
Reference Manual 

Data Collection 
2010 

 
Version 1.30   05/11/2010 

 



Se
ct
io
n

Pa
ge
(s
)

It
em

A
ct
io
n

Co
de

N
ew

/A
dd

ed
 T
ex
t

Th
e 
Re

po
rt
s

16
Se
co
nd

 P
ar
ag
ra
ph

A
dd

ed
 T
ex
t

(“
en

ro
lle
d”
 in

 th
e 
co
nt
ex
t o

f t
hi
s 
m
an
ua
l m

ea
ns
 “
en

ro
lle
d 
in
 th

e 
H
at
ha
w
ay
 S
ch
ol
ar
sh
ip
 P
ro
gr
am

”)
. 

D
at
a 
El
em

en
ts
 fo

r 
th
e 

En
d‐
O
f‐
Te
rm

 R
ep

or
t ‐
 

En
ro
lle
d 
St
ud

en
ts
‐

38
‐3
9

El
em

en
ts
 8
 th

ro
ug
h 
19

Ch
an
ge
d 
Re

qu
ir
em

en
t 

In
di
ca
to
r.
 O
cc
as
io
na
lly
 a
 

st
ud

en
t w

ill
 a
pp

ea
r 
fo
r 
th
e 

fir
st
 ti
m
e 
on

 a
n 
en

d‐
of
‐

te
rm

 r
ep

or
t (
w
as
 fo

r 
so
m
e 

re
as
on

 n
ot
 in
cl
ud

ed
 o
n 
m
id
‐

te
rm

). 
If 
th
is
 is
 th

e 
ca
se
, w

e 
ne

ed
 to

 m
ak
e 
su
re
 a
ll 

re
qu

ir
ed

 m
id
‐t
er
m
 

el
em

en
ts
 a
re
 in
cl
ud

ed
 in

 
th
e 
en

d‐
of
‐t
er
m
 

su
bm

is
si
on

.

Re
pl
ac
ed

 "
O
" 
w
ith

 "
R‐
I T
he

n 
O
" 
(s
ee

 e
xp
la
na
tio

n 
on

 p
ag
e 
37

)

A
pp

en
di
x 
A

29
, 3
6,
 4
1

El
em

en
t #

20
 ‐ 
N
O
N
_E
N
RO

LL
M
EN

T_
RE

A
SO

N
A
dd

ed
 v
al
id
 v
al
ue

25
N
O
T 
Q
U
A
LI
FI
ED

 D
U
E 
TO

 N
O
T 
M
EE
TI
N
G
 A
PP

LI
CA

TI
O
N
 D
EA

D
LI
N
E

A
pp

en
di
x 
A

29
, 3
6,
 4
1

El
em

en
t #

20
 ‐ 
N
O
N
_E
N
RO

LL
M
EN

T_
RE

A
SO

N
A
dd

ed
 v
al
id
 v
al
ue

27
N
O
T 
Q
U
A
LI
FI
ED

 D
U
E  
TO

 N
O
T 
SU

BM
IT
TI
N
G
 R
EQ

U
IR
ED

 D
O
C.

A
pp

en
di
x 
A

29
, 3
9,
 4
1

El
em

en
t #

21
 ‐ 
SE
M
ES
TE
R 
ST
A
TU

S
A
dd

ed
 v
al
id
 v
al
ue

93
RE

A
CH

ED
 C
C 
CR

ED
IT
 H
R 
LI
M
IT

A
pp

en
di
x 
A

41
El
em

en
t #

21
 ‐ 
SE
M
ES
TE
R 
ST
A
TU

S
Ed
ite

d 
va
lid

 v
al
ue

 n
am

e
90

RE
G
A
IN
 E
LI
G
IB
IL
IT
Y 
A
TT
EM

PT

Re
fe
re
nc
e 
M
an

ua
l C
ha

ng
es
 fr
om

 V
er
si
on

 1
.2
0



 

Page 1 of 43 

HATHAWAY SCHOLARSHIP PROGRAM DATA REPORTING 

HSP Data - Version 1.30  

 
 
Table of Contents 
 
 
 
The Law…………………………………………………………………………….............................................. 2 

- Hathaway Scholarship Program (HSP) Reimbursements……………………… ……….. 3 
- Reporting on HSP Participants and their Academic Progress…………………………. 6 

 
 
The Data Reporting Cycle…………………………………………………………………………………………. 10 

- The Cycle At-a-Glance……………………………………………………………………………….. 11 
- Who, What, Why, When…………………………………………………………………………… 12 

 
 
The Reports …………………………………………………………………………………………………………….. 16 

- The Estimate Report………………………………………………………………………………….. 16 
- The Mid-Term Report – Enrolled Students………………………………………………….. 16  
- The Mid-Term Report – Non-Enrolled Students…………………………………………… 16 
- The End-Of-Term Report…………………………………………………………………………… 17 

