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Introduction

The WDEG02/ 652 is the anthoritative collection of staff-level
demographics and employment information.

This guidebook serves as the definitive instruction set for the data contained within the
WDEG602/WDEG652 Data Collections.

Because the WDEG02 and WDEG52 collection data elements have been aligned
the guidebooks are combined.

The WDEOG02, or fall staffing collection, collects statistics on all staff members
within each school district. The collection consists of six separate data files. The
six files are 1) Staff/Employment, 2) Assignment, 3) Experience, 4) Education 5)
Schedule Header, and 6) Salary Schedule. The WDEG52, or spring staffing
collection, collects the first four files and uses the schedule header and salary
schedule that were submitted in the fall.

The Staff/Employment file collects information on the staff members’
demographics and current employment status within the school district. The
elements within the Assignment file collect information on the staff members’
current assignment. Experience records are added for new employees and
employees working in new experience groups. The Education file collects post-
secondary information on all principals, assistant principals, interim principals,
tutors, teachers, and instructional facilitators as well as their Praxis II information.
The Schedule Header provides information on the construction of each district’s
salary schedule. The Salary Schedule contains a salary distribution for those staff
members that are on that particular schedule.
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s chool Districts are required to submit a variety of data collections each
year. The data collected by the Wyoming Department of Education (WDE) is

critical and essential to the continual growth of Wyoming’s education system. It
is widely agreed upon that you need quality and timely data to inform the work of
stakeholders such as students, teachers, administrators, parents and policy makers to
most appropriately impact the teaching and learning process. The data from the
WDEG602 Collection is made available in a clear and useful way through the Stat 2 data
which is published annually.

WDEG602WDEG652 Purpose and Authority

The WDEG02 collects employment details as of an October 1% snapshot; duties
employees are contracted or planned to work during the full school year. It is
important to report all contracted and planned employment, not just what is being
done on October 1. October 1% employment data is required for use in
administering the funding model (Wyoming State Law 21-2-203), staff
endorsement and Highly Qualified status determinations (NCLB), and mandated
state and federal reporting.

Conversely, the WDEG52 collects actual employment details as they have occurred
throughout the entire school year. In this manner, the WDEG652 accounts for all
changes in employment throughout the year, including modifications to contracts
and turnover. Year-end employment data is required to ensure accurate FTE
experience is calculated for each individual. This data is then rolled forward as
prior experience for use in conjunction with the next fall’s October 1*
employment data in the Wyoming Funding Model. Accurate calculation of FTE
based on actual, full-year employment detail is important because it reduces
errors in funding and decreases audit findings.

There are several authorities that allow the WDE to collect data for the WDEG602/652
collection they are listed below:

W.S. 21-2-203

W.S. 21-7-303

W.S. 21-3-110(a) (i) (A)
W.S. 21-13-309(m) (v)(F)

W.S. 21-2-20(c) ii)
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Enrolled Act 23
Section 334 of House Enrolled Act 46

No Child Left Behind (NCLB) Highly Qualified Teacher Monitoring
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Differences between the WDE602 and WDEG52

Procedurally, the submission of the two collections differs in that the fall
collection (WDEG602) requires the submission of a schedule header and salary
schedule where in the spring collection (WDE652) the salary schedule information
is pulled from the fall (WDEG602) submission.

There are also differences in the reporting of hire and separation dates. In the fall
collection (WDEG602) districts will report persons who were hired or separated
between July 1 and October 1 of the current year. In the spring collection
(WDEG652) districts will report persons who were hired or separated at any time
during the school year (July 1 — June 30). Functionally, a hire date must be
provided if a district failed to provide an employment record in the prior
collection. Or if there was an employment record in the prior collection, but there
was a separation date as well, for example if a person left and rejoined the district.

Instructions

The WDEG02/652 is the official collection for staff-level demographic and assignment
information. This report includes vital and social statistics on district staff in Wyoming
schools.

The instructions listed below are designed to provide an overview on the
WDEG02/WDEG52 collections. These instructions are not intended to give the
reader technical guidance on the State Report Manager (SRM). The SRM User’s
Guide can be found online at
http://www.k12.wy.us/wise/Documents/CurrentDocs/ WYOMING SRM 0628

07 v3.pdf.

What’s new for the 2011 WDE602?

Base Salary header has been renamed Regular Salary

In the Employment file the header BaseSalary has been renamed RegularSalary.
The name of the element was changed in order to align the collection to the
terminology used by the districts.

