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2008–09 PRECODE SC Testing Programs (SCDE-08-0005)
Precode refers to student information from SASI shared with testing contractors for the purpose of preassigning answer sheets and test booklets to students via scannable (barcoded) test documents or labels. When a school successfully participates in the precode project, the vast majority of test documents do not need to be manually coded by teachers and students, which saves a at lot of time and labor and prevents errors. Observe all data quality control procedures and deadlines to ensure you receive correctly precoded materials.

The precode data include necessary identifying and demographic information. In addition, the precode data also allow schools to indicate, among other things:

· how school materials should be sorted, 

· which customized materials students need, 

· which students are eligible for SC-Alt,

· which parts of HSAP students need to take, and

· programs students have participated in.

This document is known as the “Precode Manual.” Its most current version is posted online via the “Precode” link at: 

 http://ed.sc.gov/agency/Accountability/Assessment/ 
The web page contains links to precode training resources. Precode coordinators must complete online training no later than September. The precode coordinator, district test coordinator, and other district personnel (e.g., ESOL coordinator) are responsible for providing precode information or training to district and school personnel no later than the October.

This precode manual is to be used with the New Assessment Program, HSAP, EOCEP, SC-Alt, and ELDA.  Due to the first-semester EOCEP administration, a separate precode data collection takes place during early to mid-September. The precode data collection for second-semester EOCEP administration takes place during QDC2/P (print phase only). Consult Appendix E to see the list of SASI fields collected for EOCEP precoding and to see the standard course codes included in the EOCEP precode data collections.
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Data Submission Deadlines

All schools must participate in both phases of the precode project. Technology Coordinators and District Test Coordinators (DTCs) should work together so that data are correctly entered into databases in a timely fashion. (Horry County Schools Precode Project Timeline follows on page 8)
	Collection
	Dates
	Purpose

	QDC 2/Precode 
(QDC 2/P)
	January 2–16, 2009

Note: The upload is not date-specific. Precode data will be extracted from this upload.
	The print phase produces preprinted test booklets or answer documents and determines the number of materials to be sent to your schools.


	Precode Update
	March 16–20, 2009
	The update phase produces labels that are applied to test booklets or answer documents for new students. Corrections to the precode file may also be made.


Important Note Regarding New Writing Test for Grades 3–8

[image: image6.png]


Note: As of publication time, the new assessment program that replaces PACT has yet to be named. Henceforth, it will be referred to as the “New Assessment Program” in this manual.

The writing test for the new assessment program will be administered some time in March. Although the precoding will be based on January data only, the testing contractor will still be able to use the demographic updates from the update phase. They will apply the information to the January-precoded records to generate the final reports. The writing test results will be released together with the other results from the new assessment program, which will be administered later in May.

Because of the writing test administration dates and the update phase data collection window, do not expect to receive any additional precoded materials for the writing test after the print phase data collection closes. 
Summary of Changes for 2008–09
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Note: Coding changes from last year’s precode manual and additions are highlighted in pink.

ADDITIONS:

· Enter Date field (Student Atom, page 1) is a new precode field and is described in the precode manual.
· Instructional Setting (IS) field (Student Atom, page1) is a new precode field and is described in the precode manual.
· Next School (NxtSch) field (Student Atom, page 2) is a new precode field and is described in the precode manual.
· Birth Country (Student Atom, page 3) is now described in the precode manual. “US Territory” was added to the dropdown list.
· New sections (pages 7-9), with topics precode coordinators often ask about, has been added.
· Appendix C that lists SASI coding rules for LEP students has been added.
· Appendix D with EFA coding guidelines has been added.
· Appendix E with information regarding EOCEP precoding has been added.
· Appendix F for the Identity Management System implementation has been added.
· Appendix G for precode best practices, with tips and suggestions from experienced precode coordinators, has been added as a resource for those new to the precode project. 
CHANGES:

· For the first time in many years, there are no coding changes in the ESL field. However, a clarification was made for the code 5 description. For ESOL (Cohort Group), clarifications were made in the dropdown list. 
· The 504 Plan field’s dropdown list has changed to align with Section 504. This will have no impact on testing programs because the Office of Assessment only uses overall Yes and No values to indicate whether a student has a 504 plan.
· The SCRA has been discontinued. Hence, ignore code 1 (SCRA-Alt) of the Alternate Assessment Eligibility (AA) field. The description of the AA field’s code 0 changed to “not applicable.” The age and birth date reference sheet for the AA field always changes from year to year and was updated in Appendix B. 
· The Alternative School Program (AltSchProg) field’s No option has been deleted. The field defaults to a blank, which will be interpreted as a No (i.e., the student was not enrolled in an alternative school program). 
· The Migrant Status (MIGRANT) and Free/Reduced Meals Program (MEALS) field descriptions have been updated to note that migratory students who have a Certificate of Eligibility (COE) (i.e., have a check in the MIGRANT checkbox) automatically qualify for free meals (i.e., MEALS field value is F).

· Doug Alexander replaced Courtney Foster as the contact person for DB, MD, CTL, CTM, CTS, and CTT fields. Lori James replaced Lynn Hammond as the contact person for the 504 Plan field. Mellanie Jinnette replaced Jim Casteel as the contact person for KDR and is now also the contact person for all standard EFA codes and PMD, OHI, TBI, and DD.  Sue Martinez replaced Deborah Wiggins as the contact person for MEALS.
· The procedures for gaining reporting manager access have changed. 
· A new category, DD for developmental delay, was added to the EFA code list. This type of disability will be transmitted to the testing contractors in addition to all previously existing disability types.

REMINDERS:

· The State ID will be located in the State ID field.

· Blanks in demographic fields will appear as blanks in the data file.
General Precode Process

Checking data quality vigilantly cannot be overemphasized. It is recommended that you use the data verification and validation tools available to you to check your data as soon as possible. Being aware of how errors occur also helps in preventing them. Not checking data can lead to errors going undetected.

For optimal results, transmit correct data to the SCDE before the precode collection ends. This ensures getting the highest quality individual student and district/school/class reports from the testing contractors and the most accurate accountability results. Although changes/corrections to certain demographic data can still be made on answer documents during testing, the precode data dominate the final data used for summary reports and longitudinal databases.

Should demographic data errors be detected after the precode collection ends, you can still, as a last resort, correct the data in the databases in time for your district’s first-day-of-testing data transmission to the SCDE. The SCDE uses the first-day-of-testing demographic data as the basis for accountability data processing. Corrections made after precode and before first-day-of-testing data collections may affect the matching of student data with test data because of differences in demographic data values. Avoid changes to the state ID, student ID, date of birth, and name during this time as it will cause problems in matching.
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Print Phase Feedback Reports Processed: January 2–16, 2009

Horry County Schools Print Phase First Due on January 7, 2009

#1  Multiple transmissions during the print phase are allowed. 
PRECODE will be collected during the second quarterly data collection (QDC 2/P) in January. This SWEET extract will be designed to allow each district to transmit their SWEET data multiple times during the two-week period. Transmit your data early to allow for resubmissions should there be errors. Each day during the collection period, edit reports that list all errors still existing in the PRECODE data will be posted to a secure page in Reporting Manager. You must log in to www.ed.sc.gov to view these reports. These edit reports will be broken down by school within a school district.
Prior to sending data, each school should select the Data Verification Report (SC06) from the SASI State Report Launcher Atom in the South Carolina Folder; then choose PRECODE Extract on the options tab sheet as the type. This will allow you to identify errors and clean your data before you initiate a SWEET transmission. Repeat this procedure until all data errors have been corrected.

A summary of the data quality control steps follows:

1. Run the Data Verification Report (SC06) from the SASI State Report Launcher Atom.

2. Identify errors and clean the data.

3. Initiate the SWEET transmission.(District Office will do this on January 8)
4. Use the Reporting Manager to identify errors and clean data.

Repeat Steps 1–4 until data are clean.
#2  There can be multiple transmissions per day. (District Office Initiated)
If you transmit a file and then discover that some of the data are incorrect, make the necessary corrections in the school’s SASI database.  Notify your district technology coordinator so that  he/she may resend data to the SCDE.
#3  Check the Reporting Manager for feedback.(District Office will collect and distribute reports)
District personnel who have registered for an ed.sc.gov account can obtain feedback for previously transmitted data. Access to the data submission feedback reports for QDC 2/P and the precode update require an account registration at www.ed.sc.gov. 
Errors will be listed on reports in the Reporting Manager.  Data may be corrected and resubmitted during the data collection period. 

Update Phase Feedback Reports Processed: March 16–20, 2009

Horry County Schools First Update Phase Due on March 16, 2009
During the update phase, there can be multiple transmissions per day. 
Use the same data quality control steps used in the print phase. Feedback will be provided for data transmitted during the update phase. The update and print phase records are matched by school ID and SASI 12-digit student ID. After that, the SCDE will mark records for new students within a school. The contractor will print labels for the new students. 

The SCDE highly recommends that all districts participate in this phase so that the latest and most complete data are available for precode purposes.

Horry County Schools –Precode Fields
HCS – Data Quality  Clerks  must run the “Update precode Data Items”  process -  frequently.

To Update Precode Data Items, open the South Carolina Suitcase and open the EFA/EIA Classification Info Atom.  On the menu bar, select EFA/EIA Info and click on the option to “Update Precode Data Items”.  Be careful not to select Initialize EFA/EIA.  This will erase your current EFA codes.  The “Update Precode Data Items”  process creates the fields for the precode items found on the precode screen for each student.  This process does not delete the values in the fields, it just creates the fields to enable the user to enter the values for the student.  The “Update Precode Data Items” process must be run frequently before the extract to create fields for entering new students.  This should especially be done on January 7, 2009 before the Precode files are prepared for QDC2 upload (2nd Quarterly Data Extraction-SWEET) on January 8.  New students must receive values for Precode items before the extract.

For each Precode item listed below, you will find sample queries to mass change and to display information.  Remember new students will not be included in queries for precode items until you run the “Update Precode Data Items” process (see preceding paragraph) to create a precode record for them.  These sample queries are provided to give you starting points to analyze the data and are not all inclusive.  You probably will wish to create additional queries to meet your needs.

Again this year schools will not have to create any Precode extraction files.  Sasi data files will be copied up from schools during the night on January 7, 2009 and Precode information will be extracted at the district level in the QDC2 extraction on January 8, 2009 through the state SWEET application.

Although the Altschprog, Plan 504 and Materials Sort fields in the SC Student Supplemental Atom (USCF) can have blank values, remember that all Precode fields (SSCE file) must contain data.  Blanks are not acceptable values in Precode fields.  (Except for fields SP1 – SP2).  A simple method for checking for blank values in the Precode fields is to run the SC06  Data Verification Report.  This report is found in the South Carolina Suitcase, State Report Launcher Atom, SC06 Data Verification Report.

