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Collaborate to Solve the Puzzle
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Treasurer/Finance
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Enrollment & Staffing

Student enrollment and staffing requirements are driving forces behind course offerings and
district finances. To assist with this process in Beavercreek, we:

Hold monthly meetings that include our HR Director, Treasurer, Curriculum Director and EMIS
Coordinator to review student enrollment and current trends (CCP, new courses, etc.).
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Enrollment & Staffing Continued

Student Enrollment - as of October 22, 2018
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Enrollment & Staffing Continued

Elementary Current Headcount (Including upcoming appointments)
08/22/2018

% Data determines staffing needs
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Enrolilment & Staffing Continued

The Treasurer plays a significant role in budgeting based on the 5 year forecast and provides
financial input regarding what options are available should additional staffing be required.

O

% Within the set parameters mandated at the state, federal and local level, what can we offer
and what is best for students within these parameters and within budget?
% We strive for equity across the district

% Data is used to make decisions regarding course offerings, staffing needs, etc.

What process does your district have in
place to review this information?




Courses, EMIS Subject Codes &
Licensure
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How do | check licensure?

First, identify the teacher’s credential via the Once you have the credentials, you can check it
following link: against EMIS Subject Codes via the following

https://coreprodint.ode.state.oh.us/CORE2.3/ link:

ODE.CORE.EducatorProfile.Ul/EducatorSearch. _ _ _
- http://education.ohio.gov/Topics/Data/EMIS/C
ertification-and-Licensure-Search.

% Regular Education Teaching

Ohiogov s I < Special Education Teaching
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Regular Teaching Search
hio.gov | gz - 1IN

_Home > Data > EMIS > Certificati > Teaching

License Types

Adclescence 10 Young ASuR (7-12)
Adun Ecucaon

You have the
option of
searching by T Teaching Certificate & License Search

EMIS Su bject These are individuals for whom a course master has been submitted, i.e., with position code 230 and assignment area
About ODE 999370 or 999800.
Code

Erinter Friendly Version

CheckType: 0
€AS - Busness

Comgrenensive HQh Schodl (7:12)
Career Technical (4-12)
Career Techncal Wondorce Development
Desgnated Sutyect (Grades K.17)
Oetgrated Sutwt (4-17)
EAS-E ST Py

CRRQQUBQBEERLEFZAS

Media Search for Val
Search for Valid Certificates/Licenses by
Subject Code (EMIS Manual Section 4.7):

Cert/Lic. Type: Select Type ¥ You may also
OR | &Codes (upt06): search by

licensure
information

Submit

Submit




Special Education Teaching Search
hio.gov | oBiemens _

_Home > Data > EMIS > Certificati i > Teaching

Printer Friendly Version

Special Education Teaching Certificate & License Search

(for courses with student populations of SE or SP)

£ sare AcCOUNT sion N

About ODE
ﬂmwmm This section is for those teachers reported with position code 230 and assignment area 999414. . .
Media | | I {@mmmmm  Criteria
General Rule: Any teacher holding an education of the handicapped certificate (EH) or an intervention specialist
license (IL or ES) can teach students—at the grade levels for which the teacher is certificated or licensed—with any
disability.”
*Exceptions:

= Any SE or SP course that is comprised of g/ heaning_impaired students must be taught by someone certificated
or licensed to teach hearing impaired students. This includes the following:

EH 196010, 196015, 196070 (grades K-12) Of course, there
IL 196116 (grades P-12) are exceptions!

= Any SE or SP course that is comprised of a/i visually impaired students must be taught by someone certificated
or licensed to teach visually impaired students. This includes the following:

EH 196110 (grades K-12)

IL 196109 (grades P-12)




Utilizing the Licensure Search

Proactive Approach: | e [ sunsngs | cradetovt | ot cose | 1 code [ucme o it [ensorsmen |
- w !Dd n-:_z 11496 119550 L) 130000 - Mathemancy 7-12
o . 2 AP Stamancs !6 13-3_2 11420 119550 AD 130000 - Mathemancs =32
o AD 3 Mathemancy Ex
<> Rev!ew Courses and EMIS = 22 e 2
Subject Code and check ODE — — —_ B Ty N i
licensure website to list which = - e -
. . . . Qe Math BhS 13.32 11499 111850 i) 110000 - Mathema™cy 7-12
license fields are eligible to 0 Tremaments cobege igets TR e juse | e im—
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0 Comcert Band AJB !6 9-1_0-!l~1} 12001/12008 120500 w 120050 « Mgsic K-12
841 Gymohonic Band BHS 5101112 12002 120300 AD 120010 - Music 12
L M’Oﬁ' !0 ’-lo-ll-l_l 12004 120%00 os 120010 - Mysic =12
[T} A 120010 - Muysic P-12
44 MA 120050 - Mg P-12




Can | pay them?

