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Introduction 
 
VAISEF collects data to demonstrate 
the success of the youth our 
membership serve. While many 
member schools use the data that they 
collect to inform decision-making as it 
relates to program, service and other 
enhancements, VAISEF uses the data 
to answer the question of who our 
membership serves, how well they 
serve them, and to guide and inform 
policy decisions and much more.  
 
Each member school is required to 
complete data entry via 3 separate 
survey links each year. Each member 
school must complete the “Individual 
Student Exit Survey,” “Coversheet 
Survey” (detailing all aggregated exits 
and enrollments for the reporting year 
(September 1-August 31st of each 
year) and the Post-discharge follow-up 
survey. This handbook was created in 
an attempt to support your data entry 
efforts. 
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GLOSSARY OF TERMS 
 

Destination: The status of students that exit your school. Please only check the 
single most applicable status of the student when s/he exited from your school. 
For a student who transfers to another school, please also indicate the grade 
level of the school to which s/he transferred after exiting your school. 
 
Dropout: Students that did not graduate from your school or transfer to another 
school and no longer attend any school/educational program. 
 
Exit: A “student exit” is defined as an exit from the member school, not to include 
moves from one grade level to the next, within the same member school or 
member school system of schools. Temporary placement disruptions also would 
not be considered exits from your school.  
 
Exits are to be categorized as planned or unplanned and positive or negative. 
While there are many definitions of planned/unplanned and positive/negative 
exits, for the purposes of this survey please apply the below definitions when 
responding to these questions.  
 

Positive Exit-The student has completed the program or the student’s 
move enabled him/her to progress further toward existing or new goals, 
e.g. lateral school transfers, accessing appropriate services through 
another provider, obtaining gainful employment, or moving to another 
jurisdiction where placement incorporated appropriate or planned services 
 
Negative Exit-The student left before completing the program and 
subsequently did not receive an appropriate level or type of service or was 
unable to obtain or maintain gainful employment. 

 
Planned Exit-The student exited according to an existing plan or strategy 
developed by the IEP committee or the student completed the program. 
 
Unplanned Exit-The student’s discharge occurred without program 
completion or did not occur according to a strategy developed by the IEP 
committee, e.g. runaway, parent or LEA pull-out, or student incarceration. 

 
Funding Source: Individual funding sources for each student (that may or may 
not directly fund school placement). Please be sure to select all applicable 
funding sources for each student. Options include Medicaid, Out-of-State Public, 
CSA, Private, and Other. For students funded by their local school system, 
please select “CSA” as their funding source. Most Virginia DSS and DJJ funding 
sources are also funded by CSA.   
 
Graduate-Students graduating from your school with a Virginia Department of 
Education recognized diploma or certificate. It does not include students 
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graduating from a post-graduate program following the receipt of a recognized 
diploma as indicated above.  
 
High School Graduation Degree: The graduation document with which the 
student exited your program. Please check the graduation document with which 
the student exited your program. Avoid using “Unknown” if at all possible.  
 
Member School-Individual private special education VAISEF member school. 
Each school and each school that is a part of a system of private special 
education schools is required to complete all 3 surveys for each individual 
member school. 
 
Primary Disability: The disability category identified on the student’s IEP or 
eligibility documentation as the primary disability. For each student identified as 
eligible for special education programs and services, please identify the single 
disability category identified on the student’s IEP or eligibility documentation as 
the primary disability. For students that are not eligible for special education, 
please select “Non-Special Education Eligible.”   
 

Please note that Speech/Language Impairment and Traumatic Brain Injury 
have been included as Disability Categories. An “Other” category has also 
been added to allow you to identify a disability that is not listed. These 
should be the Special Education (IDEA) classifications.   

 
Referral Source: The referring school jurisdiction that referred the student to 
your school.  
 
Race: The race/ethnicity with which the student primarily identifies.  
 
Student Unique Identifier: A member school developed code enables you to 
identify the student if a question arises for which you must provide additional 
information or clarification. Make sure the contact person can identify the student 
connected to this data. In order to do so, please remember that no two 
students can have the same identifier, regardless of how recent the ID was 
applied to a student. 
 
Transfer: Students transferring to another educational program upon exiting your 
member school or system of schools. For each of these students, please indicate 
the grade level to which they will be transferring, at the other educational 
program, and indicate only one type of placement that the student will be 
entering following exit. Avoid using “Unknown” if at all possible. 
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Individual Student Exit Survey Guidance 
 
Below, please find the URL for system access: 
 
https://survey.vaisef.org/survey/login.shtml 
 
Once you click on the link, this is where you will begin…  
 

 
 
Each individual member school is assigned a specific access code, in general 
the code follows this pattern: P + Facility ID. If you are not sure of your individual 
member school access code, please contact Stacie Thompson, VAISEF Quality 
Services Committee Chair or Clark Thomas, Executive Director of VAISEF. 
 

https://survey.vaisef.org/survey/login.shtml
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Welcome Screen 
 

 
 
Make sure your school name is correct on the screen! If it isn’t, DO NOT 
enter your data, as it will populate for someone else’s school. Instead, close your 
browser and start over. 
 