	Horry Countys Schools Precode Project Timeline


Precode

January 6, 2009 – Schools Import Gift Data, Medicaid

January 7, 2009 – Schools Import Lunch Codes - Complete all Precode requirements by end of school day....files uploaded overnight.  Run SC06 Data Verification in Sasi and Use Data Checker

January 8, 2009 – District Office extracts Precode data and sends data through SWEET application to the state

January 9, 2009 - HCS Office of Assessment to Examine State Department Precode Verification Reports and report to individual schools

January 12, 2009 – Schools make Precode Corrections, if necessary. - Sasi files uploaded for Complete QDC2 that includes Precode  ...Run SC06 Data Verification in Sasi and Use Data Checker

January 13, 2009 - HCS Office of Assessment to Examine State Department Precode Verification Report and report to individual schools

January 14, 2009 – Schools make Precode Corrections, if necessary. - Sasi files uploaded for Complete QDC2 and Precode  ...Run SC06 Data Verification in Sasi and Use Data Checker

January 15, 2009 - Final Precode Extraction if necessary

***********************************************************************************************

Precode Update

March 13, 2009 – Schools Import Lunch Codes

March 16, 2009 – Schools Complete Precode update requirements by the end of school day.....Files uploaded overnight. .  Run SC06 Data Verification in Sasi and Use Data Checker

March 17, 2009 - District Office extracts Precode data and sends data through SWEET application to the state

March 18, 2009 - HCS Office of Assessment to Examine State Department Precode Verification Reports and report to individual schools.  Schools Complete Precode update requirements by the end of school day.....Files uploaded overnight. .  Run SC06 Data Verification in Sasi and Use Data Checker
March 19, 2009 - Final Precode Update Extraction if necessary

Precode Project Inclusions and Exclusions

For the precode project master data file, the SCDE collects all active grades PK-12 records in instructional (I) schools. The SCDE then creates the vendor file, a subset of the master file, that testing contractors use to generate precoded materials. However, the vendor file only contains K-12 records with an ADA field (Enrollment Atom) value of Y. Although the Office of Assessment uses these files for precode-related purposes, these files are used by other SCDE offices for reporting and research purposes.

[image: image8.wmf]The project excludes the following types of students:

· Inactive students

· Concurrently enrolled students

Only student records belonging to their base school are included. Concurrent enrollment is identified by an ADA field value of C.

· Home school students

· Private school students 
Private school students might be attending a public school to receive special education services. They are identified in SASI with an enter code value of EEi (ineligible for funding). 
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Effect of the Update Phase on Testing Materials

Certain changes to student records made after the print phase submission will not affect testing materials sent by the contractors. The update phase merely prints labels for students who were NOT in the print phase but who are in the update phase.  

Examples:

· For customized test booklet fields, students coded for regular materials (code 0) in the print phase will not receive customized materials even if these fields are changed to customized materials (codes 1-4) during the update phase. To order customized materials, refer to the appropriate testing program’s ordering instructions.

· The materials sort field values should be checked and validated prior to the end of the print phase. Once the materials are printed and sorted, they will not be reprinted or resorted even if all of the field values are changed for the update phase.

Accuracy of School Identifying Numbers (SIN) (a.k.a. BEDS Codes)

A critical error has occurred if a district submits student records with incorrect BEDS codes. It is the responsibility of all schools and districts to make sure students are submitted with the correct school identifying number. Student district and school codes are found on page 2 of the student atom (Dst/Res and Sch/Res fields).  The following query can help verify code entries:
ASTU  DistrctRes Schoolres if DistrctRes <> 2601 or Schoolres <> "___"  (use school three digit number)
On Student Names, State IDs, Birth Dates, and SSN
Student Names

· Enter the student’s full legal name as it appears on the student’s birth certificate or subsequent legal document. 

· If a student’s name changes, make the changes to the existing student record in the SASI Student atom.  Do not enroll the student a second time with their new name.

· The Last Name, First Name, and Middle Name fields in SASI should not contain a student’s nickname, generation code, or any information other than the student’s legal names.

State ID

· Each student should have a unique state ID. However, there are always students who have duplicate IDs. The SCDE periodically checks for and retires duplicate IDs. If a student receives precoded documents with a retired ID, the document can still be used. The SCDE keeps a record of retired IDs and provides them to the offices that match data for accountability and other purposes. Student records with retired state IDs require special attention by the district technology coordinator.

Birth Date

· Double check the student’s birth date, particularly the birth year.  During busy school openings, it is easy to transpose birth month and birth day or to enter the current year as the student’s birth year.    

Social Security Number

· A student Social Security number is not required for enrollment in SASI.  However, if you are provided with the student’s Social Security number, please enter it into SASI.  If you do not have the Social Security number for a student, please leave the SASI Soc Sec No. field BLANK.  

Where to Get Help for 2008–09 Precode

For help with SASI-related questions, contact the HCS Technology Services, Debbie Maxson, at 488-6814 or dmaxson@horrycountyschools.net  For assistance with particular precode fields, contact Herb Shrieves at 488-6842  or hshrieves@horrycountyschools.net.

	SASI Field

Name
	SASI Field Description
	SASI

Location/

Screen*
	Assessment Programs

Affected by this Field

	Enter Date
	Enrollment Date
	Stu Atom Pg 1
	All Programs **

	NxtSch
	Next School
	Stu Atom Pg 2
	NEW ASSESSMENT

	IS
	Instructional Setting
	Stu Atom Pg 1
	SC-Alt

	MEALS
	Free/Reduced Meals Program
	Stu Atom Pg 3
	All Programs **

	MIGRANT
	Migrant Status
	Stu Atom Pg 3
	All Programs **

	AltSchProg
	Alt School Program
	Stu Supp Pg 1
	  All Programs **

	US Sch Entry
	Date student enrolled in school in the U.S.
	Stu Atom Pg 3
	ELDA, NEW ASSESSMENT, HSAP

	Birth Country
	Foreign country where student was born
	Stu Atom Pg 3
	NEW ASSESSMENT, HSAP (accountability)

	ESL
	English Proficiency
	Stu Atom Pg 1
	All Programs **

	ESOL
	Cohort Group
	Stu Serv Prg Atom
	ELDA

	ELLI
	ESOL Instructional Models
	Stu Serv Prg Atom
	ELDA

	FirstLngSp
	First Language Spoken
	Stu Atom Pg 2
	ELDA

	AA
	Alternate Assessment Eligibility
	Precode Entry
	SC-Alt

	504 Plan
	504 Accommodations Plan
	Stu Supp
	All Programs **

	Primary and Secondary 

EFA codes
	Standard EFA Classification
	EFA Code Entry
	All Programs **

	
	Profoundly Mentally (PMD)
	
	

	
	Other Health Impair (OHI)
	
	

	
	Traumatic Brain Inj (TBI)
	
	

	
	Developmental Delay (DD)
	
	

	DB
	Deaf-Blindness
	Precode Entry
	

	MD
	Multiple Disabilities
	Precode Entry
	

	CTL
	Customized Test Booklet–ELA
	Precode Entry
	NEW ASSESSMENT, HSAP

	CTM
	Customized Test Booklet–Math
	Precode Entry
	NEW ASSESSMENT, HSAP

	CTS
	Customized Test Booklet–Science
	Precode Entry
	NEW ASSESSMENT

	CTT
	Customized Test Booklet–Social Studies
	Precode Entry
	NEW ASSESSMENT

	Sorting ELA
	Sort Materials ELA
	Stu Supp
	NEW ASSESSMENT, HSAP

	Sorting Math
	Sort Materials Math
	Stu Supp
	NEW ASSESSMENT, HSAP

	Sorting Science
	Sort Materials Sci
	Stu Supp
	NEW ASSESSMENT

	Sorting Social Studies
	Sort Materials Soc St
	Stu Supp
	NEW ASSESSMENT

	HSP
	HSAP (Spring 2009)
	Precode Entry
	HSAP

	KDR
	Previous Program–Grade K
	Precode Entry
	For research needs


Note: Stu Atom = Student atom, Stu Serv Prg Atom = Student Services Program atom,   Stu Supp = Student Supplemental Data Entry atom

** All Programs = NEW ASSESSMENT, HSAP, EOCEP, SC-Alt, ELDA

DESCRIPTIONS OF SELECTED PRECODE FIELDS

Enter Date: Enrollment Date  - Student (ASTU) and Enrollment (AENR) Files
Schools must make every effort to withdraw promptly students who are no longer enrolled with them. Students are sometimes incorrectly recorded as an active student in more than one school. When there are active records in different schools for the same student, the enter date will be used to keep the most recent record. 

NxtSch: Next School – Student File (ASTU)
For the New Assessment Program, the Next School values will be used as the fall assignment code. This field is important to the SASI New Year Rollover process (NYRO). The Office of Technology Services recommends that the initial NYRO process be done from December to February. Districts have sometimes chosen to do otherwise. The field does not have to be populated in time for the precode print phase. However, it should be populated in time for the precode update phase to be used as fall assignment code values. If the field is not populated, the schools must provide the information by traditional means—manually coding the answer document or the header sheets with the fall assignment code. 

Horry County Schools will complete New Year Roll Over activities from February 26 – 28, 2009.

IS: Instructional Setting  - Student file (ASTU)
The field will help verify the special education status of a student. EFA codes are at times not coded correctly. The EFA and IS fields should be completed.
	Code
	SASI Dropdown List Description

	Blank
	Regular

	SE
	Special Ed


Students participating in Special Disability programs should have this field coded.  Use the following querys to assist with verifying data:


Query to find all students with Instrset value


Display/Print/   Show Inactive Records - Show Empty Records

ASTU lastname firstname instrset if instrset <> “ “


Query to compare EFA coding with Instrset Values

Display/Print/ Show Inactive Records - Show Empty Records 

ASTU SSCA  lastname firstname Instrset EFAPrimary if EFAPrimary IN [“LD”,”EM”,“EH”, “*DD”,”__”, “__”]  (Use appropriate EFA codes for your school)

MEALS: Free/Reduced Meals Program  - Student file (ASTU)
Note: Migratory students who have a Certificate of Eligibility (COE) (i.e., have a check in the MIGRANT checkbox) automatically qualify for free meals (i.e., MEALS field value is F).
HCS lunch data will be available to import inot Sasi on January 6, 2009.  The meals field for new student entering on or after January 6, 2009 will have to be manually coded. (Meals, page 3 student screen, ASTU)

	Code
	SASI Dropdown List Description
	Full Description

	F
	Free
	The student is eligible for free meals status.

	N
	None
	The student is not eligible for free/reduced-price meals status.

	R
	Reduced
	The student is eligible for reduced-price meals status.


MIGRANT: Migrant Status – student file (ASTU) 
Note: Migratory students who have a Certificate of Eligibility (COE) (i.e., have a check in the MIGRANT checkbox) automatically qualify for free meals (i.e., MEALS field value is F).

The field is a checkbox labeled ‘Migrant’ on page 3 of the Student atom. DO NOT mass change this field except to clear it for all students.

	SASI Checkbox
	Full Description

	Unchecked
	The student is NOT a migratory student.

	Checked
	The student is a migratory student.


A Certificate of Eligibility (COE) reviewed by a state education agency (SEA) is required to determine eligibility for migrant status while resident and enrolled in a school district. Migrant status is based upon the following definition:

A migratory student is a student who is, or whose parent, spouse, or guardian is, a migratory agricultural worker, including a migratory dairy worker, or a migratory fisher, and who, in the preceding 36 months, in order to obtain, or accompany such parent or spouse in order to obtain temporary or seasonal employment in agricultural or fishing work:

· has moved from one school district to another; or

· in a State that is comprised of a single school district, has moved from one administrative area to another within such district; or

· resides in a school district of more than 15,000 square miles, and migrates a distance of 20 miles or more to a temporary residence to engage in a fishing activity.

