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About The Quick Reference Document

This document is intended to help answer quesabasit what information should be included
in the Educator Census and how to correctly erdaeca&or and course information. It is not
intended to provide step-by-step data entry or dapmrting instructions. Please refer to the
Educator Census Data Collection School Year 2011-2012 Software Instructions as needed.

What's New for This Year:

There are no substantial changes for this yeans&ibn Census.
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General Information
about the Educator Census

PURPOSE OF THE EDUCATOR CENSUS

Educator Census data is gathered for the Vermopaib@ent of Education’s Office of
Professional Standards. The Educator Census ress glarposes:

1. To gather data on educator assignments in ordggtermine which “core
academic subject” classes are taught by teacheysarenHighly Qualified (HQT)
for their assignment in accordance with the reeuéets of Title Il of NCLB,

2. To provide school districts, professional developtn@oviders, and other
stakeholders with detailed information on educagsignments, tenure, and
course offerings to enhance planning and policyn@gkand

3. To project areas of teacher and administrator ageras per the Vermont
Department of Education/Vermont Standards BoardPfofessional Educators
Strategic Plan.

WHO COMPLETES THE EDUCATOR CENSUS

Working in conjunction with principals, directornd other personnel, educator and
course information is entered by the Supervisoriobor District. The superintendent is
responsible for the accuracy of the collection.sHeuld designate a person to be
responsible for collaborating with the Places afvi®e to obtain the required information
and to enter that information into the Educator <tesn

The Supervisory Union should centrally maintain ¢hectronic file, and one individual
should be responsible for the entry of ddiiae paper data reports and blank data
collection forms should be printed immediately andent to the schools to gather the
data that will be corrected or entered at the Supesisory Union. (See the Documents
to Print and Distribute section below.)

The Superintendent of each Supervisory Union dridisnust attest to the accuracy of
the data provided for schools and offices withiaredistrict and must return a signed
signature page with each diskette.

MANDATORY HQT REPORTING AND THE EDUCATOR CENSUS

Every effort should be made to complete the Edudaemsus accurately, since HQT
statistics (including the percentage of core acaclsobject classes not taught by highly
qualified teachers) are compiled for your local@tion agency (LEA) based on the
information that you submit to us. LEAS are reqdite report publicly these statistics
every year. In addition, HQT statistics are incldiderequired federal reporting by the
state.
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Reporting errors can result in the calculationnafirect percentages of classes being
taught by teachers who are not HQT for their agagmt(s). Especially in small schools,
even minor errors in Educator Census reportingreault in big changes in the reported
HQT percentages.

In determining HQT statistics, the Vermont Depanina Education uses the course
category(ies) assigned to an educator’s course@@termine if the educator teaches any
core area classes. The assignment is then matdtiethes endorsements held by the
educator and the educator’s content knowledgehfusd endorsements as contained in
our databases in order to determine whether tlss @abeing taught by an educator who
is HQT for his/her assignment.

Note: The purpose of the Educator Census is not to geolsts of HQT educators to the
supervisory unions and schools, and we do not @aimécords in this format. It is the
responsibility of the Supervisory Union/LEA to attand maintain HQT records for their
educators. See tiNCLBA Highly Qualified Teacher (HQT) and Paraprofessional
Accountability Requirements document at
education.vermont.gov/new/html/licensing/hgt.html#nclba_accountability for more information
about Supervisory Union/LEA responsibilities andamtability.

DATES OF COLLECTION

The 2011-2012 Educator Census collects educatarfdatheJuly 1, 2011 — June 30,
2012school year. Unless otherwise specified, any egifez to “year,” “school year,” or
“current year” means the 2011-2012 school year.

When completing the Educator Census, include EVeat educator data for the 2011-
2012 school year up to and including the date ydunst the completed Educator Census
to the Vermont Department of Education. Any charnigesmployment, assignment, and
courses that occur after the collection period khbe reported in the 2012-2013
Educator Census.

PRIVACY RIGHTS

The Vermont Department of Education adheres td-#raily Educational Rights and
Privacy Act (FERPA) - 24 C.F.R. Section 99.31. FEBR#Hows for the collection of data
required to do the work of state and educationahaigs. The principle of confidentiality
underlies all policies and procedures for the otibe, maintenance, disclosure, and
destruction of education records. Schools andidistalso have a responsibility to
protect the confidentiality of educator personmelards. Please be sure that proper
policies and procedures are in place, and followeduccessfully complete this
collection.

List of Documents
* An MS Access database with pre-loaded employeeanse information that was
reported for each of your schools in the 2010-2Bddcator Census
* (Note: Team teaching assignments are not pre-loaded
* Educator Census Data Collection School Year 20122 Ebftware Instructions
e Educator Census Quick Reference
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» 2011-2012 Educator Census Reporting InstructionPfimcipals, Special Education
Directors, Alternative Program Directors, and Caszel Technical Center Directors

* Educator Information Form (blank)

» Special Educatdnformation Form (blank)

WHEN IS THE EDUCATOR CENSUS DUE BACK TO THE VERMONT DEPARTMENT
OF EDUCATION?

The Supervisory Unionare the only ones who should be submitting the BwcCensus
to the Department of Education The principals nnesitrn the corrected paper reports
and completed forms to the Supervisory Union offaredata entryTo allow the
Supervisory Union sufficient time to enter new infomation, a deadline to return
changes and updates to the principals should be g.

The Vermont Department of Education must receieeBtucator Census diskette(s) by
Monday, March 1, 2012 Submit the census to the IT Division: Data Mamaget and
Analysis Team, Vermont Department of Education, $2die Street, Montpelier, VT
05620-2501. Sekducator Census Data Collection School Year 2011-2012 Software
Instructions for more information.

PRE-LOADED DATA

With the exception of team teaching assignmenésdéia from the 2010-2011 Educator
Census is pre-loaded into this year’'s Educator @eapplication. Although this means
you don’t have to re-enter every educator, thetk @ficourse, be changes in
employment and assignments that will need to batgodand new educators that will
need to be added.
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DOCUMENTS TO PRINT AND DISTRIBUTE

The following documents and reports should be pdrand given to principals, special
education directors, Career and Technical Centectdirs, and alternative program

directors immediately. The principals and direc&ieuld manually update or correct the

information listed on the reports (or provide ugdbinformation using the blank
Educator Information Form andSpecial Educator Information Form).

They should also complete the bldaducator Information Form andSpecial Educator
Information Form for any new educators who joined their staffs@i2-2012. The
principals should return the corrected paper repantd completed forms to the
Supervisory Union office for data entrlo allow you sufficient time to enter new
information, a deadline to return changes and updats to the Supervisory Union
should be given.

For Principals
Under the Reports section of the main menu, ghédReports Selection Menu — All
Educators. Print the following reports:
* Report of All Educators for each Place of Service
* Report of All Courses for each Place of Service
* Report of All Educators with Associated Coursesdgach Place of Service
* Report of All Courses with Associated Educatorsdach Place of Service

Also print the following documents:
» Educator Information Form (blank)
» Special Educator Information Form (blank), if needed*
» 2011-2012 Educator Census Reporting Instructions for Principals, Special
Education Directors, Alternative Program Directors, and Career and Technical
Center Directors

*Depending on the district/Supervisory Union, ityrze either the principal’s or
the special education director’s responsibilitgtsure that special educator
assignment information is submitted to the Superyi&Jnion.

For Career and Technical Center Directors
Under the Reports section of the main menu, ghédReports Selection Menu — All
Educators. Print the following reports:
* Report of All Educators for each Place of Service
* Report of All Courses for each Place of Service
» Report of All Educators with Associated Coursesdgach Place of Service
* Report of All Courses with Associated Educatorsdach Place of Service

Also print the following documents:
» Educator Information Form (blank)
e 2011-2012 Educator Census Reporting Instructions for Principals, Special
Education Directors, Alternative Program Directors, and Career and Technical
Center Directors
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For Special Education Directors
Under the Reports section of the main menu, gbédeports Selection Menu — Spec
Ed/Alt Prog. Under Special Education Reports, phetfollowing reports:
* Report of All Special Educators for the entire Sus®ry Union
* Report of All Special Educators with Associatechizy Instruction (PI)
Assignments for the entire Supervisory Union

Also print the following documents:
» Special Educator Information Form (blank)
e 2011-2012 Educator Census Reporting Instructions for Principals, Special
Education Directors, Alternative Program Directors, and Career and Technical
Center Directors

For Alternative Program Directors
Under the Reports section of the main menu, gbédeports Selection Menu — Spec
Ed/Alt Prog. Under Alternative Program Reportsnpthe following reports:
* Report of All Alternative Program Educators for ledlace of Service
* Report of All Alternative Program Educators withsésiated Courses for each
Place of Service

Also print the following documents:
» Educator Information Form (blank)
e 2011-2012 Educator Census Reporting Instructions for Principals, Special
Education Directors, Alternative Program Directors, and Career and Technical
Center Directors

WHO TO CONTACT IF YOU HAVE QUESTIONS

For questions about technical issues such aslingtabftware, printing reports, error
messages, and submitting data, contact Janelles@alvith the Data Management and
Analysis Team (DMAT) at (802) 828-3777 orjanelle.gallison@state.vt.us

For questions about courses, educators, and wteataaclude, please contact Amy
Anderson in the Office of Professional Standard8@2) 828-1455 or at
amy.anderson@state.vt.us.