Your student ID is something you choose but it needs to be unique. No other 
student from your school should have the same ID. Suggestions for creating 
student IDs are as follows: 1) a combination of student initials and birthdate 
(AH06291978) or 2) a combination of the sending county’s initials and the ID they 
use (FCPS184507).  
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Dates  
 

 
 
You will need to enter 3 dates (date of birth, entry into your school, and exit from 
your school). When typing in all dates please use this format MM/DD/YYYY. You 
must include the slashes between the day, month, and year. Please be 
mindful of which date you are entering into which field because the system will 
not check your dates to see if your student is 150 years old so please pay 
special attention to dates. 
 
State 
 

 
 
The list of states does not remain in alphabetical order so please look carefully to 
find the state for which you are looking. The list does include an international 
option. If you cannot locate the state for which you are looking, click off of the list 



 Page 8 of 24 

and then type in the first letter of the state for which you are looking; this will take 
you to the states that begin with that letter. 
 
Referral Source  
 

 
 
There is a “Not Applicable” option for privately placed students and an “Out of 
State” option for non-Virginia students. 
 
Special Education Placement 
 

 
 
Please note that the order of the list in the dropdown menus can change so 
READ all of the options before making a selection. 
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Primary Disability 
 

 
 
Please note that the student’s disability should match their eligibility 
documentation, as to Primary Disability. 
 
Funding Source(s) 
 
Some students may be funded through multiple sources simultaneously. For 
example: educational costs for residential might be funded by Medicaid but the 
parents may pay for the other services. In this instance; you would check both of 
the “Medicaid” and “Private” boxes.  
 

 
 
Once you complete the initial screen the system will forward you to the next and 
final data entry screen, based on the reason for the student’s exit (graduate, 
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transfer, dropout or unknown). Below, please find a screenshot of remaining 
questions for each of the above identified categories. 
 
Graduates 
 

 
 
 
Transfers 
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Dropouts 
 

 
 
 
 
Unknown 
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Once you have competed the 2nd and final set of applicable questions, click 
“Continue.” Once you do so you will be afforded the opportunity to review the 
data you entered and to go back and make changes to it if it is incorrect. To 
make changes, please click the “Make Changes” button, make changes and 
click “Continue.” 
 
Once you click “Continue,” you will again be afforded an opportunity to check 
your work and go back and make changes. If no changes are necessary then 
proceed with printing this page by selecting the “Print” button. 
 

 
 
Please print paper copies of all of your individual student entries and either 
retain in paper form or as electronic copies and provide to accreditation 
reviewers to verify your completion of surveys. Then click “Submit,” at the 
bottom of the screen. Once you do so, you will receive a general confirmation 
page that thanks you, and provides you with the option of continuing with the 
next survey. Important: If you do not click “Submit” your survey will not be 
submitted and we will have no record of its completion. Once you click “Submit” 
you cannot go back and make changes. If you realize that you made a mistake 
after submitting your survey, you must go back into the survey and re-enter all of 
the individual student’s information, being sure to include all information along 
with the revised/correct information. 
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Coversheet Survey Guidance 
 
Each individual member school is required to enter aggregated student entrance 
and exit data via a different link. The data collection tool used to do so is the 
“Coversheet Survey.” The link to this data is not included here because it 
changes from year to year. Unlike the “Individual Student Exit Survey” you 
cannot enter data into this survey year around. The link to the survey is usually 
provided in August or September.  
 
The link, when clicked, takes you to the page below. This is where you enter your 
general school information.  
 

 
 
After you complete data entry and click “Next” you will be forwarded to a page 
where you can enter the number of student enrollments and exits. You will notice 
that, unlike the “Individual Student Exit Survey” this survey does not contain drop 
down menu fields; you manually key in your responses. Please be very careful 
when keying in your numbers.  
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The first screen to which you are forwarded is for Day School enrollments and 
exits.    
 

 
 
Please enter the total number of Day School enrollments, according to the 
identified categorizations, occurring within the reporting timeframe. The number 
of students enrolled, by gender, should match the number of students enrolled, 
by eligibility. The system will not check your math so please be sure that the 
numbers are entered and totaled accurately. Click “Next” after completing 
data entry. 
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As you scroll down you will see questions related to Day School exits. 
 

 
 
Please enter the total number of Day School exits, according to the identified 
categorizations, occurring within the reporting timeframe. The number of students 
exited by gender should match the number of students exited, by eligibility. The 
system will not check your math so please be sure that the numbers are 
entered and totaled accurately. Click “Next” after completing data entry.  
 
The next screen to which you are forwarded is for Residential School enrollments 
and exits.    
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Please enter the total number of Residential School enrollments, according to the 
identified categorizations, occurring within the reporting timeframe. The number 
of students enrolled, by gender, should match the number of students enrolled, 
by eligibility. The system will not check your math so please be sure that the 
numbers are entered and totaled accurately. Click “Next” after completing 
data entry. 
 