Agricultural activity is:

· any activity directly related to the production or processing of crops, dairy products, poultry or livestock for initial commercial sale or personal subsistence;

· any activity directly related to the cultivation or harvesting of trees; or

· any activity directly related to fish farms.
HCS - Schools may mass change this field to blank (Student is NOT a migratory student) and then manually change the codes for those students who will require a different code. 

A mass change for Migrant to blank may have already been completed and migrant students may have received a check.  You may use the following query to determine students who have a check on migrant status.  A blank is the default value for migrant which means NOT migratory student.

Display/Print

ASTU  lastname firstname migrant  if migrant =”X”

To change ALL records to blank

Change

ASTU  migrant  to  “  “   

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification.  

AltSchProg: Alternative School Program – SC Student supplemental Info file (USCF)
	Code
	SASI Dropdown List 

Description
	Full Description

	blank
	Blank
	Blank (will be interpreted as a No for data analysis)

	Y
	Yes
	Yes (See definition below.)


Important Note: Students who are enrolled in programs based on special needs (e.g., 504 plan or IEP) should be excluded.

The student is or has been enrolled for at least two weeks during this school year in an alternative school program. An Alternative School Program is defined as one “designed to provide appropriate services to students who for behavioral or academic reasons are not benefiting from the regular school program or may be interfering with the learning of others.” [South Carolina Code of Laws, 1976 (as amended, 1990); Chapter 63, Title 59, Article13; Section 59-63-1300.]

Creating Records:
All new students need to have a record created before any mass changing or verifying queries are utilized.  The best method is to run the Import process to create records for any student who does not have a record.  This applies to this Altschprog and to the Plan504 field in the SC Student Supplemental Atom (USCF file).

** HCS Notes **

TO CREATE RECORDS  (This method will only create records for students who do not have a record and will not overwrite those students who do have a record.  This DOES NOT put values in any of the fields on the screen, only creates a blank record)

(1)   BACKUP SASI !!

(2)   Open the File Management Suitcase and then, open the Import/Export Suitcase.  (Only users in the Admin group can do this )

(3)   Open  Map  Group  Atom   ( do not pick Maps in Group)

(4)   Find the Name of the Map Group such as  USCF   ( All SC files have an import Map Group routine: USCA, USCE, USCF, USCO, USCT, USCW):

(5)   On Map Group screen, verify that the Source Year fields are  correct  such as 2008 to 2008  and verify that the Source Schools fields Are correct such as 002 to 002

(6)   In the bottom left hand corner of the screen,  press button option  "Edit Maps in Groups"

(7)   On the Maps in Group screen in the bottom left corner, just press the button to Process Map Group

(8)   After the import process runs, you will see a message that claims that Import was successful
HCS - Schools may mass change this field to Blank and then manually change the codes for those students who will require a different code. 

You may use the following query to check the current values:

Display/Print/ Show Empty Records

ASTU  USCF  lastname firstname  Altschprog  if Altschprog = “Y”

Or

ASTU USCF lastname firstname Altschprog if Altschprog <> “Y” 

Mass change records to blank, you may use the following queries:
***Remember mass change querys will not work unless all students have a record ***
Change

USCF  Altschprog to “ “

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students. Remember to run the “Update Precode Data Items” process prior to verification. 
ENGLISH FOR SPEAKERS OF OTHER LANGUAGES (ESOL) FIELDS

****
[image: image9.wmf]
Read Appendix C on SASI Coding Rules for LEP Students for further details.   

****

US Sch Entry: Date student enrolled in school in the U.S. –Student File (ASTU) 
The format for the date entry is mm/dd/yy with two digits for the month, date, and year (e.g., 02/02/06).

Verify Query:


Display/Print  ASTU lastname firstname birthcntry UsSchEndtDt if UsSchEndtDr <> “ “

Birth Country: Foreign country where student was born – Student File (ASTU)
This field is for students born in a foreign country or U.S. Territory. (Note: United States is NOT part of the dropdown list.) It is important to indicate which students were born in a U.S. Territory because they may be eligible for first-year AYP exemption. “US Territory” was added to the dropdown list.
Verify Querys:

Display current birthcntry field values:


ASTU lastname firstname birthcntry if birthcntry <> “ “
Compare data in birthcntry with empty US School Entry values:

ASTU lastname firstname birthcntry usschendtdt if usschentdt = " " and birthcntry<> " "
Compare data in US School Entry with empty birthcntry values:

ASTU ln fn birthcntry usschendtdt if usschentdt <>  " " and birthcntry= " "
ESL: English Proficiency – Student File (ASTU)
IMPORTANT NOTES: 

· This field must  NOT  be left blank. 
· For returning students, the “ELP assessment” is the ELDA. For new students, it is the assessment used for initial placement (i.e., IPT, WMLS, LAS). 
· The ESL value for a student in 2007–08 is not necessarily the same one for 2008–09.
· The ESL values for students will be based on the last ELP assessment scores. It is the responsibility of the ELDA district test coordinator and/or the ESOL district coordinator to ensure the ESL values are correct.
	Code
	SASI Dropdown List Description
	Full Description

	blank
	Select a value
	NA

	1
	Pre-functional
	Student scored “Pre-functional” on an English language proficiency (ELP) assessment and is receiving ESOL services from mainstream or ESOL teacher(s). 

	2
	Beginner
	Student scored “Beginner” on an ELP assessment and is receiving ESOL services from mainstream or ESOL teacher(s).

	3
	Intermediate
	Student scored “Intermediate” on an ELP assessment and is receiving ESOL services from mainstream or ESOL teacher(s).

	4
	Advanced
	Student scored “Advanced” on an ELP assessment and is receiving ESOL services from mainstream or ESOL teacher(s).

	5
	Initially English Proficient
	Student scored ELDA Level 5​—may not be English Proficient at grade level. (Note: At least one of the level 5 scores must be at the third grade level or above before a student can become Title III exited – ESL code 6.)

	6
	Title III First Year Exited
	Student scored proficient twice on ELDA and is no longer funded by Title III—monitored and can receive accommodations on assessments.

	7
	Title III Second + Year Exited
	Student is in second (or more) year of exited status—monitored and can receive accommodations on assessments.

	8
	English Speaker I
	Former LEP student. Has scored proficient or above on the NEW ASSESSMENT math/ELA, or level 2 or above on HSAP math/ELA. 

	9
	English Speaker II
	Student is a native English speaker.

	A
	Pre-Functional – Waiver
	Student scored “Pre-functional” on an ELP assessment and is not receiving direct ESOL services based on parent refusal. Served by mainstream teachers only.

	B
	Beginner – Waiver
	Student scored “Beginner” on an ELP assessment and is not receiving direct ESOL services based on parent refusal. Served by mainstream teachers only.

	C
	Intermediate – Waiver
	Student scored “Intermediate” on an ELP assessment and is not receiving direct ESOL services based on parent refusal. Served by mainstream teachers only.

	D
	Advanced – Waiver
	Student scored “Advanced” on an ELP assessment and is not receiving direct ESOL services based on parent refusal. Served by mainstream teachers only.


HCS - Schools may mass change this field, but it is NOT recommended.  ESOL codes roll over in the student file and may or may not already be accurate. Consult with ESOL teachers for student information.  

You may use the following query to check for values not equal to 9 (English Speaker II) and verify data with ESOL teacher.

Display/Print

ASTU  lastname firstname engprof  if engprof <> “9”

Mass change blank  records – this query considers that all new students in the system will have a English Speaker II value (9) and then manually enter correct values for exceptions:

Change

ASTU EngProf  to  9  if engprof = “ “

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification.  

ESOL: Cohort Group – Student services program (Arpm)
Students identified as ESOL must have the ESL field completed on the first page of the Sasi Student atom.  ESOL student must also have both ESOL and ELLI Cohort information entered in the Student Services Program Atom for the current year.  Student Services Program Atom may contain entries from previous years, but new entries must be added each year.  The ESOL Cohort tracks the number of years the student has been receiving ESOL services while the ELLI tracks the instructional method of services

Extensive directions and data verification querys for ESOL Cohort Group information can be found in HCS ESOL manual found on Technology/SC Data Collection web page.  Data verification through querys is an excellent tool for determining accurate data.
This program service field is required for ESL 1-5 and A-D students and optional for ESL 6-8 students. The number of years of ESOL service time should be increased by one year at the start of each school year for every student still enrolled in the district. 
	Code
	SASI Dropdown List Description

	A
	< 1 year of ESOL service

	B
	at least 1 but < 2 yrs of ESOL service

	C
	at least 2 but < 3 yrs of ESOL service

	D
	at least 3 but < 4 yrs of ESOL service

	E
	at least 4 but < 5 yrs of ESOL service

	F
	at least 5 but < 6 yrs of ESOL service

	G
	at least 6 but < 7 yrs of ESOL service

	H
	at least 7 but < 8 yrs of ESOL service

	I
	at least 8 but < 9 yrs of ESOL service

	J
	at least 9 but < 10 yrs of ESOL service 

	K
	at least 10 but < 11 yrs of ESOL service 

	L
	at least 11 but < 12 yrs of ESOL service

	M
	at least 12 but < 13 yrs of ESOL service

	N
	13 or more years of ESOL service


ELLI: ESOL Instructional Models – Student service program (apgm)
Note: ELLI stands for English Language Learner Instruction.

This program service field is required for ESL 1-5 and A-D students and optional for ESL 6-8 students. In the ELLI field, multiple choices can be made for one student, but the main purpose of this field is to record the primary way the student receives additional ESOL support. 

	Code
	SASI Dropdown List Description

	1
	ESL Pull-out Class

	2
	ESL Class Period

	3
	ESL Push-In

	4
	ESL Newcomer Program

	5
	Sheltered Content-Based Program

	6
	Structured Immersion

	7
	Mainstream w/accom

	8
	Mainstream w/o-accom

	9
	Monitored


Extensive directions and data verification querys for ELLI Instruction Models information can be found in HCS ESOL manual found on Technology/SC Data Collection web page.  Data verification through querys is an excellent tool for determining accurate data.
Clarifications on ESOL Cohort and ELLI Instructional Models (ELLI) in the Student Service Program Atom
An ESOL and at least one ELLI entry must be entered for the current year when applicable.  Multiple ELLI entries are allowed for the current school year.  Only one ESOL entry is allowed as current. Again, please be sure that if the programs are used for the current school year, that the enter date for the ESOL and ELLI(s) entries is in this school year.
ESOL and ELLI entries should be closed out at the end of a school year prior to a district's final New Year rollover by entering the last day of school in the Exit Date field if the student has not exited the program during that school year.  An exit date must be entered for any prior year entries that currently exist in the Student Services Program atom.

INSTRUCTIONS FOR CLOSING PROGRAMS
To close a single student's program:

1.  In the Student Services Program atom, find the student for which you wish to close the program.

2.  Double click on the program in the student's list of programs.

3.  Select from the drop down list of program withdrawal reasons.

4.  Enter a date in the Exit Date field.

To close all programs for all students at the end of the year:

1.  In the Student Services program atom, pull down the Service Programs menu.
2.  Select the year end process.
3.  Click OK when notified that the system will close all open programs for all students.

