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INTRODUCTION

The Educator Census is a database applicationeghdanually by the Supervisory
Unions (or independent Career and Technical Cenessed on educator assignment
information gathered from Principals, Special EdiaraDirectors, Alternative Program
Directors, and Career and Technical Center Director

The paper reports provided by your Supervisory bmiontain pre-loaded educator and
assignment data that was reported for your school(®chnical center in the 2009-2010
Educator Census data collectidiote: Team teaching assignments are not pre-loaded.

The Supervisory Union needs to enter all updatestadr and assignment information
for the 2010-2011 school year and submit the upld&tkicator Census to the Vermont
Department of Education no later thdiarch 1, 2011 In order to facilitate this process,
please provide your Supervisory Union with all resged assignment information by the
date the superintendent has specified.

PURPOSE OF THE CENSUS

Educator Census data is gathered for the VermopaiD®aent of Education’s Office of
Licensing and Professional Standards. The Censuthhee purposes:

1. To gather data on educator assignments in orddgteymine which “core academic
subject” classes are taught by teachers who arelyH@ualified (HQT) for their
assignment in accordance with the requirementstlef IT of NCLB,

2. To provide school districts, professional developtrgroviders, and other
stakeholders with detailed information on educassignments, tenure, and course
offerings to enhance planning and policymaking, and

3. To project areas of teacher and administrator ageras per the Vermont Department
of Education/Vermont Standards Board for Professi&uucators Strategic Plan.

MANDATORY HQT PUBLIC REPORTING AND THE EDUCATOR CEN SUS

Since HQT statistics (including the percentageasé@cademic subject classes not
taught by highly qualified teachers) are compiledyfour local education agency (LEA)
based on the information entered in the Educatos@® every effort should be made to
complete the Educator Census accurately. LEAseapained to publicly report these
statistics every year. In addition, HQT statisties included in required public and
federal reporting by the state.

The information we request and the way it shoulddperted is designed to provide the
specific information required for local and stateblic reporting.

Reporting errors can result in the calculationnabirrect percentages of classes being
taught by teachers who are not HQT for their asagymi(s). Especially in small schools,
even minor errors in Educator Census reportingreault in big changes in the reported
HQT percentages.
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In determining HQT statistics, the Vermont Depaningf Education uses the course
category assigned to an educator’s courses tondieteif the educator teaches any core
academic classes. The assignment is then matchiedhsiendorsements held by the
educator and the educator’s content knowledgehfusd endorsements as contained in
our databases in order to determine whether tlgs @dabeing taught by an educator who
is HQT for his/her assignment.

Note: It is not the purpose of the Educator Censusawide lists of HQT educators to
the supervisory unions and schools, and we do aattain records in this format. It is
the responsibility of the Supervisory Union/LEAdtiain and maintain HQT records for
their educators. See tNCLBA Highly Qualified Teacher (HQT) and Paraprofessional
Accountability Requirements document at
http://education.vermont.gov/new/html/licensing/htinl#nclba_accountability

for more information about Supervisory Union/LEApensibilities and accountability.

DATES OF COLLECTION

The 2010-2011 Educator Census collects educatarfdatheJuly 1, 2010 — June 30,
2011school year. Unless otherwise specified, any egefeg to “year,” “school year,” or
“current year” means the 2010-2011 school year.

When completing the Educator Census, include kvemt educator data for the 2010-
2011 school year up to and including the date tdmpteted Educator Census is
submitted to the Vermont Department of EducatiothgySupervisory Union. Any
changes in employment, assignment, and coursescbat after the collection period are
to be reported in the 2011-2012 Educator Censysutfhave an educator who became
employed at your Place of Service in the previalmsl year after the corresponding
Educator Census collection was completed, you negd to report the educator’s
assignment for this school year.

STEPS TO FOLLOW

» Carefully review the paper reports listing lastiy@assignment information provided
by your Supervisory Union for your school(s) or tsgnNote: Team teaching
assignments are not pre-loaded.

* For each educator, manually correct any informatti@h may have changed for the
2010-2011 school year (such as course informatiomber of classes/students, job
title, team teaching information, FTE, job role,@ayment start and end dates, etc.)
by marking up the paper reports. If it is easi@ntinarking up the paper reports, you
can also use thieducator Information Form or Special Educator Information Form
to report complex assignment changes.