At what point is this information
reviewed for your district?
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EMIS Staff & Course Reporting
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Verify Staff Data

To help those responsible for updating and maintaining staff data, it helps to provide a “picture”
of what they are reporting:

Data Collector — pull CI (staff demographic) and CK (staff employment) records for appropriate
staff to review in an Excel file

v
DATA REVIEW
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Verify Staff Data Continued

Initial Staff and Course Collection (FY19)
Submission Number | (Mttempt 1) LEA: Badvercresh City Schools

Cl - Staff Demographic Key Records:

Ute the Generste Raviem Dats ok 10 review the dats previoutly sbmittes

Lant Preparedt October 29, 2010 (4 Seve aga) a2 12 52 11w
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Verify Staff Data Continued

CK - Staff Employment Key Records: Sheiages membe | Gemet 1 LEA: soeverra oo S0
State ID Lant Propared: Cctober 29, 2010 (4 doys sga) ot 12 92 11 P
Position Code oo

Position Status S ———
FTE e U

* ov
IRN Donchode wm OV Mes.  ® Cogny ooy

Length of Work Day
Scheduled Days

Core ond A eucuptore

K/ K/ K/ X/ K/ K/ K/ X/ K/ K/ K/
0‘0 L X4 0’0 0‘0 0‘0 L X4 0’0 0‘0 0‘0 L X4 0’0

Pay Amount

Assignment Area : :

Grade Levels | ot o a3 53 SO S Y B

Separation Date/Reason Ty O
) 2l Mascs Ouecde Sececd S\ ] 0 ® ®
i : I p u -
| 200 Zecw Legocet Secwitor Secrd Qo ° ¢ e ¢
Radert oo fead (G5 L 7 B e )
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Verify Staff Data Continued

In addition to the Cl and CK Record Review, our district uses the Perdet report from state
software — reviewed by HR and payroll to verify/update information as appropriate for
reporting.

MVECA - WRQ Reflection for UNIX and Digital
File Edt Connection Setup Macrg Window Help

DEE & A "R 0 D » e BRE N
USPEMS - USPS/EMIS Programs

1. PERDET - EMIS Data Detail Listing
2. USPEMX - Export USPS info to EMIS
3. EXIT - Exit program

If you are not using state software,
what additional report options are
available in your system?




Verify Staff Data Continued

] ° c o £ aw N ° . a
. C 1 May  Sept  Changes oct
HR Director, Treasurer and EMIS - position Sotes | Vot | | Deer) | | o
. . 4 Official Administrative
Coordinator review monthly FTE 103 AsDepuy/Asioc Soperiendent 100 30 . 100
. hd 1 -:5::!]3": Principal 16~W 17&0 : lr,oo
reports to confirm number of staff | e—— v 115
. ® 110 Su sor/Manager Assignment 7.60 7.60 - 7.60
being reported. > o S e — e
”° Subtotal 27:60 18:60 0.00 28‘60

' professional - Educational

5 202 Counseling® 17.00 17.00 - 17.00
% 203 Ubrarian® 1.00 - -

T 208 Tutor/Small Group Instructor™ 5.00 6.00 - 6.00
% 212 Suppl. Service Teacher (Spec. €d.)" 26.00 28.00 - 28.00
% 230 Teacher® 41550 417.50 - 417.50
20 299 Other Professional” 4.00 4.00 - 4.00
an Subtotal 468.50 a72.50 0.00 472.50

#  Professional - Other

34 318 Psychologist 4.89 5.89 - 5.89
2% 320 Registered Nursing® 5.00 5.00 - 5.00
3% 334 intern Psychologist™ 2.00 1.00 - 1.00
37 326 Speech and Language Therapist™ 8.00 8.00 - 8.00
s Subtotal 19.89 19.89 0.00 19.89
»

3 Grand Total 509.49 52099 000 52099

32 Supplemental Contracts

» 801 Advisor 161.00 60.00 - 60.00
M 802 Coaching 51.00 62.00 - 62.00
32 899 Extra/intra Curricular Activites 4500 60.00 - 60.00
» Total 257.00 182.00 0.00 182.00
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Verify Course Data — Check Key Records

% Course Start Date — CN280
“Course End Date — CN290
“*Hours of Instruction — CN100
% Student Population - CN340
“Location IRN — CN110

% Staff Provider IRN - CU120

«»Curriculum Source — CN310

“»Educational Option - CN330
“*Semester Code Element — CN0O90
“»Local Classroom Code — CN060
“»EMIS Subject Code — CNO50
“»Credit Flex — CN350

“I|s the course reported to EMIS?

