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Timing Is Critical!
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EMIS Data Collection Calendar for 2019-20

Staff and Course Collection
Final (FY20) (2020L2FNL)

Staff and Course Collection

Initial (FY20) (2020L1STR)
L

10/1/2019  1/31/2020

2/4/2020  8/7/2020

Report staff data ALL year.
Do NOT turn off EMIS flags after the Initial reporting period closes.
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Report all staff data as it happens.

Ao NOT turn the EMIS flag off on Supplementals.
Af 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.

Af there is a change in jObS report it. Exp: A teacher (230
position code) takes a princip

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

A Recommended: Job 1 should be the primary job

The Data Collector will pull in what it needs.



N Flow of EMIS
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N'ﬂ o Putting the pieces together #¢

EMIS Reports
060 ’ _,—b EMIS Records
é ) Level 1 Validation Reports

generated during “Prepare”

Student Records = “Flat” o
+ Compiled in the Data Review records in “Prepare
_ Collector (aka SIF, EMIS-r) Outputs’
Staff Records = “Live” _ 2 Period L reporting periods
+ Studentlnformation Initial & Final Level 2 Reports - returned
System P

by ODE e
. uspsiuspswep | (CNCUGN.CV.CM) .
Redesign
(CI,CK,CL)

« CJ&CC="Flat’

SIFWorks VRF pata coliector

— Contract Qnly Staff Record (CC).cov
Contracter Staff Emplovment Record (C).cav

) Course Master Record (CM).cov
Excluded Records.gsy
— Mapped Classroom Code Record (CM).cov é
Stff Course Record (CU).cav 4
| staff Demggraphic Record (Cl).cov
staff Emplovment Record (CK).cov
| 5taft Missing_ Querride Record (CP).cov
Staff Missing Repart.cav
< Staff Symmer Employment Separation Record (CL.csv
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Prepare Outputs: Level 1 Validations

Career-Technical Education Correlated Class Record {CW)
Contract Only Staff Record (CC)

Contractor Staff Employment Record (CJ)

Course Master Record (CN)

Mapped Classroom Code Record (CM)

Staff Course Record (CU)

Staff Demographic Record (CI)

Staff Employment Record (CK)

Staff Missing Owverride Record (CFP)

Staff Summer Employment Separation Record (CL)
Student Course Record (GN)

Total Counts:
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resolve?
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CK.0007 Fatal Element value cannot be blank issing value for Position Status 802 04
' CK.0007 Fatal Element value cannot be blank issing value for Position Fund Source 1 299 10
CK.0007 Fatal Element value cannot pe blank issing value for Position Status 909 01
} O
O % | B ACCESS / Overview » %] VRF £ O EMIS Manual | Ohio Depart: X \f
Depa ) dzar BT B CASL-Swdemt [ Home [FJ DASL - Edit Student B ACCESS / Overview ||
FY18 Student Records EMIS Manual Sections. Coambined (posted 2/10/18) %)
TAFF RECORDS *ucounl FYis Y19
f_] ;.‘1 &laﬁ éeco:ds Overview B ;\—J‘I-A.— S.1, 4/26/18 7’/73/18“‘ r)
;,z'yzeporlnng Contracted Staff N/A | 5.1, 472718 [5.2. 7/3/18] 1
;3.35(.1" Demographic Record (=} 5.2. 6/28/18 6.0, 7Z 1
3 ..Sxa" Employment Record | CK 1'6.0.S72/18 B 1 773/18
B. 5<omractor Staff Employment Record | € SN 2/13/18 (5.2, 772/18]
.! econtract Only Staff Record cC ‘:x 1, 127281 7Lx 2, 7/2/18|
.3 75( aff Summer Employment €= srstinn Oarned kgl o """"”1
3.85taff Missing Override Recc  $. Position Status Elem 114
B.9position Codes P Record Field Number || CK070 |
o b Definition, Tdentifies the emplovee's currelt employment relationship with the
1} - - o
school board in that particular position.
Valid Options
C Current position in the district
A Contracted personnel - Agency
I Contracted personnel - Individual
P Leave of absence
u No longer employed by district in this position

Reporting Instructions. This is a required element for each employment record submitted and is
reported for all individuals regardless of the options reported in the Position Type Element and Type of

Employment Element.
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From ODE: Level 2 Reports

 Initial sSstaff and Course Collection (FY

(CTEA-0QOY)

CTE

FTE Detail

(CTEA-001))

C_TE

Student Error Detail

(CTEA-DOQZ2)

CTE

Course Error Daetail

(CTEA-004)

CTE

FTE Summary byw Course

CTE

(CTEA-005)