» Complete a blankducator Information Form for any educator who is missing from
your pre-loaded data. Note: Only provide courségassent information for
educators with K-12 Teacher, Tech Center Teaclner Adternative Program Teacher
roles.

» Complete a blankspecial Educator Information Form for any special educator or
SLP who is missing from your pre-loaded d&tate: Depending on the
district/supervisory union, it may be either thepipal’s or the special education
director’s responsibility to ensure that specialator assignment information is
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submitted to the Supervisory Union. If there is gagstion about who should report
special educator assignments, please consult withS§upervisory Union.

Return the corrected paper reports and completeasfto the Supervisory Unidyy
the date the superintendent has specifiedll data will be edited and/or entered
into the Educator Census application by the SuperyiUnion. You may wish to
request updated educator and/or course reportstirerS8upervisory Union to verify
the data that will be submitted to the Vermont Dapant of Education.

REPORTS AND FORMS

Principals and Career and Technical Center Directos Should Receive

Report of All Educators for each Place of Service

Report of All Courses for each Place of Service

Report of All Educators with Associated Courseseach Place of Service

Report of All Courses with Associated Educatorseach Place of Service

Educator Information Form (blank)

2010-2011 Educator Census Reporting Instructions for Principals, Special Education
Directors, Alternative Program Directors, and Career and Technical Center

Directors

Note: If needed, th&pecial Educator Information Form can be obtained from your
Supervisory Union or aducation.vermont.gov/new/html/pgm_IT/data_collecintml

Special Education Directors Should Receive

Report of All Special Educators for the entire Sus®ry Union

Report of All Special Educators with Associatediy Instruction (PI)
Assignments for the entire Supervisory Union

Special Educator Information Form (blank)

2010-2011 Educator Census Reporting Instructions for Principals, Special Education
Directors, Alternative Program Directors, and Career and Technical Center
Directors

Alternative Program Directors Should Receive

Report of All Alternative Program Educators for lked&dace of Service

Report of All Alternative Program Educators withsésiated Courses for each Place
of Service

Educator Information Form (blank)

2010-2011 Educator Census Reporting Instructions for Principals, Special Education
Directors, Alternative Program Directors, and Career and Technical Center

Directors

WHO SHOULD BE INCLUDED IN THE EDUCATOR CENSUS?

Information for all professional personnel who pdeveducational services, including
outside contractors, will need to be included im @ensus. Long-term substitutes
employed in a particular position for four or mamnsecutive weeks must be included in
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the Census. In general, report all educators wharnaa position requiring a Vermont
educator license, and who work with students or tdnee supervisory, curricular,
instructional, or assessment duties.

A list of common personnel who should be includesiyell as some personnel who should
not be included, is located below. If you have gjoes about who should be included,
please contact Anne Bordonaro at (802) 828-04Xt anne.bordonaro@state.vt.us.

Please see the Job Role in Definitions and Remsraeow for more information about
assigning an educator to an appropriate job role.

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 four or more coosige weeks in the same
teaching position)

» Superintendents and Assistant Superintendents

* Supervisors

* Teacher Leaders

* Teacher Mentors

» Teachers (including all PreK-EEE, K-12, Title |8l Education, Career and
Technical Center, and Alternative Program Teachers)

Personnel that Should Not Be Included in the Educatr Census

» Afterschool Program Teachers, unless they provite Tfunded instructional
services

» Artists-in-Residence who make presentations origeognrichment activities

» Behavioral Specialists if a license is not requii@dthe position

» Braille Consultants

* Community members/leaders who make presentatiopsweide enrichment
activities

» Custodians
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* Dental Hygienists

* Drug Counselors

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

* Enrichment Teachers (such as performing artist®ommunity leaders who come in
to the school to conduct enrichment activitiesesslthey also provide regular
classroom instruction or other duties that woultifader the scope of the Personnel
To Include In The Educator Census list

* Finance Personnel, such as Business Managerssuhésperform other
administrative functions as well

* Food Service Employees

* Grants Coordinators

* Home Tutors

* Medical Personnel

* Mobility Consultants

» Occupational Therapists

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

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

* Physical Therapists

» Psychologists, Mental Health Professionals, or &tdéssistance Program
Counselors providing drug or mental health coungeinrough the schooldl6te:
School Psychologists, School Social Workers, andi&wce Counselors must be
included.)

» Substitutes who work fewer than four consecutiveksen the year in the same
teaching position

» Translators and Transliterators, unless they tsagthents 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 ensueg the educator and his/her
assignment are included in the Educator Census.