Total Extra Salary Field has been added to the Employment File

A WDE populated field called TotalExtraSalary has been added to the
Employment File. This field merely totals all the extra salary assignments reported
for each individual.



http://www.k12.wy.us/wise/Documents/CurrentDocs/WYOMING_SRM_062807_v3.pdf
http://www.k12.wy.us/wise/Documents/CurrentDocs/WYOMING_SRM_062807_v3.pdf
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Funding Type Element added to the Assignment File

A new element called FundingType has been added to the WDEG602 Assignment
file. Districts will be required to report whether an assignment is paid for with F
(Federal Funds) S (State General Funds) or O (Other Funds).

New Assignment Element that denotes whether an assignment
is part of the regular salary or an extra salary assignment.

A new element called RegularOrExtraSalary has been added to the Assignment
File. Districts will be required to report whether an assignment is R (Regular
Salary) or E (Extra Salary) Assignment.

Assignment Salary has been added to the Assignment File

Each assignment record will be required to have an assignment salary. This field
will be pre-populated for staff with one experience group code after the data is
submitted in the SRM. Districts will need to break out the assignment salary for
employees with more than one experience group code and all extra salary
assignments.

ExtraSalary and Salary Elements have been Eliminated
Because the districts are required to provide an AssignmentSalary for all

assignment types, extra salary included, the ExtraSalary and the WDE populated
field called Salary have been eliminated from the Assignment File.

Extra Salary Reason Code

An ExtraSalaryReason code has been added to the assignment file. Districts will
need to report an extra salary reason for all extra salary assignments (all
assignments with E (Extra Salary) in the RegularOrExtraSalary field).

Reason codes include:

o NB - National Board Certified Teacher (NBCT) pay

o ON - Other National Certification pay (national board related
pay for any employee type, excluding NBCT pay)

o RI - Rural Inconvenience (Isolation) Pay or Fuel Stipend

o EA - Equipment Allowance (Car, Phone, Tools, etc)
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SO - Sign On Bonus

o

o HA - Housing Allowance
o LG - Retention Bonus / Longevity Pay
o MY - Mid-Year Salary Schedule Step Increase

o DP - Differential Pay (working condition related - e.g.
overnight shift, hazard pay)

o TE - Education Incentive
o YH - Holiday / Year End Bonus

o AS - Additional Pay for Individual Who No Longer Fits on the
Salary Schedule

o PF - Performance Bonus

o XD - Extra Duty - NOT usable with the EPY "Additional Pay"
assignment code, rather, for use only with actual-duty
assignments (all assignment codes other than the code for
"Additional Pay").

Note: Do not report extra pay associated with summer school or unpaid
vacation or sick leave.

Praxis Il Test City Administered and Praxis Il Test Country
Administered Eliminated

The Praxis II Test City Administered and Praxis II Test Country Administered
headers for tests 1 — 4 have been eliminated from the Education File.

Revised Reportable Combinations Hand Out

It is important that districts carefully review the newly revised Reportable
Combinations Hand Out. Wyoming Department of Education staff spent the last
year working with a sub-group of the School Finance Data Advisory Committee
to improve the Reportable Combinations Handout.

Through a series of district surveys, WDE staff determined there were several
assignment codes that were arbitrarily used for multiple different positions.
Districts were surveyed and codes that were unclear were eliminated while new
codes were created where assignment codes had previously been lacking.
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In addition to creating new assignment codes a column was added called
Reporting Type Allowed. This column reports whether an assignment is to be
reported with Time and Contract Days (T), Annual or Holiday Hours (H) or as an
Extra Salary position (A).

There is also a column that informs which assignments require an entry in the
Education File.

To further explain some of the less obvious assignments, some definitions have
been provided in Appendix D of the guidebook. In the Reportable Combination
hand out, assignments with descriptions have been highlighted in gray.

A majority of the vocational education assignments have been renamed and
aligned with the Career and Technical Education Career Clusters, these
assignments are highlighted in red. The career clusters and the SCED codes that
are assigned to each have been included in Appendix E of the guidebook.

To assist districts with questions regarding the new assignment codes a series of
conference calls have been scheduled and posted in the WDEG02 training slides.

Recap of changes to last fal’s WDE652

State Report Manager (SRM) now accessible through Fusion

Districts can now upload their WDEG02/WDEG652 data to the WDE through a
single sign-on feature in the Wyoming Department of Education Fusion portal.

If it is the user’s first time using the Fusion single sign-on service they will need to
check with their district’s Fusion Administrator to make sure they have a user account
and the approptiate WDEG02/WDEG52 rights are assigned.

> WDEG602/WDEG652 Certify — You will be able to log into the State Repott
Manager via Fusion, upload and edit information, and certify. Data is certified
by clicking on the blue Send to WDE link.

» WDEG02/652 Edit — You will be able to log into the State Report Manager
via Fusion and upload and edit information but cannot send it to the WDE.

