WIASRD Element 310) = 1 and there is no Date of 

Dislocation (WIASRD Element 125) 
(3)   Other Statewide (WIASRD Element 310) = 2 and Statewide Displaced 

Homemaker (WIASRD Element 308) = 1 and age is >= 22 

Adult 

(4)   Other Statewide (WIASRD Element 310 = 2) and Statewide Displaced 
Homemaker (WIASRD Element 308 = 1) and age is between 19 and 21 
and not receiving Youth Services (WIASRD Elements 340 to 345 are 2’s) 

(5)   Dislocated Worker (local) (WIASRD Element 304) = 1  Dislocated Worker 
(6) Other Statewide (WIASRD Element 310) = 1 and there is a Date of 

Dislocation (WIASRD Element 125) 
(7) Rapid Response Additional Assistance (WIASRD Element 312 ) = 1 

(8) Youth local (WIASRD Element 306) = 1 Youth 
(9) Youth statewide 15% (WIASRD Element 307) = 1 

National Emergency Grant 
(10) Not an Adult, Dislocated Worker, or Youth, and NEG (WIASRD 

Elements 313a, 313b, or 313c) is not null 
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 For performance measure calculations, the youth funding stream is divided into older and 
younger youth.  Older youth are youth who were between the ages of 19 and 21, inclusive, on the 
date of registration.  Younger youth are youth who were between the ages of 14 and 18, 
inclusive, on the date of registration. 

 Participant records can be included in more than one funding stream. Participants who are 
co-enrolled in multiple funding streams are included in the calculations of the performance 
measures for all funding streams in which they are enrolled. For example, a participant record 
could have Youth statewide 15% (WIASRD Element 307) = 1 and Adult (local) (WIASRD 
Element 304) = 1.  In this case, the participant record is included in the performance measure 
calculations both for youth and for adults. 

 For calculating Table O for the annual report, only local area funds are used to determine in 
which funding streams to place participant records.   That is, to be included in Table O, a 
participant must have received funds from adult (local), dislocated worker (local), or youth 
(local).  As with the statewide performance, however, a participant is included in multiple 
funding streams for Table O if they receive funds from more than one of the three local sources. 

II.  ADDITIONAL COHORTS  FOR ETA REPORTS 

In addition to the cohorts needed to calculate the performance measures for the ETA 9091, 
the ETA 9090, and a rolling four-quarters report, states must also report on participation levels—
that is, the number of participants and exiters—for adults, dislocated workers, older youth and 
younger youth.  Consequently, if the state is using the validation software to calculate a complete 
annual, quarterly, or rolling four-quarters report, the file must include the records for all 
individuals who participated and exited during the appropriate time periods. 

III.  ADULT PROGRAM 

These specifications explain how the software logically groups an exit cohort of adult 
participants into three separate categories based on:  (1) their pre- and post-service employment 
status; (2) their employment retention status; and (3) their attainment of credentials within three 
quarters after exit.  Using the validation import file, the software determines the number of 
exiters who fit each category and computes the adult measures.   
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A. ENTERED EMPLOYMENT, RETENTION, AND EARNINGS 

Exhibit A.1 shows the 20 possible outcomes for WIA participants for the combination of the 
entered employment, retention, and earnings change measures for the adult program.  These 
outcomes are based on the participant’s employment status prior to registration, the participant’s 
employment status one quarter and three quarters after exit, and the change from pre-program to 
post-program earnings.   

Wage records are the primary data source for determining employment in the first and third 
quarters after exit.  If participants are not found in the wage records, supplemental sources can be 
used to establish employment.  However, participants whose employment is established from 
supplemental sources are excluded from the earnings calculations.  If states do not have 
supplementary sources of information on employment with which to calculate WIA 
performance, performance outcome groups 1.2, 1.3, 1.4, 1.6, 1.8 1.12, 1.13, 1.14, 1.16, and 1.18 
will not contain any records.  In such situations, estimates of performance will be based solely on 
wage record data.  Additionally, some participants may have pending employment and earnings 
information; they are included in the performance outcome groups 1.7, 1.8, 1.9, 1.17, 1.18, and 
1.19.
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Columns 6 through 10 show how the software uses the count of participants in each group 
(or the sum of their earnings for the earnings change measure) to calculate each performance 
measure.  For example, participants in subgroup 1.1 appear in the numerators and denominators 
of the entered employment rate and the retention rate, and they are included in the earnings 
change measure. 

For the annual report, the same cohort of exiters are used to calculate the count of 
participants in the three performance measures.  For the quarterly and rolling-four quarters 
reports, two different cohorts of exiters are used to calculate the counts in the entered 
employment rate, the retention and earnings change measures.  The same cohort of exiters are 
used in retention and the earnings measures and a different one is used in the entered 
employment measure.   