 
 
The Data Transfer Path…………………………………………………………………………………………….. 18 

- Flow Chart……………………………………………………………………………………………….. 19 
- Data Quality Checks………………………………………………………………………………….. 20 
- Post End-of-Term Record Updates………………………………………………………………. 20 

 
 
The Accounting………………………………………………………………………………………………………… 21 

- Snapshot of the Current Tracking System……………………………………………………. 22 
 
 
The Student Academic Progress Statistics…………………………………………………………………… 23 

- Legislative Report Requirement Table…………………………………………………………. 24 
 
 
Appendices…………………………………………………………………………………………………………….…. 26 
Appendix A – HSP Data Elements – Master List…………………………..…………………………….. 27 
                Mid-Term Report, Enrolled Students……………………. 31 
     Mid-Term Report, Non-Enrolled New Applicants.….. 34 
     End-of-Term Report, Enrolled Students………………… 37 
 
Appendix B – Qualification Process for Initial Applicants…………………………........................ 42 



 

Page 2 of 43 

HATHAWAY SCHOLARSHIP PROGRAM DATA REPORTING 

HSP Data - Version 1.30  

 
 

 
 
 
 
 
 

 
 
 
 
 

The Law:  
 

Statutes and Rules & Regulations Governing the 
Hathaway Scholarship Program  

Data Reporting 
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Hathaway Scholarship Reimbursements 
 
Statute: 
 
21-16-1308 (a)(v) The department shall determine and certify to the state treasurer the amount 
which is equal to seventy-five percent (75%) of the total amount the eligible institution received 
during the preceding semester under this subsection. Not later than September 1 for the fall 
semester and not later than January 15 for the spring semester, the state treasurer shall pay from 
the scholarship expenditure account the amount certified by the department. The department 
shall review the lists provided under paragraph (iv) of this subsection, determine there is no 
duplication of students, and determine and certify to the state treasurer the balance of the amount 
due under this article to each institution for the semester. The state treasurer shall pay from the 
scholarship expenditure account the balance of the amount due. Payments of the balance due 
under this paragraph shall be made not later than seventy-five (75) days after the institution’s 
semester has commenced. Payments to the university shall be made directly to the university. 
Payments to the community colleges shall be made directly to each college and be reported by 
the state treasurer to the community college commission. Should a prepayment under this 
paragraph exceed the amount actually due the institution for any semester, the excess amount 
shall be calculated by the department and deducted from the next payment made. 
For purposes of this subsection, payments due for summer terms shall be included within the 
calculations and payments for the subsequent fall semester. 
 
 
 
 
Rules & Regulations: 
 
Chapter 38, Section 18, Payment to Institutions.  
 
(a) For the first four years of the program, eligible institutions shall report to the Wyoming 
Department of Education by August 1 estimates of the number of students and the scholarship 
awards they anticipate for the upcoming fall semester. Institutions must report again to the 
Department by December 1 the number of students and scholarship amounts they anticipate for the 
following spring semester. Community colleges shall additionally report to the Commission the 
estimates they submitted to the Department for August 1 and December 1.  
 
 (i) The Department shall certify to the State Treasurer the amounts to be paid to each eligible 
 institution in a manner that will enable the prepayment to be made to the institutions by 
 September 1 for the fall semester and by January 15 for the spring semester.  
 
(b) After the first four years of estimates by the institutions, the Department will rely on actual data 
to make annual prepayments to institutions in the amount of 75% of the total amount that institution 
received the preceding semester.  



 

Page 4 of 43 

HATHAWAY SCHOLARSHIP PROGRAM DATA REPORTING 

HSP Data - Version 1.30  

                                                                                                                                                    
 (i) The Department will certify to the state treasurer the amount to be paid to each eligible 
 institution in time for the institutions to receive their fall semester prepayment by September 
 1 and their spring semester prepayment January 15.                
                                                                                    
(c) Within 30 days of the commencement of each semester, the community colleges shall submit to 
the Wyoming Community College Commission a list of students enrolled in the institution who 
qualify for Hathaway Merit and Need-Based Scholarships, and the amount for which they qualify.  

(d) Within 10 days of receipt of the last student data list from an individual community college, the 
Commission shall verify no inappropriate duplication of students exists between the colleges then 
shall submit to the Department a complete list of students and the amount each college is to receive 
for Hathaway Scholarship awards.  

(e) Within 45 days of the commencement of each semester, the University shall certify to the 
Department a list of students enrolled in the institution who qualify for Hathaway Merit and Need-
Based Scholarships, and the amount for which they qualify.  
 