LAALML

(CTEA-0OQ7F))

CTE

FTE Summary bw Category

FTE Daily Sumimary

Report - Students District is Educating

e (cTEA-0082) CTE FTE Daily Summary Report

- Students Initially Funded at District

L (TTLCS-001 ) Teacher Licensure Course Status

—— W

— —_— . - I



N\« Teacher Licensure Course Status Report
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h'ﬂ Level 2 Report

s Submissions @ Progress Reports Archives @ Messages Resources @ Preferences

Data Feedback Reports-and Files

Pre-Submission to ODE | Post-Submissian and Processing by ODE
Data Preview/Review and Level 1 Details | Highlights and Recent | Level 2 Details | Received Files Details
LEA:|  District v Collection Request: FY -L-Stf Crs Init v
LEA IRN: Report Name: (TLCS-001) Teacher Licens1 ¥ |
Processed on or after: (mm/dd/yyyy) |

with Data Only: | | Exclude reports with 0 rows

Display Options

:/ Group By: ® (g|lection Request ' LEA ' Ley
Show Reports | Restore Defaults | Reset Date textboxes
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Collection Request / Report Name Fatal Critical Warn Info Total Category

W Initial Staff and Course Collegffon (FY19) (2019L15TR)

. 9 (1LCS-001) Teacher District_IRN 475 4 522 2357 3358 Staff
Licensure Course Status
E F L M

ISUBJCT CCSUBJCT DESCR |RESULT CODE .|RESULT CODE DESCR

059930  English Literature TLOOD9 Course is Not Properly Certified as students enrolled are outside the grade range for the relevant credential
290120  Technology-Problem-Solving Tools  TLO00G6 Course is Not Properly Certified as no current valid credential or incorrect student population

050500 Speech TLOOD6 Course is Not Properly Certified as no current valid credential or incorrect student population

130301  Chemistry TLOOD6 Course is Not Properly Certified as no current valid credential or incorrect student population

180108  Preschool TLOOO7 Course is Not Properly Certified as substitute credential is not valid as the teacher of record in a traditional district

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

N
PROPER Cl
N

= =2 2 =2



Teacher Licensure Course Status

Reports

Level 1 Reports | Level 2 Reports | Received Files

Level 2 Reports

V) (1LC5-001) Tachr Licensure Cours Staus 14 118 M Sl L 10727/ 0000 10/27/ $00:00 Not Known
Severity | Description 'PROPER CERT FLAG
F Fatal
C Critical N 4
l Informational ¥
Result Severity
Code |Result Code Description Code
TLO001 |Course 1s Properly Certified and 1s a Core Course I
TL0002 |Course 1s Properly Certified and 1s Not a Core Course 1
TLOOO5 |Course i1s Not Properly Certified as no students scheduled into the course C
TLOOO6 |Course is Not Properly Certified as no current valid credential or incorrect student population F
TLO0O7 |Course 1s Not Properly Certified as substitute credential is not valid as the teacher of record in a F
traditional district
TLO0OS |Course 1s Not Properly Certified as Org IRNs are not matching F
TLO009 |Course 1s Not Properly Certified as students enrolled are outside the grade range for the rele- F
vant credential
TLOOLO |Course 1s Not Properly Certified as no Staft Course Record reported F
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* *
: PERCENT TOTAL ANNUAL REPORT :
* *

* This program produces an EMIS annual *
* report for certificate or non-certificate.*
* It will list fotal year exp., race, gender*
* date of birth, job-title, and degree.  *

* Version 1.1b ¥
FhERRERERERER R R R Rk kR kR kR Rk k%

Do you have the correct progran? (Y/N <¥>)
Y

f, Certificated employees only
2. Classified employees only
3. Both Certificated and Classified employees
Enter 1/2/3 <>
3

A - Active employees only
B - ALL employees report to EMIS
AlB <B> _

EMISRPT

MENU>EMISRPT

Sele

CFl B D B —- — O O Lo = I3 3 OGo

Ente

et sort by:
Sort by gender

- 80rt by degree

- Sort by racial ethnic

- Sort by nane

- Sort by SN

- Sort by Department

- Sort by Position code

- Sort job-titles (without printing totals)
- Sort by building/position

- Sort by building/postition/gender
- Sort by buidling/position/degree
- Sort by building/position/race

- Sort by position/gender

™ T/G/D/RIN/B/S/P[1/2]3]4]5 <N>
P

A - ALL position codes

0 - Only position code entered
AID <>

Processing ... please walt
Sorting in progress, please wWaif.

Report 1s EMISRPT.TXT

Processing complefed!