B. EMPLOYMENT AND CREDENTIAL RATE 

Exhibit A.2 shows how the software logically groups an exit cohort of adults into five 
separate categories based on whether the adults received training services, whether they were 
employed in the first quarter after the exit quarter, and whether they received a credential within 
three quarters after the exit quarter.  The software selects a subset of those adults from 
performance outcome group 1 who received WIA or WIA partner-funded training services while 
registered in WIA.  The software also determines the number of participants who fit each of the 
five categories and computes this measure. For the annual report, the same cohort of exiters are 
used to calculate all the measures including the employment and credential rate.  For the 
quarterly and rolling-four quarters reports, the same cohorts of exiters are used to calculate the 
counts in the entered employment and the employment and credential measure.   

The primary data source for determining employment will be the UI wage records.  
Supplemental sources will be used if an individual is not found in the UI wage records.  The 
primary source for determining whether an individual has received a credential is through 
ongoing contact and follow-up with a participant to determine if the individual has received a 
credential, and then obtaining written documentation of that credential.  In addition, states may 
use record-sharing and automated record matching with administrative and/or other databases to 
determine and document that the participant has received a credential. 

C. ADDITIONAL TABLES 

The ETA 9091 requires states to report the performance measures for special adult 
populations: public assistance recipients receiving intensive or training services, veterans, 
individuals with disabilities, older individuals, individuals who received training services, and 
individuals who received only core and intensive services.  The software  organizes the adult 
participant records for each of these categories.  For example, the software categorizes adult 
individuals with disabilities into the performance outcome subgroups shown in Exhibit A.1, and 
uses those numbers to calculate the entered employment rate, retention rate, and the earnings 
change for that special population. 
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IV.  DISLOCATED WORKER PROGRAM 

This section explains how the software calculates performance for dislocated workers who 
exit from WIA for the entered employment, retention, and earnings replacement measures and 
for the employment and credential measure.  Participants who are co-enrolled in multiple 
funding streams are included in the calculations of the performance measures for all funding 
streams in which they are enrolled. 

A. ENTERED EMPLOYMENT, RETENTION, AND EARNINGS 

Exhibit A.3 shows how the software logically groups an exit cohort of dislocated workers 
into ten possible measurement outcomes based on the worker’s post-service employment status 
and their employment retention status. 

Using a formatted state source file, the software determines the number of participants who 
fit each category and computes the entered employment, retention, and earnings replacement 
rates.

There are two differences between the adult specifications and those for dislocated workers: 

1. Dislocated workers, by definition, are not employed at registration; therefore the 
participant categories equivalent to the adult categories 1.11 through 1.20 do not 
apply. 

2. Instead of subtracting preprogram earnings from post-program earnings to calculate 
an earnings change, post-program earnings are divided by pre-dislocation earnings to 
calculate an earnings replacement rate. 

Columns 6 through 10 show how the count of participants in each group (or the sum of their 
earnings for the earnings replacement rate measure) is used to calculate each measure.  For 
example, participants in category 3.1 appear in the numerator and denominator of the entered 
employment rate, the numerator and denominator of the retention rate, and are included in the 
calculation for the earnings replacement measure. 

Similar to the adults, for the annual report,  the same cohort of exiters are used to calculate 
the three performance measures for the dislocated workers.  For the quarterly and rolling-four 
quarters reports, two different cohorts of exiters are used to calculate the entered employment 
rate, the retention rate, and earnings replacement rate.  The retention and earnings replacement 
rates use the same cohort of exiters, whereas the entered employment rate uses a separate cohort 
of exiters.   
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B. EMPLOYMENT AND CREDENTIAL RATE 

Exhibit A.4 shows how the software logically groups an exit cohort of dislocated workers 
into five separate categories, based on whether the dislocated workers received training services, 
whether they were employed in the first quarter after the exit quarter, and whether they received 
a credential within three quarters after the exit quarter.  The software determines the number of 
participants who fit each category and computes this measure. 

The dislocated worker exit cohort included in this measure is a subset of performance 
outcome group 3, Exhibit A.3, which is the group of dislocated workers who exited during the 
quarter.  From performance outcome group 3, the software selects those dislocated workers who 
received WIA or WIA partner-funded training services while registered in WIA.  The same data 
sources described in the adult employment and credential rate specifications are used. 

C. ADDITIONAL TABLES 

The ETA 9091 requires states to report the performance measures for special dislocated 
worker populations:  veterans, individuals with disabilities, older individuals, displaced 
homemakers, individuals who received training services, and individuals who received only core 
and intensive services.  The software organizes the dislocated worker performance outcome 
groups for each of these categories.  For example, the software categorizes dislocated workers 
with disabilities into the performance outcome subgroups shown in Exhibit A.3, and uses those 
numbers to calculate the entered employment rate, retention rate, and the earnings replacement 
rate for this special population. 
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EXHIBIT A.4 

FIVE GROUPS OF DISLOCATED WORKER PARTICIPANTS USED TO CALCULATE EMPLOYMENT  
AND CREDENTIAL RATE

Participant Characteristics 
Use of Each Group in Performance 

Measure 

1 2 3 4 5

Performance 
outcome group 

Received 
Training 
Services

Employed First 
Quarter After 
Exit Quarter

Attained State-
Recognized 
Educational/ 
Occupational 

Certificate/Credential/ 
Diploma/Degree 

Within Three 
Quarters 

After Exit Quarter

Count of 
Participants 
Included in 
Numerator

Count of 
Participants 
Included in 

Denominator
      

4.1 YES YES YES YES YES

4.2 YES NO YES NO YES

4.3 YES NO NO NO YES

4.4 YES YES NO NO YES

4.5 YES PENDING NA NO NO
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V.  YOUTH PROGRAM:  OLDER YOUTH (AGED 19 - 21) 

The specifications provided in this section explain how the software calculates performance 
for older youth exiters for the entered employment, retention, earnings change, and credential 
rates.  Participants who are co-enrolled in multiple funding streams are included in the 
calculations of the performance measures for all funding streams in which they are enrolled. 