4.  Click OK when the message appears about how many program entries were closed.

FirstLngSp: First Language Spoken – student file (astu)
Select the language the ESOL student first spoke.  If the student was raised in a bilingual home with English as one language, select the other language.  If the language is not listed on the drop down menu, select a language in the same linguistic family or select OTH (Other).  This field should not be used for native English speakers.  For Title III reporting, this field will be used rather than the Primary Language field.

	Code
	SASI Dropdown List 

Description
	Code
	SASI Dropdown List

Description

	blank
	English
	JPN
	Japanese

	ARB
	Arabic
	KRN
	Korean

	CMB
	Cambodian
	MND
	Mandarin

	CNT
	Cantonese
	OTH
	Other

	FRN
	French
	PRT
	Portuguese

	GJR
	Gujarati
	RSN
	Russian

	GRM
	German
	SPN
	Spanish

	HMN
	Hmong
	TGL
	Tagalog

	HND
	Hindi
	VTN
	Vietnamese


You can use the following queries to check for students without a blank, English, entry: 

Display/Print

ASTU  lastname firstname FirstLngSp if FirstLngSp <> “ ”

The following query can be used to check that all ESOL students (ESOL code <9) have the First Language Spoken field completed.

Display/Print

ASTU lastname firstname EngProf FirstLngSp if FirstLngSP = “ “ and (Engprof < 9 or Engprof In [A,B,C,D])

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification.  

SPECIAL EDUCATION FIELDS

AA:  Alternate Assessment Eligibility – Precode file (SSCE)
Eligibility for alternate assessment (SC-Alt) will be coded ONLY in this field. An age and birth date reference sheet is provided in Appendix B (page 33 of this precode manual). 

Due to the limitations of SASI, any field in the precode entry screen has to have a nonblank value so that the data validation reports will not flag a blank as an error. That is why 0 has to be applied with a mass update query and then the field values need to be updated for specific individuals.

Precode fields for data entry are only available after running “Update Precode Data Items”. (See note on page 7 of this document).  Mass Change and verification querys will not work unless all students have Precode items.
	Code
	SASI Dropdown List Description
	Full Description

	0
	criteria not met
	Not applicable

	1
	SCRA-Alt
	Disregard this code. The SCRA has been discontinued.

	2
	SC-Alt Elem School
	The student requires alternate assessment and meets the age eligibility requirement for assessment with the SC-Alt Elementary School form this current school year (8-10 years old on September 1, 2008).

	3
	SC-Alt Middle

School
	The student requires alternate assessment and meets the age eligibility requirement for assessment with the SC-Alt Middle School form this current school year (11-13 years old on September 1, 2008).

	4
	SC-Alt High

School
	The student requires alternate assessment and meets the age eligibility requirement for assessment with the SC-Alt High School form this current school year (15 years old on September 1, 2008).

	5
	AltAssess NotAgeElig
	The student requires alternate assessment, but does not meet the age eligibility requirements to be assessed with SC-Alt this current school year (i.e., the student was younger than age 8, was age 14, or was age 16 or older on September 1, 2008).


Querys
· Verifying Querys - Values for some students may already exist.  Use the following queries to check for values not equal to 0.

Display/Print/ Show Empty Records
ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  <> “0” Sort Value

Or 

ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  = “1”

Or

ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  = “2”

Or

ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  = “3”

Or

ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  = “4”

or
ASTU  SSCE  lastname firstname value  if precode = “AA”  and value  = “5”

Remember to run the “Update Precode Data Items” process prior to verification. The SC 06 Data Verification Report for Precode Extract is an excellent source to find missing values.

· MASS CHANGE -  mass change records to 0 if a value does not already exist:

***Remember mass change querys will not work unless all students have a precode record ***
Change

ASTU SSCE  value to 0 if precode = “AA”  and value =  “ “
Additional Requirements for AA Field

Additional Instructions for Coding Alternate Assessment Students for Precode Extraction:

The student's teacher advisor number and teacher name is extracted through the Precode project and is used as the teacher name for purposes of distribution of alternate assessment materials. In the past, some high schools have used a teacher number for this field that is not the student's self-contained special education teacher. This has caused some alternate assessment materials to be packaged and assigned under the name of a teacher who is not the teacher who will administer the

assessment. 

To facilitate the identification of teachers who will be administering the alternate assessment, please use the teacher code of the student's self-contained teacher in this field for all students that have been

coded as alternate assessment students in the Alternate Assessment (AA) Eligibility field. Please do this for all students who have been assigned codes of 1-4 in the AA Eligibility field.

By using this procedure for your district, SC-Alt student rosters and materials will be prepared using the name of the student's self-contained teacher and the distribution of SC-Alt materials by the

DTC-Alt will be greatly facilitated. 

Query to verify Advisor Name

When attempting to run this query, remember to click, drag and drop the Advisor field to the top of the ATCH column over the Counselor link.  ASTU and ATCH must link through advisor not counselor to display the teacher’s name.

Display
ASTU ATCH SSCE 1,LastName 1,FirstName  Advisor 2,LastName 2,FirstName Value if precode = "AA"  and Value IN [1,2,3,4]
This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  
504 Plan:   504 Accommodations Plan

You must specify the type of 504 Accommodations plan a student has. The Office of Assessment transmits to testing contractors only overall Yes and No values to indicate whether a student has a 504 plan.  This field is found in the SC Student Supplemental Info Atom, not Precode tab.  This value can be blank whereas Precode values cannot be blank.
	Code
	SASI Dropdown List Description

	Blank
	No Plan

	BH
	Breathing

	CFO
	Caring for Oneself

	ET
	Eating

	HR
	Hearing

	IWO
	Interacting with Others

	LN
	Learning

	LT
	Lifting

	PMT
	Performing Manual Tasks

	SE
	Seeing

	SK
	Speaking

	THK
	Thinking

	WK
	Walking

	WOK
	Working


Creating Records:
All new students need to have a record created before any mass changing or verifying queries are utilized.  The best method is to run the Import process to create records for any student who does not have a record.  This applies to this Altschprog and to the Plan504 field in the SC Student Supplemental Atom (USCF file).

TO CREATE RECORDS  (This method will only create records for students who do not have a record and will not overwrite those students who do have a record.  This DOES NOT put values in any of the fields on the screen, only creates a blank record)

(1)   BACKUP SASI !!

(2)   Open the File Management Suitcase and then, open the Import/Export Suitcase.  (Only users in the Admin group can do this )

(3)   Open  Map  Group  Atom   ( do not pick Maps in Group)

(4)   Find the Name of the Map Group such as  USCF   ( All SC files have an import Map Group routine: USCA, USCE, USCF, USCO, USCT, USCW):

(5)   On Map Group screen, verify that the Source Year fields are  correct  such as 2008 to 2008  and verify that the Source Schools fields Are correct such as 002 to 002

(6)   In the bottom left hand corner of the screen,  press button option  "Edit Maps in Groups"

(7)   On the Maps in Group screen in the bottom left corner, just press the button to Process Map Group

(8)   After the import process runs, you will see a message that claims that Import was successful

We have found that some of the old values from years past of N or Y may still be in this field.  These values of N or Y need to be changed.  To determine who may have values, you may use the following query to check:

ASTU USCF lastname firstname Plan504 if Plan504 In [N,Y]

Codes may already exist for Plan504.  You may use the following query to check differing values:

Display/Print/ Show Empty Records

ASTU  USCF  lastname firstname Plan504 if  Plan504 <> “ “

Or

ASTU USCF   lastname firstname Plan504 if  Plan504 =  “BH“

(Use this type of query for each condition)

Or

ASTU  USCF  lastname firstname Plan504 if  Plan504  IN [“BH”,”CFO”, “ET”]  (Use this type of query for multiple conditions)

To mass change ALL records to blank (if needed), you may use the following query:
***Remember mass change querys will not work unless all students have a record ***
Change

USCF  Plan504 to “ “

SPECIAL IEP DISABILITY FIELDS

These fields were completed for the September Data Collection for 2008.  For students not coded, schools may mass change this field to N for all students who did not receive a value for the September extract.

Precode fields for data entry are only available after running “Update Precode Data Items”. (See note on page 7 of this document).  Mass Change and verification querys will not work unless all students have Precode items.

DB:  Deaf-Blindness – Precode file (SSCE)
	Code
	SASI Dropdown List Description
	Full Description

	N
	Not Applicable
	Does not apply to student 

	Y
	Deaf-blindness
	Deaf-Blindness


MD:  Multiple Disabilities – precode file (SSCE)
	Code
	SASI Dropdown List Description
	Full Description

	N
	Not Applicable
	Does not apply to student 

	Y
	Mult disabilities
	Multiple Disabilities


Multiple disabilities means concomitant impairments, such as mental retardation-blindness, mental retardation-orthopedic impairment, etc., the combination of which causes such severe educational needs that students cannot be accommodated in special education programs solely for one of the impairments. The term does not include deaf-blindness.

Querys
Values for DB and MD were previously set for the September Data Collection for 2008. New students enrolled after the September Data Collection will need to have values entered.  Remember to “Update Precode Data Items” to create records for new students before running verifying querys.  Run querys for MD as well.

Verify Data - SHOW EMPTY RECORDS on ALL querys

Students without values

Display/Print
ASTU  SSCE lastname fristname value if Precode = DB and value = “ “

Students with values equal to Y

Display/Print
ASTU SSCE lastname firstname value if Precode = DB and value = Y

Student with values not Y

Display/Print
ASTU SSCE lastname firstname value if Precode = DB and value <> N

CUSTOMIZED TEST BOOKLET FIELDS

These fields are used to indicate the types of customized test booklets needed by the student for each subject in the NEW ASSESSMENT and HSAP. This information will be used to produce preprinted test booklets or labels so that hand coding is kept to a minimum. Only data from the print phase will count towards an order of customized materials at no cost to your district. Data from the update phase will be ignored. Additional customized materials at a cost to your district need to be ordered from the testing contractor. Other customized test materials (e.g., oral scripts, audio tapes/CDs, sign language videotapes, etc.) must be ordered separately from the testing contractor.  

Note:  Students who need oral administration only do not need a customized test booklet and should be coded “0”.

CTL:  Customized Test Booklet – ELA (NEW ASSESSMENT and HSAP) - Precode File (SSCE)
CTM:  Customized Test Booklet – Mathematics (NEW ASSESSMENT and HSAP) - Precode File (SSCE)
CTS:  Customized Test Booklet – Science (NEW ASSESSMENT) - Precode File (SSCE)
CTT:Customized Test Booklet – Social Studies (NEW ASSESSMENT) - Precode File (SSCE)
CTL, CTM, CTS, and CTT have the same codes.