If your Supervisory Union, district(s), or schoglfss contracted personnel, then you
should enter them, along with applicable coursejagsent information, into the
Educator Census since, in this case, you are ceresldhe Employing Organization. Do
not include educators from other schools or prieafencies 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 distrikor these educators, you will also
need to enter course/assignment information, ifiegiple.
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DEFINITIONS AND REMINDERS

Listed below are definitions and reminders for sahthe most crucial concepts related
to the collection of data for the Educator Cengas.more information about roles,
courses, and classes, please refer to the Quiakd&efe document, which is available
online ateducation.vermont.gov/new/html/pgm_IT/ data_colechtml Educator
Census course categories are listed in the Appendix

Class

A class, for Educator Census purposes, referspeaific group of students who are
instructed together regularly. A course that spgamssemesters should be counted as 1
class if the students remain the same for both starse Even if a class only has 2
students, it is typically reported as 1 cldsswever, K-6 classes have special reporting
requirements and shouldalways be reported as 1 class per course category.

Excluding K-6 classes, it generally best to reploetactual number of classéfowever,

it Is most important to be consistent in reportingclasses within a school so that the
weighting of classes is balanced and no class isovor 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 aateuFor example: A Driver’s

Education instructor may teach 18 different groopstudents when a typical class load
for the school is 5 classes. In this case, entdadses of Drivers Education instead of 18.

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

Course

We only collect course information for courses anichary instruction taught at the
K-12 levelsonly. Do not provide PreK course information.

Report all courses that award credit to studenesie@lly, do not include courses/classes
that do not have credits associated with them. Some courses like study hall or
independent studies do have associated creditse ttmurses should be included.
(However, they will likely have a course categofy®@ther” — see below.) After-school
and summer courses should not be included.

Course Category
The course category is the category (or categattes)mnost closely encompass the
content of the course. Several factors may infleghe choice of course category,

including course content, course credit, and theatbr's endorsement, in that order.

A course may be associated with more than one emategory.
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Example 1: A humanities course that offers credit in both abstudies and
English would be enterddice, once in association with social
studiesand once in association with English.

For social studies, science, and foreign languageses, you will need to select the sub-
area that most specifically matches the contetttetourse (e.g., Foreign Languages-
French or Science-Biology or Middle Grades Science)

For philosophy, psychology, religion, sociology,amthropology courses, use the Social
Sciences course category.

For courses that do not fit under any other cooasegory such as enrichment services or
study hall, use the “Other” course category. Thi®gory should only be used as a last
resort.

A complete list of course categories and theirdvaistructional levels is available in the
Appendix of this document.

Elementary Education (Grades K-6)

Use the Elementary Education course category féceatained classes igrades K-6
covering all subject areas.

For subject-specific or departmentalized 5th amdggade classes in English, math,
science, and/or social studies, use the appropviattdle Grades course category(ies),
not the Elementary Education course category. éibicentainedr departmentalized
7th and 8th grade classes in English, math, sciamzior social studies, use the
appropriate Middle Grades course category(ies)thElementary Education course
category.

Job Role

When assigning educators’ job roles onHdecator Information Form and theSpecial
Educator Information Form, or when changing educators’ roles on the reptiés,
available job roles are:
- PreK-EEE Educator: PreK and EEE educators should be associated fwih t
role. We do not collect any course assignment médion for these educators.
« K-12 Teacher:K-12 classroom teachers should be associated wghab role.
« Special Educator:

o Primary Instruction — K-12 special educators and SLPs who provide
primary instruction should be associated with jbisrole. See the Special
Education Primary Instruction role below for monérmation.

o0 Consulting — Use the Consulting role for all K-12 special eaors and SLPs
who do not provide primary instruction.

« SU Admin: Supervisory Union administrative personnel shdoddassociated
with this job role.
« School Admin: School administrators should be associated withjtt role.
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« Student Support: Use the Student Support role for School Nursesp&ch
Psychologists, School Counselors, School Socialkéfsy Career and Technical
Education School Counseling Coordinators, etc.

- Tech Center Teacher:Career and Technical Center teachers should be
associated with this job role.

- Alternative Program Teacher: Teachers of Pre-Tech Exploratory Programs and
other Non-Special Education Alternative Prograntushbe associated with this
job role.

Note: The educator may have more than one role at eplart place of service (For
example: principal and teacher).