A. ENTERED EMPLOYMENT, RETENTION, AND EARNINGS CHANGE 

As shown in Exhibit A.5, the software logically groups the records of the older youth in the 
source file into 25 possible measurement outcomes based on their pre- and post-service 
employment status, their employment retention status, and whether the participant was in post-
secondary education or advanced training in the first or third quarters after exit.  The software 
determines the number of participants who fit each category and computes these three measures.   

The methodology to calculate performance for older youth is similar to that used to calculate 
performance for adults and dislocated workers.  Because older youth who are in post -secondary 
education or advanced training in the first quarter after the exit quarter are exempt from the 
measures, there are five additional outcomes for the older youth measure compared to the adult 
measure.  The participants in subgroup 5.12, 5.13, 5.18, 5.19, 5.21, 5.23, 5.24, and 5.25  are 
exempt from the performance measures; that is, they are not included in either the numerator or 
denominator of any performance measure.  Older youth who are not in post-secondary education 
or advanced training in the first quarter after the exit quarter, and are not employed in the third 
quarter after the exit quarter, but are in post-secondary education or advanced training in the 
third quarter after the exit quarter are exempt from the retention and earnings change measures.  
These participants fall into groups 5.5, 5.6, 5.8, 5.10, 5.11, 5.21, and 5.23.  

Columns 8 through 11 of Exhibit A.5 show how the count of participants in each subgroup 
(or the sum of their earnings for the earnings change measure) is used to calculate each measure.  
For example, participants in subgroup 5.1 appear in the numerators and denominators of the 
entered employment rate and the retention rate; they are also included in the earnings change 
measure. 

Similar to the adult and dislocated workers, for the annual report, the same cohort of  older 
youth exiters are used to calculate the three performance measures.  For the quarterly and rolling-
four quarters reports, two different cohorts of exiters are used to calculate these measures.  The 
retention rate and earnings change use the same cohort of exiters, whereas the entered 
employment rate uses a separate cohort of exiters.   
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B. CREDENTIAL RATE 

Exhibit A.6 illustrates how the software logically groups an exit cohort of older youth into 
seven separate categories.  This is based on whether the older youth were employed in the first 
quarter after the exit quarter, whether they were in post-secondary education or advanced 
training in the first quarter after the exit quarter, and whether they received a credential within 
three quarters after the exit quarter.  The software determines the number of participants who fit 
each category and then computes this measure. 

The older youth exit cohort included in this measure is identical to performance outcome 
group 5, Exhibit A.5.  Unlike the adult and dislocated worker employment and credential 
measures, all older youth exiters are included in this measure, whether or not they received 
training services. 

C. ADDITIONAL TABLES 

The ETA 9091 requires states to report the performance measures for special older youth 
participant categories:  public assistance recipients, veterans, individuals with disabilities, and 
out-of-school youth.  The software organizes the older youth performance outcome groups for 
each of these categories.  For example, the software categorizes older youth with disabilities into 
the performance outcome subgroups shown in Exhibit A.5 and uses those numbers to calculate 
the entered employment rate, retention rate, and the earnings change for this special population. 
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VI.  YOUTH PROGRAM:  YOUNGER YOUTH (AGED 14 - 18) 

The specifications provided in this section explain how the software calculates performance 
for the younger youth diploma or equivalent rate, and for the younger youth retention rate.  
Participants who are co-enrolled in multiple funding streams are included in the calculations of 
the performance measures for all funding streams in which they are enrolled. The software 
calculates the skill attainment rate, however, specifications and performance outcome groups for 
skill attainment are not provided at this point.  

A. DIPLOMA OR EQUIVALENT ATTAINMENT 

Exhibit A.7 shows how an exit cohort of younger youth is logically grouped by the software 
into five separate categories based on whether the younger youth obtained a diploma or 
equivalent prior to WIA registration, whether they received a diploma or equivalent while 
enrolled, and whether they were in secondary education at exit.  The software determines the 
number of participants who fit each category and computes this measure. 

B. YOUNGER YOUTH RETENTION 

Exhibit A.8 shows how the software logically groups an exit cohort of younger youth into 
four separate categories based on whether the younger youth were in post-secondary education, 
advanced training, employment, military service, or qualified apprenticeships in the third quarter 
after exit; and whether they were in secondary school at exit.  Four outcomes are possible for 
younger youth:  (1) if the participant is enrolled in secondary school at exit, the participant 
record is excluded from the measure; (2) if the participant participated in at least one of the five 
activities in the third quarter after exit, the participant record is included in the numerator and the 
denominator; (3) if the participant participated in none of the five, the participant record is 
included only in the denominator; and (4) if the participant has not been out of the program long 
enough to obtain information about the individual’s retention status, the participant record is 
included in the pending group. 

