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INTRODUCTION 

 

 

The Workforce Innovation and Opportunity Act (WIOA) was signed into law on July 22, 2014, 

taking effect, July 1, 2015.  WIOA is designed to help job seekers access employment, 

education, training, and support services to succeed in the labor market and to match employers 

with the skilled workers they need to compete in the global economy. WIOA supersedes Titles’ I 

and II of the Workforce Investment Act of 1998, and amends the Wagner-Peyser Act and the 

Rehabilitation Act of 1973.  

WIOA provided Mississippi an extraordinary opportunity to create and maintain a customized 

workforce system designed to maximize job and career options for workers while at the same 

time providing business and industry a skilled talent pool from which to select job candidates.  

Through our state’s WIOA Combined State Plan, we have a developed method to ensure 

Mississippi is a state where people want to live and work due to a thriving economy. 

Mississippi’s WIOA Strategic Vision: 

 Provide every Mississippian the opportunity to be work- or career-ready and to secure his 

or her dream job right here at home; 

 Create a workforce ecosystem where all parts are connected and line up to achieve 

common goals; 

 Develop a career pathway model that integrates programs and improves efficiency in 

service delivery across partners, with particular focus on individuals with barriers to 

employment and; 

 Strategically align programs with current and emerging high-demand sectors. 

 

 

PURPOSE 

 

 

The purpose of this manual is to provide continued guidance to the Mississippi Community 

College Board’s Office of Adult Education local programs and other state workforce leaders on 

the requirements of the Smart Start Pathway Course as it meets Mississippi’s Combined State 

Plan’s description of WIOA’s required workplace activities. 

According to Federal Code 463.30 – Adult education and literacy programs, activities, and 

services consist of:  

(a) Adult education,  

(b) Literacy,  

(c) Workplace adult education and literacy activities,  

(d) Family literacy activities,  

(e) English language acquisition activities,  

(f) Integrated English literacy and civics education,  

https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf
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(g) Workforce preparation activities, or  

(h) Integrated education and training. 

 

Workforce preparation activities include activities, programs, or services designed to help an 

individual acquire a combination of basic academic skills, critical thinking skills, digital literacy 

skills, and self-management skills, including competencies in:  

 

(a) Utilizing resources;  

(b) Using information;  

(c) Working with others;  

(d) Understanding systems;  

(e) Skills necessary for successful transition into and completion of postsecondary education or 

training, or employment; and  

(f) Other employability skills that increase an individual's preparation for the workforce.  

 

According to Mississippi’s WIOA State Plan: 

 

Workforce preparation activities will be provided to all students enrolled in ABE or IEL 

programs.  These programs or services are designed to help an individual acquire a combination 

of basic academic skills, critical thinking skills, digital literacy skills, and self-management 

skills, including competencies in utilizing resources, using information, working with others, 

understanding systems, and obtaining skills necessary for successful transition into and 

completion of postsecondary education or training, or employment.  As part of the Smart Start 

pathway, all students will participate in workforce preparation activities to include but not be 

limited to:  Problem-Solving, Teamwork, Communication Skills, Goal Setting/Time Management, 

Professional Image, Role of Employer and Employee, Financial Awareness and Life Skills. 

 

 

FOCUS 

 

 

In efforts to support WIOA, Mississippi’s main focus is to improve the economic opportunities 

for all job seekers, especially those with low skills. Mississippi developed a career pathway 

model that provides various on-and-off ramps for job seekers with different needs. The 

Mississippi Community College Board’s Office of Adult Education (OAE) plays a key role in 

establishing and conducting the Mississippi Works Smart Start Career Pathway Model. The 

pathway, noted below, consists of intensive career development, necessary skills assessment, and 

basic skills development.  

 

The Mississippi Works Smart Start Career Pathway Model includes six steps designed to 

synchronize activities within and between Combined Plan Partners as follows: 

 

1. Point of Entry – Combined Plan Partner intake and enrollment. 

2. Workforce Assessment – Intake Agency coordinates pathway determination. 

3. Pathway Activities – Either Smart Start Class, Career Tech, or Work-Ready. 

https://swib.ms.gov/wp-content/uploads/2018/09/Mississippi_WIOA_Plan.pdf
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4. Workforce Assessment – One-stop Operator or Youth Provider assesses and refers 

participant to additional pathways or determines exit strategy. 

5. Exit Strategy – Enroll in postsecondary degree program or transitional employment 

(OJT, Internship, Apprenticeship, or Work Experience). 