» WDE 602/652 Read — You can access WDEG02 information the WDE
reports back to districts after data has been submitted and cleaned of all errors,
for example the Newspaper Report. You will not have access to the SRM
through Fusion.
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Once you have made sure you have the appropriate rights, access the Wyoming

Department of Education Fusion portal at http://fusion.edu.wyoming.gcov and use
your username and password to login.

Next click on the blue Applications link at the top of the page:

{2 Wyoming Education Fusion - Home - Fusion Home - Windows Internet Explorer
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Click on the State Report Manager link:
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You will then be taken to the SRM. Note: You will not be able to see all the
collections that you would if you were to log directly into the SRM. If you work on
other SRM collections like the WDEG684 or WDEG01 you will need rights to these
collections in the Fusion portal as well.

Collection of Staff Emails

The WDE has added an email field to the Employment file. This field is required
for all certified staff, excluding persons who are coaches only. Do not report
personal email addresses. Make sure you add the emails for all new hires that
have district assigned email addresses.

Data Submission Process
Login

The first step in the data submission process is to login to the SRM either directly
through the SRM or through the Wyoming Department of Education Fusion
portal. Each district has a SRM contact person. In most cases, this is the district
WISE coordinator. This person has the district’s URL, username, and password
necessary to log in directly through the SRM. It will be necessary to work with this
person in submitting the data from this collection.

11
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Overwriting Data

The potential exists for users to overwrite each other’s data. A simple example of
this includes Jill and Bob, whom are both staff members of the same school
district. On Monday morning, Jill downloads the Staff/Employment file. She
decides to update personnel within that file later in the week. On Tuesday, Bob
logs into the SRM to edit the Staff/Employment file. He makes all of his
corrections and logs off the SRM on Tuesday afternoon. On Friday, Jill completes
her edits within that file and then uploads her version of the Staff/Employment
file. Jill’s file will overwrite all of the edits that Bob made on Tuesday.

In order to avoid a similar scenario, all school district personnel must coordinate
with each other and with the WISE Coordinator. In addition, it is highly
recommended that each school district devise its own plan to meet the
requirements of this collection. This plan should include an editing schedule or
systematic flow of tasks to help ensure that overwriting of data is prevented.

Preload Files

When districts enter the SRM to complete the Fall WDEG02 they will need to
preload their data in order to pull updated files into the SRM so they may
download them to their hard drives. Prior to the 2009 WDEG02 this task was
manually performed by the WDE technical department through several days of
work. The process is now easily done by each district. Districts will log onto the
SRM and click the New Trial link. Users will see a choice between Preload and
Upload. By checking the Preload link districts will have access to data in the
state’s data warehouse. The data will include updated Employment, Assignment,
Experience and Education files with the prior years experience added in as well as
the removal of staff that districts reported with a separation date in the previous
school year. The preloaded files will also include the changes made to the
Employment and Assignment file headers. After files are preloaded they can
be downloaded and saved as in years prior. Districts will only need to use the
Preload link the first time they log onto the SRM.

In the spring districts have the option to preload their data or continue working
from a copy of the WDEGO02 file they submitted in the fall. If districts wish to
continue working from a copy of their WDEG02 they should first save a copy of
the data they submitted in the fall, rename the file WDEG52... and make
necessary changes to the data to reflect what actually occurred within the district
during the fiscal year Julyl — June 30.

12
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Salary Schedule Files (Uploaded in the Fall WDE602 Only)

Once the data files have been updated, the next step is to upload the salary
schedule into the SRM. This can be done by clicking on the Run a Trial link next
to the WDEG02 Salary Schedule heading on the main page of the SRM. Then, the
user will click on the orange New Trial button. In the next screen, the user will
upload the associated salary schedule files. Please note that all associated files
must be uploaded or the user will get an error message after clicking the
“Import” button. While the data are being uploaded, the program checks the
data for errors. There are screen shots available in Appendix C to guide the user
through uploading the files into the SRM.

Once the salary schedule(s) is uploaded all errors must be corrected before
uploading the Assignment/Employment/Expetience/Education files. Please
reference the Errors in Data section below for more information on how to
correct the errors in the schedule. Once all errors have been fixed, the salary
schedule needs to be sent to the WDE. Please reference the Send to WDE section
below for more information.

If the district has both I and T salary schedules they will need to upload both.
Assignment, Employment, Experience and Education Files

Atfter the salary schedule has been sent to the WDE (done for the WDEG602
collection only), the Assignment, Employment, Experience and Education files
can be uploaded into the SRM. The process for uploading these files is similar to
the Salary Schedule.