C. ADDITIONAL TABLES 

The ETA 9091 requires states to report the performance measures for special populations of 
younger youth participants:  public assistance recipients, individuals with disabilities, and out-of-
school youth.  The software organizes the younger youth performance outcome groups for each 
of these categories.  For example, the software categorizes younger youth with disabilities into 
the performance outcome groups shown in Exhibit A.7 and uses those numbers to calculate the 
diploma or equivalent attainment rate for this special population. 

For the annual, quarterly and rolling four-quarters reports, records for three cohorts of 
younger youth participants and exiters are included in the younger youth measures.  Each report 
uses a separate cohort of participants and exiters in each measure.   
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EXHIBIT A.8 

FOUR GROUPS OF YOUNGER YOUTH PARTICIPANTS USED TO CALCULATE 
THE RETENTION RATE  

Participant Characteristics 
Use of Each Group in 
Performance Measure 

 1 2 3 4 

Performance 
outcome group 

In Secondary 
School on Exit 

Date

Active in the Third 
Quarter Following the 
Exit Quarter in any of 

the Following 
Activities: 

Employment Military 
Service Post-

Secondary Education 
Advanced Training 

Qualified 
Apprenticeship

Count of 
Participants 
Included in 
Numerator 

Count of 
Participants 
Included in 

Denominator

9.1 NO YES YES YES 

9.2 NO NO NO YES 

9.3 YES NA NO NO

9.4 NO PENDING NO NO
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VII.  REPORTING GUIDELINES 

Each state is required to submit an ETA 9091 and ETA 9090 report according to specific 
guidelines. Included in these guidelines are the cohorts used to calculate performance measures. 
Section A outlines the cohorts used to calculate the performance measures for the annual report, 
and Section B outlines the cohorts used to calculate the performance measures for the quarterly 
report.

Although ETA does not require states to calculate performance measures for a rolling four 
quarters, some states might find it useful.  For this reason, the software has been programmed to 
calculate a quarterly report using a rolling four quarters time period.  Section C outlines the 
cohorts used to calculate this type of report.

A. ANNUAL REPORT 

The ETA 9091 report reflects performance outcome information—including wage record 
information—that is available by the time the ETA 9091 report is due.  To calculate the report 
elements and performance measures for the annual report, states must create an extract file that 
contains the records for participants and exiters used to calculate the ETA 9091.  With TEGL 14-
03, ETA changed the cohorts used to calculate the ETA 9091 report for PY 2003 and later.  
These cohorts are listed below in Exhibit A.9. 

EXHIBIT A.9 

PARTICIPANT AND EXIT COHORTS FOR THE ETA 9091 FOR PY2003 

Report Elements and Performance Measures PY 2003 Annual Report 
Report Due Date 

10/1/2003
A.  Participants July 1, 2003 to June 30, 2004 

B.  Total Exiters 
Younger Youth Diploma Rate 
Younger Youth Skill Attainment Rate 

April 1, 2003 to March 31, 2004 

C.  Entered Employment 
Employment-Credential Rate 

October 1, 2002 to September 30, 2003 

D.  Retention and Earnings Rates April 1, 2002  to March 31, 2003 

12 – Month Employment Retention 
12 – Month Earnings Change/Replacement 

October 1, 2001 to September 30, 2002 

This extract file for PY 2002 and before required four cohorts used.  First, the file included 
the records for all participants for the program year—July 1, 2002 through June 30, 2003.  
Second, the file included the records for all exiters for the program year.  Third, the file included 
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exiters for the performance year—October 1, 2001 to September 30t, 2002.  Fourth, the file 
should contain exiters from the prior performance year—October 1, 2000 to September 30, 
2001—to calculate the 12 month performance measures associated with table L of the ETA 
9091.

B. QUARTERLY REPORT 

States submit the WIA Quarterly Summary Reports.  In TEGL 14-03, change 1, ETA 
changed the data ranges used to calculate the report.  The new time periods for the quarterly 
report better align the quarterly report time periods with the annual report time periods.  Thus, 
the final quarterly report, due in August, include all the participants and exiters included in the 
annual report.  These changes take effect for the first quarterly report in for PY 2004, which is 
due November 14, 2004.  Exhibit A.10 outlines the date ranges for the cohorts of participants 
and exiters used to calculate the report items for the ETA 9090 WIA Quarterly Summary Reports 
for PY 2004 and later.   

Exhibit A.11 provides the time periods for those quarterly reports completed prior to PY 
2004.  Exhibit A.11 shows that the Entered Employment Rate and Employment and Credential 
rate for the first quarter report, due on November 14th of the current program year (11/14/PY), 
uses a cohort of participants who exited from October 1st of the prior program year (10/1/PY-1) 
through December 31st of the prior program year (12/31/PY-1).  The retention and earnings rate 
uses a cohort of participants who exited from October 1st of the program year prior to the prior 
program year (10/1/PY-2) through June 30th of the prior program year (6/30/PY-1). 