	Code
	SASI Dropdown List Description
	Full Description

	0
	Not needed
	No customized test booklet needed (also for students who need oral administration only)

	1
	Braille
	Braille

	2
	Large print
	Large print

	3
	Loose leaf
	Loose leaf 

	4
	Deaf/Hard of hearing
	Test booklet for students who are deaf or hard of hearing 


****  Precode fields for data entry are only available after running “Update Precode Data Items”. (See note on page 7 of this document).  Mass Change and verification querys will not work unless all students have Precode items.  Also remember that the SC 06 Data Verification Report for Precode Extract is an excellent source to find missing values  ****
Verifying Querys
Display/Print/Show Empty Records

All Customized Test Booklet Fields with non-zero values in one query (non-zero values are students needing customized test booklet).
ASTU SSCE lastname firstname value precode if precode in [CTL,CTM,CTS,CTT] and value <> 0

Customized Test Booklet for single field with non-zero values (repeat query using differing precode field)

ASTU SSCE lastname firstname value precode if precode = CTL and value <> 0

(repeat query using CTM, CTS and CTT)

Customized Test Booklet for single field specifying values (repeat query using differing precode field)
ASTU SSCE lastname firstname value precode if precode = CTL and value in [1,2,3,4]

(repeat query using CTM, CTS and CTT)

Customized Test Booklet for single field specifying values (repeat query using differing precode field)
ASTU SSCE lastname firstname value precode if precode = CTL and value =1

(repeat query using CTM, CTS and CTT and changing value number)

Mass Change Querys
***Remember mass change will not work for all students unless there is a Precode record for each student – Update Precode Items first***
Mass change single field records to zero, you may use the following querys:

Change  SSCE value to “0” if precode = CTL and value =” “ (mass changes only blank records)
Or

Change   SSCE value to “0”  if precode = CTL  (mass changes all records)
MATERIALS SORT FIELDS
The data entered in these fields will determine the order and grouping of test materials and test security checklists sent to schools for the New Assessment Program and HSAP. (In 2008–09, Sorting Science and Sorting Social Studies do not apply to HSAP.) In the past, there have been complaints about how materials were sent and how security checklists were ordered. These problems were due to a lack of understanding as to how to use the sorting fields. 

· The SCDE removes leading spaces and uses only the first three columns of data. Therefore, leading spaces do not need to be entered.

· If the first three columns of data contain a number, the SCDE will put leading spaces so that the sort order of numbers will be correct since the testing contractors treat this as a text field. 
The sorting materials information is entered in the SC Student Supplemental Atom (USCF).  There are several ways to sort test materials.  Schools may choose which sorting methodology to utilize and may use different methods for each of the sub testes, ELA, MATH, Science, and Social Studies.  For question concerning the sort values, schools need to contact Herb Shrieves  Hshrieves@horrycountyschools.net  or 488-6842.

ALL Schools must run verification queries to determine if student data from transfers or New Year Roll Over have inputted values in the Materials Sorted Fields.  If your school does not wish to utilize theses sorting fields, then all students should have blank values.  Sorting Materials field values must be verified.  

The following query will assist with verifying data in the sorting materials fields:


Display/Print/Show Empty Records
ASTU USCF lastname firstname ELAS MathS ScienceS SocialS  if ELAS <> “ “  or MathS <> “ “  or ScienceS <> “ “  or SocialS <> “ “

The following querys will mass change ALL values to blank

Change

USCF ELAS = “ “  

USCF MathS = “ “

USCF ScienceS = “ “

USCF SocialS = “ “
Methods:

(1)  If the school wishes to sort all testing materials by the advisor field in the Student File, then all  students will have a blank in the Sort ELA and/or Math, Science, Social Studies field.  (Remember you can use different methods for each sub test)

(2)  If the school wants to have the testing materials sorted NOT by advisor but by some other teacher, then all students will need to have an appropriate teacher number in the ELA and/or Math, Science, Social Studies fields. (Remember you can use different methods for each sub test)  

(3)  Testing materials can be sorted alphabetically within the entire school.  This means that all students must have the value “AWS”  entered in the sub test field.  (Remember you can use different methods for each sub test)  THIS IS NOT TO BE USED FOR New Assessment.
(4)  Testing materials can be sorted alphabetically within each grade level.  This means that all students must have the value “AWG”  entered in the sub test field.  (Remember you can use different methods for each sub test)

Sorting ELA (NEW ASSESSMENT and HSAP) – SC Student Supplemental Info File (USCF)
Sorting Math (NEW ASSESSMENT and HSAP) – SC Student Supplemental Info File (USCF)
Sorting Science (NEW ASSESSMENT) – SC Student Supplemental Info File (USCF)
Sorting Social Studies (NEW ASSESSMENT) – SC Student Supplemental Info File (USCF)
The four sorting fields have the same coding options.

Use one of four options:

· [image: image10.png]sy




a 3-character alphanumeric entry (e.g., 321, A12, ALT, etc.) to sort materials by teacher, test administrator, or other grouping;

· AWS to sort materials alphabetically within the school; 

· AWG to sort materials alphabetically within each grade; or

· blank to sort materials by advisor number.

Creating Records:
All new students need to have a record created before any mass changing or verifying queries are utilized.  The best method is to run the Import process to create records for any student who does not have a record.  Remember that the SC Student Supplemental Info Atom does transfer between schools and rolls over each year.  Data from previous years or other schools may be present in the file.  Schools need to query the file to verify data.

TO CREATE RECORDS  (This method will only create records for students who do not have a record and will not overwrite those students who do have a record.  This DOES NOT put values in any of the fields on the screen, only creates a blank record)

(1)   BACKUP SASI !!

(2)   Open the File Management Suitcase and then, open the Import/Export Suitcase.  (Only users in the Admin group can do this )

(3)   Open  Map  Group  Atom   ( do not pick Maps in Group)

(4)   Find the Name of the Map Group such as  USCF   ( All SC files have an import Map Group routine: USCA, USCE, USCF, USCO, USCT, USCW):

(5)   On Map Group screen, verify that the Source Year fields are  correct  such as 2007 to 2007  and verify that the Source Schools fields Are correct such as 002 to 002

(6)   In the bottom left hand corner of the screen,  press button option  "Edit Maps in Groups"

(7)   On the Maps in Group screen in the bottom left corner, just press the button to Process Map Group

(8)   After the import process runs, you will see a message that claims that Import was successful
Query current data for verification before Mass Changes

Display/Print/Show Empty Records  (Also Shows any records that are empty)
ASTU USCF lastname firstname ELAS MATHS ScienceS SocialS  if ELAS <> “ “ or MATHS <> “ “ or SciencesS <> “ “ or SocialS <> “ “

Below are a series of mass change queries to populate the sorting fields with a teacher number.  Mass Changes to Input teacher numbers into Sorting fields -  Examples:


ALL Fields to Blank


Change


USCF  ELAS  to  “ “  


USCF  MathS to “ “


USCF  ScienceS  to “ “


USCF  SocialS  to “ “

ELAS Querys
Change

ASTU ACLS AMST USCF  ELAS  to  tchnum if  begperiod = “02” and termcode IN [“YR”,”S2”,”Q3”]

(Mass changes Tchnum from period 2 into ELAS field) **Use Correct Termcode

Or


ASTU  USCF  ELAS  to  TeamNum

(Mass changes Teamnum found in Student File into ELAS field.
Or

ASTU ACLS AMST USCF ELAS to tchnum if Course IN  [“301102CW”,”301102HW”,”301104CW”]   and Termcode In [“YR”,”S2”, “Q3”]

 use appropriate English course numbers and termcodes.  (Mass changes the tchnum from a particular class to the ELAS field.  **Student may have more than one type course)

MATHS Querys
Change

ASTU ACLS AMST USCF  MATHS  to  tchnum if  begperiod = “03” and termcode IN [“Yr”,”S2”,”Q3”]

(Mass changes Tchnum from period 3 into MathS field) **Use Correct Termcode

Or

ASTU  USCF  MATHS  to  TeamNum

(Mass changes Teamnum found in Student File into MathS field)
Or

ASTU ACLS AMST USCF  MATHS  to  tchnum  if  Course  IN  [“314102TW,”411102CW”,”412102HW”]    and termcode IN [“Yr”,”S2”,”Q3”]

use appropriate Math course numbers and termcodes.  (Mass changes the tchnum from a particular class to the MathS field.  **Student may have more than one type course)

ScienceS Querys
Change

ASTU ACLS AMST USCF  SCIENCES  to  tchnum if  begperiod = “04” and termcode IN [“Yr”,”S2”,”Q3”]

(Mass changes Tchnum from period 4 into ScienceS field) **Use Correct Termcode

Or

ASTU  USCF  SCIENCES  to  TeamNum

(Mass changes Teamnum found in student file into SCIENCES field)
Or

ASTU ACLS AMST USCF  SCIENCES  to  tchnum  if  Course  IN  [“321102CW”,”322102CW”,”322102HW”]    and termcode IN [“Yr”,”S2”,”Q3”]

use appropriate Science course numbers and termcodes.  (Mass changes the tchnum from a particular class to the SCIENCES field.  **Student may have more than one type course)

Social Studies  (SocialS) Querys
Change

ASTU ACLS AMST USCF  SOCIALS  to  tchnum if  begperiod = “05” and termcode IN [“Yr”,”S2”,”Q3”]

(Mass changes Tchnum from period 5 into SocialS field) **Use Correct Termcode

Or

ASTU  USCF  SOCIALS  to  TeamNum

(Mass changes Teamnum found in student file into SOCIALS field)

Or

ASTU ACLS AMST USCF  SOCIALS  to  tchnum  if  Course  IN  [“3310A2CW”]   

Use appropriate Science course numbers and termcodes.  (Mass changes the tchnum from a particular class to the SocialS field.  **Student may have more than one type course)

Verifying Data Queries:

Values in Sorting fields may have already been completed.  You may wish to use queries similar to the following examples to check differing values:

Display/Print/ Show Empty Records - (Shows any records that are empty)

ASTU  USCF  lastname firstname  ELAS  MATHS SCIENCES  SocialS if  ELAS =” “  or MATHS = “ “ or SCIENCES = “ “ or SocialS = “ “   

Display/Print/ Show Empty Records - (Shows records that are completed for ALL areas)
ASTU  USCF  lastname firstname  ELAS  MATHS SCIENCES  SocialS  if  ELAS <>” “  and MATHS <> “ “ and SCIENCES <> “ “ and  SOCIALS <>  “ “  

Display/Print/ Show Empty Records - (Shows values for all students for ELAS)

ASTU USCF lastname firstname grade ELAS 

Display/Print/ Show Empty Records - (Shows ELAS value by grade level)

ASTU  USCF  lastname firstname grade  ELAS Sort Grade Lastname Fristname

Display/Print/ Show Empty Records - (Shows MATHS value by teamnumber)

ASTU  USCF  lastname firstname grade MATHS  Sort Teamnum 

Display/Print/ Show Empty Records - (Shows ELAS  value by a particular period sorted by lastname)

ASTU  ACLS AMST USCF  lastname firstname grade course begperiod ELAS  if  begperiod =”01”

Display/Print/ Show Empty Records - (Shows MATHS  values by a particular period sorted by teacher number)

ASTU  ACLS AMST USCF  lastname firstname grade course begperiod MATHS  if  begperiod =”01” Sort Tchnum

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students or any data that may have been inputted during a student transfer..  Remember to run the “Update Precode Data Items” process prior to verification.  The SC06 Data Verification Report for Precode Extract is an excellent source to find missing values.