6. Unsubsidized Employment – Gainful employment is the goal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PATHWAY ACTIVITIES 

 

 

The Mississippi Works Smart Start Career Pathway Model includes three main pathways: 

 

 

MISSISSIPPI WORKS  

SMART START CAREER PATHWAY MODEL 
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ADULT EDUCATION/SMART START PATHWAY COURSE 

 

 

Through an established referral system with Combined Plan Partners of the MS WIOA 

Combined State Plan, all participants who lack a high school diploma or its equivalent will be 

referred to an adult education program. Participants requiring the most intensive assistance to 

become job-ready will be referred to the Smart Start Pathway Course. All individuals enrolled in 

adult education will be strongly encouraged to complete the Smart Start Pathway Course: 

 
The Smart Start Pathway Course is a required 45-hour course of study focusing on essential 

skills needed to become work or career-ready for middle-skill jobs by addressing the needs 

identified by employers. The goal of the Smart Start Pathway Course is to further identify 

participant barriers to self-sufficiency. Participation in the Smart Start Pathway Course will 

require individuals to commit to an assessment process that models a typical work environment 

and includes an opportunity to develop good workplace habits. The Smart Start Pathway Course 

is also designed to train and educate participants in need of basic education and job-readiness 

skills. Participants will develop job skills necessary for their careers, learn and practice good 

work habits, and build effective communication skills necessary for successful employment.  

Participants enrolled in the Smart Start Pathway Course have the opportunity to earn a 

Mississippi Smart Start Credential or a Mississippi Smart Start Certificate. 

 

 

MISSISSIPI SMART START CREDENTIAL 

 

 

The Mississippi Smart Start Credential (Smart Start Fact Sheet, Appendix A) is issued by the 

MS Community College Board through the Office of Adult Education and is earned by 

completing the Smart Start Pathway Course (minimum 45-hours course of study): 
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 Educational Skills 

  ACT WorkKeys® Curriculum 

 Applied Math 

 Graphic Literacy 

 Workplace Documents 

 Employability Skills 

 Career Awareness (ex: Career Goals, Job Search Strategies) 

 Financial Literacy (ex: Checking/Savings/Online, Budgeting, Credit Score) 

 Necessary Skills (ex: Communication & Teamwork, Problem-Solving & 

Critical Thinking, Employer Expectations) 

 ACT WorkKeys® resulting in,  

 National Career Readiness Certificate (NCRC) - Minimum Bronze Level 

even though Silver is encouraged for increased job opportunities. 

 National Career Readiness Certificate® -- The NCRC® is an evidence-

based credential which certifies that the participant has met the essential 

skills employers deem necessary for workplace success.  This certificate 

improves career outcomes for participants just entering the workforce to 

longtime employees and it enhances employers’ hiring, training, and 

promotion decisions. The NCRC® is based on a participant’s performance 

on three skills assessments:  

 Applied Math 

 Graphic Literacy   

 Workplace Documents 
 

 

MISSISSIPI SMART START CERTIFICATE 

 

 

The Mississippi Smart Start Certificate is issued to participants who complete the 

requirements listed above but do not achieve a National Career Readiness Certificate of Bronze 

or a higher level: 

• Smart Start Class (45-hour course of study, not including WorkKeys testing) 

 Pass all course content at 75% or higher 

 Basic Skills (ACT WorkKeys® Curriculum) 

 Career Awareness 

 Necessary Skills 
 

The certificates are distinctively different from the credential.  These certificates are not eligible 

for college credit and are not considered a credential.  All Smart Start credentials and 

certificates are numbered and tracked in the Adult Education data management system. 
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ATTENDANCE 

 

 

 Face-to-Face Direct Instruction – Designated Smart Start hours are required on a sign-in 

sheet for all participants in the Smart Start Pathway Course.  Attendance must be 

recorded in the Adult Education data management system as “Instruction-MS Smart 

Start Hours.”  Minimum 45 hours required. 

 

 Hybrid (Direct Instruction and On-line Learning) – Same requirements as Face-to-Face 

Direct Instruction as well as a timestamped data usage report for all on-line learning may 

be used to calculate on-line attendance.  Please note: A participant’s time cannot be 

counted twice.  For example, if a participant signs into a class, and logs into on-line 

learning, the time can only be counted once. Attendance must be recorded in the Adult 

Education data management system as “Instruction-MS Smart Start Hours.”  

Minimum 45 hours required. 

 

 On-Line Learning (Canvas, WorkKeys®) – If a participant takes the Smart Start Pathway 

Course completely on-line and finishes before the required 45 hours, document the 

actual time spent in the Adult Education data management system and place a copy of 

the online data usage report in the student cumulative folder.  Since students are eligible 

at some institutions for Smart Start to be articulated to college credit, any student 

completing Smart Start in less than 30 hours, is required to be approved by the OAE 

before issuing a Smart Start Credential. Attendance must be recorded in the adult 

education data management system as “Instruction-MS Smart Start Online Only.”   

 

Please note: The ACT WorkKeys® pre-tests and the ACT WorkKeys® Curriculum, also 

referred to as “Basic Skills”, can be counted toward the minimum 45 hours of Smart Start 

instruction.  However, the ACT WorkKeys® assessments cannot be counted toward the 

minimum 45 hours required. 

 

Designated Smart Start hours are required on a sign-in sheet for all participants in the Smart Start 

Pathway Course. If a student is working online at any time during a face-to-face setting, the 

instructor cannot use both the online and face-to-face time toward instructional hours.  The 

instructor must choose which one to use. 