WHO SHOULD BE INCLUDED IN THE EDUCATOR CENSUS?

Information for all professional personnel who gdeveducational services, including
outside contractors, will need to be included i Bducator Census. Long-term
substitutes employed in a particular position fdoro8 more consecutive calendar days
must be included in the Educator Census. In genenabrt all educators employed by
your Supervisory Union or a district or school vitlyour Supervisory Union who are in
a position requiring a Vermont educator license, who work with students or who
have supervisory, curricular, instructional, oresssnent duties.
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A list of common personnel who should be includesiyell as some personnel who
should not be included, is located below. If youdnguestions about who should be
included, please contact Amy Anderson at (802) 8285.

Personnel to Include in the Educator Census

» Assistant Directors for Adult Education

» Alternative Program Directors

» Career and Technical Center Directors

» Class Size Reduction or “Overflow” Teachers

* Curriculum Coordinators

» Educational Technology Specialists

» Library Media Specialists

* Principals and Assistant Principals

* Program Supervisors

* School/Guidance Counselors

» School Nurses

» School Psychologists

» School Social Workers

» Special Education Directors

» Speech Language Pathologists (SLPs)

* Substitutes, Long-Term (Employed 4 or more conseewteeks in the same teaching
position)

» Superintendents and Assistant Superintendents

* Supervisors

* Teacher Leaders

» Teacher Mentors

» Teachers (including all PreK-EEE, K-12, Title I,e8pal Education, Career and
Technical Center, and Alternative Program Teachers)

Personnel that Should Not Be Included in the Educar Census

» Afterschool Program Teachers, unless they provite Mfunded instructional
services

» Artists-in-Residence who make presentations origeognrichment activities

* Behavioral Specialists if a license is not requi@dthe position

» Braille Consultants

» Community members/leaders who make presentatiopsogide enrichment
activities

» Custodians

» Dental Hygienists

* Drug Counselors

» Educational Technology Personnel, unless they tsatents or provide instructional
services

* Enrichment Teachers (such as performing artistoomunity leaders who come in
to the school to conduct enrichment activitieskesslthey also provide regular
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classroom instruction or other duties that woulbtitfader the scope of the Personnel
to Include in the Educator Census list

* Finance Personnel, such as Business Managerssuh&sperform other
administrative functions as well

* Food Service Employees

» Grants Coordinators

* Home Tutors

* Medical Personnel

* Mobility Consultants

» Occupational Therapists

» Office Support Personnel (Administrative Assistafscretaries, Clerks,
Accountants, Bookkeepers, etc.)

» Paraprofessionals (When a special educator or 8pérgises a paraprofessional who
provides primary instruction, the primary instroctishould be recorded under the
supervising special educator or SLP.)

* Physical Therapists

* Psychologists, Mental Health Professionals, or &tidssistance Program
Counselors providing drug or mental health coungaihrough the schooldlfte:
School Psychologists, School Social Workers, andi&wce Counselors must be
included.)

» Substitutes who work fewer than 4 consecutive waekise year in the same
teaching position

» Translators and Transliterators, unless they teagttents or provide instructional
services

Additional Employment Situations

If an educator is from a public school in Vermahis the responsibility of the
Employing Organization of the educator to ensuat the educator and his/her
assignment is included in the Educator Census.

If your Supervisory Union, district(s), or scho9lfgs contracted personnel, then you
should enter them, along with applicable coursejagssent information, into the
Educator Census since, in this case, you are camresldhe Employing Organization. Do
not include educators from other schools or priegencies when not funded by your
Supervisory Union, district(s), or school(s).

Do not include any of the educators you employ atesent offsite to independent or
private schools. However, do include teachersybatpay through your district or
Supervisory Union who are sent to other public sthd they are not contracted by that
school or the school’'s Supervisory Union or distior these educators, you will also
need to enter course/assignment information ifiagbple.

TIPS FROM USERS

Several people have shared techniques that maytekp completing the Educator
Census data easier:
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» Set deadlines for principals, special educatioaatars, alternative education
directors, and Career and Technical Center diredtoreturn the marked up
reports and educator/special educator forms. Giveself enough time to follow
up on questions and still get the Educator Cengobigted on time. Work with
your superintendent, if needed, to ensure thahdeeled information is returned
to you in a timely manner.

* Meet in person with principals, Career and TecHrtanter directors, special
education directors, and alternative education amogdirectors to review and
update the reports.

* Principals can have educators complete any neledazhtor |nformation Forms
in staff meetings.

» Since special education assignments change frdguspécial education
directors can have all special educators comphet&tecial Educator
Information Forms in staff meetings. These forms can then be usegdate
special education assignment information.

» Before submitting data, review all reports for aeay. If you have time after
entering/correcting the data, it's a good ideaetodsupdated copies of the reports
to the principals, special education directorgrakitive education directors, and
Career and Technical Center directors so that¢hayerify that the information
they gave you is correct.

» Keep your paperwork and the marked up reports whesh entering data in case
we contact you with questions about the entereatindtion. We'll be sending
out error checking reports a few weeks after weiwecall the Educator Census
disks, and your reports may help you answer questiee have about the data
you submit.

COMMON DATA ERRORS

Three of the most common errors in past Educatos@edata include:
* The course category doesn’t match the grade levetsed for the course.

Example 1: An educator teaches an Advanced Mathematics teedeagls
10 through 12, but the course category for this<la listed as
Middle Grades-Math (5-9). The course category shoel
Mathematics (7-12).

Example 2: A 7th grade English class is assigned the Elemgntar
Education-General (K-6) course category. Howevsr, t
Elementary Education-General (K-6) course categoonly
valid for grades K-6. The course category shoulditieer
Middle Grades-English (5-9) for a K-8 school or mldhe
school or English (7-12) for a high school.

* The course category doesn’t match the course conten

Example 1: An 11th grade History class has the general S&tialies (7-
12) course category. The Social Studies-Historysmu
category is a more accurate choice.

Example 2:  An Economics course is given a Social Studies-Ecoc®
course category when it is actually a course that awards
Business credit. In this case, the course categjuyyld be
Business Education.
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* The total FTE for all Places of Service for an extacis greater than 1.0 (i.e.,
100% full-time employment). The total FTE shouldydoe greater than 1.0 if, in
fact, the educator is employed more than full-tifidis does not apply if the
educator leaves one Place of Service and begersotiher Place of Service mid-
year within an Employing Organization; in this case sure to enter the end date
where applicable.)

SUBMITTING DATA

Refer to theeducator Census Data Collection School Year 2011-2012 Software
Instructions for information on exporting and submitting data.

You do not need to send any of your working papekwo reports to the Vermont
Department of Education with the disk(s) you subhmtwever, you may submit any
notes or clarifications you feel are needed withdrsks.

The superintendent must sign a Signature Rargeach employing organizationand
certify that the information is correct and in cdrapce with the requirements of the
Educator Censudhe Signature Page(s) should be returned with ake disk(s).

WHAT IF | REALIZE | SUBMITTED INCORRECT DATA (EITHE R ON THE DISK
OR ON THE ERROR REPORT)?

Contact Amy Anderson at (802) 828-1455 or at andesson@state.vt.us. Depending on
the stage of data cleaning and statistical analygsnay be able to make the correction.

WHAT'S NEXT?

After all completed Educator Census disks are veckirom the Supervisory Unions, the
initial data cleaning process at the Vermont Depart of Education will begin. This

data cleaning process will take several weeks.rAfftis initial step is completed, an Error
Checking Report will be printed and mailed to eScipervisory Union, if applicable.

The Error Checking Report is an automatic repat thintended to help catch common
data reporting errors and provides additional @sswe that the data is accurate. After all
Error Checking Reports are returned, the Educa¢msGs data is updated and undergoes
a final and extensive data cleaning process.

After the cleaning process is completed, requir€@itétatistics are compiled by
matching the assignment information from the Edurc@ensus with the educator’s
licensing and content knowledge information to datee the percentages of classes that
are taught by teachers who are HQT for their assegits. These calculations will not be
completed until the winter of the next school year.

In January of 2012, each Supervisory Union wilkfee a report listing the percentage of
2011-2012 core academic subject classes in eadoldtiat were taught by teachers who
were not HQT for their assignments. This informatmust be publicly reported.

SUPERVISORY UNION CONTACT INFORMATION
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Please make sure the contact information listeaHerEducator Census is correct and
complete. We will contact the person(s) listed & mave additional questions.