HSAP MATERIALS FIELD

This field indicates which HSAP test(s), if any, the student will take.  If the student needs customized materials for ELA or Math, also indicate the type of booklet in the CTL field for ELA and in the CTM field for math.

Precode fields for data entry are only available after running “Update Precode Data Items”. (see note on page 7 of this document).  Mass Change and verification querys will not work unless all students have Precode items.

HSP:  High School Assessment Program (Spring 2009) – Precode file (SSCE)
	Code
	SASI Dropdown List Description
	Full Description

	0
	Will not take HSAP
	Will NOT take HSAP

	1
	ELA and Math
	Will take BOTH the HSAP ELA and Math tests

	2
	ELA only
	Will take ONLY the HSAP ELA test

	3
	Math only
	Will take ONLY the HSAP Math test

	4
	Not Take HSAP-IEP
	Will not take HSAP-has IEP AND meets the exception criteria in the HSAP Participation Guidelines this year


HCS – Elementary/Middle Schools may mass change this field to zero. 

A mass change for HSP to 0  may have already been completed.  You may use the following query to check for values not equal to 0.

Display/Print/Show Empty Records

ASTU  SSCE lastname firstname grade  value  if precode = “HSP”  and value  <> “0”

To mass change ALL records, you may use the following queries:
Change

SSCE  value to “0”  if  precode = “HSP”

Or

SSCE  value to “0”    if precode = “HSP”  and value = “ “

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification.  The SC 06 Data Verification Report for Precode Extract is an excellent source to find missing values.

HCS – High Schools may mass change this field and then manually change the codes for those students who will require a different code.   VERIFY WHETHER A MASS CHANGE HAS ALREADY BEEN COMPLETED.  DO NOT mass change after manual entries have been done.  

TO MASS Change Values Steps – Only Complete ONE Time:


(1)  Mass Change all students value to zero.  


Change


SSCE value to “0”  if precode = “HSP”


(2)  Mass Change HSP for all second year students (8 = 2007-2008 first time ninth grade)


Change



USCF SSCE value to “1”  if precode = “HSP” and ninegr = “8”

(3) Manually change HSP precode value for students without a ninegr value of 8 and who 

       must take the HSP exam.  (8 = 2007-2008 first time ninth grade)
Verifying Data Queries:

After data has been entered, you may use the following sample queries for verification.
Display/Print/Show Empty Records - (Shows all students by grade with HSP values not equal to zero)
ASTU  SSCE lastname firstname grade  value  if  precode = “HSP”  and value  <> “0” sort grade lastname firstname

And/Or 

Display/Print/Show Empty Records -  (Show all students who have a blank HSP value)
ASTU  SSCE lastname firstname grade value  if precode = “HSP”  and value  <>  “ ” 

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification. The SC 06 Data Verification Report for Precode Extract is an excellent source to find missing values.

FIELD FOR 5-YEAR-OLD KINDERGARTEN STUDENTS ONLY

KDR:  Previous Program – Grade K

This field is for indicating the previous program the student enrolled or participated in as a four-year-old last school year (2007–08). If the student attended more than one program, code the one in which the most time was spent. This field is particularly important because it is the only way to identify Head Start program students from last year.

Due to the limitations of SASI, any field in the precode entry screen has to have a nonblank value so that the data validation reports will not flag a blank as an error. That is why NA has to be applied with a mass update query (especially for students who are not in 5-year-old kindergarten) and then the field values for 5-year-old kindergarteners need to be updated.
Precode fields for data entry are only available after running “Update Precode Data Items”. (see noted page 7 of this document).  Mass change and verification querys will not work unless all students have Precode items)
	Code
	SASI Dropdown

List Description
	Full Description

	Hd
	Head Start
	The student was enrolled in HeadStart last year.

	N
	None
	The student was not enrolled in any 4-year-old program last year.

	NA
	not in 5 yr kdrgtn
	Not applicable; the student is not currently enrolled in 5‑year‑old kindergarten.

That is, use NA for all  students not in kindergarten.

	O
	Other
	The student was enrolled in another type of pre‑kindergarten program.

	Prv
	Private
	The student was enrolled in a private program last year.

	St
	State
	The student was enrolled in a state program last year.

	Unk
	Unknown
	The student was enrolled in an unknown program last year.


Middle and High Schools should mass change this precode field value to “NA”


Change


SSCE value to “NA”  if precode = “KDR”


Or


Change


SSCE value to “NA”  if precode = “KDR” and value = “ “

Elementary Schools 

· Elementary Schools may mass change this precode field to “NA”  for all students except students in kindergarten.  The mass change query would be:


Change

ASTU SSCE  value to “NA”  if Precode = “KDR” and grade <> “00”
· For students in grade “00”, this field must be completed.  One method that may be used to determine which kindergarten children attended state PK programs would be to query the enrollment file.  The enrollment file contains the student’s previous enrollment data.  If the child was enrolled in any Horry County Schools  PK programs last year, then that entry is stored in the AENR file.  Such a query may be:


Display

ASTU  AENR permnum  UF lastname firstname EffDate  SchoolAttn  2,Grade if  transyear = "07" and  1,grade = "00"     (UF means Unique field-displays only one line per student)

This query will help determine values that will be manually entered in the field.

· Some parents also may have completed the Head Start field on the registration form and this may have already been entered in the Early Childhood Atom as “Y” for participation.  The following query may help with determining the appropriate values for this field:


ASTU  USCE  lastname firstname  Headstart  if  Headstart = “Y”

· Verifying Data Queries:
You may wish to use the following queries to check differing KDR values:

Display/Print/ Show Empty Records

ASTU  SSCE  lastname firstname grade value if  precode = “KDR”  and value <>  “NA”

Or

ASTU  SSCE  lastname firstname grade value if  precode = “KDR”  and Grade = “00”

Or

ASTU  SSCE  lastname firstname grade value if  precode = “KDR”  and value IN [“Hd”,”N”,”O”,”Prv”,”St”,”Unk”]

This should be verified again on January 7, 2009 before QDC2 upload to find any missing data for new students.  Remember to run the “Update Precode Data Items” process prior to verification. The SC 06 Data Verification Report for Precode Extract is an excellent source to find missing values.

2008–09 PRECODE ENTRY SCREEN

The following screen is for a fictitious student. 
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Checklist Queries for Verifying Data Completeness
The following queries can be utilized to help verify completed data.

ALL SCHOOLS MUST USE ONLINE DATA CHECKER APPLICATION TO ASSIST WITH DATA VERIFICATION
Remember: Accurate results for queries depends on “Update Precode Data Items” and Create new records in SC Modules.
School Beds Codes

ASTU  DistrctRes Schoolres if DistrctRes <> 2601 or Schoolres <> "___"  (use school three digit number)
Next School (Use this query before March “Update Phase” – New Year Roll Over will begin on Feb. 26, 2009)


ASTU lastname firstname NextSchool if NextSchool  <> “ “

US School Entry
ASTU lastname firstname  BirthCntry  UsSchEntDt  if USSchEntDt  <>  “ “
Instructional Setting

ASTU lastname firstname Instrset if instrset <> “ “
ASTU SSCA  lastname firstname Instrset EFAPrimary if EFAPrimary IN [“LD”,”EM”,“EH”, “*DD”,”__”, “__”]  etc.  (Use appropriate EFA codes for your school)

Lunch Codes

ASTU lastname firstname freemeals if freemeals = “ “
ESL
Show Empty Records

ASTU lastname firstname engprof  if engprof <> 9

Student Services Program (ESOL)
Utilize ESOL handout for obtaining verifying querys for ESOL Cohort and ELLI entries in Student Services Program

First Language Spoken

Show Empty Records

ASTU lastname firstname fristlngsp engprof  if firstlngsp = “ “ and (engprof < 9 or engprof in [A,B,C,D]

Migrant

ASTU lastname firstname migrant if migrant = “X”

US Sch Entry and Birth Country

ASTU lastname firstname birthcntry if birthcntry <> “ “

Compare data in birthcntry with empty US School Entry values:

ASTU lastname firstname birthcntry usschendtdt if usschentdt = " " and birthcntry<> " "
Compare data in US School Entry with empty birthcntry values:

ASTU ln fn birthcntry usschendtdt if usschentdt <>  " " and birthcntry= " "
Alternative School Program
Show Empty Records

ASTU USCF  lastname firstname Altschprog  if altshcprog = Y

Alternate Assessment Eligibility – AA (Precode)
Verify Students with values in AA

Show Empty Records

ASTU SSCE  lastname firstname value if precode = “AA”  and value <> “0“

Verify Students with values in AA and Advisor Correct (Link ASTU and ATCH with Advisor)

Show Empty Records

ASTU ATCH SSCE 1,LastName 1,FirstName  Advisor 2,LastName 2,FirstName Value if precode = "AA"  and Value IN [1,2,3,4]
504 Plan

ASTU USCF lastname firstname Plan504  if Plan504 <> “ “

Deaf-Blindness – DB (Precode)

Show Empty Records

ASTU SSCE  lastname firstname value if Precode = DB  and value <>  “N“

Multiple Disabilities – MD (Precode)

Show Empty Records

ASTU SSCE  lastname firstname value if Precode = MD  and value <> “N“

Customized Test Booklet Fields (Precode)

Show Empty Records

ASTU SSCE lastname firstname value if precode IN [CTL,CTM,CTS,CTT} and value <> “0“

Materials Sort Fields

Show Empty Records

Blank records
ASTU USCF lastname firstname ELAS MATHS SCIENCES SOCIALS  if ELAS = “ “ or MATHS = “ “ or SCIENCES = “ “  or SOCIALS = “ “

Or

Completed records

ASTU USCF lastname firstname ELAS MATHS SCIENCES SOCIALS  if ELAS <>“ “ or MATHS <> “ “ <> SCIENCES <>  “ “  or SOCIALS <>  “ “

Five Year Old Kindergarten Students – KDR (Precode)

Elementary Schools

Show Empty Records
ASTU SSCE lastname firstname value if Precode = KDR and value <> “NA“  and Grade <> “00”

Or

ASTU SSCE lastname firstname value if Precode = KDR and Grade = “00”

High Schools

Show Empty Records

ASTU SSCE lastname firstname value if Precode = KDR and value = “NA“

HSAP Material Field – HSP (Precode)

Show Empty Records

ASTU SSCE  lastname firstname value if  precode = HSP and value = “ “
Appendix A: 2008–09 Office of Assessment Requirements by SASI Atom

The following tables show the fields at the student level that the Office of Assessment needs for the school year. These tables are organized by SASI atom. These fields are used for a variety of purposes including precode, accountability, and research. As the need arises, the Office of Assessment will use other fields that are not shown in the tables below.

Student Atom—Page 1

	SASI Field Name
	Field Description

	Last Name
	Last name

	First Name
	First name

	Middle Name
	Middle name

	Gnrtn
	Generation code, such as Jr. or Sr.