Definitions: 

1. PY    =  Current program year  
2. PY-1 =  Prior program year 
3. PY-2 =  Program year prior to the prior program year 
4. PY+1 =  Program year following the current program year 
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C. ROLLING FOUR QUARTERS REPORT 

The software also calculates a quarterly report for a rolling four quarters period.  A rolling 
four quarter report includes records for the most recently available four quarter cohort for each 
report element and for each performance measure.  For example, a four quarter cohort of exiters 
is used to calculate the entered employment rate, and a different, but overlapping, four quarter 
cohort of exiters is used to calculate the retention rate.  Exhibit A.12 outlines the timeline used to 
calculate each report element and performance measure for each rolling four quarters period. 

Definitions: 

1. PY    =  Current program year  
2. PY-1 =  Prior program year 
3. PY-2 =  Program year prior to the prior program year 
4. PY+1 =  Program year following the current program year 
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APPENDIX C 

REPORT VALIDATION SUMMARY 



RptCell
Validation

 Value

Reported

Value
Difference % DiffDescription

Report Validation Summary- Adults

Period (7/1/01  - 6/30/02 )

Program Year :  2001State: US

9091/B-1B1 EER Numerator 0 0.0% 205  205

9091/B-1B2 EER Denominator 0 0.0% 241  241

9091/B-1B3 EER Rate 0.2 0.3% 85.1  85.3

9091/B-2B1 Retention Numerator 2 0.9% 217  215

9091/B-2B2 Retention Denominator 2 0.8% 248  246

9091/B-2B3 Retention Rate 0.5 0.6% 87.5  87.0

9091/B-3B1 Earnings Change Num 12,000 1.8% 683,050  695,050

9091/B-3B2 Earnings Change Denom 5 2.9% 173  168

9091/B-3B3 Earnings Change Rate 0.3 0.0% 3,948.3  3,948.0

9091/B-4B1 Credential Num 22 15.7% 140  162

9091/B-4B2 Credential Denom 40 17.0% 235  275

9091/B-4B3 Credential Rate 0.7 1.1% 59.6  58.9

9091/C-1A1 Public Assistance EER Num 3 17.6% 17  20

9091/C-1A2 Public Assistance EER Denom 3 13.0% 23  26

9091/C-1A3 Public Assistance Rate 3.0 4.0% 73.9  76.9

9091/C-2A1 Public Assistance Retention Num 0 0.0% 16  16

9091/C-2A2 Public Assistance Retention Denom 1 5.0% 20  19

9091/C-2A3 Public Assistance Retention Rate 4.2 5.3% 80.0  84.2

9091/C-3A1 Public Assistance Earnings Change Num 0 0.0% 25,590  25,590

9091/C-3A2 Public Assistance Earnings Change Denom 1 6.7% 15  16

9091/C-3A3 Public Assistance Earnings Change Rate 106.6 6.3% 1,706.0  1,599.4

9091/C-4A1 Public Assistance Cred Num 1 10.0% 10  11

9091/C-4A2 Public Assistance Cred Denom 0 0.0% 23  23

9091/C-4A3 Public Assistance Cred Rate 4.3 9.9% 43.5  47.8

9091/C-1B1 Veterans EER Num 0 0.0% 27  27

9091/C-1B2 Veterans EER Denom 0 0.0% 28  28

9091/C-1B3 Veterans EER Rate 0.0 0.0% 96.4  96.4

9091/C-2B1 Veterans Retention Num 0 0.0% 25  25
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RptCell
Validation

 Value

Reported

Value
Difference % DiffDescription

Report Validation Summary- Adults

Period (7/1/01  - 6/30/02 )