 

 

MS OAE SMART START STUDENT RECORD 

 

 

In order to demonstrate the goals and objectives have been met by the student, the instructor 

must sign, initial and date beside the topic on the Smart Start Student Record.  However, 

all outcomes are to be taught in the course using the Smart Start Pathway Course Outline. 

See Appendix B for the The Smart Start Student Record and Appendix C for the Smart Start 

Outline.  
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If a student enrolls with verification of prior learning of Smart Start outcomes, whether in 

another program or an affiliation of the local program, please seek advice from the OAE 

before approving outcomes have been met. 

 

 Instructor/Campus 

 The instructor needs to print/type their name along with location of the Smart 

Start course. 

 Start Date 

 This is the first day of class. 

 Student’s Name 

 Student’s name is be printed/typed. 

 Completion Date  

 This should reflect the day all objectives on the Student Record have been met. 

 Goals to Be Completed 

 Confirm enrollment in Mississippi Works (MS Works) 

 Print confirmation of enrollment or creation of MS Works account 
 Confirm/create professional email 

 Email activity or print MS Works Profile Page 
 ACT WorkKeys® Pretest 

 Place pre-test scores for all three components, Applied Math, Graphic 

Literacy, and Workplace Documents in the folder.   

 ACT WorkKeys® Tests 

 A copy of the student’s ACT Summary Score report from ACT 

WorkKeys® is required for all students, even if they don’t score a three or 

higher. 

 ACT WorkKeys® scores for each component must be noted on the Smart 

Start Student Record. 

 Even if a student doesn’t score a three or higher, update the Intake 

Data Form and forward to the program’s Data Management 

Specialist. 

 If a student does not take the ACT WorkKeys® test, “N/A” should 

be noted on the Student Record to indicate student was not eligible 

to take the tests. 

 Career Interest Survey  

 Career Job Profile Database 

 Career Pathway 

 Create a Resume 

 Post-tests 

 Career Awareness 

 Financial Literacy 

 Necessary Skills 
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 Employability Skills 

Through Career Awareness and Necessary Skills, adult learners will:  

 Acquire and evaluate information from career awareness through actively 

participating in exploration activities, career assessments, and work-based 

experiences to identify career goals. 

 Gain knowledge in Mississippi’s 5 major sector strategies, such as employment 

trends, training needed, and wages. 

 Learn and apply financial awareness in personal finances, such as 

checking/savings, online banking, budgeting, and insurance. 

 Actively prepare for employment by creating a resume and incorporating 

interviewing strategies. 

 Analyze importance of effective workplace habits, such as customer service, 

problem-solving, critical thinking, communication, employer expectations, and 

teamwork. 

 Post-tests 

 A student must pass all course content with 75% or higher in three (3) areas: 

 Career Awareness 

 Financial Literacy 

 Necessary Skills 

 Documentation 

 Students are awarded a Smart Start Credential or Certificate based off their 

performance on the ACT WorkKeys® assessments.   

 National Career Readiness Certificates are not mailed; however, students should 

be given: 

 Printout of their ACT WorkKeys® Summary Report verifying both their 

levels and scale scores. 

 Website to MyWorkKeys (myworkkeys.com) which allows the student to 

have access to their scores and copy of their National Career Readiness 

Certificate at any time for free. 

 Maintain Records 

 Copies of the following documents are required for the cumulative (permanent) 

folder: 

 MS OAE Smart Start Student Record (with instructor’s signature and 

dates) 

 Confirmation of MS Works account 

 Confirmation of professional email 

 ACT WorkKeys® Curriculum Pre-test Scores (Predicted Level) 

 Career Interest Survey 

 Career Job Profile Database 

 Career Pathway 
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 Resume 

 Post-tests (Career Awareness, Financial Literacy, and Necessary Skills) 

 ACT WorkKeys®  Summary Report verifying scores 

 Copy of Smart Start Credential or Certificate 

 Distance Learning Hours (Data Usage Report from source, such as 

Canvas, ACT WorkKeys® Curriculum) 

 

CANVAS 

 

 

To meet the needs of our diverse student population, the MCCB OAE has created a Smart Start  

online course through Canvas, the leading learning management system recognized as a favored 

digital literacy resource among instructors and students.  

 

The OAE manages all the content for the Smart Start Canvas course master shell that is 

distributed to all colleges to utilize. Therefore, the office will also manage and distribute the 

Smart Start College & Career Readiness (SSCCR) course. This course will include all Smart 

Start modules as well as the additional required CCR modules. 

 

Some of the benefits of utilizing Canvas for instruction are technology is easily used, community 

is built, students’ progress is tracked, and most importantly, the course is accessible anywhere, 

any time. Since Canvas course requirements and activities are to mirror Smart Start in a 

traditional classroom, online students are required to complete the same activities and meet 

the same requirements as a face-to-face student.  