(f) The lists submitted to the Department from the eligible institutions must include all the data 
elements needed to enable the institutions and the Department to meet the reporting requirements of 
the Hathaway Scholarship program. Data elements shall include but are not limited to:  
 
 (i) Student name, birth date, and gender;  
 (ii) Unique student identifier identified by the Department and the institutions;  
 (iii) Name of the institution;  
 (iv) Hathaway scholarship category;  
 (v) Number of credit hours;  
 (vi) Semester identifier; and  
 (vii) High school graduation year.  
 
(g) Upon receipt of the two student lists, the Department shall verify there is no inappropriate 
duplication of students among the institutions.  
 
 (i) Any duplication of students will be reported by the Department to the institutions and to 
 the Commission. The institutions, in coordination with the Commission, will research and 
 resolve the problem, if any, and submit final lists back to the Department.  
 
 (ii) If it is determined a student is properly attending multiple eligible institutions, the 
 Department shall award the entire Hathaway scholarship for which the student qualifies to 
 the eligible institution designated in the student’s consortium agreement as the home 
 institution. 
 
(h) When the final lists are certified as accurate and approved, the Department will certify to the state 
treasurer the balance of the amount due to each institution for the semester.  
 
(i) The state treasurer shall pay the amounts due no later than 75 days after commencement of the 
institution’s semester. Individual payments will be made to the University and to each community 
college.  
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 (i) The state treasurer shall report to the Wyoming Community College commission and the 
 Department the amounts paid to each college. 

 (j) Any prepayment that exceeds the amount actually due the institution for any semester shall be 
calculated by the Department and deducted from the next payment(s) made to the institution.  
 
(k) Students receiving a Hathaway Scholarship for a summer semester shall be included with the 
institution’s fall semester calculations.  
 
 (i) The Department will consequently adjust the award to the institution for the fall 
 semester to include the appropriate additional amount for the summer semester. 
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Hathaway Scholarship Reporting on Participants and their Academic Progress 

 

Statute: 
 
21-16-1308  
(c) The department shall establish annual reporting procedures for purposes of policy analysis 
and program evaluation and providing accurate data to the legislature and governor relative to 
the program’s impact on the state and on students.  
 
In developing the annual reporting procedure the department shall consult with the University of 
Wyoming and community college financial aid officers and registrars or their designees. It is the 
intention of the legislature that the reporting system and the requirements thereof shall be 
applicable to all recipients of scholarships under this article. Compliance with this section shall 
be made a condition of receiving a scholarship under this article.  
 
The reporting system shall include the following information: 
 
(i) A report prepared for each semester or equivalent periods of time during each academic year 
relative to the rate of retention of program participants; 
 
(ii) Scholarships by students as they progress from semester to semester or other equivalent 
periods of time as may be applicable once enrolled at an eligible institution.  
 
The data shall be reported by institution attended, by the instructional program, and by 
scholarship category and shall include  
 
-the percent of students losing scholarship eligibility due to not earning the minimum number of 
credit hours,  
 
-the percent of students losing scholarship eligibility due to not having the required cumulative 
grade point average,  
 
-the percent of students losing scholarship eligibility for failing to make satisfactory academic 
progress  
 
-and the percentage of students losing scholarship eligibility for failing to enroll.  
 
The same information shall also be reported by categories showing those students qualifying 
through WORKKEYS scores and GED scores and by the group of students who attended a 
home-based educational program and did not graduate from an eligible high school; 
 
(iii) The persistence rates at the eligible institutions of freshmen, sophomore, junior and senior 
students receiving a scholarship reported by scholarship category and by award year; 
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(iv) The graduation rates or rates of completion of the chosen post-secondary education program 
if otherwise applicable for students receiving a scholarship reported by scholarship category and 
award year, including for those graduating with an academic degree at the baccalaureate level the 
rate for persons graduating within four (4) years, within five (5) years and within six (6) years, 
respectively and including for those graduating with a certificate or associate degree the rate for 
persons graduating within one (1), two (2) and three (3) years; 
 
(v) The mean length of time required for a student receiving a scholarship under this article to 
graduate with a degree or to complete the certificate program with such information being 
reported by scholarship category and by award year; 
 
(vi) An annual report on the number of applicants as well as the percent of high school graduates 
by high school district who apply for a scholarship by scholarship category, and the percent of 
those students who are awarded a scholarship and subsequently enroll in an eligible institution; 
 
(vii) Statistical studies on the relationship between the courses taken and grades earned by a high 
school student and the student’s score on the ACT or WORKKEYS test. Relative to public high 
schools, such statistical studies shall use student course and grade data that is otherwise available 
from the schools and such studies shall be conducted at no additional cost to the governing 
authority of any public high school; 
  
(viii) Statistical studies on the relationship between the courses taken and the grades earned in 
high school and the student’s college or university GPA. 
 
(d) The annual report by the department shall be submitted to the governor and the legislature in 
accordance with W.S. 9-2-1014. 
 