This can be done by clicking on the Run a Trial link next to the WDEG602 or
WDEG652 Staff Employment, Assignments, Experience and Education heading on
the main page of the SRM. Then, the user will click on the orange New Trial
button. In the next screen, the user will upload the associated
Assignment/Employment/Experience/Education files. Please note that all
associated files must be uploaded or the user will get an error message after
clicking the Import button. While the data are being uploaded, the program
checks the data for errors. In the WDEG02 submission the user will receive
numerous errors referencing the salary schedule if it was not sent to the WDE
before the Assignment/Employment/ Expetience/Education files were uploaded.
There are screen shots available in the Appendix C to guide the user through
uploading the files into the SRM.

13
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Errors in Data

Once the data have been uploaded, the user must evaluate all errors and warnings
reported in the SRM. The SRM provides these errors in an attempt to provide
cleaner data to WDE and the districts. It should be noted that any errors must be
corrected before the SRM will allow the user to send data to the WDE.

There are two ways to make corrections to the data. The user can make
corrections offline and upload a corrected set of files. (Note: all editing must be
done offline for the Salary files.)

The other option is to edit records online. On the main menu, the user can click
the Records link. On the next screen, the user can click on one of the files listed
on the left hand side of the screen. A list of records within that file will then be
shown on the screen. The user can scroll through the list to find the record that
needs editing. Once the editing is complete, the user must click on the Save
button. After all edits are made, clicking the Revalidate link will start the program
to check for errors. Please note that online editing is only available for the
Employment, Assignment, Experience and Education files.

Unless you are going to re-download a corrected copy of your files after you’ve
done on line corrections we recommend that you make all corrections off line.

Appendix C provides screen shots on identifying and reconciling errors and
warnings. It also provides insight on editing the Staff files online.

Send to WDE

Once all errors have been corrected and all warnings have been examined, the user
is ready to send the data to the WDE. For both the Salary and Staff files, the Send
to WDE button will turn blue at that time. Remember the Salary files are sent only
in the WDEG02 and must be sent prior to the Staff files. Once each district has
sent in the data, its content will be verified against other data collections. If any
errors or questions persist in the data, the Data Collection Steward will contact
each district for clarification.

Download Finalized Data

The user has the option to download the submitted data files out of the SRM.
One copy of each submitted data file should be saved in a secure location for
auditing purposes. These files may also prove useful to reconcile any questions
that may arise.

14
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Updating fall WDE602 data to facilitate spring WDE652
submission

First, make sure to save original copies of your final (submitted) set of fall
WDEG02 files. Then, make a second copy of these files to use in updating
changes to employment details throughout the school year.

Districts will find that continuous updating of fall WDEG02 data will vastly
simplify final preparation and submission of spring WDEG52 files. Remember to
only update copies of the WDEG02 submission files, not the original files.

15
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Collection Schedule

The submission of the data can be done within a certain span of time. This
timeframe is referred to as the data collection window. During this timeframe,
school district personnel may submit their data any day for the collection in
question. It is imperative that the data be submitted by the last date, also known as
the due date, of the collection window. For this collection, the WDEG02, the due
date is October 27, 2011.

It is highly recommended that each district load data a week before the collection
is due. For this collection, district should load data no later than October 20, 2011.
This will ensure that data can be validated and errors can be corrected before the
data are sent to WDE.

WDEG602
Collection Window
October 1 - 27,
2011

16
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The first file is the Employment File.
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The purpose of this file is to submit

demographic information for each staff member. It contains 33 elements.

o  WISEStaffID

e StaffNamePrefix
o StaffFirstName

e StaffMiddleName
e Staffl astName

o StaffNameSuffix
e StaffFormerName
e SeparationDate

e StaffDateOfBirth
o StaffGender

e AsianRace

e BlackRace

e IndianRace

e DPacificIslanderRace
e WhiteRace

e HispanicEthnicity
e HireDate

e Degree

e LicenseType

e LicenseState

e LicenseNumber

e LicenseExpirationDate
o StaffEmail

o DistrictID

e BaseSchoollD

e RegularSalary NoaMiECHNGE
e SchedulelD

¢ ColumnNumber

e RowNumber

e TotalExtraSalary Niw

e InsuranceOption

e FTE

e TotalSalary
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WISEStafflD

The WISE Staff ID is a seven digit identifier that the Wyoming Department of
Education assigns to all district staff. It was implemented in 2005 in order to safely
transmit staff information without compromising identity. WISE Staff IDs can be
retrieved from the State Registration System (SRS) in the Wyoming Department of
Education Fusion portal http://fusion.edu.wyoming.gov by your district’s WISE 1D
Administrator. The identifier you enter in the WDE602/652 will be verified against
the SRS.

StaffNamePrefix

A title used to denote rank, placement, or status i.e. Mr., Ms., Reverend, Sister,
Dr., and Colonel. The prefix can be up to eight characters in length. This element
is optional.