As you scroll down you will see questions related to Residential School exits. 
 

 
 
Please enter the total number of Residential School exits, according to the 
identified categorizations, occurring within the reporting timeframe. The number 
of students exited, by gender, should match the number of students exited, by 
eligibility. The system will not check your math so please be sure that the 
numbers are entered and totaled accurately. Click “Next” after completing 
data entry. 
 
Once you click “Next” you will be forwarded to the final page of the survey. On 
this page you must enter the total number of Residential and Day School exits. 
So based on the number of exited Day and Residential School students entered 
in the above examples I exited 185 students so I would enter that total number as 
shown below. Please be sure to verify your numbers before clicking “Done.” 
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You will notice that at the top of this page, there is a special note that reminds 
you to ensure that the total number of exits indicated here in the “Coversheet 
Survey” is equal to the total number of exits indicated in the “Individual Student 
Exit Survey.” Please note that the “Prev” button allows you to go back and make 
changes. Click “Done” once you have verified that the total number of exits in 
both surveys match. However, if you realize that you made a mistake after you 
click “Done” you cannot go back and make changes; you will need to re-enter 
the data for entire survey (being sure to include all data along with the 
revisions/corrections). 
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Post Discharge Follow-up Survey Guidance 
 
Below, please find the URL for system access: 
 
https://survey.vaisef.org/follow_up_survey/survey_follow_up.shtml 

 
Once you click on the link, this is where you will begin…  
 

 
 
 
You will need to enter your individual member school’s assigned access code 
(the same one that you use for the Individual Student Exit Survey) and then click 
“Log In.” Once you do so, you will be forwarded to the screen below. 
 

 
 

On this screen you will enter the individual student ID (that you create/created), the 

student’s date of birth, and the date of program exit and then indicate if you were able or 

unable to conduct the interview. If you were unable to conduct the interview, you are 

then asked to explain the reason you were unable to do so. 

  

 

 

https://survey.vaisef.org/follow_up_survey/survey_follow_up.shtml
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Inability to Complete the Survey 

 
 

If you were unable to complete the survey, please indicate same and then select the 

reason you were unable to complete the survey. Then click “Continue.” You will then be 

forwarded to the preview page, shown below, where you can check your work, print 

documentation of completion, and go back and make changes. If in checking your work 

you discover that you made a mistake, click the “Make Changes” button, make your 

changes and then click “Continue.”  

 

 
 

Once you are sure your answers are accurate, print a copy of the preview page and click 

“Submit.” Important: If you do not click “Submit” your data will not be submitted or 

subsequently received by analysts. Once you submit your data, you cannot go back and 

make changes. You must go back into the survey and re-enter all of the student’s data 

along with the corrected information. 
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You will then be forwarded to a confirmation page that thanks you and gives you an 

option to move on to the next individual student survey. 

 
 

 

Ability to Complete the Survey 

 

If you were able to complete the survey, once you indicate same, additional questions 

will populate the screen.  

 

Transfers 

 

The following example is for a student who transferred to public school but please note 

that the additional questions that populate are exactly the same as the ones that would 

populate for transfers to private special education placements. Please note that you are 

required to enter the date on which you conducted the survey, not the date you entered it 

into the system. 

 

 
 



 Page 21 of 24 
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Once you complete the last question on the screen, 2 additional questions, related to 

service satisfaction populate. 

 

 
 

Once you complete the questions on the screen, click “Continue.” You will then be 

forwarded to the preview screen where you can check your work, print your proof of 

completion, and select the “Make Changes” button, if you discover that you made a data 

entry error. Once you are sure your answers are accurate, print a copy of the preview 

page and click “Submit.” Important: If you do not click “Submit” your data will not be 

submitted or subsequently received by analysts. Once you submit your data, you cannot 

go back and make changes. You must go back into the survey and re-enter all of the 

student’s data along with the corrected information. 
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Graduates 

 

Response options are a little different for students who graduated from your school. 

Questions1-11 are the same but once you select “graduate” additional questions populate. 
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Employment 

 

If the exited student is employed, regardless of the transfer type, additional employment 

related questions populate. 

 
Once you complete the questions on the screen, click “Continue.” You will then be 

forwarded to the preview screen where you can check your work, print your proof of 

completion, and select the “Make Changes” button. Once you are sure your answers are 

accurate, print a copy of the preview page and click “Submit.” Important: If you do not 

click “Submit” your data will not be submitted or subsequently received by analysts. 

Once you submit your data, you cannot go back and make changes. You must go back 

into the survey and re-enter all of the student’s data along with the corrected information. 

  

 

 

 

If you have questions please email the VAISEF Quality Services Committee 
Chair, Stacie Thompson at Stacie.Thompson@Phillipsprograms.org. 
 

mailto:Stacie.Thompson@Phillipsprograms.org
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