	Grd
	Grade

	Gen
	Gender

	State ID
	State ID number (Student Unique Numbering System [SUNS])

	Student ID
	ID number (SASI Permanent Number)

	Birth Date
	Date of birth

	Eth
	Ethnicity code

	Tchr# (Advsr#)
	Teacher number for the teacher currently assigned to a student

	Tchr Name
	Teacher name associated with the Tchr# (Advsr#)

	ESL
	Proficiency level in English

	Enter Date
	Enrollment date

	Enter Code
	Enter code

	ADA
	Average daily attendance (ADA) eligibility

	IS
	Instructional setting


Student Atom—Page 2

	SASI Field Name
	Field Description

	FirstLngSp
	First language spoken

	NxtSch
	Next school


Student Atom—Page 3

	SASI Field Name
	Field Description

	Alternate ID1
	Student unique numbering system

	FirstLngSp
	First language spoken

	Meals
	Participation in the free and reduced meals program

	Migrant
	Migrant status

	State ID
	Student unique numbering system

	US Sch Entry
	Date student enrolled in school in the U.S.

	Birth Country
	Birth country


Student Services Program Atom

	SASI Field Name
	Field Description

	ESOL
	Cohort group

	ELLI
	ESOL Instructional Models


Student Supplemental Data Entry Atom—Page 1

	SASI Field Name
	Field Description

	Alt Sch Prog
	Alternative school program

	504 Plan
	504 accommodations plan

	Sorting ELA
	ELA materials sort field

	Sorting Math
	Mathematics materials sort field

	Sorting Science
	Science materials sort field

	Sorting Social Studies
	Social studies materials sort field


EFA/EIA Classification Info Atom—EFA Code Entry

	SASI Field Name
	Field Description

	EFA Primary, EFA2–EFA10
	Primary EFA code, second through tenth EFA codes


EFA/EIA Classification Info Atom—EIA Code Entry

	SASI Field Name
	Field Description

	EIA 1 – EIA 10
	First through tenth EIA codes


Precode Entry Screen

	SASI Field Name
	Field Description

	AA
	Alternate assessment eligibility

	CTL
	Customized test booklet – ELA

	CTM
	Customized test booklet – mathematics

	CTS
	Customized test booklet – science

	CTT
	Customized test booklet – social studies

	HSP
	HSAP materials – ELA and/or mathematics

	KDR
	4-year-old program the 5-year-old kindergartener was enrolled in last school year

	DB
	Deaf-blindness

	MD
	Multiple disabilities


Appendix B: 2008–09 Alternate Assessment Age and Birth Date Reference Sheet

Identifying Students for Alternate Assessment During the 2008–09 School Year 

and Required Precode Project Coding (Alternate Assessment Eligibility Field)

See Page 17 of  the 2008–09 HCS Precode Manual 

for Alternate Assessment Eligibility (AA) Coding Instructions 
	Age as of 9/1/08
	Corresponding

Birth Date Range
	Alternate Assessment Required

2008–09
	Precode AA Eligibility Code

	
	Beginning DOB
	Ending DOB
	
	

	5
	9/02/02
	9/01/03
	none
	5

	6
	9/02/01
	9/01/02
	none
	5

	7
	9/02/00
	9/01/01
	none
	5

	8
	9/02/99
	9/01/00
	SC-Alt Elem
	2

	9
	9/02/98
	9/01/99
	SC-Alt Elem
	2

	10
	9/02/97
	9/01/98
	SC-Alt Elem
	2

	
	
	
	
	

	11
	9/02/96
	9/01/97
	SC-Alt Middle
	3

	12
	9/02/95
	9/01/96
	SC-Alt Middle
	3

	13
	9/02/94
	9/01/95
	SC-Alt Middle
	3

	14
	9/02/93
	9/01/94
	none
	5

	15
	9/02/92
	9/01/93
	SC-Alt HS
	4

	16
	9/02/91
	9/01/92
	none
	5

	17
	9/02/90
	9/01/91
	none
	5

	18
	9/02/89
	9/01/90
	none
	5

	19
	9/02/88
	9/01/89
	none
	5

	20
	9/02/87
	9/01/88
	none
	5

	21
	9/02/86
	9/01/87
	none
	5


Note: The blank line between ages 10 and 11 is deliberate.
Appendix C: 2008–09 SASI Coding Rules for LEP Students

ESL

[image: image11.emf]Every student must have an ESL code. Valid ESL codes are 1–9 and A–D.
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First Language Spoken

If the ESL code is 1–8 or A–D, then the First Language Spoken field must have a valid value other than English.

The majority of ESL 9’s (native English speaker) will have a blank First Language Spoken field value. (Blank is equivalent to English.) The few truly bilingual students fluent in both English and another language should have an ESL code of 8 and First Language Spoken field value other than ENG. An ESOL and ELLI entry should not be present for a student with an ESL code of 9. 
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ESOL and ELLI (Student Program Services Atom)

If the ESL code is 1–5 or A–D, then a current ESOL and one or more current ELLI entries are required. (Note: “Current” means the entry has a program Entry Date from the current school year and there is no Exit Date yet.)

· There may be only one current ESOL entry per student per school year. There may be more than one current ELLI entry.

Entry and Exit Dates

· The program Entry Date for active ESOL and ELLI entries must be later than the last day of school for the last school year. 
· The SCDE will use the following rules to check for errors.
· Any current ESOL or ELLI entry with a program Entry Date from last school year (i.e., no later than the close of school for the last school year) will not be considered current.
· The ESOL and ELLI exit dates should not exceed the latest date that any school closes in S.C.
Exited and Former LEP Students

For exited and former LEP students (ESL code is 6, 7, or 8), the following rules apply:

· The student’s grade level must be 4 or higher.

· ESOL and ELLI entries are optional but, when present, must follow the rules for those entries.

[image: image14.wmf]Immigrant Students 

For immigrant students from English-speaking countries, the ESL code is 9 and the U.S. School Entry Date and Birth Country fields must have values. (A blank Birth Country field value is equivalent to the United States.)

First-Year AYP Exemption

A student with an ESL value of 1–4 or A–D must have a U.S. School Entry Date in order to be considered for the first-year AYP exemption.

[image: image15.wmf]Students born in U.S. Territories may be considered for the first-year AYP exemption. Beginning in 2008–09, “US Territory” is an option in the Birth Country dropdown list. 

U.S. Territories include, but are not limited to, the following examples:

· American Samoa

· Guam

· Puerto Rico

· U.S. Virgin Islands

Note: Students born in the U.S., but who have never been in school in the U.S. and then return to the U.S. after kindergarten OR first grade, might qualify for the first-year AYP exemption. Unfortunately, there is no way to identify these students using SASI. Their information should be submitted to the Research Services Section in the Office of Data Management and Analysis for consideration (Contact Person: Margarita Díaz, mbdiaz@ed.sc.gov).
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DEFINITIONS

The U.S. School Entry Date is the earliest date a student enters any U.S. school. The first date does not change as students enter, exit, and re-enter U.S. schools. For example, Juan was born in Mexico and entered a U.S. school for the first time on October 3, 2001. He stayed in school for six months and then returned to Mexico. Six months later he returned to a U.S. school. His U.S. School Entry Date remains October 3, 2001.

A Title III-Eligible Immigrant has a birth country other than the U.S. or a U.S. Territory, and has been in U.S. schools for three years or less. While there is a SASI Title III Elig Immigrant checkbox for such students, SCDE does not use it and instead uses the U.S. School Entry Date to determine eligibility.

Closing ESOL Cohort and ELLI Instructional Models (ELLI) Entries in the Student Program Services Atom

ESOL and ELLI entries should be closed out at the end of a school year prior to a district’s final New Year rollover by entering the last day of school in the Exit Date field if the student has not exited the program during that school year.  An exit date must be entered for any prior year entries that currently exist in the Student Services Program atom.

INSTRUCTIONS FOR CLOSING PROGRAMS

To close a single student’s program:

1.  In the Student Services Program atom, find the student for which you wish to close the program.

2.  Double click on the program in the student’s list of programs.

3.  Select from the drop down list of program withdrawal reasons.

4.  Enter a date in the Exit Date field.

To close all programs for all students at the end of the year:

1.  In the Student Services program atom, pull down the Service Programs menu.

2.  Select the year end process.

3.  Click OK when notified that the system will close all open programs for all students.

4.  Click OK when the message appears about how many program entries were closed.

Sample of a previous school year and the current school year:
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Appendix D: EFA Coding
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There are ten EFA fields (the EFA Primary code, plus EFA Secondary codes from EFA 2 through EFA 10). 
· The EFA dropdown list has a new entry: *DD (Developmental Delay). In the 2008-09 school year, students may be coded as Developmentally Delayed as applicable.  
· K, P, EL, HS, HO, V1, V2, and V3 are not considered disabilities. 

· *OHI, *TBI, *PMD, and *DD do not have funding weights associated with them. These codes will be rolled into appropriate EFA codes for funding purposes. For example, the *PMD code would be rolled into TM. 
Each student in grades K–12 must have an EFA Primary code. 

· Students in PK can only have two EFA code values: HH or VH. 
The EFA Primary code’s weight should have the highest funding weight among all EFA codes for the student. In the course of a school year, several EFA codes may apply to a student and these ten fields may be used to track these required codes. There can also be redundancy among the codes in the ten EFA fields. What matters for funding and auditing purposes is the EFA Primary code.

EFA codes do not automatically roll over in SASI from year to year. Students should only have as EFA codes for a particular school year those codes that apply during that school year.

Appendix E: EOCEP Precoding

If you have questions regarding the EOCEP precoding project, contact the Office of Assessment’s Lane Peeler at lpeeler@ed.sc.gov or (803) 734-8282. 

The following fields are collected for EOCEP precoding.

Student Information

· District Code

· School Code

· School name

· SASI Student ID

· State ID

· Student Last Name

· Student Middle Name

· Student First Name

· Birth Date

· Ethnicity

· Gender

· EFA Grade

· Meals Status

· Migrant Status

· ESL 

· EFAPrimary, EFA02 – EFA10

· IEP-PDB

· IEP-MD

· Plan504

· EIA01 – EIA10

· AltSchProg

Course Information
· Section ID

· Term ID

· Start Date

· End Date

· Teacher number

· Teacher last name

· Teacher first name

· Teacher middle name

Only courses with standard course codes will be considered for precoding.

	Course
	Standard Course Code

	Algebra 1
	4111

	Mathematics for the Technologies 2
	3142

	English 1
	3011

	Physical Science
	3211

	Biology 1*
	3221

	Applied Biology 2*
	3227

	Chemistry
	3231

	Physics
	3241

	U.S. History and the Constitution
	3320

	College Prep U.S. History
	3320

	Advanced Placement U.S. History
	3372

	International Baccalaureate History of Americas HL-2 
	336D


*There will be field  testing for Biology 1 and Applied Biology 2 in spring 2009.

Appendix F: Identity Management (IDM) System Implementation
New Statewide Security System for the SCDE
10/13/2008
District and school staff log into the SCDE website in order to access specific applications and/or information.  For example, some district staff login to get to SWEET.  Some school staff login to complete the summer data collection and principal’s narrative.  Those are but a few examples.  The following information is about the temporary changes in the login process. Ultimately, this system will allow each district to maintain its employee’s accounts.  