Special Education Primary Instruction

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

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 plat¢he regular classroom or outside it.
Direct instruction is not necessarily primary ingtion.

It may be helpful to think in terms of instructitmat 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 wtatton and the HQT requirements fall
upon the classroom teacher.

For special education primary instruction roledyaaport assignment information in the
four core areas (English language arts/readingynsatence, social studies); do not
report any other special education courses (e.ge&kills course).

For all special education primary instruction asgignts, indicate thactual grade
levels of the studentsWe are no longer collecting performance level infation.

Note: We will send a separate inquiry to Special Edecabirectors regarding special
education teachers who provide instruction excklgito students assessed against
alternate standards.

We do not collect the number of classes special educatacht@/e collect the number

of special educatiostudentsa special educator provides primary instructianriceach
core area for grades K-12. Include the total nunatbstudentsthat the special educator
has provided primary instruction to throughout ylear up until the Educator Census data
is collected. Do not include anticipated assignmémt later in the year.

Example: A special educator provides supplemental (i@nsaltation) math services to
three students (two in 2nd grade and one in 4ttigra his educator also
provides primary instruction in English languagesieading to two students
(one 1st grade student and one 3rd grade studdm)educator should have a
Special Education-Primary Instruction role. For fininary instruction
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assignment, report that this teacher provides pyinmstruction in English
language arts/ reading to two students (with agyradge of 1st-3rd grade).

Team Teaching:If the special educator is providing primary instion and is team
teaching with a classroom teacher, provide thesob@sn teacher’'s name as the team
teacher in the special educator’s assignment irdton section. Team teaching data is
not pre-loadedand must be re-entered each year.

For special educators or SLPs who supervise pdegsionals providing primary
instruction, the primary instruction informationoshd be recorded under the special
educator or SLP. Paraprofessional information tscotlected in the Educator Census.

If a special educator does not provide any prinstruction during the current year,
then the special educator is considered to havensting role. Special Educator —
Consulting roles do not require assignment/courB®mation to be submitted.

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

Team Teaching

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

Team teaching refers to a course that is co-tdoghw/o or more individuals who are
jointly the teachers of record for the course. Dbprovide team teaching information
for an educator who is the sole teacher of recoré fcourse, even if he/she is part of a
collaborative teaching team. At the middle levdloif two teachers meet ondaily

basis to plan and assess curriculum in a spea@fitent area, they may be reported as
team teaching that course. Each individual shoaldriered as teaching the course and
class with the other included in their assignmafdrmation as a team teacher.

Important: Team teaching data is not pre-loaded and must-batsxed each year.

COMMON DATA ERRORS

Two of the most common errors in past Educator Ggdsta include:

» The total FTE for all Places of Service for an extacis greater than 1.0 (i.e.,
100% full-time employment). The total FTE is rarghgater than 1.0.
* The course category doesn’t match the grade leveted for the course.

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

Example 2: A 7" grade English class is assigned the Elementargagidun
course category. However, the Elementary Educatomse
category is only valid for grades K-6. The courategory
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should be either Middle Grades-English for a K-Basat or a
middle school or English (7-12) for a high school.

PRIVACY RIGHTS

The Vermont Department of Education adheres td-tmily Educational Rights and
Privacy Act (FERPA) — 24 C.F.R. Section 99.31. FERitlows for the collection of data
required to do the work of state and educationahags. The principle of confidentiality
underlies all policies and procedures for the ctibe, maintenance, disclosure, and
destruction of education records. Schools andidistalso have a responsibility to
protect the confidentiality of educator personmeiards. Please be sure that proper
policies and procedures are in place and followetbimplete this collection
successfully.

CONTACT PERSON IF YOU HAVE QUESTIONS

Contact your Supervisory Union if you need copiegeports or if you have questions
about when the corrected paper reports and formsldgtoe returned to your Supervisory
Union.

If you have questions about which educators taishelor how to report classes/students,
see the Educator Census Quick Reference, avatalile at
education.vermont.gov/new/html/pgm_IT/data_coll@cihtm| or contact Anne
Bordonaro at (802) 828-0411 or at anne.bordonarai@st.us.
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Appendix

Course Categories with Appropriate
Instructional Levels

Available Course Categories Valid Ifs\tgf;:tmnal
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
Foreign Lang-Italian K-12
Foreign Lang-Japanese K-12
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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
Theater Arts K-12
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