Entering Information
into the Educator Census

EDUCATOR INFORMATION

Use the Enter/Edit Educator Information sectioadd, update, and delete educators’
employment and teaching assignment informations $hction is accessible by clicking
the Educator Information button on the main menthef2011-2012 Educator Census.

The information we request and the way it shoul@fered is designed to provide the
specific information required for local and statélic reporting.

EMPLOYING ORGANIZATION AND PLACE OF SERVICE

Each professional employee| Em ploying Organization: The Supervisory Union or
least one Employing Place of Service: Refers to the actual physical location

Organization _and at least one \yhere the individual serves. Typically, this will be a school,
Place of Service. the Supervisory Union, or a technical center.

In some cases, a Place of Service may be the sathe &mploying Organization. An
example is a superintendent who is employed bypeiSisory Union and works solely at
the Supervisory Union office. A EEE teacher or $h&y also be listed under a
Supervisory Union as both the Employing Organizatad Place of Service if the
educator’s “base” is considered to be the Supenyigaion.

An educator can also have more than one Employnggu@zation and/or more than one
Place of Service. An example is a physical edundgacher who is hired by the
Supervisory Union and teaches classes at threeeatany schools in the same
Supervisory District; this teacher has one Emplgydrganization and three Places of
Service. Another example is a music teacher wieongloyed 0.5 FTE at an elementary
school by one district and is employed 0.3 FTE middle school by another district,
both within the same SU; this educator has two Bgipy Organizations, each with one
Place of Service. Therefore, this educator woulcehao separate Employing
Organization entries in the Enter/Edit Educatooinfation section.

If the pre-loaded information has the educator tified with an incorrect Employing
Organization or Place of Service, see the Changmigducator’s Assignment section in
this document.

EDUCATOR TITLE

We don't use the employee’s title for any reportomglata calculations. However, if we
have questions about the data, sometimes the eduitiat helps clarify how data should
be entered. Enter the title(s) that you most oftes for the educator, but be as specific as
possible. For example, enter SPED Teacher inste@dazher for a special educator.
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EDUCATOR STATUS

The choices in the Educator Status drop down fidhe 2011-2012 Educator Census
are:

» Employed by this organization all or part of cutrgear

* Never employed by this organization

* Not employed by this organization during currerdrye

e On leave-Full year

Employed by this organization all or part of current year — select this status when the
educator has worked for this Employing Organizafmrthe full 2011-2012 school year,
came in mid-year, left mid-year, or worked as aglterm substitute for part of the year.
(Remember: you are completing the Educator Cenghsthe educator’s status as of the
date that you complete the Educator Census. IHanator begins or leaves employment
after the 2011-2012 Educator Census has been gatnthat information will be
captured in next year’s Educator Census.)

Never employed by this organization- select this status if the individuagver worked
for this Employing Organization and was incorreatigiuded in this organization’s data.
See Deleting an Educator at the Employing Orgalizatnder Changing an Educator’s
Assignment (below).

Not employed by this organization during current yar — select this status if the
educator used to work for this Employing Organmatbut left employment on or before
June 30, 2011See Deleting an Educator at a Place of Serviceru@ianging an
Educator’'s Assignment (below).

On leave-Full year— select this status if the educator is still evgpt by this
organization but will be on leave for thdl 2011-2012 school year. Do not change the
job role(s), FTE, or Place of Service start datewklver, course information will need to
be deleted in order to avoid problems with expgrtime data.

If you are not sure which status to choose fordurcator, please contact Amy Anderson
at (802) 828-1455 or at amy.anderson@state.vt.us.
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JOB ROLES (PLACE OF SERVICE ROLES)

Job Roles are entered in the Place of Servicessgatihich is beneath the Enter/Edit
Educator Information section. A Job Role (or Plat&ervice Role) encompasses an
educator’s assignment(s). If an educator has ninare dne Job Role at the same Place of
Service, check all roles that are applicable. li yoe not sure which job role(s) to choose
for an educator, please contact Amy Anderson &t)(828-1455 or at
amy.anderson@state.vt.us.

Some of the job roles require additional informatio be entered. When these job roles
are chosen, one or more additional sections wihraatically open in the educator’s
Place of Service section. The following table shevkéch additional sections should be
completed for each job role.

Job Roles Available In Additional Sections To
Educator Census Complete

PreK-EEE Educator None
K-12 Teacher Course(s) Taught section
Special Ed Special Ed Information section
SU Admin None
School Admin None
Student Support None
Tech Center Teacher Course(s) Taught section
Alternative Program Teacher Course(s) Taught section

About PreK-EEE Educator Roles

PreK-EEE teachers should be entered in the Edu€atiosus using the PreK-EEE
Educator job role. Course assignment informaticuihnot be associated with the
PreK-EEE role.

SLPs and special educators teaching at the Pref{ $&vould be entered with the PreK-
EEE role, not the Special Ed role.

About K-12 (Classroom) Teacher Roles

For “regular” classroom teachers, check the K-12cker job role.

Supplemental reading and math teachers, librar@nsical education teachers, and all
“specials” teachers should also be assigned th& Kehcher role.

Entering or updating assignment information for K-12 Teachers:

When this role is checked, tidick This Tab to Enter Course(s) Taughtsection
automatically opens in the Place of Service sectick the new tab to enter course
information. The courses associated with K-12 teeshre entered here. Select the
appropriate courses from the drop down field. Eatarpdate course and class
information for each educator, as well as teamhiegcnformation, if applicable.

To add a new course or change a pre-loaded catlidethe button labele@lick to
open the form for inputting a new course for this shool.
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See the section on Course and Class Informatitimsrguide for more information on
how to enter assignment information and how totereaurses.

About Special Educator Roles

For Educator Census purposes, special educatat§las providing services at the K-
12 level should be assigned a Special Ed — Congutti a Special Ed — Primary
Instruction role.

SLPs and special educators teaching at the Pre $&would be assigned the PreK-EEE
role, not a Special Ed role.

Special Ed — Consulting

Consulting, or consultation, is a teaching arrang@nm which the special educator
provides support or consultation to the classroeactier. The classroom teacher remains
the primary instructor responsible for curriculufarming and student assessment. Such
support may take many forms, such as:

* Providing guidance or modeling in instructionaliteicjues, resources, or
accommodations that will enable a particular stadiesucceed in the curriculum;

* Instructing an individual or small group on a sfieaspect of a core curricular
area (e.g., conducting a reading or spelling grmuproviding one-on-one
instruction in a specific basic skill area) witlettlassroom teacher retaining
primary responsibility for instruction in that caseea for that child; and

* Case management.

Implications for HQT: The special educator is nabject to the “highly qualified
teacher” (HQT) requirements of the No Child LefthiBel (NCLB) law when he or she is
providing consultation or case management servides classroom teacher is expected
to meet the HQT requirements for the core areahtaug

Special Ed — Primary Instruction

When a special educator or SLP provides instrugtiaany of the core areas (English
language arts/reading, math, science, and sooidiesi) to one or more studemsplace

of regular classroom instruction in that content aieayuding planning and assessment
of student performance in the core area(s), theiapeducator is considered to provide
primary instruction. The instruction may take placé¢he regular classroom or outside it.
Direct instruction is not necessarily primary instruction.

It may be helpful to think in terms of instructitimt supplants versus supplements
classroom instruction in a core area. In the foroaese, the special educator or SLP is the
primary instructor and must meet HQT content knolgkerequirements. In the latter
case, the special educator or SLP is providing utetson and the HQT requirements fall
upon the classroom teacher.
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Even if a special educator provides primary ingtancto even only one student, the
Special Ed — Primary Instruction role should bestd.

The special educator must meet the HQT requirenientbe students’ highegrade
levelin the core area(s).

Entering or updating assignment information for Speial Educators:

When the Special Ed role is checked, @hiek This Tab to Enter Special Ed Information
section automatically opens in tREace of Service section. When you click this tab, you
are given two choices:

This special educator provides no primary instorcto students in “core”
content areas. (Consulting role)

All or part of this special educator’s position atwes the primary instruction of
individual students or groups of students in “cazeitent area(s). (Primary
Instruction role)

Choose the correct option for this special educattthis Place of Service.

Special Ed Consulting Role If you select the first option, you will not neementer
additional information about this educator’s jokero

Special Ed Primary Instruction Role - If the second option is selected, assignment
information fields will appear. The primary insttion core areas (English/language
arts/reading, math, science, social studies) a¢gaded, so you don’t need to create any
special education courses. However, assignmentiafiion from last year has not been
pre-loaded.

Select the core areas for which the special edubatoprovided primary instruction to
one or more students in the current year. Onlyrenftermation about special education
primary instruction assignments in the four corsar(English language arts/reading,
math, science, social studies); do not create t@r@my other special education courses
taught by special educators (e.g., a Life Skillsree). Also, special education primary
instruction assignment information should be emnteraly in this section; it should not be
entered in the assignment section for K-12 Teac¢H@sh Center Teachers, or
Alternative Program Teachers.