Program Year :  2001State: US

9091/C-2B2 Veterans Retention Denom 0 0.0% 31  31

9091/C-2B3 Veterans Retention Rate 0.1 0.1% 80.7  80.6

9091/C-3B1 Veterans Earnings Change Num 10,740 12.0% 89,423  100,163

9091/C-3B2 Veterans Earnings Change Denom 1 5.9% 17  16

9091/C-3B3 Veterans Earnings Change Rate 1,000.0 19.0% 5,260.2  6,260.2

9091/C-4B1 Veterans Credential Num 0 0.0% 17  17

9091/C-4B2 Veterans Credential Denom 1 4.2% 24  25

9091/C-4B3 Veterans Credential Rate 2.8 4.0% 70.8  68.0

9091/C-1C1 Disabilities EER Num 0 0.0% 21  21

9091/C-1C2 Disabilities EER Denom 0 0.0% 26  26

9091/C-1C3 Disabilities EER Rate 0.0 0.0% 80.8  80.8

9091/C-2C1 Disabilities Retention Num 0 0.0% 20  20

9091/C-2C2 Disabilities Retention Denom 0 0.0% 26  26

9091/C-2C3 Disabilities Retention Rate 0.0 0.0% 76.9  76.9

9091/C-3C1 Disabilities Earning Change Num 0 0.0% 70,530  70,530

9091/C-3C2 Disabilities Earning Change Denom 0 0.0% 20  20

9091/C-3C3 Disabilities Earning Change Rate 0.0 0.0% 3,526.5  3,526.5

9091/C-4C1 Disabilities Credential Num 0 0.0% 11  11

9091/C-4C2 Disabilities Credential  Denom 0 0.0% 23  23

9091/C-4C3 Disabilities Credential Rate 0.0 0.1% 47.8  47.8

9091/C-1D1 Older Ind. EER Num 0 0.0% 10  10

9091/C-1D2 Older Ind. EER Denom 0 0.0% 11  11

9091/C-1D3 Older Ind. EER Rate 0.0 0.0% 90.9  90.9

9091/C-2D1 Older Ind. Retention  Num 0 0.0% 10  10

9091/C-2D2 Older Ind. Retention Denom 0 0.0% 13  13

9091/C-2D3 Older Ind. Retention Rate 0.0 0.0% 76.9  76.9

9091/C-3D1 Older Ind. Earnings Change Num 0 0.0% 23,336  23,336

9091/C-3D2 Older Ind. Earnings Change Denom 0 0.0% 8  8
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RptCell
Validation

 Value

Reported

Value
Difference % DiffDescription

Report Validation Summary- Adults

Period (7/1/01  - 6/30/02 )

Program Year :  2001State: US

9091/C-3D3 Older Ind. Earnings Change Rate 0.0 0.0% 2,917.0  2,917.0

9091/C-4D1 Older Ind. Credential Num 2 66.7% 3  5

9091/C-4D2 Older Ind. Credential Denom 2 25.0% 8  10

9091/C-4D3 Older Ind. Credential Rate 12.5 33.3% 37.5  50.0

9091/D-1A1 Recd Train EER Num 1 0.6% 172  171

9091/D-1A2 Recd Train EER Denom 1 0.5% 199  200

9091/D-1A3 Recd Train EER Rate 0.9 1.1% 86.4  85.5

9091/D-2A1 Recd Train Retention Num 0 0.0% 187  187

9091/D-2A2 Recd Train Retention Denom 0 0.0% 207  207

9091/D-2A3 Recd Train Retention Rate 0.0 0.0% 90.3  90.3

9091/D-3A1 Recd Train Earnings Change Num 0 0.0% 629,901  629,901

9091/D-3A2 Recd Train Earnings Change Denom 0 0.0% 139  139

9091/D-3A3 Recd Train Earnings Change Rate 0.0 0.0% 4,531.7  4,531.7

9091/D-1B1 Intensive Services EER Num 1 3.0% 33  32

9091/D-1B2 Intensive Services EER Denom 1 2.4% 42  41

9091/D-1B3 Intensive Services EER Rate 0.6 0.7% 78.6  78.0

9091/D-2B1 Intensive Services Retention Num 0 0.0% 30  30

9091/D-2B2 Intensive Services Retention Denom 0 0.0% 41  41

9091/D-2B3 Intensive Services Retention Rate 0.0 0.0% 73.2  73.2

9091/D-3B1 Intensive Services Earnings Change Num 0 0.0% 53,149  53,149

9091/D-3B2 Intensive Services Earnings Change Denom 0 0.0% 34  34

9091/D-3B3 Intensive Services Earnings Change Rate 0.0 0.0% 1,563.2  1,563.2

9091/L-1A1 12 Mo Retention Num 1 12.5% 8  9

9091/L-1A2 12 Mo Retention Denom 1 7.1% 14  15

9091/L-1A3 12 Mo Retention Rate 2.9 5.0% 57.1  60.0

9091/L-1B1 12 Mo Earnings Change Num 0 0.0% 44,950  44,950

9091/L-1B2 12 Mo Earnings Change Denom 0 0.0% 11  11

9091/L-1B3 12 Mo Earnings Change Rate 0.0 0.0% 4,086.4  4,086.4
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RptCell
Validation

 Value

Reported

Value
Difference % DiffDescription

Report Validation Summary- Adults

Period (7/1/01  - 6/30/02 )

Program Year :  2001State: US

9091/L-1C1 Placements in Non-Trad Employment Num 0 0.0% 15  15

9091/L-1C2 Placements in Non-Trad Employment Denom 0 0.0% 205  205

9091/L-1C3 Placements in Non-Trad Employment Rate 0.0 0.0% 7.3  7.3

9091/L-1D1 Wages at Entry into Employment Num 0 0.0% 643,704  643,704

9091/L-1D2 Wages at Entry into Employment Denom 0 0.0% 169  169

9091/L-1D3 Wages at Entry into Employment Rate 0.0 0.0% 3,808.9  3,808.9

9091/L-1E1 Training Related Employment Num 0 0.0% 110  110

9091/L-1E2 Training Related Employment Denom 0 0.0% 172  172

9091/L-1E3 Training Related Employment Rate 0.1 0.1% 64.0  64.0

9091/M-1A1 Total Participants Served 0 0.0% 571  571

9091/M-1B1 Total Exiters 0 0.0% 310  310
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DATA ELEMENT VALIDATION WORKSHEETS 
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Sample Online Validation Worksheet 
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DATA ELEMENT VALIDATION SUMMARY AND ANALYTICAL REPORTS 
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APPENDIX G 

DATA ELEMENT VALIDATION SAMPLING AND ERROR RATE ESTIMATION

The primary data validation objective is to identify the sources of error (that is, which data 
elements or which kinds of cases are more prone to error) and to provide information on error for 
selected data elements whether or not they are used to calculate performance measures. 