 
 
 
 
Rules & Regulations: 
 
Chapter 38, Section 22, Data Gathering and Reporting Procedures 
 
(a) In consultation with school districts and the financial aid officers and registrars of the 
eligible institutions, or their designees, the Department shall develop annual reporting procedures 
for purposes of policy analysis and program evaluation.  The annual report on the Hathaway 
Scholarship Program shall be presented by the Department in accordance with the budget 
timeframes identified in W.S. § 9-2-1014.  
 
(b) Data reporting is a requirement for receipt of scholarship funds. 
 
(c) The University of Wyoming shall submit the required information directly to the 

Department.   
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(d) Wyoming community colleges shall submit the required information to the Wyoming 
Community College Commission which shall submit to the Department individual college 
information, as well as a summative report of all college data.   
 
(e)  Information to be provided to the Department from the eligible institutions includes: 
 
  (i) By district and scholarship type, the number and percent of students who 

apply, the number and percent of students who meet success curriculum 
requirements, the number and percent of students awarded a scholarship, and the 
number and percentage of students who subsequently enroll in the institution;  
   

 
  (ii) Rate of retention of scholarship recipients;  
 
  (iii) Persistence rate of freshman, sophomore, junior, and senior scholarship 

recipients, by original award year, by scholarship type; and 
 
  (iv) Graduation rates or rates of completion, by scholarship type by award year 

to include: 
 
   (A) For those receiving a baccalaureate level degree, the rate 

scholarship recipients graduated in four, five or six years, and the mean 
length of time for students to earn the degree; and 

 
   (B) For those receiving a certificate or associate degree, the rate 

scholarship recipients graduated in one, two, or three years, and the mean 
length of time for students to complete the certificate or associate degree. 

 
  (v) By institution, instructional program, scholarship type, and award year, 

report on the loss of scholarship eligibility of students at the end of each spring 
semester according to the following categories: 

 
   (A) Those qualifying through high school graduation with the 

accompanying GPA and ACT requirements; 
 
   (B) Those qualifying through high school graduation with the 

accompanying GPA and WorkKeys requirements;   
 
  (C) Those qualifying through GED and the accompanying ACT 

requirements; 
 
  (D) Those qualifying through a home-based educational 

program and the accompanying ACT requirements. 
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  (vi) In addition to reporting the number of students who have lost scholarship 
eligibility as specified in Section 22 (e)(v) of these rules, institutions shall provide 
further data on cause of loss of scholarship to include:   

 
   (A) The number and percentage of students failing to meet 

satisfactory academic progress due to either minimum number of credit 
hours and/or failure to maintain minimum cumulative GPA ; 

    
   (B) The number and percentage of students failing to maintain 

minimum continuous enrollment requirements; and 
 
   (C) The number and percentage of students failing to enroll in 

the eligible institution.   
 
(f) Studies the Department shall undertake annually for each graduating cohort include: 
 
  (i) Analysis of the relationship between courses taken, grades earned in high 

school, and a student’s ACT and or WorkKeys test scores; and   
 
  (ii) Analysis of the relationship between courses taken, grades earned in high 

school, and a student’s college and/or university GPA. 
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The Reporting Cycle 
 
  

As the statutes quoted in the previous section indicate, the Hathaway data collection is based on 
the need for information in three areas; Scholarship Applicants , Scholarship Amounts Awarded, 
and Student Performance. This information is gathered by the institutions and collected by the 
WCCC (if applicable) and the WDE via four reports during each semester (see p.16-17 for details 
about each report). These reports are created, reviewed, stored, and analyzed in eleven steps during 
a semester. The participants in the cycle are the Institutions, the Wyoming Community College 
Commission (WCCC), The Wyoming Department of Education (WDE), and the State Treasurer. 
  
All steps in the reporting cycle involve the listing, verification, or reimbursement of Scholarship 
Amounts Awarded, whereas Scholarship Applicant and Student Performance data are dealt with 
in only a few of the steps. Applicant and performance data are analyzed by the WDE after the end 
of each school year to generate the statutorily required statistics on the applicants and the 
academic progress of scholarship recipients. 
 
The next page provides an illustration of the reporting cycle. The pages that follow it provide detail 
on each step in the process in a “Who, What, Why, and When” format. 
 