For all special education primary instruction assignts, indicate thactual grade
levels of the studentsWe are no longer collecting performance level infation. Note:
We will send a separate inquiry to Special Educabarectors regarding special
education teachers who provide instruction excklgito students assessed against
alternate standards.

We do not collect the number of classes special exiors teach.We collect the

number of special educatistudentsa special educator provides primary instructian fo
in each core area for grades K-12. Include the mtaber ofstudentsthat the special
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educator has provided primary instruction to thioug the year up until the Educator
Census data is entered. Do not include anticipasstynments for later in the year.

For example, a special educator provides primastyuistion in English language arts to
two students (one at kindergarten level and orisstagirade level). The special educator
should be assigned the Special Educator — Prinmatyuiction role and entered as
teaching Special Education English/Reading to tiudents, with kindergarten as the
lowest grade level and 1st grade as the highededexel.

Enter team teaching information when applicable.és@mple, if a special educator is
providing primary instruction in math to a groupstfidents in a collaborative team
teaching situation with a classroom math teaciefude the classroom teacher’'s name
in the special educator’s Pl assignment informasiection as a team teacher.

For special educators or SLPs who supervise pdegsionals providing primary
instruction, the primary instruction informationoghd be recorded under the special
educator or SLP. Paraprofessional information tscotiected in the Educator Census.
Enter all primary instruction assignment informati®Ve will send a separate inquiry to
Special Education Directors regarding special edusavho provide instruction
exclusively to students assessed against altestentdards.

Note: If you change a special educator’s role from Sgded Primary Instruction to
Special Ed Consulting, make sure you delete ath@ry instruction core area
assignments first.

About School Administrator and SU Administrator Roles

In general, principals, superintendents, directansl administrators only have a School
Admin or an SU Admin role, and course assignmefiorimation should not be associated
with these roles. However, if the educator’s positiloes have a teaching component,
then check the appropriate teaching role (K-12 fiegcSpecial Educator — Primary
Instruction, Tech Center Teacher, or Alternativegfam Teacher) and enter the
corresponding assignment information as well.

About Student Support Roles

Course assignment information should NOT be asttiaith student support roles.
Examples of Student Support Roles include:

» Coordinators, Mentors, Facilitators, and non-teaglsipecialists (other than
librarians) who are not considered to be in an adstrative role

* Educational Technology Specialists (unless they tdach classes, in which case
they should be assigned K-12 Teacher roles insiE&tudent Support roles and
course information should be entered)

* Math Leaders or Reading Coaches (unless they edst tclasses, in which case
they should be assigned K-12 Teacher roles insiE&tudent Support roles and
course information should be entered)

* Nurses (unless they also teach classes for credithich case they should also be
assigned K-12 Teacher roles and course informationld be entered)

* School/Guidance Counselors
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» School Psychologists

» School Social Workers

» Teacher Leaders (unless they also teach classebjch case they should be
assigned K-12 Teacher roles instead of Student@upges and course
information should be entered).

Note: SLPs should be assigned a Special Ed role.

About Alternative Program Teacher Roles

An Alternative Program is a program in which stugeeceive all or the majority of their
instruction in one or more of the core areas oflEhdanguage arts, math, science, or
social studies in a program that is different fronseparate from the regular school
program. It can be a separately existing prograuséd in its own building, or it can be a
single class in a high school.

Use the Alternative Program Teacher role ONLY fdueators who teach alternative
program courses in English language arts, matansej and social studies. Use the K-12
teacher role for assignments in PE, foreign languagisic, etc., even if they occur
within the Alternative Program; the K-12 teachdercan be used in addition to the
Alternative Program Teacher role if applicable.

Important: If an alternative program is designed for and dsmhly or primarily special
education students, then the teacher(s) shouldsigreed the Special Ed role and Pl
assignment information should be entered as it vt any other kind of special
education assignment (see above).

Teachers of Pre-Tech Exploratory Program coursesaisidered Alternative Program
teachers and should be assigned the Alternativgr&roTeacher role. The courses they
teach should be assigned one or more of the AligeBrogram course categories.

Pre-Tech Foundations courses are not considerathative program courses. Educators
who teach Pre-Tech Foundations courses shouldteel With the Tech Center Teacher
role, and their associated courses should haveréhd ech Foundations course category.

Entering or updating assignment information for Alternative Program Teachers:

When this role is checked, the Click This Tab tedECourse(s) Taught section
automatically opens in the Place of Service sectiick the new tab to get to the
Course(s) Taught section. The courses associatadAlternative Program teachers are
entered here. Select the appropriate courses fierdrop down field. Enter course
information for each educator, as well as teamhiegcnformation, if applicable.

To create an Alternative Program course, clickithion labeled Click to open the form
for inputting a new course for this school. Usepghegram name (e.g., Branching Out,
Crossroads, or Raven Program-Math) as the course.riehen, associate this course
name with the course category or categories fochvhcademic credit is offered. When
creating alternative program courses, oidg Alternative Program course categories
(Alternative Program-English, Alternative Progranati, Alternative Program-Science,
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and Alternative Program-Social Studies.) If thegpam is self-contained and students
receive credit in all four core areas, then therseshould be separately associated with
each of the four alternative program course categor

Note: Remember to use the K-12 teacher role for assigtsnie PE, foreign language,
music, etc., even if they occur within the AlteiimatProgram; the K-12 teacher role can
be used in addition to the Alternative Program Teacole if applicable.

See the section on Course and Class Informatitimsrguide for more information on
how to enter assignment information and how totereaurses.

About Technical Center Teacher Roles

This role should be selected for all educatorshiegcat Tech Centers except teachers of
Pre-Tech Exploratory courses.

Entering or updating assignment information for Ted Center Teachers:

When this role is checked, tidick This Tab to Enter Course(s) Taughtsection
automatically opens in thHelace of Servicesection. Click the new tab to get to the
Course(s) Taughtsection. The courses associated with Tech CentehEes are entered
here. Select the appropriate courses from the dioom field. Enter or update course and
class information for each educator, as well astesaching information, if applicable.

To add a new course or change a pre-loaded catlidethe button labele@lick to
open the form for inputting a new course for this shool.

See the section on Course and Class Informatitimsrguide for more information on
how to enter assignment information and how totereaurses.

TEAM TEACHING

Accurate reporting of team teaching is importantsiteam teaching information may
affect the HQT status of the educators associattdthe team-taught course(s).

Team teaching refers to a course that is co-taoghtvo or more individuals who are
jointly the teachers of record for the course. Bbcheck this box if an educator is the
sole teacher of record for a course, even if hakpart of a collaborative teaching team.
At the middle levebnly, if two or more teachers meet odaily basis to plan and assess
curriculum in a specific content area, they magbtered as team teaching.

Important: Team teaching data is not pre-loaded and must-batezed each year. Enter
team teaching information for all teachers who téa@ath a course together. Make sure
that each educator is cross-referenced with higftier team member(s).

EDUCATOR START AND END DATES

Start Dates should be entered for each educasarcht Employing Organization AND at
each Place of Service. The Employing Organizati@nt ®ate and the Place of Service
Start Date may or may not be the same.
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The Start Date refers to professional employmeht, @o not include employment dates
for non-professional service. For example, if anaador was originally hired as a
paraprofessional on 8/1/2003 and was later hired@dassroom teacher on 8/1/2004,
enter 8/1/2004 as the start date even if employméhtthe organization was continuous.

Use the Start Dates and End Dates that your disis&s. For example, if you hire a new
teacher to begin at the start of the school ye&wuigust 2011, but you consider
employment to start at the beginning of the fiseslr, enter 7/1/2011 for the Start Date.
Also see the Changing an Educator’s Assignmenicsebelow.

When updating an educator’s employment informatiemember that there are two
components to an educator’s assignment — the Emmgi@yrganization(s) and the
Place(s) of Service.

End of Employment During this School Year (7/01/156/30/12)

For the 2011-2012 Educator Census, enter employemehdates for the 2011-2012
school year by following the instructions below.

At an Employing Organization
If an educator left employment with the Employingg@nization and all Places of
Service in the Employing Organization during th@ 22012 school year:
» Keep the Educator Status Employed by this orgaioizatl or part of current
year.
» Enter the educator’s end date at the Employing Qrgéion and at all Places of
Service.
» Leave the educator’'s Job Role(s) checked. (Upaétenformation at each Place
of Service, if necessary, for this school year.)
» Enter any course assignments that the educataduratyy this fiscal year.
» Update the FTE, if needed.

Note: DO NOT use the Remove Educator from POS button if thea&du worked at
the Place of Service for any part of this schoalrye

At a Place of Service
If an Educator is still with an Employing Organipet but left a Place of Service in the
Employlng Organization during the 2011-2012 schyealr:
Do not enter an end date at the Employing Orgaioizat
» Keep the Educator Status Employed by this orgaioizatl or part of current
year.
* Enter the educator’s end date at the Place of &ervi
* Leave the educator’s Job Role(s) checked. (Upaddeanformation at this Place
of Service, if necessary, for this school year.)
» Enter any course assignments that the educataduranyy this fiscal year.
» Update the FTE, if needed.
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» If the educator has switched to a different Pldc8eawvice within the Employing
Organization, follow the steps under Adding an Edacat a Place of Service
below.