	New 

Security System
	As of Saturday, July 26th, logins for the SCDE website (Member Center) have changed.  These changes were part of the SCDE’s new Identity Manager System implementation.  Your new user id is the email address associated with your ed.sc.gov profile prior to the July 16th database conversion. 



	Login 

Process

Changes
	Once you start the login process with your email address, you need to provide a new password and to answer two security questions for password protection.  Be sure to remember your password and answers to both questions – they are case sensitive. When changing your password, be sure to follow the new password restrictions located at the top of the change password page.  You will receive an error message until you enter a valid password.  

Remember: You cannot use any passwords that you previously used in this system.  

	Login 

Problems
	If you cannot login with your email address and your new password: 

1. Click the “Trouble Logging in” button.  

2. This screen will prompt you for your email address.  Please use the email address associated with your SCDE user (Member Center) account in your previous ed.sc.gov profile.

3. If your email address is recognized, the system will email you a temporary password and a verification key.  Use this information to login and reset your password.  
Note: Your temporary password will expire after 6 successful logins.  If your password expires, go back to step one.   

a. If you do not receive this email, your email provider, normally your District Office, may be blocking the email. Contact your email technical support to determine if mail from the ed.sc.gov domain is blocked. Also, suggest that mail from webmaster-noreply@ed.sc.gov be allowed into your email system.

b. When you receive the email, copy and paste the password into the password field. Be careful to exclude any spaces prior to and after the password.  

4. If your email address is NOT recognized, contact Technology Services for assistance with creating a new account.  (District and School users – do not use the “Create an Account” button.) Please send the following information to dtsqueue@ed.sc.gov: 

First Name  

Street Address

Last Name 

City

District Name 

State

School Name 

Zip

Your Email Address 

Fax 

Title

Phone Number 

Applications or Surveys that you need access to



	Exceptions
	During implementation, a few accounts did not match new password restrictions. Those accounts will be handled individually as they are accessed. Please follow the process outlined in #4 above to report problems.




Please share this information with others who may use the system.
Appendix G: District Precode Project Best Practices

[image: image19.wmf]This appendix contains tips and insights for new and experienced precode coordinators. A few district staff members were surveyed in 2007​​–08 in order to compile this material. We thank them and their colleagues for sharing their district experiences with us.

· Lynn Liebenrood, Dillon Two

· Debi Gilliam and Dale Alston, Dorchester Two

· Diane Wingate, Georgetown

· Diane Dogan and Jim Dugan, Greenville

· Herbert Shrieves, Horry

· Russ Bowling, Lexington One

· Gregg Bibb, Oconee

If you wish to contribute to this appendix, contact Sonya Henley in the Office of Assessment via e-mail at shenley@ed.sc.gov with the subject line of “Precode Best Practices.” 

The Precode Coordinator

The precode coordinator is typically a person who does not exclusively work on the precode project but manages the precode project in addition to his/her (often many) other duties. Districts vary in size and capabilities and have a variety of configurations. There are districts where:

· Only the SASI coordinator is in charge of precode. The Director of Technology sometimes serves as the SASI coordinator. (Larger districts may have more than one SASI coordinator.)

· Only the district test coordinator is in charge of precode. (In larger districts, the district test coordinator may have several people assisting him/her.)

· The SASI coordinator (a technology representative usually) and the district test coordinator work together.

· Other (e.g., the SASI, precode, and district test coordinators are the same person)

Collaboration With Stakeholders
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The precode project is a partnership and team effort between assessment and technology (SASI, precode, and test coordinators; SASI school-level operators), with additional support from the accountability coordinator and student program experts (e.g., guidance counselors, special education teachers, ESOL teachers). Program coordinators are responsible for data within their area.

· Create lines of communication between the stakeholders in order to develop a robust system so that each person has a working knowledge of the others’ duties.

· Understand and communicate how report cards and AYP are dependent on QDC, precode, assessment, and data quality.  The “big picture” view will help you convey the importance of the project and justify the effort required. Helping constituents understand the process may be one of the most difficult challenges districts face.

Things You Need To Know 
If you are new to SASI and the precode project, it helps to work with someone who knows SASI and to have an experienced precode coordinator in a nearby district to call. It is helpful if the precode coordinator knows about the following:
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how your district has handled the precode project in the past

· the different areas the precode project has an impact on (Tip: Create a precode reference book that has assessment, accountability, and student program services [e.g., special education, ESOL] resources that help you see how the pieces fit together.)

· assessments and how data are used for state (report cards) and federal (AYP) accountability (Tip: Know who your district report coordinator is and read data advisories from that person and ask questions.)

· various coordinators in your district (ESOL, Special Education, etc.) and how to request their assistance with the precode project as needed

· who works with SASI/Precode Project in schools (Tip: Create a list by school of SASI and/ or Precode contacts. Ask principals to identify their school’s contact person.)

· SASI (Tip: Be able to navigate within SASI and find the fields that are part of the precode project. Keep up-to-date with SASI since its template or appearance can change from year to year.)

· SASI fields that are part of the precode project and their correct codes (Tip: Read the precode manual and take advantage of training provided by the SCDE.)

· how districts should validate their SASI data prior to submitting data to the SCDE

· how districts submit SASI data to the SCDE

· how to use Reporting Manager

· types of customized test booklets (Tip: Have a copy of the test administration manuals available online in PDF form. School personnel may also contact their school’s test coordinator or their school’s special education contact person for this information.)
Create Timelines

[image: image22.png]Birth Courtry ey
T Tae g i oL 5




Develop a plan for how your district wishes to manage the precode project and create a timeline. Start the process early and do not wait until the last minute. The SCDE only recommends the following general timeline due to differences in district calendars.

· District Precode Coordinators finish training no later than September.

· School-level personnel are trained no later than the end of October.

· Data are entered and checked periodically from November until the precode project ends.

Here are ideas from a few districts: 
· The first meeting about precode is in October when the district is getting ready for the 45-day report.

· The district sends out data quality reports listing number of precode errors by school to district administrators and principals for visibility of issues. Weekly reports are sent out in November/December and daily during the last ten days.

· The district communicates with the schools daily during the precode window in January and the update window in March.  However, weekly communication and school visits start in December in an attempt to help the district be ready in January.

Importance Of Data Quality


“Pay now or pay later.” In the areas of precode, testing, and accountability, this motto reminds us that data quality is critical. Plan ahead, check your data constantly, and your efforts will be worth it in the end. 

· Understand the process. Don’t just assume certain things are true. If you are not absolutely sure, ask questions and investigate.

· Check and recheck the data periodically. If you do not check your data, do not assume your data are correct. Errors go undetected when data are not checked. When you catch errors, study how they occurred so that you will be better equipped to prevent similar errors in the future.

· Emphasize the importance of data quality to your stakeholders. Explain what, when, and why things need to be done. Also explain the consequences of poor data quality.

Data Quality Strategies

Your district’s data quality is an indicator of how ready your district is to submit its final precode data. Data quality control, an ongoing process, can be checked through the following means:

· Perform multiple extracts for precode and have several rounds of data validation.

· Use the error-checking reports provided by SASI and Reporting Manager.

· Get a list of students and the values that need to be entered into SASI. Make sure the values are entered. Keep track of students whose data have already been entered so that you do not need to enter the same data repeatedly.

· Check the frequency of the responses for each variable. For example, if you know you have many alternative school program students and yet no one appears to be coded as such, then there is an error.

· Spot check randomly selected student records.

· Run SC06 Data Verification in SASI that creates reports to send to offices such as Programs for Exceptional Children, ESOL, etc.

· Run queries prior to QDC extractions, examine the data, and distribute the SCDE data validation reports with error feedback to the schools.  
· Send the Reporting Manager reports to the schools several times (weekly or daily as the need arises) during the precode window.

· In smaller districts, members of the district office may each take a school and check that school’s precode data.

· One district sends each principal the Reporting Manager error report. The principal goes over the file with the school’s data team and signs off that it is correct or that they made the necessary changes in SASI.  They must also report what changes were made in SASI.

· The SASI coordinator analyzes the precode data extractions, reviews the data, and reminds the schools to check their reports. Principals are constantly reminded of the importance of correct data when extraction times are nearing. The superintendent also provides reminders during principal meetings. 

· In one district, the contract for SASI system operators was extended to 245 days per year.

· Some districts have their own computer programs that check for errors in their SASI data.

· Some districts are able to view their precode data in Excel and Access. They might provide Microsoft Excel and Access training for SASI data personnel clerks to enable them to filter and query SASI data for omissions and errors.

Strategies For Training District And School Personnel

Do not assume that stakeholders understand the precode project. Train them every time like they have never heard it before. Communicate with them regularly throughout the school year. 

· Training 

· District leaders train school SASI data entry personnel and test coordinators and go through the state’s precode manual and review requirements and procedures. Answer questions about assessment-related issues and SASI fields.

· One district requires all SASI system operators, guidance counselors, ESOL teachers, and special education liaisons from each school to attend the annual precode meeting. The district test coordinator conducts the meeting, 2 to 3 hours long, and answers testing- and accountability-related questions with the district SASI coordinators at hand to answer SASI questions.

· In another district, the training includes each school’s data team (the principal, SASI operator, school test coordinator, guidance counselors, and special education chairperson). The training lasts from 3 to 3½ hours.  Follow-up school visits are made as needed.

· E-mail (information and reminders, especially about deadlines)

· Other mechanisms 

· Reminders are announced during all testing in-service days. 

· Reminders are included in district’s online bulletin or electronic newsletter that is e-mailed to its constituents.

· Meetings

· Hold regular, monthly, or quarterly general SASI meetings. (Some districts meet with all levels at the same time or divide their meetings for elementary, middle, and high school groups.)

· If someone else organizes SASI meetings, request to be included on the agenda for those meetings.
· Try to get on the agenda of the district’s principal meeting to inform principals of what the precode project requires. It is important to gain the support of the principal for this process.
· Create a district version of the precode manual if you do not wish to use the state’s precode manual as is. 
· You may annotate or revise the state’s precode manual to suit your district’s needs. 

· Distribute the state’s or district’s precode manual as soon as possible. If you use a district version, send only your to avoid confusion.

· Examples of additions include a timeline of tasks with dates, participation guidelines for HSAP and alternative assessment, and a form for ESOL teachers to use.   

· Some districts add the syntax for SASI queries that assist in data checking for every precode field. Strategies for mass data changes may also be presented. Mass updates are convenient. However, users must be careful not to introduce invalid values using this method. For example, although SASI limits gender values to M and F, another value can enter the gender field accidentally via a mass update query.
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District technology personnel apply the SC template to SASI before school opens. 
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District superintendents designate district precode  coordinators.
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District precode coordinators train their district/school personnel.








District precode coordinators work with their school personnel, district test coordinator, and district technology coordinator to complete the precode project. 





Data are entered/corrected at the school level.





Use Reporting Manager’s Data Validation Reports. 
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Precode Processes





PRECODE DATA CYCLE





Important Note:


The data cycle through the SASI Data Verification Report can be performed as soon as the school year starts and long before the precode phases begin. Starting early reduces the pressure to correct data in a short period of time. Once the precode phases begin, you can include the Reporting Manager’s Data Validation Reports in the cycle. These reports would be available some time after each SWEET transmission. The Validation Reports check on other things the Verification Reports do not.