Successive sections provide more information about the required data reports, the data submission 
path, scholarship accounting, and student progress statistics. 
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The Cycle At-a-Glance 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Submit Estimated 
Scholarship 
Amounts for 

Upcoming Semester 

Certify 75% of Estimated  
Scholarship Amounts to 

State Treasurer 

Pay 75% of Estimated 
Scholarship amounts to 

Institutions

Submit Mid Term (“30 Day”) 
Reports (for enrolled and non-

enrolled students) to WCCC/WDE 

Review Community College Data 
and Forward Files to WDE 

Certify Mid Term 
Amounts to Treasurer 

Pay Balance Due 
to the Institutions 

Submit End of Term 
Report to WCCC/WDE 

Review Community College Data 
and Forward Files to WDE 

Store student performance data and 
prepare statutory statistical reports on 

HSP student performance progress 
(After Spring EOT report) and 

account for scholarship adjustments in 
next Mid Term Payment 

Community Colleges/UW 

WCCC 

WDE 

State Treasurer 

Semester Begins 

10 

6

5

4

3

2

1

12 

11 

Review and Forward 
Scholarship Estimates to 

WDE 

Fall: 10/25   Spring: 3/5 

Fall: 10/05   Spring: 2/15

       Fall                 Spring 
WCCC: 9/25     WCCC: 2/5
UW: 10/10          UW: 2/20 

Fall: 9/1   Spring: 1/15 
 

Fall: 8/15   Spring: 12/31

Fall: 8/1   Spring: 12/1 Fall: 8/1   Spring: 12/1 

Fall: 11/10   Spring: 3/20 

Fall: 2/28   Spring: 6/20 

Fall: 3/10   Spring: 6/30 

Fall: 3/15   Spring: 7/5 

Semester Ends 

Note: the dates are approximate – refer to the 
rules for exact time intervals.  Refer to pages 12 thru 15 for details 

on each step in the cycle….. 

Submit Summer End of 
Term Report to WDE 

10/20 

9 

8 7 
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1. WHO:  Community Colleges/UW  

WHAT: The Estimate Report. (Page 16) 
 WHY:  To receive 75% reimbursement at the beginning of the semester.   

WHEN: By 8/1 for the Fall semester, and 12/1 for the Spring semester. 
(Community Colleges report to the WCCC, UW reports directly to the 
WDE) 

  
 

 
 
 
 
 
2. WHO:  The WCCC  
 WHAT: Review Estimate Reports submitted by each individual Community   

  College and forward to WDE.  
 WHY:  To ensure reports are complete. 
 WHEN: Upon Receipt from the Community Colleges. 

 
 

 
 
 
 
3. WHO:  The WDE 
 WHAT: Download the Estimate Reports to the HSP Data Warehouse and   
   prepare certification to the State Treasurer. 
   Required Information for each institution: Beginning Balance, Recipient  
   Counts and Amounts by Scholarship Category, and Total Amount to be  
   paid. 
 WHY:  To track individual institution balances and to ensure institutions are  
   properly compensated. 
 WHEN: Submit certified amounts to the State Treasurer by 8/15 for the Fall  
   semester and by 12/31 for the Spring semester.  
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4. WHO:  The State Treasurer 
 WHAT: Pay from the scholarship expenditure account 75% of the estimated   
   scholarship amounts due to each institution as certified by the WDE. 
 WHY:  To reimburse the institutions for the Hathaway scholarships awarded. 
 WHEN: By 9/1 for the Fall semester, and by 1/15 for the Spring semester. 
 
 
 
 
 
 
 
5. WHO:  Community Colleges/UW 
 WHAT: The Mid Term Reports (Page 16) 
 WHY:  To provide the WDE with data to calculate the remaining balance due  
   for scholarships awarded, and to provide information on attempted   
   hours and instructional program selections, and to provide data on   
   applicants who did not enroll. Data on enrolled and non-enrolled students  
   are submitted in two separate reports. 
 WHEN: Community Colleges: Submit to the WCCC within 30 days of the   
   commencement of each semester.  
   UW: Submit to the WDE within 45 days of the commencement of each  
   semester. 
 
 
 
 
 
 
6. WHO:  The WCCC  
 WHAT: Review Mid Term Reports submitted by the Community Colleges   

  for accuracy and verify no inappropriate duplication of students exists  
  and forward to WDE. 

 WHY:  To ensure that no student exceeds the maximum scholarship amount  
  allowed if enrolled in more than one institution. 

 WHEN: Within 10 days of receipt from the Community Colleges. 
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7. WHO:  Community Colleges/UW 
 WHAT: The Summer End-Of-Term Report (Page17)  
 WHY:  To provide the WDE with data to run the statutory statistical reports on  
   Hathaway student performance and to include summer scholarships  
   for reimbursement (to be applied to the fall semester Mid Term payment). 
 WHEN: By 10/20 of each year 
 
 
 
  
 
8. WHO:  The WDE 
 WHAT: Download the Mid Term Reports to the HSP Data Warehouse,   
   review for duplicate student records between CCs and UW, and   
   prepare certification to the State Treasurer. 
   Required Information for each institution: Beginning Balance,   
   Recipient Counts and Amounts by Scholarship Category, and Total  
   Amount to be paid. 
 WHY:  To track individual institution balances and to ensure institutions are  
   properly compensated. 
 WHEN: Submit certified amounts to the State Treasurer by 10/25 for the Fall  
   semester, and by 3/5 for the Spring Semester.  
 