A student enrolled completely online, should have the following documents in their cumulative 

folder:  

 MS OAE Smart Start Student Record (with instructor’s signature and dates) 

 Confirmation of MS Works account 

 Confirmation of professional email 

 ACT WorkKeys® Curriculum Pre-test Scores (Predicted Level) 

 Career Interest Survey 

 Career Job Profile Database 

 Career Pathway 

 Resume 

 Post-tests (Career Awareness, Financial Literacy, and Necessary Skills) 

 ACT WorkKeys® Summary Report verifying scores 

 Copy of Smart Start Credential or Certificate 

 Student’s grades (Gradebook) from Canvas 
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SMART START PATHWAY COURSE 

PROCEDURES FOR PARTNERS 

 
 

Mississippi’s WIOA Combined State Plan requires activities among the partners to be aligned 

when serving those with barriers to employment.  While programs still work in silos to some 

degree, the Smart Start Pathway Course is a resource all partners can utilize ensuring their 

participants are not only prepared for the workforce needs of Mississippi, but they will have a 

living sustainable wage.  Partners are advised to refer their participants to the closest adult 

education program to enroll in the Smart Start Pathway Course. 

 

 

CORRECTIONS 

 

 

To support the efforts of the Mississippi Department of Corrections, different measures to teach 

the Smart Start Pathway Course must be implemented.  Since access to technology in 

correctional education is very limited, the OAE has approved distinct ways to teach material 

where technology is needed: 

 

 Email 

 Instructors will use the Professional E-mail Tutorial provided in Instructor 

Resources for participants to complete as an activity. 

 MS Works 

 Instructors will use the MS Works Registration Tutorial provided in Instructor 

Resources for participants to complete the MS Works Activity. 

 ACT WorkKeys Pretest 

 Participants will take the pretests by hand and the instructor will score it using the 

WorkKeys® guide book. 

 ACT WorkKeys® Assessments (Test) 

 Participants will take assessments by paper and pencil allowing instructor to score 

by hand.  

 Instructors will provide a copy of the WorkKeys® Summary Report to 

participants. 

 Career Cluster Research & Job Profile Database Activity 

 Utilize printed material, Occupational Profile spreadsheet, or career books to 

complete the activity.   

 

COLLEGE CREDIT 

 

 
Effective July 1, 2017, the Smart Start Pathway Course (SSP 1002), was created allowing 

college credit to be issued to individuals who receive a Smart Start Credential.  The Smart Start 
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Credential will be awarded to all students who complete the Smart Start Course and receive a 

National Career Readiness Certificate® at a Bronze level or higher on the WorkKeys® 

assessment.  By providing the opportunity for the students to earn credit for the Smart Start 

Pathway Course, students can progress through the program of study using credits as an elective 

toward a degree without extending the length of the program.  It also serves as a credit “jump 

start” for students who continue to enroll in a CTE program.  (See Appendix D for the SSP 1002 

Course Description) 

 

It is the responsibility of the Adult Education program to verify and issue Smart Start 

Credentials/Certificates to students completing the Smart Start Pathway Course, whether they are 

Academic, Career-Technical Education (CTE), Dual Credit, or Workforce Development (WD): 

 Academic, Career-Technical, or Dual Credit Attendance 

 Students’ attendance is verified by MCCB’s Research and Effectiveness 
Division. The required 45 hours do not have to be entered in the OAE data 

management system. 

 Workforce Development 

 Students’ attendance cannot be verified by MCCB’s Research and Effectiveness 
Division. The required 45 hours do have to be entered in the OAE data 

management system. 

 

Before a Smart Start Credential/Certificate can be awarded, students must meet the same 

requirements as an adult education student.  The designated adult education representative, 

preferably, the adult education director, must verify all components are met before awarding a 

Smart Start Credential or Certificate.   

 

Instructors should provide a separate roster for each Smart Start Pathway Course with students’ 

grades along with instructor’s signature and a certification statement, verifying students met all 

requirements.   

 
Example of certification statement: “I certify, as the instructor that these students completed all 

requirements on the "MS OAE Smart Start Pathway Course's Student Record.  I certify, as the 

instructor of record that these grades are true and correct.” 

 

Please note: All Smart Start data must be entered into the OAE’s data management system.  

Contact the OAE for a template that contains what data should be collected. 

 

Attach to each roster copies of the following: 

 

 ACT WorkKeys® Summary Report verifying scores 

 Students’ Resumes 

 Smart Start Credentials 

All Smart Start data must be entered into the OAE’s data management system.  Contact the OAE 

for a template that contains what data should be collected. 
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DUAL CREDIT COURSE 

 

 

The Mississippi Department of Education (MDE) requires all high school graduates beginning 

with the Class of 2020, to pass a specifically designed College and Career Readiness (CCR) 

course. Because the goals of this course are very similar to those of the Smart Start Course, MDE 

has decided to allow Smart Start to serve as a substitution for the CCR high school graduation 

requirement as long as the following additional instructional modules are added each time the 

course is delivered as dual credit:  

 Student Portfolio 

 Digital Literacy 

 Community Service 

 Postsecondary Education/Financial Aid 

 

Currently, some colleges are offering Smart Start as a two-hour course (SSP 1002) with the 

option to go up an hour or down an hour, as MCCB policy allows. However, according to 

Mississippi Code Section 37-15-3, a high school Carnegie unit is equal to one (1) three-hour 

college course. Therefore, for Smart Start to be offered as a dual credit substitution for the high 

school CCR course, it must be offered as a 3-hour course.  