StaffFirstName

This element exists in all four files so that the district and WDE have an easily

recognized identifier when reviewing data. The Employment File is the authoritative

location for the data and is the only file where the spelling of names needs to be
corrected. Please use legal names rather than preferred, for example, William

State Registration

System (SRS)

The SRS is an application for
securely assigning and obtaining
unique ID numbers for both
students and school district
staff members. It is available
within the Wyoming Education
Fusion portal. This application
is inaccessible to the general

public.

rather than Bill. The staff member’s first name will be verified against the State
Registration System (SRS).

StaffMiddleName
The staff member’s legal middle name as it appears on their Birth Certificate. This
element is optional.

StaffLastName

The staff member’s legal last name as it appears on their Social Security Card. The last
name element exists in all four files but the Employment File is the authoritative
location and the only file where the spelling of names needs to be corrected. The Staff
member’s last name will be verified against the State Registration System (SRS).

StaffNameSuffix
Generation indicator or degrees earned e.g. Sr., Jr., Ph.D. This element is
optional.

StaffFormerName
Most recent previous last name this staff member may have used. e.g. maiden
name.

SeparationDate
In the WDEGO2 if the staff member is no longer employed by the district during
the dates of July 1 through October 1 of the current fiscal year, a valid date

18
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YYYYMMDD) must be entered. In the WDEG52 report a separation date for
anyone who separated during the current fiscal year July 1 — June 30.

If staff resigned and did not earn income during the current fiscal year the district
will enter a regular salary of O and delete the Assignment, Experience and
Education files. If the individual did earn income in the current fiscal year the
regular salary, contract days and time or annual hours will need to be adjusted
accordingly and all four records (employment, assignment, experience and
education), if applicable, are submitted.

Collection of Separation and Hire Dates facilitates quality assurance of
employment and assignment data utilized in the calculation of FTE values for the
Wyoming Funding Model.

StaffDateOfBirth
The staff member’s date of birth should be entered in the format: YYYYMMDD.

Staff Date of Birth will be verified against the State Registration System (SRS).

StaffGender
The staff member’s gender is a one digit value: “M” for Male, “I” for Female.

Staff Gender will be verified against the State Registration System (SRS).

Ethnicity and Race Reporting Guidance

In October of 2007, the US Department of Education (USED) released new guidance
on collecting and reporting racial and ethnic data. The guidance took effect on
December 3, 2007, and full implementation is required no later than the 2010-2011

school year.

19



The Wyoming Department of Education
(WDE) will require school districts and
accredited institutions to start collecting and
reporting under the new race and ethnicity
guidelines for all data collections in the
2009-10 school year.

What does this mean for schools and
accredited institutions?

The new federal collection standards
mandate that organizations must provide
ALL STUDENTS AND STAFF the
opportunity to re-identify their race/ethnicity
via the adjacent guidance provided by the
USED. Staff and parents should be
informed that race/ethnicity information is
collected for the purpose of monitoring,
accountability and to ensure that schools
are receiving the proper educational
programs and services they need.
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AsianRace
BlackRace
IndianRace
PacificlslanderRace
WhiteRace
HispanicEthnicity

These six fields are used to report a student’s Race and
Ethnicity. When collecting a person’s race/ethnicity:

» Organizations must ask respondent in a two-part
question format.
» 'The first question is about ethnicity.
o Reported in the HispanicEthnicity data field.
» The second question is about race.
o Reported in the five race data fields.

Valid values for all six fields are: Y or N (Y = Yes, N =
No)

None of these fields can be left blank. If
HispanicEthnicity = Y (Yes), at least one of the race data

fields must also be Y (Yes). All race fields cannot be reported as N (No).

Federal Guidance:
http:/ /www.ed.gov

olicy/rschstat/guid/raceethnicity/index.html

Managing an Identity Crisis from the National Forum on Education Statistics:
http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2008802

HireDate

New staff member hire date. In the WDEG02 only report a hire date for staff
members hired July 1 — October 1 of the current fiscal year. For the WDEG652
report anyone hired during the current fiscal year (July 1 — June 30). A valid date
YYYYMMDD) must be entered.

Collection of Separation and Hire Dates facilitates quality assurance of
employment and assignment data utilized in the calculation of FTE values for the
Wyoming Funding Model.

Degree

Highest degree earned by a staff member.
N — None
P — ParaHQ (Paraprofessional Highly Qualified without Associates
Degree as defined in No Child Left Behind — 1119(c))

A — Associates
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B — Bachelors
M — Masters
D — Doctorate

Staff education level is utilized in federal reporting under No Child Left Behind
(NCLB).

LicenseType
License type is a valid three letter assignment code (found in Appendix A).

Note: Districts are only required to report licensure information for positions in
Appendix A. These fields will be left blank for a majority of employees. Also be
aware that there are numerous positions listed on Appendix A that require either a
license or a PTSB endorsement. If employees have endorsements in these
assignments then please leave the licensure fields blank.