 
 
 
 
 
9. WHO:  The State Treasurer 
 WHAT: Pay from the scholarship expenditure account the balance of the   
   amount due to each institution as certified by the WDE. 
 WHY:  To reimburse the institutions the balance due for the Hathaway   
   scholarships awarded. 
 WHEN: Within 75 days of the  commencement of each semester. 
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10. WHO:  Community Colleges/UW 
 WHAT: The End-Of-Term Report. (Page 17) 
 WHY:  To provide the WDE with data to run the statutory statistical reports on  
   Hathaway student performance and to account for any adjustments in  
   scholarship reimbursements (to be applied to next semester’s Mid Term  
   payment). 
 WHEN: Community Colleges: Submit to the WCCC within 60 days of the   
   end of fall semester, and within 30 days of the end of spring semester. 

UW: Submit to the WDE within 70 days of the end of fall semester, and 
within 40 days of the end of spring semester. 

 
 
 
 
 
 
11. WHO:  The WCCC  
 WHAT: Review the End-Of-Term Reports submitted by the Community   

  Colleges for completeness and duplicate student records between   
  institutions and forward to WDE. 

 WHY:  To ensure that accurate data is submitted to WDE.  
 WHEN: Within 10 days of receipt from the Community Colleges. 
 
 
 
 
 
 
 
12. WHO:  The WDE 
 WHAT: Download the End Of Term Reports to the Hathaway Data Warehouse  
   and prepare student performance statistics (post Spring only), and   
   identify any adjustments to scholarship amounts. 
 WHY:  To comply with the annual statutory reporting and track individual   
   institution balances to ensure institutions are properly compensated. 
 WHEN: The annual statutory statistical reports on student performance are to be  
   completed by 10/1. Any adjustments in scholarship amounts will be  
   applied to next semester’s Mid Term payment. 
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The Reports 

1. The Estimate Report 
 
 This is an estimated totals report that is submitted by the institutions by 8/1 for the 
 fall semester, and by 12/1 for the spring semester. As the title indicates, it is an 
 estimate of the number of students and scholarships within the four merit levels, as well 
 as an estimate of the Needs award. 75% of the estimated scholarship total is remitted to 
 the institutions as a prepayment for the semester. The payments need to be made by the 
 State Treasurer to the institutions by 9/1 for the fall semester, and by 1/15 for the spring 
 semester. 
 
 
The three reports below require the collection and submission of certain pieces of data that pertain 
to Hathaway Scholarship applicants and enrolled students (“enrolled” in the context of this 
manual means “enrolled in the Hathaway Scholarship Program”). These data elements and their 
properties are listed in Appendix A starting on page 27.  
 
 
 
2. a) The Mid Term Report – Enrolled Students 
 
 This report is submitted by the community colleges to the WCCC within thirty days 
 of the start of the semester, who then forwards the files within ten days of receipt to the 
 WDE. The University submits the file directly to the WDE within 45 days of the start of 
 the semester. The institutions receive the difference between the 75% of the Estimate 
 payment and the sum of scholarship amounts provided in this report. The payments need 
 to be made by the State Treasurer to the institutions within 75 days of the start of the 
 semester. Information on attempted hours and instructional program is included in this 
 report. The specific elements for this data submission are listed on pages 31 – 33. 
 
 b) The Mid Term Report – Non-Enrolled New Applicants 
 

This report is to accompany the Mid Term Report for Enrolled Students. It provides 
information about new applicants (or newly screened Wyo grads, GED or Home Schooled 
students) who did not qualify or did not accept the scholarship and includes data 
indicating the reason for non-enrollment. The purpose of this report is to complete the set 
of applicants for the semester being reported; 
 

             All Students in the Mid Term Non-Enrolled New Applicants file 

   +     All New Students in the Mid Term Enrolled Students file   

          =   New Applicants for the reporting term 
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The specific elements for this data submission are listed on pages 34 – 36. 
 
  
 
3. The End-of-Term Report – Enrolled Students 
 
 The main purpose of this report is for the institutions to submit student performance 
 data that is analyzed by the WDE for the statutorily required annual academic progress 
 statistics. However, any changes made to individual scholarship amounts during the 
 last part of the current semester will be registered and accounted for as an adjustment to 
 the last payment for the following semester.  
 
 

Students to be included in this report: 
-All students who have initiated the scholarship (in the past or in the current semester), 
whether they received a scholarship during the semester or not, 
-AND have not used up their 8 semester (96 credit hrs) limit, 
-AND are inside of the 6 year deadline 
 
The specific elements for this data submission are listed on pages 37 – 40. 
 