Note: DO NOT use the Remove Educator from POS button if theaidu worked at
the Place of Service for any part of this schoalrye

End of Employment Prior to 7/01/11

If an educator who left employment prior to thifisal year is pre-loaded in the Educator
Census, follow the instructions below.

At an Employing Organization
If an Educator left employment with the Employingg@nization and all Places of
Service in the Employing Organization:

» Choose the Educator Status option Not employedhisyorganization during
current year.

» Enter the educator’s end date at the Employing @zgéion.(You will receive a
reminder to enter the end date at all Places of Seice; however, if the
educator left employment_prior to 7/01/11, it is nbnecessary to enter the end
date at the Place of Service).

» ForeachPlace of Service, click the Remove Educator fradSbutton. All role,
FTE, and course assignment will be deleted foctreesponding Place of
Service.

At a Place of Service
If an Educator is still with an Employing Organipet but left a Place of Service in the
Employing Organization:

» Choose the appropriate, current Educator StatuseRer that the Educator
Status applies to the Employing Organization, hetRlace of Service.

» Atthe Place of Service, click the Remove Educatam POS button. All role,
FTE, and course assignment will be deleted foctreesponding Place of
Service.

» If the educator has switched to a different Pledc8eavice within the Employing
Organization, follow the steps under Adding an Edacat a Place of Service
below.

Deleting an Educator at the Employing Organization

If you have an educator that was never employ¢ldealEmploying Organization the
educator is listed under:

» Choose the Educator Status option Never employadibyrganization.
» At the prompt, click Yes to delete this educatdt.edlucator information will be
deleted at both the Employing Organization andl&laces of Service.

Deleting an Educator at a Place of Service

If you have an educator that is correctly listethi@ Employing Organization but never
worked at a Place of Service the educator is ligteter:
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» Click the Remove Educator from POS button. All r¢i@E, and course
assignment will be deleted for the correspondirag®bf Service.

* Make sure the educator does have at least one &fli&=zvice role; if needed,
follow the steps under Adding an Educator at adtdcService below.

Adding an Educator at the Employing Organization

To add an educator at an Employing Organizatidigviothese steps:
» Click the Add New Educator button on the Educatdoimation section and
enter all requested information.
* Add the Place(s) of Service for the Educator (keeftdding a Place of Service
for an Educator section below).

Adding an Educator at a Place of Service

FTE

To add an educator at a Place of Service, foll@gdhsteps:
» Select the Place of Service.
* Enter the Start Date.
* Check the educator’s Job Role(s) and indicate Tie &t this Place of Service.
» Complete any necessary assignment sections retated Job Role(s), if
required.

The FTE, or full-time equivalent employment, shob&lentered for each educator at
each Place of Service. The FTE listed at a Pla@eofice should reflect the percentage
of employment for an educatonly at that Place of Servicelf an educator has multiple
Places of Service, the total FTE from all PlaceServices typically does not exceed 1.0
(or 100% employment). See Place of Service FTHRerzefinitions section of the
Appendix for more information.

If an educator has multiple roles at a Place o¥iSerthen the FTE should reflect all the
roles at that Place of Service. For example, acaduis both a 0.4 FTE consulting
special educator and a 0.3 FTE Title | readinghenat an elementary school. The
educator should have both the Special Ed — Congudind the K-12 Teacher roles. The
total FTE entered for that Place of Service shbel®.7 FTE.

For contracts that don't specify FTEs, the educatoaisually considered to be a full-time
employee. If the educator is not full-time butldtds no specific FTE associated with the
assignment, then approximate the FTE to best tdfiechours worked in the position.

COURSE AND CLASS INFORMATION

Use theCourse Information section to add, “Course” refers to the title of the
update, and delete course informatidhe subject/grade being taught (for
information we request and the way it should fnxﬁg]ggeé k;f@iﬂ?;rfﬁjcg;ﬁgﬁ 4/5
pe enter_ed is deS|gr_1ed to provide specific _ Camerata, or Algebra 1). “Class’
information for required local and state public | refers to a specific group of

reporting. It is important to be as accurate as students who are instructed
together regularly.
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possible, using these guidelines, when enteringseoand assignment information.
Choosing the correct way to enter information camlifficult, especially with the many
unique situations in the schools. If you have angstjons at all, please call or email us.

We only collect course information for courses taugt the K-12 leveldo not enter
preK course information.

Special education courses shontt be created. Special education primary instruction
“courses” for each core area of English languatgraading, math, science, and social
studies are already defined and are automaticadigldd when the special education
primary instruction role is selected. We do notexilany other special education course
assignment information (e.g., a Life Skills course)

Report all courses that award credit to studengsie@lly, do not include courses/classes
that do not have credits associated with them. 8amae courses like study hall or
independent studies do have associated electivkeaga credit — these courses should be
included but assigned the “Other” course categseg pelow). Afterschool and summer
courses should not be included.

Creating Courses

New courses are created in tbeurse Information section.

There are two important components to a cours

the course name and the course category. One of the most common errors

we have found is that courses are
associated with the incorrect
All courses should be matched to one or more q course categories. This leads to

the existing course categories (see Course incorrect findings that classes are
Categories with Appropriate Instructional Leveld Peing taught by teachers who are
in the Appendix for a list of course categories ai_"°tHQT for their assignments.
valid instructional levels).

Course Names

Course names generally refer to whatever the cosisaled at the school. However,
please be relatively specific when naming courdese are some examples:
» English — Include the grade or type such as APiEmglOth Grade Literature, or
Middle Grades English
* Math — Break down into Algebra |, Algebra II, Cdlgs, Middle Grades Math, etc.
» Family and Consumer Sciences — Use the specifiseauame such as Clothing Il
» Alternative Program — An alternative program call@dssroads awards credit in
the four content areas of English, math, science sacial studies. The course
name should be Crossroads, and the associatecearaiegjories should be
Alternative Program-English, Alternative Programih|&lternative Program-
Science, and Alternative Program-Social Studies.
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Course Categories

The course category is the category (or categattes)most closely encompasses the
content of the course. The course category is th& important component of a course
when matching HQT status to endorsement and assiginiha course has a “core area”
course category, such as English or math, then lWelveck to make sure that the
educator has both the appropriate endorsemertdéardurse assignment and that the
educator is HQT for that endorsement. We use theseccategory, not the course name,
when analyzing Educator Census data. If you haevtiong course category associated
with a course, this could affect the HQT statisfarsyour district.

Several factors may influence the choice of coaetegory, including course content,
course credit, and the educator’s endorsemerfiainorder.

Example 1: A 10th grade Economics offers credit in more thaa area.
The course categor(ies) should be assigned bastz dype of
credit offered:

If creditisgiven for: Then assign these cour se category(ies):
Social Studies Social Studies-Economics
Math Mathematics (7-12)
Either Social Studies or Math Social Studies-Economics and Math (7-12)
Business Business Education

Example 2: A humanities course offers credit in either historyenglish.
This course should be entered twice, once in aasogiwith
Social Studies-History and once in association \Eftlglish (7-
12).

Examples of Appropriate Course Categories

Alternative Program  There are four course categories for AlternativegPam
academic courses. They are:
» Alternative Program-English
» Alternative Program-Mathematics
» Alternative Program-Science, and
» Alternative Program-Social Studies.

Any other academic courses taught in an Alternd®ragram
should be assigned “regular ed” categories suduessc, Art,
or PE. (Use the K-12 teacher role for “regular agdsignments,
even if they occur within the Alternative Progratime K-12
teacher role can be used in addition to the Altara&rogram
Teacher role if applicable.)
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Business Education

CTE (Career and
Technical Education)

Computer Science

Design & Technology
Education

Early Childhood
Education

Educational
Technology

Elementary Education-
General (K-6)
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See the About Alternative Program Teacher Rolesasec

Generally, business courses are assigned the Baditkication
category. However, if a business course is usedtisfy a math
graduation requirement, then the Mathematics (7eb2jse
category should be used.

An appropriate CTE endorsement is required to teaCAE
course, and only vocational courses taught in Canee
Technical Centers should be assigned the CTE course
categories. Use the CTE course category for Careebr
Technical Center courses, even if embedded credifered.

See Educational Technology.

See Educational Technology.

This category can be used only for grades K-3. W/aat
collect PreK course information. Note: CombinedkRke
classes should indicate a begin grade and an awie gf K.

Use the Educational Technology course category for
computer/technology/applications classes in eleargrand
secondary schools.

Courses in Design and Technology Education, foryriarbwn
as Industrial Arts, should be associated with tlesign and
Technology Education course category.

