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EMIS Impacts the Entire District
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Timing is Critical!
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Staff Data is ñLiveò

Report all staff data as it happens.

ÅDo NOT turn the EMIS flag off on Supplementals.

ÅIf a teacher retires in the middle of the year, report the 

separation date & reason when it happens.

**The separation date should match the stop date on the   
course section teacher history record.

ÅIf there is a change in jobs, report it. Exp: A teacher (230 
position code) takes a principalôs position (108 position 

code). Create a new job with correct dates. Both jobs will be 
reported.

ÅRecommended: Job 1 should be the primary job

The Data Collector will pull in what it needs.



Flow of EMIS 



Level 1 Validations



Level 1 ïHow do I resolve?



Level 2 Reports



Teacher Licensure Course Status Report 

Level 2 Report



Teacher Licensure Course Status
Results for TLCS-001

Å EMIS, Payroll, HR need to work together through this list
Å Administration needs to be aware of discrepancies



Teacher Licensure Course Status



EMISRPT
MENU>EMISRPT

Sort by Position Code for Reconciliation





EMISRPT.TXT
Menu> VIEW EMISRPT.TXT

Grand Totals display at bottom



Who to Report to EMIS
Per ODE EMIS Manual 3-1

Å Individuals employed by the reporting entity for any portion of the school   

year.

Å Individuals or companies contracted by the school district for duties 

normally performed by school district personnel (e.g., bus drivers, 

food service staff, and special education therapists). 

Å Individuals who were employed during the current school year but who

left prior to the end of the school year. 

Å Individuals who are on leaves of absence. 

Å Substitutes who become the ñteacher of record.ò 

Å Individuals employed during the previous year, who are no longer 

employed, including individuals who resigned over the summer. 

Å Individuals employed through supplemental contracts, including 

individuals whose only position is a supplemental contract. 



Who NOT to Report to EMIS

Per ODE EMIS Manual 3-1

ÅDaily (as needed) substitutes 

ÅStudent employees 

ÅBoard of education members 

ÅAdult education teachers 

ÅGame officials, ticket takers 

ÅPart-time help 

ÅVolunteers serving in the district



Create New Job Record

Å If the employee changed positions within the district 

and the position code changed

Å Multiple positions within district

Å Teacher is split between multiple buildings ïBuilding 

IRNôs are reported to EMIS and drive details on the 

Local Report Card. Split contract & FTE between jobs.

Å Teacher is teaching subjects that require different 

position coding or assignments. Exp: Health/PE 

Å You do not need to create a new JOBSCN if the 

person is moving to another building or will be teaching 

a different grade level. Update the Building IRN on the 

current job.



Low/High Grade Element

Per ODE EMIS Manual 3-4 



Teacher of Record
When to report a substitute as a teacher of record ïper ODE

ÅWhen the substitute is in charge of the course
ÅWhen the substitute is conducting activities typically

completed by the lead teacher
üDevelop daily lesson plans

ÅEven if:
üRegular teacher will be returning
üNo or incorrect credential
üContracted from a third party agency

Å
**As announced at conference:
- Is the substitute responsible for giving grades?
- Should be reported regardless of board action ς

No long term substitute contract necessary
- Length of time not defined. Could be a week.



Substitute Becoming Teacher of Record

Per ODE EMIS Manual 3-1 