 

It is up to each college to determine if it is offered as an academic or career technical course. The 

course code options are as follows: 

 LLS 1723 – Employment Readiness (Academic) 

 RST 1313 – Freshman Orientation (CTE) 

 SSP 1002 – Smart Start Pathway (CTE) 

 

All Smart Start Credentials are used by the MCCB OAE through the local community college 

adult education office. Therefore, it is the responsibility of the local education program to verify 

and document that all students have completed the required outcomes of the Smart Start Pathway 

Course before issuing a Smart Start Credential. See Appendix E for the Dual Enrollment/Dual 

Credit Policy. 

 

Smart Start instructors must provide a separate roster for each Smart Start Course with the 

following information included: 

 Class Section 

 Class Site 

 Instructor’s Full Name 

 Students’ Full Name 

 Students’ Overall Grades 

 Certification Statement  

 

Example of certification statement: “I certify, as the instructor that these students completed all 

requirements on the "MS OAE Smart Start Pathway Course's Student Record.  I certify, as the 

instructor of record that these grades are true and correct.” 
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Please note: All Smart Start data must be entered into the OAE’s data management system.  

Contact the OAE for a template that contains what data should be collected. 

 

Attach to each roster copies of the following: 

 

 ACT WorkKeys®  Summary Report verifying scores 

 Students’ Resumes 

 Smart Start Credentials 

 

 

ACT WORKKEYS CURRICULUM 

 

 

ACT WorkKeys Curriculum, aligning with ACT WorkKeys® National Career Readiness 

Certificate® assessments (Applied Math, Workplace Documents, and Graphic Literacy), 

provides individuals the essential career-relevant skills needed for learning, personal 

development, and effective job performance. The curriculum has been a proven tool for 

helping individuals acquire skills critical to workplace success.  

Students enrolled in adult education, dual enrollment/dual credit, and workforce 

development are required to take the assessment quizzes and work in modules based on 

their predicted levels in: 

 Applied Math 

 Workplace Documents 

 Graphic Literacy  

 

Students enrolling in the Smart Start Pathway Course through academic and/or career-technical, 

are not required to take the assessment quizzes or study in modules since they have met all 

admission requirements of the perspective institution.  

 

 

FACULTY/INSTRUCTOR SUPPORT 

  
 

Training and professional development are ongoing requirements for all faculty and instructors.  

It is the responsibility of the local adult education program to ensure all instructors are properly 

qualified to fulfill the duties listed in the OAE’s Program Guidelines effective July 1, 2019. 
 Before teaching SSP 1002, all new instructors must be trained by an adult education 

Smart Start instructor, preferably the lead Smart Start instructor. 
 If a new instructor is not affiliated with a community or junior college adult 

education program, verification of completed training must be kept on file in the 

adult education program’s personnel file. 
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 All Smart Start instructors must take the ACT WorkKeys® assessments – Applied Math, 

Workplace Documents, and Graphic Literacy. 
 Verification of ACT WorkKeys® scores must be kept on file in the adult 

education program’s personnel file. 
 
New instructors (Academic, CTE, Dual Credit, and Workforce Development) are required to 

participate in annual Smart Start professional development activities provided by the adult 

education program.  All Smart Start instructors will be evaluated in accordance with the OAE’s 

policies and procedures. 
 Smart Start classroom observations will occur. 
 Annual reports of student performance will be utilized and analyzed. 

 

 

MONITORING 

 

 

The OAE will be conducting monthly monitoring of the following Smart Start data for each 

program: 

 Smart Start Credentials – Recorded in data management system correctly 

 NCRC – Recorded in data management system correctly 

 ACT WorkKeys® Levels – Recorded in data management system correctly 

 Smart Start Hours (Face-to-face and Hybrid) 

 Minimum 45-hours required for adult education and workforce development 

 Canvas  

 Instructor activity 

 Participation with students  

 Time spent in course 

 Student activity 

 Participation on activities 

 Time spent in course 
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Appendix A.  Smart Start Pathway Course Fact Sheet 
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Appendix B.  MS OAE Smart Start Student Record 
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Appendix C.  MS OAE Smart Start Pathway Course Outline 
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Appendix D. SSP 1002 Adult Education Course Description 

 

MS OAE SMART START PATHWAY COURSE 

                              Adult Education and Workforce Development 
 

 
Course Number and Name: SSP 1002 Smart Start Pathway 101 

Equivalent Courses: LLS 1722 and RST 1312 

 
Description:                            Students entering the Smart Start Pathway under the 

Workforce Innovation and Opportunity Act will be placed in 
this course. Students will enroll in the MS Works system and 
learn three components within the pathway: Career 
Awareness, Necessary Skills, and Basic Skills. They will develop 
the foundational skills needed for their careers, learn and 
practice good work habits and effective communication that is 
necessary in successful employment. Students will learn how 
to become prepared to learn new skills for future careers 
within their region’s workforce sector, identifying the career 
components that are necessary for middle-skill employment. 
Students will complete the WorkKeys® assessments in 
Workplace Documents, Applied Math, and Graphic Literacy 
which allows students to quantify the foundational skills 
needed to perform job tasks successfully and enables 
students to demonstrate they have these skills.  Students will 
earn a National Career Readiness Certificate, a credential 
issued by ACT that documents work readiness. 