“»Delivery Method — CN320

What reports are available in
your student system?




Reporting Reminders

<+ Staff data should be reported in “real time”

*» Once a staff member is reported, they should continue to be reported for the entire school
year

“» Update experience years, etc. each school year

«» Become familiar with what is reported during the first and second L collection windows
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Reporting Reminders Continued

«» Verify FTE numbers for staff/ position codes — are the numbers accurate?
*» Course data should be reported for the entire school year, regardless of L Collection Window
“» Are you reporting the correct teacher(s) for each course

*» Have Intervention Specialists been updated with the appropriate position code (212 vs. 230)?
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Staff & Course Reporting

«» Staff and Course Reporting is comprised
of two reporting windows per school
year:

> First Window: October — January (data is
used for the Local Report Card)

Record Type

Contract Only Staff Record

ol o
(@}

Staff Demographic Record

0
—

Contractor Staff Employment Record

(e}
~

Staff Employment Record

(@}

Staff Summer Employment Separation Record

>Second Window: February — July (data
ending June 30)

% Most commonly known as “L” reporting
among EMIS Coordinators, these
collection windows include the following
record types:

Mapped Local Classroom Code Record

(@}
2

Course Master Record

(o]
o

Staff Missing Override Record

(o}
c

(@}

Staff Course Record

0

Career-Tech Education Correlated Class Record

Student Course Record
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Preparing “L” Data

Data is pulled from your student information system (course) and your payroll system (staff)

The information is pulled together in the “L” manifest located within the Data Collector

Course Data Staff Data

“L” Reporting




Preparing “L” Data Continued

% Check and review errors, this will require assistance from HR, Payroll and EMIS to reconcile
% Do you have any missing staff - work to resolve
% Check your excluded files - corrections may be needed

Note: You may run the “L” Manifest to check for errors prior to submitting data.
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Submitting “L” Data

% Once errors have been reviewed and corrected, it’s time to submit updated data for ODE
processing.

% Once data is submitted, ODE provides various reports that need to be checked for accuracy:

>Teacher Licensure Course Status
> @General Issues

>CTE Reports

> Staff Equitable Access Analysis (located in the Received Files)

How are these reports reconciled in your
district? Who are the key players?




Teacher Licensure Course Status
Report (TLC)

When reviewing the TLC Report, be sure to reference the Teacher Licensure Course Status
Report Explanation for information and tips. This report can be accessed via the following
website link:

http://education.ohio.gov/getattachment/Topics/Data/EMIS/EMIS-Documentation/FY16-EMIS-
Validation-and-Report-Explanation-Docume/Teacher-Licensure-Course-Report-10-16-
2018.pdf.aspx?lang=en-US
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Data Used in Creating the TLC Re

port

[ ElementName | Record Field #
 BuildingName |
CN290
GN170
GN160
CN280
CN310
CN320
FD130
€100
CN330
€l0so
DLO80
[FirstName  [{ePEY
DL09O
Last Name Cl310
Local Classroom Code CNO60
CU060
GNO080

Location IRN CN110
Middle Name CI300

Staff Course End Date CuU080
Staff Course Start Date CuU070
State Equivalent Grade Level FD090
Student Population CN340
Subject Code CNO50
Type of Appointment CK150

Record/Source

OEDS

Course Master Record
Student Course Record
Student Course Record
Course Master Record
Course Master Record
Course Master Record
Student Attributes- Effective Date Record
Staff Demographic Record
Course Master Record
Staff Demographic Record
Grade Schedule Record
Staff Demographic Record
Grade Schedule Record
Staff Demographic Record
Course Master Record.
Staff Course Record
Student Course Record
Course Master Record
Staff Demographic Record
Staff Course Record

Staff Course Record
Student Attributes — Effect Date Record
Course Master Record
Course Master Record
Staff Employment Record

BEAVE EEK
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Information & Tips to Reconcile TLC
Report