Computer science (programming) courses shouldhgse t
Computer Science course category.

Technology courses, such as Computer Aided Desidn a
Computer Graphics, taught in Career and Technieal€®s
should use the appropriate CTE (formerly Tradesladdstry)
course category.

Use the Elementary Education-General (K-6) couategory
for self-contained classes in grades K-6 coverihgubject
areas.

Courses associated with the Elementary Educatiaref@é (K-
6) course category should be within the K-6 gradels.Do not
use the Elementary Education-General (K-6) course
category for grades 7-8(See Middle Grades below.)

Kindergarten courses should have the Elementargdtun-
General (K-6) course category.
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Note: For subject-specific or departmentalized 5th aihdgBade
classes in English, math, science, and/or soaidies, use the
appropriate Middle Grades course category(ies)theot
Elementary Education-General (K-6) course catedeoy.self-
containedor departmentalized 7th and 8th grade classes in
English, math, science, and/or social studiesthues@ppropriate
Middle Grades course category(ies), not the Eleargnt
Education-General (K-6) course category.

Foreign Language- Only use the Foreign Language-Other course catefytirg

Other language taught is not in the course categorydisf,
Portuguese). We will contact you later to find aiat language
is taught, or you can send the information withda& disk
when you return it.

Notes regarding Foreign Language Exploratory cksse

» If credit is not given for a foreign language explory
class (e.g., it is an enrichment course), theodscot
need to be entered into the Educator Census.

» If credit is given but the credit is not consideferkign
language credit and is not applied to graduation
requirements, then the course can be assignedrsecou
category of Other. Do not use the course category
Foreign Language-Other. Please use Foreign Language
Exploratory as all or as part of the course name.

» If foreign language credit is available and/or thedit
can be applied to graduation requirements, ashign t
course categories of the languages taught in theseo

Kindergarten courses Kindergarten courses should have the Elementargdiotun-
General (K-6) course category.

Middle Grades Subject-specific or departmentalidadses in grades 5-9, such
as 6th Grade Math or 8th Grade Science, should &dieldle
Grades course category.

Also, self-contained 7th and 8th grade classrodmslg have
the following course categories associated withcthese name:
Middle Grades-English (5-9), Middle Grades-Math}5-
Middle Grades-Science (5-9), and Middle Grades-@&tudies
(5-9). Do not use the Elementary Education-Gen&r#)
course category for self-contained 7th and 8theydassrooms.

Other The course category Other should only be useddorses for
which no other course category is appropriReEmember, do
not include courses in the Educator Census for whittno

EdCensus12_QuickReference 24



Vermont Department of Education

credit is giver. Examples of credit-bearing courses that should
be assigned the course category Other are:

» Study Habits or Study Skills

» Senior Project (a required class with varying teash
and topics)

» Cooperative Education

* Newsletter or Yearbook (Note: If English credit is
given, then assign the English (7-12) or Middle d&s
English (5-9) course category, depending on thdegra
level and where credit is offered. If the course is
considered a general elective, use the Other course
category.)

* Enrichment courses should usually be given the IOthe
course category as long as the courses do nolasupp
regular classroom instruction. Enter team teaching
information, if applicable.

See Foreign Language-Other (above) for informaion
entering Foreign Language Exploratory courses.

Courses with the course category of Other are ulgjest to
HQT requirements. For more information on whetber t
associate a particular course with the Other cayegtease
contact Amy Anderson at (802) 828-1455 oalty.anderson

@state.vt.us

Pre-Tech Foundations  Educators who teach Pre-Teehdations courses should be
listed with the Tech Center Teacher role, and thesiociated
courses should have the Pre-Tech Foundations coatsgory.
Pre-Tech Foundations courses are not consideremhaiive
program courses.

Science (Biology, Break down Science and Social Studies coursesibyg us
Chemistry, specific course category(ies) as much as posdibjeto avoid
Earth/Environmental  the use of the general Social Studies (7-12) aad)émeral
Science, General Science (7-12) course categories. Some examples are
Science, Physics) » For a 12th grade biology course, choose the Science

Biology course category.

» For a 7th or 8th grade science course, choose itie!&/
Grades-Science (5-9) course category.

» For a 10th Physical Science course where both physi
and chemistry are taught, choose the Science-Rhysic
and the Science-Chemistry course categories.

* However, for a 9th grade Science course in a hthbd
that truly covers all science areas, then it isydka
choose the general Science (7-12) course category.

Social Sciences Use the Social Sciences coursgargttor all psychology,
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sociology, anthropology, philosophy, or religiamucses that are
taught in the school. Courses in these areas asubfect to
HQT and should not be associated with any Sociadi&s
course category.

Break down Science and Social Studies coursesibyg us
specific course category(ies) as much as posdibjeto avoid
the use of the general Social Studies (7-12) aady¢meral
Science (7-12) course categories. Some examples are

» For a 12th grade history class, choose the Sotiali€s-
History course category.

» For a 10th grade World History and Geography cqurse
choose both the Social Studies-History and Social
Studies-Geography course categories.

* For a departmentalized 6th grade social studiessgcla
choose the Middle Grades-Social Studies (5-9) eurs
category.

» For a 7th or 8th grade social studies course, aacth
Grade History, choose the Middle Grades-Social i8sud
(5-9) course category.

The special education “core areas” used with prymastruction
assignments are pre-loaded, so special educatioanyr
instruction courses do not need to be created.eltoes core
areas (Special Education-English/Reading, Spedat&tion-
Math, Special Education-Science, and Special Edue&ocial
Studies) will automatically appear in the core atezp down
field when entering special education primary nstion
information. Note: We do not collect any other spkeeducation
course assignment information (e.g., a Life Skitsirse).

See CTE and Educational Technology Bduca

Supplemental Reading The Supplemental Reading and/or Math Services eours

Services and
Supplemental Math
Services

Classes

categories should be associated with teacher assigs related
to the provision of supplemental reading and/ormsatvices to
students, other than those that are mandated BRawhich
come under the Special Educator role. Try to aesgigning the
general “Reading” course category to reading supefeal
services assignments. (If a teacher provides rdingaervices
to students, and only provides coaching to otleters, then
they should be given a Student Support role.)

“Course” refers to the title of the
subject/grade being taught (e.g.,

A class, for Educator Census purposes, refers to a | kindergarten, grade 4/5 multi-age,

specific group of students who are instructed togjet
regularly. A course that spans two semesters shmild

physical education, Camerata, or
Algebra 1). “Class” refers to a
specific group of students who are

counted as 1 class if the students remain the @me | instructed together regularly.
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both semesters. Even if a class only has two stadeiis typically reported as 1 class.
However, K-6 classes have special reporting reqerdgs and shouldways be reported
as 1 class per course category (see Elementardé&ia6) Classes below).

Excluding K-6 classes, it is generally best to réfiee actual number of classes.
However, it is most important to be consistent ineporting classes within a school so
that the weighting of classes is balanced and naask is over- or under-represented.
Therefore, try to ensure that all full-time FTEdkars have similar class totals, even if
the number of classes reported isn’t entirely aateur-or example: A Drivers Education
instructor may teach 18 different groups of studeviten a typical class load for the
school is 5 classes. In this case, enter 5 clagd@svers Education instead of 18.

Do not report fractions of classes such as 0.5eker 0.2 classes. Fractions of classes
have no meaning in the Educator Census.

Class Size Reduction (CSR) Classes

If a CSR class is separated into two classes,lib#nteachers need to be listed with the
K-12 Teacher role. Assignment information, inclgiteam teaching information if
applicable, should be entered for both educators.

If a licensed educator is just helping out in ayMarge classroom (just assists the
classroom teacher and does not plan curriculureamttindependently), then that person
should have a Student Support role.

If CSR classes are Title | reading or math clagbey, should have the appropriate
Supplemental Reading or Math Services course cgtego

Classes Spanning Elementary and Middle Grade Levels

Sometimes classes span the grade levels of bottleheentary grades (Grades K-6) and
the middle grades (Grades 5-9). Here are some dgaraphow these courses should be
entered:

Example 1: An educator teaches two English classes (i.e. separate
groups of students) to multi-age groups composetgf7th,
and 8th graders. This English course should becagsd with
the Middle Grades-English (5-9) course categorys Tthow
the information should be entered in beurse(s) Taught

section:
Course Course_ Category_ . Begin End Number of
(course categories are assigned in
Name - - Grade | Grade Classes
the Course Information section)
English Middle Grades-English (5-9) 6 8 2

Example 2: A middle school math teacher teaches three masisetato
grades 6, 7, and 8; each class is taught to aatepgnade. All
three courses can be associated with the Middld&srdath
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(5-9) course category. This is how the informastould be
entered in th€ourse(s) Taughtsection:

Course Course_ Category_ . Begin | End Number of
(course categories are assigned in
Name ; . Grade | Grade Classes
the Course Information section)

6th Grade Middle Grades-Math (5-9) 6 6 1
Math

7th Grade Middle Grades-Math (5-9) 7 7 1
Math

8th Grade Middle Grades-Math (5-9) 8 8 1
Math

Example 3: In a K-8 elementary school, an art teacher tea8lne® grades
K-8, and each class is taught to a separate g&adee art is a
“specials” class, only 1 class should be indicétedhe grade
levels of K-6. This is how the information shoulel éntered in
the Course(s) Taughtsection:

Course Course_ Category. . Begin | End Number of
(course categories are assigned in
Name . : Grade | Grade Classes
the Course Information section)
Art Art K 6 1
Art Art 7 7 1
Art Art 8 8 1

Elementary (Grades K-6) Classes

We generally only report 1 class per course categpffor K-6 teachers.