 Note: The due date for the End-of-Term report serves as the deadline for submitting Hathaway 
 Scholarships granted for the semester. Scholarships reported to the WDE after the end-of-term due date 
 will not be reimbursed to the post secondary institution. 
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The Data Transfer Path 

 

The Wyoming Transcript Center (WTC) provides a secure method of transferring sensitive 

student information between the entities that are involved in creating and managing the data. 

Within the path, it is essential to have data quality check points to guarantee that the HSP Data 

Warehouse ultimately receives accurate records with clean data to ensure efficient and precise 

reporting. 

 

The following page illustrates the flow of information as it originates at the Institutions, passes 

through the Wyoming Community College Commission (if applicable), and ultimately 

downloaded to the WDE Data Warehouse. Information about the data quality checks follows on 

page 20. 
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Data Quality Checks  
(Refer to Appendix A starting on page 28 for data element detail) 

 
Data Elements 
 
1. All required fields are populated. 
2. Fields are populated with Valid Values only, and consistent with specified format. 
3. There are no duplicate records. 
 

 

Relationships Between Elements 
 
1. High School performance data (HS_GPA, ACT_SCORE,  GED_SCORE, 
 WORKKEYS_SCORE) supports the scholarship level (SCHOLARSHIP_CATEGORY). 
2. Award Amount (MERIT_AWARD_AMOUNT) is not greater than the amount allowed 
 based on the scholarship level and attempted non-remedial hours (ATT_SEM_HRS_GR 
 + ATT_SEM_HRS_NGR). 
3. For each of the semester hour fields, earned hours do not exceed attempted hours. 
4. Previous semester’s Cumulative Data supports the current scholarship level 
 (SCHOLARSHIP_CATEGORY).  
5. Cumulative data (hours and points) supports the CUMULATIVE_STATUS (if student has 

attended only one institution), unless an appeal was approved. 
 

 

 

Post End-Of-Term Record Updates 
 

Any change to a student Hathaway record during the semester should be reflected in the End-of-
Term Report for that semester.  

 

If there is a change to any Hathaway data element after the End-of-Term Report was submitted, 
upload to the Wyoming Transcript Center (WTC) the complete Hathaway record(s) (all required 
elements must be included) that contains the changes, and notify the WCCC of the data transfer 
(UW notifies WDE). The same submission process and quality checks applies to individual record 
transfers. 
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The Accounting 
 

 
As is mentioned  in the Data Reporting Cycle section on pages 10 - 15 , the WDE receives three 
updates from the institutions during any given semester that include scholarship amounts 
awarded, and are provided via these reports discussed in detail on pages 16 - 17;  
 
1. The Estimate Report 
2. The Mid Term Report – Enrolled Students 
3. The End-of-Term Report – Enrolled Students 
 
The scholarship information declared in these reports is accounted for in two payments to the 
institutions each semester; 
 
1. The Prepayment  
2. The Mid Term/Balance Payment 
 
 
Special note regarding the End-of-Term Report: Since the last payment (the Mid Term/Balance 
Payment) for the current semester, and the first payment (the Prepayment) for the following 
semester have already been processed by the time this report is due, the amount in this report must 
be carried forward to the second payment (the Mid Term/Balance Payment) for the following 
semester. 
 
Illustration: 
 

See next page for the current accounting set-up. 

 

Fall Semester Reports Fall Semester Payments

The Estimate Report The Prepayment
The Mid Term Report The Mid Term/Balance Payment
The End-of-Term Report

Spring Semester Payments

The Prepayment
The Mid Term/Balance Payment
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The Student Academic Progress Statistics 

 
 

Statute requires that we gauge the counts of Hathaway Scholarship students and their academic 
progress in order to make good recommendations to the legislature on how the program can be 
“adjusted” to optimize the State’s return on the scholarship funding. The required information is 
listed in statute and rules and quoted on pages 6 – 9.  The data that is analyzed is delivered to the 
WDE via the Mid-Term Report and the End-of-Term Report (p.16 - 17), and the required data 
elements are listed and described in Appendix A starting on page 27. 
 
 
Initial HSP Applicants 
 
The institutions must submit a Hathaway record (based on the required data elements) for each 
applicant, whether the student filled out an application, or was automatically screened by the 
institution. Both enrolled and non-enrolled applicants must be reported. Refer to Appendix B on 
page 42 for an overview on how to qualify an applicant. 
 
 
Returning HSP Students  
 
Fewer data elements are required for students who enrolled in the program prior to the current 
semester. Data such as gender, high school graduation date, high school GPA, ACT scores, etc. is 
already on file at the WDE from the institution’s initial data submission for these students. Refer 
to the Requirement Indicator field in the data element lists to see what data are required for each 
report, starting on page 31 in Appendix A. 
 
Hathaway data for students who have lost eligibility, but returned to school, must still be 
submitted. These students may regain eligibility in later semesters, so we want to maintain 
continuity in the semester records for these students. 
 