LicenseState
State the license was issued. Persons working in Wyoming are required to have a
Wyoming State License therefore this field will always be WY.

LicenseNumber
Wyoming state license number.

LicenseExpirationDate
Date license expires, must be a valid date (YYYYMMDD).

StaffEmail

A valid district assigned email address. If staff member was not assigned a district
e-mail address this field must be left blank.

DistrictiD
The WDE 7-digit ID for the district of the staff member’s employment.

BaseSchoollD
The WDE 7-digit ID for the school the staff member is assigned to for the greatest
amount of time; can also be a district ID.

RegularSalary
Regular salary is an employee’s annual pay for core contract duties (as defined by
the district) and does not include extra salary.

If a staff member is on a salary schedule and he/she has 1 FTE, the regular salary
should match the schedule salary. If an employee only has assighments for extra
salary, for instance coaching, time and contract days are 0 (assignment file) and
regular salary is O (employment file).
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Because regular salary is an annual amount, for classified (hourly) employees you
will need to calculate the regular salary by multiplying the hourly rate of pay by the
number of work hours. (Work Hours = Annual Hours — Holiday Hours).

SchedulelD
The ID for the salary schedule that an employee is on (either I or T). If an employee is
not on a salary schedule this field is left blank.

Note: If the employee is not on the salary schedule(s) you submitted in October, do
not list a column or row for them in your Employment file. If there is a column or
row listed, you must have a schedule ID listed as well. Either all three fields, Schedule
ID, Column and Row, must have values or none of those fields should have values.

ColumnNumber
If this staff member is on a salary schedule, the column number of their schedule
placement.

RowNumber
If this staff member is on a salary schedule, the row number of their schedule
placement.

TotalExtraSalary

This field is the sum for all extra salary assignments. Pay for extra duty which is
above and beyond the regular salary contract. If the assignment has a percent of
time or annual hours, it is considered part of the regular salary. If the percent of
time and annual hours are (0), it is an extra salary. The assignment salary for all
assignments with “E” in the RegularOrExtraSalary field will be totaled in this
column. This is a field provided by the WDE.

InsuranceOption

In the 20006 legislative session, Enrolled Act 23 was adopted and authorized the
WDE to collect district health insurance actual participation information to
calculate the health insurance amounts to be provided in the education resource
block grant model. W.S. 21-13-309(m)(v)(F) requires the amounts to be provided
in the education resource block grant model for health insurance to be based upon
prior year statewide average district weighted actual participation in district health
insurance plans as to the proportion of employee only, split contracts, employee
plus spouse or children, and family coverage.
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In 2009 the codes were redefined to the following:

INSURANCE_OPTION_CODE INSURANCE_OPTION
EO Employee Only
FY Family
NA None
SC Split Contract
ES Employee Plus Spouse
EC Employee Plus Child(ren)

Note: You must review your employees and place them in one of the categories
listed above based on the State plan participation requirements. For definitions
use the following link. http://personnel.state.wy.us/EGI/2009HealthPlanBook-
Active.pdf. Read each of the data elements definitions and use the most
appropriate code that best suits the staff member’s insurance option.

If an employee does not participate in the district health insurance plan but
receives the equivalent of the “employee only” premium for a health insurance
reimbursement account you must select NA for None.

FTE

The sum of all Assignment FTEs is a field that is provided by the Wyoming
Department of Education. The calculations used to determine FTE are described
in Appendix B.

TotalSalary

Total salary is the sum of an employee’s Regular Salary (annual pay for core
contract duties) and Extra Salary (bonuses and pay for additional workload which
may include coaching, facilitating extracurricular activities, and overtime). This is a
tield provided by the WDE.
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Assignment File

The second file is the Assignment File. The purpose of this file is to submit
information for specific assignments performed by the staff member. It contains 19
elements.

e DistrictID e Time

e WISEStaffID e AnnualHours

e StaffFirstName e HolidayHours

e StafflastName e FundingType Now

e AssignmentCode e RegularOrExtraSalary Niw
e TeacherType e AssignmentSalary Naw

e SchoollD e ExtraSalaryReasonMew

e LowestGradeServed e EmployeeClass Niw

e HighestGradeServed e AssignmentFTE

e ContractDays

DistrictiD
The WDE 7-digit ID for the district of the staff member’s employment.

WISEStafflD
This is the WDE 7-digit state assigned staff record identifier for the employee. The
WISE ID is verified against the SRS.

StaffFirstName

This element exists in all four files so that the district and WDE have an easily
recognized identifier when reviewing data. The Employment File is the authoritative
location for the data and is the only file where the spelling of names needs to be
corrected. Please use legal names rather than preferred, for example, William rather
than Bill. The staff member’s first name will be verified against the State Registration
System (SRS).