The following slides will review ResultCodes TLOOO5 — TLOO10:

ML_. Severity
Code Code Description Code
I
I
C
F
F

TLO0O] ICoursc is Properly Certified and is a Core Course
TL0002 |Coursc is Properly Certified and is Not a Core Course

TLO00S I(‘oursc is Not Properly Certified as no students scheduled into the course
TL0O006 ICoursc is Not Properly Certified as no current valid credential or incorrect student population

TL0O007 |Course is Not Properly Certified as substitute credential is not valid as the teacher of record in a
raditional district
TL0008 |Course is Not Properly Certified as Org IRNs are not matching

TLO009 |Course is Not Properly Certified as students enrolled are outside the grade range for the rele-
-ant credential

TLOO10 |Coursc is Not Properly Certified as no Staff Course Record reported F

e 3 |

b 3 |




TLC Report — Result Code TLOOO5

Course is Not Properly Certified as no students scheduled into the course

What to check:

% Should students be scheduled into this course? If so, what corrections need to be made?

% |If students should not be scheduled into the course, can the course be deactivated or
marked not to report to EMIS?

% Check calendar, course and student enrollment start and end dates

Reminder: all courses should be reported in both first and second L Manifests regardless of
course term.




TLC Report — Result Code TLOO0O6

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

What to check:

% Teacher Licensure/Certification

% EMIS Subject Code (only for accuracy, NEVER change solely for the purpose of resolving an
error)

% Course Delivery Method

% Student Population (RG, SE, etc.)

% Students in the course —if student population for the course is SE, are 51% or more of the
students reported with a disability condition?




TLC Report — Result Code TLOOO7

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

What to check:

% Did you report the correct staff member for the course

% Itis possible that this error is an accurate reflection of what is happening in the district and
therefore, would not be able to be resolved.

Please Note: this error does NOT necessarily mean the Treasurer cannot pay the staff member




TLC Report — Result Code TLOO0OS8

Course is Not Properly Certified as Org IRNs are not matching

What to check:
% Is the teacher’s credential tied to a specific organization’s IRN? If so, you will need to work
with the employee and the ODE Office of Educator Licensure to have this resolved.
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TLC Report — Result Code TLOOO9

Course is NOT Properly Certified as students enrolled are outside the grade range for the
relevant credential.

What to check:
% Teacher Licensure/Certification
% Grade level of students enrolled in course (51% rule applies)
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TLC Report — Result Code TLOO10

Course is Not Properly Certified as no Staff Course Record Reported

What to check:

% Check the CK Record - is the staff member reported with a 230 position code
% Check the Cl Record —is the State ID correct (case sensitive)

% Check Level 1 Validations

< Check for missing CJ Records (ESC/contracted relationships)




Local Report Card Impacts

Staff and Course Reporting data will also appear on your district’s Local Report Card... accuracy is
important!

LRC Data based on Staff & Course Reporting:

» Average Teacher Salary
% Percentage of inexperienced Teachers and Principals

% Staff Attendance Rate

% Percentage of Teachers with a Bachelor’s or Master’s Degree
% Educator Profile Details (not properly certified)

% Teacher and Principal Evaluations (data pulled from eTPES)

.0
L)
% Number of Lead or Senior Teachers
L)
L)
L)




Collaboration is Key... Learn the
Language!

Collaboration between HR, EMIS and Treasurer is essential
Work together to create a common understanding of each other’s job requirements
Have an open door policy

Learn each other’s language so that you can effectively communicate

K/ K/ X/ K/
0’0 0’0 0‘0 0‘0
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Examples of Understanding the
Language and Collaborating

% Enrollment Reports
% ADM vs. Headcount
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Resources

<% District Staff

“»*Mentoring Programs
“»EMIS Manual

+0OASBO
+*ODE Website

<+ 0OAEP
< ITC

<2 0OASPA

+»ODE Helpdesk
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The Moral of Our Story:
Collaboration Matters

The process of understanding the many different aspects of HR, Finance and EMIS functions
boils down to a common respect among staff members who deliberately seek to understand
each other’s language and piece within the puzzle.

Collaboration increases our knowledge and our ability to report high quality data that best
reflects the true picture of our district.
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Questions???

Thank you for attending!!

Penny Rucker, Treasurer

penny.rucker@gocreek.org

Deron Schwieterman, HR Director

deron.schwieterman@gocreek.org

Kylea Kimmerly, EMIS Coordinator

kylea.kimmerly@gocreek.org