 

Semester Hour(s): A semester hour is defined as the unit of credit which represents 
one class hour (750 minutes per semester).  To award three (3) 
college credit hours, class must meet 2250 minutes equaling 37.5 
hours. 

 
Co-Requisite: Enrollment in MS Works. 

 
Smart Start Credential: Students must meet the following requirements to earn the 

Mississippi Smart Start 
Credential: 

1.   Pass all course content at 75% or higher. 
2.   Earn the National Career Readiness Certificate at a Bronze 

level or higher. 

 
Student Learning Outcomes: 

 
1. Introduction to ACT WorkKeys® Curriculum 

a.    Students will be introduced to ACT WorkKeys® Curriculum. 
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b.   Students will learn the components and different levels of the National 
Career Readiness Certificate (NCRS) and its benefits. 

c. Students will learn the correlation between the NCRC and business/industry. 
d.    Students will take the ACT WorkKeys® leading to the NCRC. 

 
 

2.   Career Awareness 
a.    Students will create career goals and explore job search strategies within their 

workforce sector 
i. Students will identify the different career clusters and be knowledgeable of 

Mississippi’s job sector strategies. 
ii.    Students will complete a career cluster interest survey to better determine their 

job interests. 
iii.  Students will actively complete an online job search in correlation to their 

career cluster survey job interest in MS Works. 
iv.  Students will exemplify knowledge of how to actively apply for jobs within their 

career clusters in which they identified. 
 v. Students will investigate potential college/universities based on career 

interests in preparation for transition to postsecondary education/training. 
vi. Students will learn about apprenticeships, on-the-job training, or job 

shadowing experiences related to researched career field. 
 vii.   Students will create a valid, professional email account. 

 
b.   Students will learn and apply financial awareness in their personal finances. 

i. Students will identify and manage the components of checking and savings 
accounts. 

ii. Students will learn budgeting strategies as well as financial planning. 
iii.   Students will understand basic credit, credit cards, loans, and managing and 

repairing credit. 
iv.   Students will be introduced to the components of insurance: automobile, 

homeowner and rental, health, and life insurance. 

 
c. Students will actively prepare for middle-skill employment. 

i. Students will learn about and create an employment resume. 
ii. Students will learn about supporting documents for interviews, e.g. cover letter, 

references and thank you notes. 
iii.   Students will learn and incorporate interviewing strategies through hands-on 

exercises, e.g. handouts, role-playing, how-to-dress, and mock interviews. 

 
3.   WorkKeys® Basic Skills 

a.    Students will complete levels within the Workplace Documents Module.  
b.   Students will complete levels within the Applied Math Module. 
c. Students will complete levels within the Graphic Literacy Module. 

 
4.   Necessary Skills 

a.   Students will analyze the importance of customer service within the workplace, 
including customer complaints, difficult customers, and follow-up. 

b.   Students will learn the importance of teamwork. 
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c. Students will learn and analyze how to use different interpersonal and business 
communication styles in the work environment. 

d.   Students will learn what personal/work related information should or should not be 
shared in emails, social media, and/or written. 

e.   Barriers, nonverbal, and conflictive behavior through emails, social media, and/or 
written. 

f. Students will understand the importance of work discipline including time management, 
self-management, employer expectations, and job performance factors that affect 
performance. 

g. Students will learn and apply the importance of problem solving and critical thinking 
skills in related work scenarios. 

h.   Students will understand the importance of giving back to the community and be 
evaluated through implementing a student led service project into the school and/or 
community. 

 i.    Students will explore, analyze, and evaluate the role of digital media in an individual’s 
daily life. 

 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

24 
 

Appendix E. Dual Enrollment/Dual Credit Policy (SSP 1002/CCR Course-K12) 

 

Smart Start/College & Career Readiness 
Dual Credit Course 

 
Addendum for 

Procedures Manual for the State of Mississippi 
 Dual Enrollment & Accelerated Programs 

 

Overview of Smart Start 
As part of the Mississippi WIOA State Plan, the MCCB Office of Adult Education (OAE) has the 
responsibility of implementing the Mississippi Works Smart Start Pathway Model through Smart Start 
classes. Through Smart Start (SS) participants, develop 21st century job skills needed for their careers by 
learning and practicing good work habits and effective communication strategies necessary for 
successful employment.  
 
Participants who complete all requirements of the SS course will receive an official Mississippi Smart 
Start Credential awarded by the Mississippi Community College Board.  The Smart Start Credential 
requires participants to achieve a National Career Readiness Certificate (NCRC) that demonstrates to 
employers the participant has the foundational skills required for success in the workplace.  