Typically, elementary (grades K-6) classroom teeshell teach one course (grade) and
one class (group of students).

For elementary(grades K-6) art, music, library, educational tedbgy, PE, foreign
language, Title | Math, Title | Reading, other “sgas,” or supplementals such as
Reading Recovery, indicate 1 for the number ofs#agaughtiegardless of how many
classes or students are actually taught.

Kindergarten teachers should also be entered elsitgpone course (grade) and one class
(group of students), even if they teach separateimg and afternoon classes. Grades 5
and 6 courses shouddways be entered as 1 class per educator, regardlélss ntimber

of classes that are actually taught. (Self-conthgrade 5 and 6 classes should be
assigned the Elementary Education-General (K-6)seocategory. If these grades are
taught more as a departmentalized or middle grabekel, even if in an elementary
school, then associate the appropriate Middle Gradarse category(ies) with the class.
However, still only indicate 1 class per contergzay

Elementary teachers whose main assignment is lassr@om teacher but who also teach

a separate reading or math group should be entetiedheir classroom as the course
name (e.g., grade 1), Elementary Education-GeKl€r8) course category as the course
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category, and 1 class. The extra groups are assamgalt of the overall elementary
education assignment.

Middle Grades (Grades 5-9) Classes

Grades 5 and 6 courses shoalaysbe entered as 1 class per educator, regardless of
the number of classes that are actually taughlf-¢8atained grade 5 and 6 classes
should be assigned the Elementary Education-Ge(t€1@) course category. If these
grades are taught more as a departmentalized alergdades model, even if in an
elementary school, then associate the appropriaddl®Grades course category(ies)
with the class.)

Generally, use the Middle Grades course categfoidsnglish, math, science, and social
studies courses taught to 7th and 8th gradersQ@ngraders in middle school-type
settings). These educators will typically teachtipld classes (sections) and, sometimes,
multiple courses as well. All courses taught inhbibie fall and spring semesters should
be reported. However, if a course is two semestdength, count it as only one class if
the students in both semesters remain the same.

Music Classes

Do notinclude individual instrumental lessons. Theyassumed to be part of any music
assignment. However, do continue to include gragprimental classes such as Band.

Important: If the educator teachesly individual instrumental lessons, do not enter the
educator in the Educator Census at all.

Secondary Level (Grades 7-12) Classes

Secondary teachers (Grades 7-12) will typicallgheaultiple classes (sections) and,
often, multiple courses as well. They should bereul for all courses taught in both the
fall and spring semesters. However, if a courde@ssemesters in length, count it as only
one class if the students in both semesters rethaisame.

Self-contained 7th & 8th Elementary Classes

Self-contained 7th and 8th grade classes shouid$eciated with all applicable course
categories. For example, an educator teaches Bngi&th, science, and social studies to
a self-contained 7th grade class. This course dhimibssociated with these four course
categories: Middle Grades-English (5-9), Middle d&stMath (5-9), Middle Grades-
Science (5-9), and Middle Grades-Social Studie8)(F-his is the information that

should be entered in the Course(s) Taught section:

Course Categories
Course Name | (course categories are assigned in
the Course Information section)
7th Grade Middle Grades-English (5-9) 7 7 1
Middle Grades-Math (5-9)
Middle Grades-Science (5-9)
Middle Grades-Social Studies (5-9)

Begin Number of
Grade End Grade Classes
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DEFINITIONS

An Alternative Program is a program in which studeeceive
all or the majority of their instruction in one more of the core
areas of English language arts, math, scienceamlsstudies in
a program that is different from or separate fromregular
school program (i.e., it can be a separately exjgtrogram
housed in its own building, or it can be a sindéss in a high
school).

If the alternative program is designed for andfamprily

enrolls only special education students, thenehehter(s)
should be assigned the Special Educator job raleaasignment
information should be entered as it would be for atier kind
of special education assignment.

See the About Alternative Program Teacher RoleékerQuick
Reference for more information.

The following individuals should be assigned thie iaf
Alternative Program Teacher: teachers of Pre-TegidEatory
Programs in Career and Technical Centers and tesaithe
alternative programs not designed for special dituta
students. If the alternative program is designeaial enrolls
only or primarily special education students, th@nteacher(s)
should be assigned the Special Educator job raleaasignment
information should be entered as it would for atheo kind of
special education assignment.

Also see above definition of Alternative Program.

Means to be identified by, linked with, or connekte. In the
Educator Census, educators will be associatedthetispecific
course(s) they teach at each Place of Service wheyework.

Refers to a specific group of students who areucstd
together regularly.

Typically, elementary (K-6) teachers will teach aoeirse (e.qg.,
Grade 1) and 1 class (one regular group of stuflemtereas
middle (5-9) and secondary (7-12) teachers willegelty teach
multiple classes and multiple courses.

A course that spans two semesters should be coastéalass
if the students remain the same for both semesters.

See the Class section of the Quick Reference foe mo
information.
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See Special Education Consultation.

We only collect course information for courses anichary
instruction taught at the K-12 levels. Do not po&/preK
course information.

Report all courses that award credit to studengsie@lly, do
not include courses/classes that do not have srad#ociated
with them. Sometimes courses like study hall dcehessociated
credit — these should be included. Afterschool sundmer
courses should not be included.

The course category is the category (or categattias)most
closely encompass the content of the course. Sdaetars
may influence the choice of course category, inclgdourse
content, course credit, and the educator’s enda@senm that
order.

A course may be associated with more than one eaatgegory.
For example, a Ibgrade Humanities course that offers credit in
either or both history and English would be entdvéde, once

in association with the Social Studies-History saucategory

and once in association with the English (7-12)rsewategory.

For social studies, science, and foreign languageses, you
will need to select the sub-area that most speatifiecnatches
the content of the course (e.g., Foreign Languagedh,
Middle Grades-Science (5-9), Science-Biology).

See the Course and Class Information section othiek
Reference for more information.

A record identification number automatically assidrby the
MS Access application. For database managemenbpesp
only.

Refers to the specific name of the course askih@svn by the
school/district.

Courses may be grades (e.g., grade 4 or gradeultbage) or
subjects (e.g., general music in the elementargdtias well as
courses in the traditional sense (e.g., Algeb@atpentry).

Courses may also have unique titles such as Caanghatname
of a select choral group).

See the Course and Class Information section athiek
Reference for more information.
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Current Year The 2011-2012 Educator Census collects educatarfdathe
July 1, 2011 — June 30, 2012 school year. Unldssrwise
specified, any reference to “year,” “school yean, current
year” means the 2011-2012 school year.

Date of Birth Educator’s date of birth. List information as MM/DDYYY as

in 07/01/1963.

Educator ID or Ed Census A record identification number automatically assidry the

ID (state assigned) MS Access application. For database managemenogesp
only.
Educator Status Refers to the educator’'s employment status witen t

employing organization. The choices in the Educ8tatus
drop down field are:
* Employed by this organization all or part of cutrgear
* Never employed by this organization
* Not employed by this organization during currerdrye
e On leave-Full year

Elementary (Grades K-6) For purposes of this Educator Census collectiane¢im
“elementary” ONLY refers to grades K-6. For example
Elementary Education-General (K-6) course categaryonly
be assigned to classroom courses at the K-6 level.

See the Course and Class Information section othiek
Reference for more information.

Employing Organization The Supervisory Union or district that employs adividual.

Employment Refers to positions at a professional level. Doinclude years
of service as a paraprofessional or other non-psideal
service in determining a beginning date.

FTE See Place of Service FTE.
Grade Level See Instructional Level.
Instructional Level Often called grade level.

Refers to the instructional level(s) for which atpalar course
is designed. If the course is designed for a siggdée, then the
begin grade and the end grade will be the santkelfourse is
intended to be a multi-age one, indicate a begmgnade and
ending grade (for example, a grade 4/5 elementasg evould
have a grade 4 beginning grade and a grade 5 egrhng).

Indicate the grade(s) the course is designed @irthe grade

levels of particular students in it. For exampldistory course
may be designed for grades 9-12 even though amaddath
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grader may be taking it in a particular year. lis ihstance, the
course should still be entered with a beginninglgraf 9 and an
ending grade of 12.