StaffLastName

The staff member’s legal last name as it appears on their Social Security Card. The last
name element exists in all four files but the Employment File is the authoritative
location and the only file where the spelling of names needs to be corrected. The Staff
member’s last name will be verified against the State Registration System (SRS).

AssignmentCode

Assignment codes are three character codes provided by the Wyoming
Department of Education for all work assignments. Current and Active
Assignment codes can be found in the Reportable Combinations document on the

WISE website, http://portals.edu.wyoming.gov/wise/.
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Persons can be reported with one or multiple assignments depending on how
many roles they have within the district.

Note: All assighment codes consist of three letters except for the Elementary
Grades teacher code (ELO) which ends in a zero.

TeacherType

Teacher type is a two letter code indicating if a teacher is a Teacher of Record
(TR) or Teacher Not of Record (NT).

Assignments that are not teaching positions will leave this field blank. All
assignments are defined as TR, NT or blank on the Reportable Combinations
hand out.

Instructional Position Types - Reporting Guidance:

e A “Teacher of Record” is a certified teacher who is generally responsible
for planning lessons, instruction, and assigning grades and credits.
“Teacher of Record” positions are reported using subject specific
assignment codes and a teacher type value of TR.

e A “Teacher Not of Record” is a certified teacher who provides classroom
instruction as part of a team with a Teacher of Record, to a specific
student in an inclusion setting, or as a Special Education Specialist
providing one-on-one instruction in a Resource Room. A “Teacher Not
of Record” may assist in planning lessons but do not assign grades or
credit. “Teacher Not of Record” positions are reported using subject
specific assignment codes and a teacher type value of NT.

e A “Tutor” is a certified teacher assigned to provide supplementary
instruction working with individuals or small groups of students. A
“Tutor” is not involved in course planning and does not assign nor
influence assigning of grades or credits. Unlike “Teacher of Record” and
“Teacher Not of Record” required teacher certification for a “Tutor” is
not subject specific. “Tutor” positions are reported using the specific
Tutor assignment code TUT. The teacher type field is left blank.

e “Instructional Aide” reporting should be used for any instruction provided
by an individual not holding active teacher certification or that does not fit
under the descriptions for “Teacher of Record,” “Not Teacher of
Record,” or “Tutor”. “Instructional Aide” positions are reported using
the AID assignment code. The teacher type field is left blank.

SchoollD
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The school ID is a seven digit identifier assigned by the WDE of where the
assignment occurs, if the staff member is assigned to multiple schools then there
must be a separate assignment for each school. This ID can be the district ID if
the assighment is a district level position.

LowestGradeServed

The lowest grade this staff member serves for this assignment, not the lowest
grade served at the organization. Valid codes are PK, KG, 01, 02, 03, 04, 05, 00,
07,08, 09, 10, 11, and 12.

HighestGradeServed

The highest grade this staff member serves for this assignment, not the highest
grade served at the organization. Valid codes are PK, KG, 01, 02, 03, 04, 05, 00,
07, 08, 09, 10, 11, and 12.

ContractDays

Contract days are provided for Non-Classified Staff Only. The number of days the
staff member is contracted to work in the school year. Typical teacher contracts have
approximately 185 days. Administrative contracts often have more. Do not count
weekends and holidays. Contracts should not exceed 262 days.

Time

Time is provided for Non-Classified Staff Only. The percentage of time
(percent of each day worked) contracted for each non-classified assignment. Itisa
numeric value between 1.00 and 100.00 with 100.00 being equivalent to a full time
contract as defined by the district.

AnnualHours

Annual hours are provided for Classified Staff Only. Annual hours are the total
number of hours a classified staff member spends for this assignment during the
fiscal year (July 1 — June 30). Annual hours can be a number between 1 and 2,096
and should include both work hours and paid holiday hours.

A classified staff member is considered full time at 1400 hours. They must work a
minimum of the student days (usually 175) and eight hours per day. Calculation:
175 (days) * 8 (hours) = 1400 work hours. (Work Hours = Annual Hours —
Holiday Hours).

HolidayHours
Holiday hours are provided for Classified Staff Only. Holiday hours are number of
paid holiday hours received duting the fiscal year for this assignment.

FundingType
Is this assighment paid for with federal (F), state general funds (S), or other funds (O)?
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RegularOrExtraSalary
Is this assighment paid for with the Regular Contract Pay (R) or Extra Salary (E)?

AssignmentSalary

The amount of regular or extra salary paid for this assignment. Regular salary
consists of money paid for the core contracted duties. Extra salary consists of
bonuses and pay for additional workload which may include coaching, facilitating
extracurricular activities, overtime, or any other district specified duty. If a person
has an extra salary assignment such as the contract days and time will be blank.