 

  Minimum requirements for achieving a Mississippi Smart Start Credential 
1. Enrollment in MS Works – a computer application that allows individuals to search and 

apply for jobs, build an employment profile, and see job match information 

2. Pass all course content with 75% or higher in three (3) areas: 
a. Career Awareness 
b. Financial Literacy 
c. Necessary Skills  

3. Score a Bronze Level or higher on the ACT WorkKeys® assessments in the areas of Applied 

Math, Graphic Literacy, and Workplace Documents resulting in the National Career 

Readiness Certificate. 

High School Credit 
The Mississippi Department of Education requires all high school graduates beginning with the Class of 
2022 to pass a specifically designed College and Career Readiness (CCR) course. Because the goals of this 
course are very similar to those of the SS course and of the success of the SS course, MDE has decided to 
allow SS to serve as a substitution for the CCR high school graduation requirement as long as the 
following additional instructional modules are added each time the course is delivered for dual credit.  

1) Student Portfolio  
2) Digital Literacy  
3) Community Service 
4) Postsecondary Education/Financial Aid 

 
In addition to SS, the following high school courses are approved substitutions for the CCR course: 
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1) Career and Technical Work Based Learning 
2) JROTC III and IV  
3) Advanced Placement Capstone: Completion of both AP Seminar and AP Research 

College Credit 
Currently, some colleges are offering SS as a two-hour course (SSP1002) with the option to go up an 
hour or down an hour, as MCCB policy allows. However, according to Mississippi Code Section 37-15-3, a 
high school Carnegie unit is equal to a one (1) three-hour college course. Therefore, for SS to be offered 
as a dual credit substitution for the high school CCR course, it must be offered as a 3-hour course.  
 
It is up to each college to determine if it is offered as an academic or career technical course. The course 
code options are as follows: 

 LLS 1723 – Employment Readiness (Academic) 

 RST1313 – Freshman Orientation (CTE) 

 SSP 1003 – Smart Start Pathway (CTE) 

Canvas Course 
The MCCB OAE manages all of the content for the SS Canvas course master shell that is distributed to all 
colleges to utilize. Therefore, that office will also manage and distribute the Smart Start College & 
Career Readiness (SSCCR) course. This course will include all SS modules as well as the additional CCR 
modules listed above.   
 
The SSCCR Canvas course is to be utilized as a resource for instructors and students. It is NOT to be 
utilized as an online only course. It is the belief of the MCCB OAE, the issuer of the credential, that the 
true value of the course is lost if instruction is only delivered online. Students gain so much more 
through the interaction and role playing that takes place throughout the face to face learning process.   

Test Administration 
All students must take the ACT WorkKeys® assessments (Applied Math, Graphic Literacy, and Workplace 

Documents) resulting in a National Career Readiness Certificate in a proctored environment.  Policies 

and procedures to best implement this requirement will need to be determined and defined in the 

partnership between the high school and community college.   

The partnership agreement should also include the cost of testing.  

Instructor Credentials 
See Faculty/Instructor Qualifications in the Procedures Manual for the State of Mississippi Dual 

Enrollment & Accelerated Programs.  

In addition, for a Smart Start instructor to be able to effectively prepare students to take the ACT 
WorkKeys®, each SS instructor must take the ACT WorkKeys® assessments - Applied Math, Graphic 
Literacy, and Workplace Documents.  

Instructor Training 
Before teaching the course, all new instructors must be trained by an adult education SS instructor, 
preferably the lead SS instructor.  It is the responsibility of the local adult education program, along with 
assistance from the MCCB OAE, to ensure all instructors are properly trained and qualified to fulfill the 
duties listed in the OAE’s Program Guidelines effective July 1, 2019.   
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SS instructors are required to participate in annual SS professional development activities provided by 
the local adult education program.  All SS instructors will be evaluated and monitored including  

1) SS classroom observations 
2) Analysis of annual reports of student performance. 

Student Eligibility  
Students participating in the SSCCR must  

1) Be a junior or senior in high school, and 
2) Meet all other Academic or Career Technical eligibility requirements as stated in the Procedures 

Manual for the State of Mississippi Dual Enrollment & Accelerated Programs.  

Issuing of Smart Start Credential 
All Smart Start Credentials are issued by the MCCB OAE through the local community college adult 
education office. Therefore, it will be the responsibility of the local adult education program to verify 
and document that all students have completed the required outcomes of the Smart Start Pathway 
Course before issuing a Smart Start Credential. 
 
SS instructors must provide a separate roster for each SS course with the following information 
included: 

1) Class Section 
2) Class Site 
3) Instructor’s Full Name 
4) Students’ Full Names 
5) Students’ Overall Grades 
6) Certification Statement with Instructor Signature 

 
“I certify as the instructor that these students completed all requirements in the ‘MS OAE 
Smart Start Pathway Course’. I certify, as the instructor of record, these grades are true and 
correct.” 