States select samples of exiter records to measure the error rate of the important data 
elements.  This sample is selected from the records of individuals used to calculate the 
performance measures on the ETA 9091.  This appendix discusses the general approach to 
sampling and error rate estimation (section A) and the sampling approach for validation of 
exiters (section B).

A. GENERAL APPROACH 

Error rates are calculated in two ways.  The overall error rate equals the total number of 
records in error divided by the number of records that are sampled, weighted to account for the 
over- and under-sampling of particular types of records.  Because particular data elements may 
not be present in every sampled record, the reported data error rate includes in the denominator 
only those records for which a particular data element was validated.  With this method of 
calculation, the error rates equal the total number of records in error divided by the number of 
records for which the particular data element was validated, weighted to account for the over- 
and under-sampling of particular records.  For example, if 100 records are sampled, only 50 have 
a particular data element, and there are 5 errors, the first error rate would be 5 divided by 100, or 
5 percent, and the second error rate would be 5 divided by 50, or 10 percent.1

Sample sizes vary by state, with smaller states having smaller samples than larger states for 
two reasons.  First, to achieve a given level of precision, smaller states need smaller sample sizes 
than larger states.  Second, to reduce the burden on smaller states, precision requirements are 
relaxed. 

The sample design for exiters involves clustering the sample in a small number of offices 
and differential sampling rates by type of record.  This design yields estimates that have a 
variance that exceeds the variance of a simple random sample.  Currently, we assume the 
variance to be twice that of a simple random sample (a “design effect” of 2).  After data 
validation is implemented, an analysis will be conducted to estimate the true design effect and to 
determine how much it varies from current estimates.  The results of that analysis will be used to 
refine the sample design. 

1This calculation is not weighted.
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The ETA validation software uses information on the distribution of exiters by office and  
group—adults, dislocated workers, older youth, and younger youth—to select samples of offices 
and of exiters by group.2  Finally, the software uses the validation results from the sampled 
records to produce error rate estimates. 

B. SAMPLING FOR VALIDATION OF EXITERS 

To limit the burden validation imposes on states and the local offices while also providing 
sufficiently precise results, records of exiters from April 1, Program Year (PY) - 1 through 
September 30, PY are sampled to measure error rates for data elements.3  The software selects 
four samples of exiters, one each for adults, dislocated workers, older youth, and younger youth.  
It does this by creating a clustered, stratified sample for each group.4  The software first selects a 
sample of offices.5  From the sampled offices, the software selects samples of records.6  The size 
of the samples vary by state with precision estimates for small states reduced to minimize the 
burden validation imposes on them. 

To decide which offices to sample, the software assigns weights to each participant record.  
The weights are based on the risk that the data are incorrect and the importance of the data for 
measuring performance.  For adults, dislocated workers, and older youth, employment and the 
source of information on employment are the variables with the most risk and importance.  
Supplemental sources for wages are the riskiest data, followed by wage records for wage data.  
Data that indicate an individual is unemployed present the least risk.  Based upon this risk 
assessment, records that use supplemental sources to demonstrate an individual’s employment  in 

2 Office refers to the physical location of the participant’s case file, which may include the One-Stop office, a 
community college, a high school, etc.

3 The goal is to sample from records of exiters that are included in most of the core performance measures.  
For prior program years, that the software sampled from the performance year, from October 1, Program Year – 1 to 
September 30, Program Year.  TEGL 14-03 changed the cohorts of exiters included in the performance measure 
calculations.  As a result, the exiters sampled also changed.

4Clustering involves first sampling an aggregate unit and then selecting the units being studied only from 
within the selected aggregate units.  In this case, we want to study the records of individuals.  Because of the 
potential burden imposed by traveling to every office  within a state, the software will first select a sample of offices 
and then select records from those offices. 

Stratification involves grouping all the units being studied into strata and sampling randomly from each group.  
Each stratum, however, is not necessarily sampled equally.

5Some states may receive data by Workforce Investment Boards (WIBs), not by offices.  In this case, the 
software selects WIBs as the primary sampling unit instead of offices. 

6 The software draws these samples for each group. Thus, it selects offices from which it will sample adult 
records, and then selects offices from which it samples dislocated worker records, and so forth.  It does not 
necessarily select the same offices for each group.



DRAFT G.3

the first quarter and/or the third quarter after exit receive a weight of 3, records that use wage 
records to demonstrate an individual’s employment receive a weight of 2, and records for 
individuals who are unemployed receive a weight of 1. 