Sort by Position Code for Reconciliation



LEMISRPT as Excel Report
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N'ﬂ Can be formatted to EXCEL
FTP the file out of Reflection
Open Excel
Open the EMISRPT.TXT file
(Change the type of files
from Excel Files to All Files)

 Fixed width

« Start import at row 4
 Check-My data has headers
 Format the columns — exp:
date, leading zeros should
be formatted to text.

Delete blank lines below

Header & at page breaks
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Bure: 10y3t/18

SoN

N01000
FO1000
L0100
H01500
L01025
101000
101000
L0100
N01000
101000
600350

J0B NAME

0f
0f
0f
0f
0f
0f
06
0f
0f
0f
0f

EMISRPT.TXT

Menu> VIEW EMISRPT.TXT

ENIS TOTAL ANNUAL REPORT - CLASSIFIED PAGE: 1 (EMISRPT)
SORTED BY POSITION

TITLE D0B  RACE SEX DEGREE EXP SEM/HR

WS ASST PRINCIPAL  01/22/19 3 0B 10

HS PRINCIPAL 1117/19 I 28 28

PRINCIPAL 06/01/19 3132

PRINCIPAL 11/09/19 3 0

PRINCIPAL 09/29/19 212 188
SUPERINTENDENT 09/03/19 Ioa M

INTERIM MAINTENANCE  03/17/18 21120
TRANSPORTATION SUPER  01/11/18 0 2 0

CAFT SUPERVISOR 08/24/19 0 2 0

TREASURER 08/16/19 20 138

ATHLETIC DIRECTOR  03/03/19 0 0B 0

Grand Totals display at bottom

BUILDING POS FTE

03
03
0
0
00
04
04
04
04
04

0104
0108
0108
0108
0108
0109
0110
0110
0110
0112
0113

.00
.00
.00
.00
.00
.00
0.72
.00
.00
.00
f.00

Total Black employees

Total lihite employees

Total Asian employees

Total Hispanic employees

Total Indian or Alaskan Native

Total Male employees
Total Female employees

Total non-degree

Total Associate Degree

Total employees BA (semester hour < 150)
Total employees BA (semester hour > 149)
Total employees MA degree

Total employees PHD degree

Total Educ Specialist

Total Other Degree

Total Missing Degree (blank)

Total employees count

Average employees years experience



2 Who to Report to EMIS

N
\ Per ODE EMIS Manual 3-1

Alndividuals employed by the reporting entity for any portion of the school
year.

A I ndividuals or companies contract

normally performed by school district personnel (e.g., bus drivers,
food service staff, and special education therapists).

A I ndividuals who were employed dur
left prior to the end of the school year.

A I ndividuals who are on | eaves of

A Substitutes who become the fiteact

A Individuals employed during the g

employed, including individuals who resigned over the summer.
A I ndividuals employed through suprg
individuals whose only position is a supplemental contract.



y&Who NOT to Report to EMIS
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A Daily (as needed) substitutes

A Student employees

A Board of education members

A Adult education teachers

A Game officials, ticket takers

A Part-time help

A Volunteers serving in the district



4\ Create New Job Record
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A If the employee changed positions within the district

and the position code changed

Multiple positions within district

Teacher is split between multiple buildings 7 Building

| RNOs are reported to EMIS and

Local Report Card. Split contract & FTE between jobs.

A Teacher is teaching subjects that require different
position coding or assignments. Exp: Health/PE

A 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.

A
A



P-4 Low/High Grade Element
Nvﬂ Per ODE EMIS Manual 3-4

Low/High grade + **/**

Reporting Instructions. This element 1s mandatory for paraprofessionals hired under Poverty-
Based Assistance (formerly DPIA) funding, Principals, Assistant Principals, and individuals reported with
the option “212 - Supplemental Service Teaching Assignment” in the Position Code Element. If the school
that employs the staff member is ungraded, use the information reported in the State Equivalent Grade
Level Element from the Student Attributes-Effective Data (FD) Record to determine the highest grade
levels served by the employee.



N

R Teacher of Record

When to report a substitute as a teacher of record i per ODE

A When the substitute is in charge of the course
A When the substitute is conducting activities typically
completed by the lead teacher
U Develop daily lesson plans
A Even if:
U Regular teacher will be returning
U No or incorrect credential
U Contracted from a third party agency

**As anpounced at conference:

- Is the substitute responsible for giving grades?

- Should be reported regardless of board acton
No long term substitute contract necessary

- Length of time not defined. Could be a week.



Substitute Becoming Teacher of Record

X Per ODE EMIS Manual 3-1