 
Attach to each roster copies of the following: 

1) ACT WorkKeys® Summary Reports 
2) Students’ Resumes 
3) Smart Start Credentials 
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MS OAE SMART START PATHWAY COURSE 

                      Dual Enrollment – College and Career Readiness Course 
 
 

Course Number and Name: SSP 1002 Smart Start Pathway 101 
Equivalent Courses: LLS 1722 and RST 1312 

 
Description:                            Students entering the Smart Start Pathway under the 

Workforce Innovation and Opportunity Act will be placed in 
this course. Students will enroll in the MS Works system and 
learn three components within the pathway: Career 
Awareness, Necessary Skills, and Basic Skills. They will develop 
the foundational skills needed for their careers, learn and 
practice good work habits and effective communication that is 
necessary in successful employment. Students will learn how 
to become prepared to learn new skills for future careers 
within their region’s workforce sector, identifying the career 
components that are necessary for middle-skill employment. 
Students will complete the WorkKeys® assessments in 
Workplace Documents, Applied Math, and Graphic Literacy 
which allows students to quantify the foundational skills 
needed to perform job tasks successfully and enables 
students to demonstrate they have these skills.  Students will 
earn a National Career Readiness Certificate, a credential 
issued by ACT that documents work readiness. 

 

Semester Hour(s): A semester hour is defined as the unit of credit which represents 
one class hour (750 minutes per semester).  To award three (3) 
college credit hours, class must meet 2250 minutes equaling 37.5 
hours. 

 
Co-Requisite: Enrollment in MS Works. 

 
Smart Start Credential: Students must meet the following requirements to earn the 

Mississippi Smart Start 
Credential: 

1.   Pass all course content at 75% or higher. 
2.   Earn the National Career Readiness Certificate at a Bronze                

level or higher.  
Student Learning Outcomes: 

 
1. Introduction to ACT WorkKeys® Curriculum 

a.   Students will be introduced to ACT WorkKeys® Curriculum. 
 b.  Students will learn the components and different levels of the National 

Career Readiness Certificate (NCRS) and its benefits. 
c.   Students will learn the correlation between the NCRC and business/industry. 
d.   Students will take the ACT WorkKeys® leading to the NCRC. 
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2.   Career Awareness 
a.    Students will create career goals and explore job search strategies within their 

workforce sector 
i. Students will identify the different career clusters and be knowledgeable of 

Mississippi’s job sector strategies. 
ii. Students will complete a career cluster interest survey to better determine their 

job interests. 
iii.   Students will actively complete an online job search in correlation to their 

career cluster survey job interest in MS Works. 
iv.   Students will exemplify knowledge of how to actively apply for jobs within their 

career clusters in which they identified. 
 v. Students will investigate potential college/universities based on career 

interests in preparation for transition to postsecondary education/training. 
vi. Students will participate in an internship or job shadowing experience 

related to researched career field. 
 vii.   Students will create a valid, professional email account. 

                    
b.   Students will learn and apply financial awareness in their personal finances. 

  i. Students will identify and manage the components of checking and savings 
accounts. 

 ii. Students will learn budgeting strategies as well as financial planning. 
iii.   Students will understand basic credit, credit cards, loans, and managing and 

repairing credit. 
iv.   Students will be introduced to the components of insurance: automobile, 

homeowner and rental, health, and life insurance. 
 v.  Students will develop a financial plan that identifies funding sources for a 

degree or certification of selected academic/technical program. 
vi.  Students will understand the financial aid award letter process. 

 
c. Students will actively prepare for middle-skill employment. 

 i. Students will learn about and create an employment resume. 
ii. Students will learn about supporting documents for interviews, e.g. cover letter, 

references and thank you notes. 
iii.   Students will learn and incorporate interviewing strategies through hands-on 

exercises, e.g. handouts, role-playing, how-to-dress, and mock interviews. 

 
3.   WorkKeys® Basic Skills 

a.    Students will complete levels within the Workplace Documents Module.  
b.   Students will complete levels within the Applied Math Module. 
c. Students will complete levels within the Graphic Literacy Module. 

 
4.   Necessary Skills 

a.   Students will analyze the importance of customer service within the workplace, 
including customer complaints, difficult customers, and follow-up. 

b.   Students will learn the importance of teamwork. 
c. Students will learn and analyze how to use different interpersonal and business 

communication styles in the work environment. 
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d.   Students will learn what personal/work related information should or should not be 
shared in emails, social media, and/or written. 

e.   Barriers, nonverbal, and conflictive behavior through emails, social media, and/or 
written. 

f. Students will understand the importance of work discipline including time management, 
self-management, employer expectations, and job performance factors that affect 
performance. 

g. Students will learn and apply the importance of problem solving and critical thinking 
skills in related work scenarios. 

h.   Students will understand the importance of giving back to the community and be 
evaluated through implementing a student led service project into the school and/or 
community. 

 i.   Students will create a presentation exploring, analyzing, and evaluating the role of 
digital media (digital portfolio) in an individual’s daily life. 

 
 

 

 

 