NEW: For all special education primary instruction
assignments, indicate tlaetual grade levels of the students.
We are no longer collecting performance level infation.

Note: We will send a separate inquiry to Special Educatio
Directors regarding special educators who proviggriiction
exclusively to students assessed against altestetdards.

The educator may have more than one role at acpkatiPlace
of Service (for example, principal and teacher)o&@e all roles
that apply at a particular Place of Service. Therfes
collected for the Educator Census are:

* PreK-EEE Educator — PreK and EEE educators should
be associated with this role. No course informaison
associated with this role.

» K-12 Teacher — K-12 classroom teachers should be
associated with this job role. Course assignment
information should be entered.

» Special Educator — Consulting. K-12 special edusato
and SLPs who only provide consultation (see Special
Education Consultation below) should be associated
with this job role. No course or primary instructio
assignment information should be entered.

» Special Educator — Primary Instruction. K-12 splecia
educators and SLPs who provide primary instruction
(see Special Education Primary Instruction below)
should be associated with this job role. Primary
instruction assignment information should be entere

e SU Admin — Supervisory Union administrative
personnel should be associated with this job fte.
course information is associated with this role.

e School Admin — School administrators should be
associated with this job role. No course infornrai®
associated with this role.

e Student Support — Use the Student Support role for
School Nurses, School Psychologists, School
Counselors, School Social Workers, Career and
Technical Education School Counseling Coordinators,
etc. No course information is associated with tbis.

* Tech Center Teacher — Career and Technical Center
teachers should be associated with this job rabeirse
assignment information should be entered.

» Alternative Program Teacher - Teachers of Pre-Tech
Exploratory Programs and other non-special educatio
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Alternative Programs should be associated withjttis
role. Course assignment information should be edter

This is an optional field that is provided for dists that have
individual educator IDs and choose to enter theim tine
Educator Census application.

Refers to the actual physical location where tligvidual
serves. Typically, this will be a school or Caraed Technical
Center.

An educator must be separately associated with Rkace of
Service where he/she works, and his/her role, eynpdat start
date, and FTE at each Place of Service must béifiden

Note: A common error is that educators are entered umder
different places of service (usually the Superyiddnion and

the school), with a full-time FTE at each. See PlatService
FTE below.

FTE is the full-time equivalent of employment aeders to how
much time the educator works at a specific Placgenfice.

FTE should be calculated based on the average week of
the educator during the current school year at €date of
Service. A full-time employee is considered to b@ ATE, and
a half-time employee is considered to be 0.5 FTigour full-
time week consists of 40 hours, convert part-timgleyment
to FTE by using the following formula:

FTE = Hours Worked per Week
40
Some examples of FTE using a 40 hour work week are:
Percentage of Full-time FTE Entered in the
Employment Educator Census
100% 1.0 FTE
75% 0.75 FTE
50% 0.5 FTE
25% 0.25 FTE
10% 0.1 FTE

If your full-time week consists of a different nuertof hours
(e.g., 37.5 hours), replace 40 in the above equatith that
number. The total FTE at all Places of Servicesgaly should
not exceed 1.0.

A pre-loaded identification number given to eacacel of
Service.
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PreK-EEE teachers should be entered in the Edu€atiosus
using the PreK-EEE Educator job role. Course assay
information should not be associated with the PEEE role.

Note: Combined PreK-K classes should indicate a begideyr
and an end grade of K and the associated coursgargit
should be Elementary Education-General (K-6). Tdwecator
should have both the PreK-EEE and the K-12 Teadhes.

SLPs and special educators teaching at the Pre $&ould be
entered with the PreK-EEE role, not the Speciatdiel

See Special Education Primary Instruction.

For philosophy, psychology, religion, sociology, or
anthropology courses, use the Social Scienceseagatsgory.

A term encompassing the four core area subjedtsstdry,
civics/government, economics, and geography.

For the K-6 Elementary level, the term “speciaksers to
subjects taught in addition to regular classroostruction.
“Specials” can include physical education, art, imyuEitle |
math, Title | reading, library, foreign languagées.&ll
“specials” courses should have only 1 class inditategardless
of the actual number of classes taught.

Consultation is a teaching arrangement in whichstreial
educator provides support or consultation to tagssibom
teacher. The classroom teacher remains the primstryictor
responsible for curriculum planning and studenesssent.
Such support may take many forms such as:

* Providing guidance or modeling in instructional
techniques, resources, or accommodations that will
enable a particular student to succeed in theatan;

* Instructing an individual or small group on a sfieci
aspect of a core curricular area (e.g., condueting
reading or spelling group or providing one-on-one
instruction in a specific basic skill area) witketh
classroom teacher retaining primary responsibiitity
instruction in that core area for that child; and

* Case management.

See the About Special Educator Roles section faemo
information.

When a special educator or SLP provides instrudgtiany of
the core areas (English language arts/reading,, reaimce, and
social studies) to one or more studentplace ofregular
classroom instruction in that content, includingrpling and
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assessment of student performance in the coresjréad
special educator is considered to provide primasyruction.
The instruction may take place in the regular clz@® or
outside it. Direct instruction is not necessarityrary
instruction. If the instruction is supplementaktteacher of
record, then it is not considered primary instrctiand there
are no HQT requirements.

It may be helpful to think in terms of instructitmat supplants
versus supplements classroom instruction in aam@a. In the
former case the special educator or SLP is thegginmstructor
and must meet HQT content knowledge requirememtd
latter case, the special educator or SLP is progidonsultation
and the HQT requirements fall upon the classroautter.

For special educators or SLPs who supervise pdegsionals
who provide primary instruction, the primary insttion
information should be recorded under the speciataubr or
SLP. Paraprofessional information is not collegtethe
Educator Census. See the About Special Educat@sRelction
for more information.

Refers to a course that is co-taught by two or mudeviduals
who are jointly the teachers of record for the seuDo not
check this box if an educator is the sole teachezard for a
course, even if he/she is part of a collaborat@aehing team.
At the middle levebnly, if two or more teachers meet on a
daily basis to plan and assess curriculum in a spexfitent
area, they may be entered as team teaching.

Team teaching data is not pre-loaded and must-batezed
each year. Enter team teaching informatiorefbteachers who
team teach a course and/or subject together. Maketlsat each
educator is cross-referenced with his/her othente®mber(s).
Make sure a special educator who is team teachitingaw
classroom teacher in a particular content aredhzteacher’s
name included with his/her primary instruction gasnent
information.

Refers to the educator’s job title at his/her stisoch as
Teacher, Principal, Teaching Principal, School Muetc.
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COURSE CATEGORIES WITH APPROPRIATE
INSTRUCTIONAL LEVELS

Available Course Categories valid IC:\%lfgtional
Alternative Program-English K-12
Alternative Program-Mathematics K-12
Alternative Program-Science K-12
Alternative Program-Social Studies K-12
Art K-12
Business Education 5-12
Computer Science 7-12
CTE Agriculture & Natural Resources 9-12
CTE Architecture & Construction 9-12
CTE Arts & Communication 9-12
CTE Business 9-12
CTE Education and Training 9-12
CTE Engineering 9-12
CTE Health 9-12
CTE Hospitality 9-12
CTE Human Services 9-12
CTE Information Technology 9-12
CTE Law & Public Safety 9-12
CTE Manufacturing 9-12
CTE Transportation 9-12
Dance K-12
Design & Technology Education 5-12
Driver Education 9-12
Early Childhood K-3
Educational Technology K-12
Elementary Education-General (K-6) K-6
English (7-12) 7-12
English as a Second Language K-12
Family and Consumer Sciences 5-12
Foreign Lang-Chinese K-12
Foreign Lang-French K-12
Foreign Lang-German K-12
Foreign Lang-Greek K-12
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Foreign Lang-Italian K-12
Foreign Lang-Japanese K-12
Foreign Lang-Latin K-12
Foreign Lang-Russian K-12
Foreign Lang-Spanish K-12
Foreign Language-Other K-12
Health Education K-12
Library Media K-12
Mathematics (7-12) 7-12
Middle Grades-English (5-9) 5-9
Middle Grades-Math (5-9) 5-9
Middle Grades-Science (5-9) 5-9
Middle Grades-Social Studies (5-9) 5-9
Music K-12
Other K-12
Physical Education K-12
Pre-Tech Foundations Program 9-12
Reading K-12
ROTC 9-12
Science (7-12) 7-12
Science-Biology 7-12
Science-Chemistry 7-12
Science-Earth or Environmental Science 7-12
Science-Physics 7-12
Social Sciences 7-12
Social Studies (7-12) 7-12
Social Studies-Civics & Government 7-12
Social Studies-Economics 7-12
Social Studies-Geography 7-12
Social Studies-History 7-12
Special Education-English/Reading K-12
Special Education-Mathematics K-12
Special Education-Science K-12
Special Education-Social Studies K-12
Supplemental Math Services K-12
Supplemental Reading Services K-12
Theatre Arts K-12
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