HSP Students not Returning 
 
No record needs to be generated and submitted by the institution for an active Hathaway student 
(initiated the scholarship in a prior semester) who is expected to return, but fails to enroll. A gap 
in successive semesters enrolled within the data warehouse is enough information in itself to gauge 
continuous enrollment. 
 
Refer to pages 24 - 25 for a tabelized view of the statutorily required HSP statistics. 
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Appendices 
 
 

 

 

Appendix A contains the current data elements, as well as proposed elements that will take effect 
at the beginning of the 09/10 school year. 

The Appendix contains four sets of element lists; 

-The Data Element Master List       p. 27 
-The Data Elements for the Mid-Term Report, Enrolled Students   p. 31 
-The Data Elements for the Mid-Term Report, Non-Enrolled New Applicants p. 34 
-The Data Elements for the End-Of-Term Report, Enrolled Students  p. 37 
 
   

     

   

Appendix B is a flow chart that illustrates the process of qualifying an initial applicant for the 
Hathaway Scholarship. Students that are not placed in the Enrolled “bucket” at the bottom of the 
flowchart are accounted for in the Mid-Term Report for Non-Enrolled New Applicants. 

 

 

 

Appendix A      

Appendix B      
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Case: Initial Application
Hathaway Scholarship

ELIGIBILITY STATUS data
reporting value determination
for students in the semester
of their INITIAL applicationStudent applied for admission to UW or a

Wyoming Community College (and application is
determined to be the student’s initial application)

Student accepted
for admission to

attend the
postsecondary

institution?

UW or a CC automatically
initiates determination of
Hathaway Scholarship

Eligibility for all students

Student
demonstrates

Wyoming residency
per W.S. 21-16-

1303(b)(i)?

Student
graduated

from an eligible high
school per W.S. 21-16-

1303(b)(iii)(A) or met out-ofstate
high school criteria

per W.S. 21-16-
1303(c)?

to next page

NO reporting
requirements for
these students

Reporting REQUIRED
for all college applicants

considered on page 2

“Initial Application”
definition: the student
cannot be identified as

having previously been included
in Hathaway Scholarship

reporting via postsecondary
institution checks of their own

records, communications across
institutions, and referencing the

WDE managed data
clearinghouse (availability not yet 

determined)

Institution initiated automatic
determination is required to ensure

comparable reporting across
institutions in compliance with

statutory reporting requirements
(see page 2 of this document

for statutory reference)

Success Curriculum to be
determined per W.S. 21-16-
1303(b)(ii) so will be added

at a later date

No

Yes

No

Yes

No

Yes

Hathaway Scholarship Data Reporting
NON_ENROLLMENT_REASON  Data Element 
Flowchart
2008-08-15 - Wyoming Department of Education
Page 1 - Case: Initial Application
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from previous 
page

Student
fails to qualify for

other non-academic
reasons per W.S. 21-16-

1303(e)? (citizenship,
selective service, loans

and aid, legal)

Student
applied for a scholarship
within two years of high

school graduation date or is
otherwise eligible (good
cause) per W.S. 21-16-

1303(b)(iii)(B)?

Student met
the minimum required

high school grade point
average and ACT or Workkeys

score per W.S. 21-16-
1303(b)(iii)(C) , or minimum

GED score per
W.S. 21-16-
1308(b)(iv)?

Awarded

Reporting REQUIRED
for all college applicants
considered on this page

NOT QUALIFIED
NON ACADEMIC

NOT QUALIFIED
HIGH SCHOOL
ACADEMICS

FAILED TO
ENROLL DECLINED DEFERRED ENROLLED

Case-specific values to enter under data element: NON_ENROLLMENT_REASON

Case: Initial Application
Hathaway Scholarship

SEMESTER STATUS data
reporting value determination
for students in the semester
of their INITIAL application

Hathaway Scholarship Data Reporting
NON_ENROLLMENT_REASON  Data Element 
Flowchart
2008-08-15 - Wyoming Department of Education
Page 1 - Case: Initial Application

Statutory reporting requirements related
to initial application related data:

21-16-1307(b) ...the department, in
consultation with the University of Wyoming,
Wyoming community colleges and the
community college commission, shall report
to the governor and the joint education
interim committee of the legislature on
recommendations for modifications to the
minimum cumulative GPA and minimum
composite ACT or cumulative WORKKEYS
scores contained in this article to ensure
that the Hathaway scholarship program is
designed to provide the desired incentives
for students to pursue a rigorous curriculum
and strive to achieve academic success.

21-16-1308(c)(vi) An annual report on the
number of applicants as well as the percent
of high school graduates by high school
district who apply for a scholarship by
scholarship category, and the percent of
those students who are awarded a
scholarship and subsequently enroll in an
eligible institution;

No

Yes

No

Yes

No Yes

 