For younger youth, the importance of the record is determined by whether or not the 
individual attained a diploma after entering the program.  The records for individuals who 
attained a diploma after entering the program are the most important, followed by those records 
for individuals who did not attain a diploma.  Records of younger youth who received a diploma 
prior to entering WIA are the least important.  Based upon this assessment of importance, 
records for those who attained a diploma by the end of the first quarter after the exit quarter 
receive a weight of 3, records for those who did not attain a diploma by the end of the first 
quarter after the exit quarter receive a weight of 2, and records for individuals who entered the 
program with a diploma receive a weight of 1. 

The software calculates the weight for each office by group by summing the weights of each 
of the office’s exiter records for the performance year for the appropriate group.  Thus, each 
office will have up to four weights, one each for adults, dislocated workers, older youth, and 
younger youth.7  The software then selects specific offices with a probability of selection 
proportional to their weight for the group being analyzed.  The number of offices (n) selected is a 
function of the number of offices in the entire state (N) that have records for the group being 
analyzed.8  The more offices sampled, the greater the accuracy of the estimates.  However, the 
more offices sampled the greater the burden that validation imposes on the state.  Table G.1 
shows the sampling rule that the software uses to determine the number of offices selected.  
Column A provides ranges for the number of offices in a state.  Column B provides the number 
of offices selected.  Thus, for a large state with 250 or more offices for a group, the software 
selects 30 offices, as shown in Row 1 of Table G.1.  For a medium sized state with 80 offices for 
a group, the software selects 15 offices, as shown in Row 4 of Table G.1. 

7 Not all offices will have records for all four groups.  Some offices may only one group, and, as a result, can 
only be sampled for that one group.

8 The software selects offices for each group independently.  As a result, if a state had 150 offices and all 150 
offices had records for all four groups, the software would select 20 offices for each group.  Theoretically, this could 
lead to 80 offices being selected.  In practice, there is likely to be significant overlap in the offices selected.
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TABLE G.1 

OFFICE SAMPLING 

Number of Offices in 
State (N) 

Number of Offices 
Sampled (n) 

A B 
1 250 or more 30 
2 200-249 25 
3 100-199 20 
4 75-99 15 
5 30-74 10 
6 7-29 7 
7 Fewer than 7 All 

The software automatically selects any office(s) that accounts for 1/n or more of the total 
weight of the records for the group being sampled.9  For example, if a state has 35 offices that 
contain adult records, the software will select 10 offices for the adult sample.  Any office(s) that 
accounts for one-tenth—that is, 10 percent—or more of the state’s total weight of adult records is 
automatically selected.  The remaining offices will be randomly selected with their probability of 
selection proportional to the weight of the office. 

Next, the software selects the individual records to validate.  It selects a sample of records 
for each group—adults, dislocated workers, older youth, and younger youth—from the sampled 
offices selected for that group.  Within each group the probabilities of selection are proportional 
to the weights assigned to each record.  Consequently, for adults, dislocated workers, and older 
youth, a greater proportion of records with supplemental wage data is selected than would be 
selected in a simple random sample, and a greater proportion of records for younger youth who 
received diplomas after entering WIA is selected than would be selected in a simple random 
sample. 

Table G.2  illustrates how the software determines the sample size.10  Column A provides 
ranges for the number of exiters per group.  Depending upon the number of exiters for the group 
in a performance year, the software selects a level of precision, shown in Column B.11  Column 

9The initial weights and number of offices are estimates.  The early implementation will provide data to 
determine if the estimates are correct.  If the information gained from these studies suggests that the estimates are 
incorrect, they will be adjusted accordingly. 

10These tables are illustrative.  ETA has not yet determined acceptable levels of precision. 

11Precision is determined by the half-length of the confidence interval.  Confidence intervals measure the 
accuracy of the estimate.  For example, a data element might have a 7 percent +/-2 percent error rate. The +/-2 
percent is the confidence interval. In this example, the confidence interval means that the error rate is between 5 and 
9 percent.   
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C provides a range for the number of records to be sampled for each group.  For example, as 
shown in Row 1, if a state has 850 younger youth exiters in a performance year, the software 
selects between 187 and 330 younger youth records to validate to provide a level of precision of 
3.5 percent. 

TABLE G.2 

EXITER RECORD SAMPLING 

A B C 

 # of Exiters Half-Length of the 
Confidence Interval12

Range of Sample 

1  500 or greater 3.5%  187-33013

2  0-499 4% 0-187 

After the sampled records of exiters are validated, the software determines the error rate by 
group.  Because the software clusters and stratifies the samples, it must weight the validation 
results.  Using these weights, the software determines the weighted error rate. 

12Several factors must be incorporated into the calculation of the half-length of the confidence interval.  
Because of the small sample size, the finite population correction (fpc) needs to be incorporated into the 
calculations.  Assumptions about the accuracy of the error estimate also must be incorporated into the software.  For 
the software, we assume the half-length of confidence interval is at a 0.05 level.

13The maximum sample size per group should not exceed 330 exiters, plus or minus a several records. 