This field will be populated after submission in the SRM for all regular salary
assignments as long as the individual’s assignhments are in the same experience group
code. Districts will have to provide this field for all extra salary assignhments
(assignments with RegularOrExtraSalary or E) or for persons who have regular salary
assignments in more than one experience group code. For example, a person who
serves as both a teacher and a principal has two experience group codes. For a list of
assignments and their correlating experience group codes see the Reportable
Combinations handout.

ExtraSalaryReason

Extra Salary Reason codes are required for all assignments that have E (Extra Salaty) in
the RegularOrExtraSalary field. Valid codes are:

NB - National Board Certified Teacher (NBCT) pay

ON - Other National Certification pay (national board related pay for any employee
type, excluding NBCT pay)

RI - Rural Inconvenience (Isolation) Pay or Fuel Stipend

EA - Equipment Allowance (Car, Phone, Tools, etc)

SO - Sign On Bonus

HA - Housing Allowance

LG - Retention Bonus / Longevity Pay

MY - Mid-Year Salary Schedule Step Increase

DP - Differential Pay (working condition related - e.g. overnight shift, hazard pay)

TE - Education Incentive

YH - Holiday / Year End Bonus

AS - Additional Pay for Individual Who No Longer Fits on the Salary Schedule

PF - Performance Bonus

XD - Extra Duty - NOT usable with the "Additional Pay" assighment code, rather, for
use only with actual-duty assignments (all assignment codes other than the code for
"Additional Pay").

Employee Class

Employee class is based on the assignment code and teacher type. This field is
provided by the WDE.
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AssignmentFTE

Assignment FTE is a field that is provided by the Wyoming Department of
Education. It isa numeric percentage of time that is spent on the individual
assignment. The calculations used to determine Assignment FTE are described in
Appendix B.

The difference between the assignment FTE and the Employment FTE is the
assignment FTE is the calculated FTE for a particular assignment. The employment
FTE is the sum of the assignment FTEs for a particular staff member if they have
more than one assighment. If the staff member only has the one assignment, the two
will be the same.
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Experience File

The third file is the Experience File. The purpose of this file is to submit information
for the number of years and kind of work experience performed by the staff member.
It contains 12 elements.

e DistrictID

e WISEStaffID

o StaffFirstName

e Staffl astName

e ExperienceGroupCode

e DistrictExperience

e  OtherWYDistrictExperience

e WYlInstitutionalExperience

e  OutofStatePublicSchoolExperience
e  OutofStatelnstituionalExperience

¢  WYNonPublicSchoolProfessional
e  OutofStateNonPublicSchoolProfessional

DistrictiD
The WDE 7-digit ID for the district of the staff member’s employment.

WISEStafflD
This is the WDE 7-digit state assigned staff record identifier for the employee. The
WISE ID is verified against the SRS.

StaffFirstName

This element exists in all four files so that the district and WDE have an easily
recognized identifier when reviewing data. The Employment File is the authoritative
location for the data and is the only file where the spelling of names needs to be
corrected. Please use legal names rather than preferred, for example, William rather
than Bill. The staff member’s first name will be verified against the State Registration
System (SRS).

StaffLastName

The staff member’s legal last name as it appears on their Birth Certificate. The last
name element exists in all four files but the Employment File is the authoritative
location and the only file where the spelling of names needs to be corrected. The Staff
member’s last name will be verified against the State Registration System (SRS).
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ExperienceGroupCode

Experience Group Code is where the assignment’s experience accumulates.
Experience group codes can be located on the Reportable Combinations resource
posted on the WISE web site.

DistrictExperience
The number of FTE years, prior to the start of the current school year, experience in
the district where they are currently employed.

OtherWYDistritExperience
The number of FTE years, prior to the start of the current school year, experience in
any other Wyoming public school district.

WY IintitutionalExperience

The number of FTE years, prior to the start of the current school year, experience
at a Wyoming private school, K-12 educational institution, or post-secondary
educational institution that is accredited by an agency recognized by the United
Stated Department of Education.

OutofStatePublicSchoolExperience

The number of FTE years, prior to the start of the current school year, experience
in an accredited K-12 public school outside of Wyoming. The total FTE years
experience need to be reported regardless of the district’s policy governing the
number of FTE years experience they will accept for placement on the districts
salary schedule.

OutofStatelnstitutionalExperience

The number of FTE years, prior to the start of the current school year, expetience at a
private school, K-12 educational institution, or post-secondary educational institution
outside of Wyoming that is accredited by an agency recognized by the United States
Department of Education.

WYNonPublicSchoolProfessionals

The number of FTE years, prior to the start of the current school year, experience
at a Wyoming non-educational institution, such as a clinic or hospital. Note:

This experience should be reported only for licensed staff assignments (see

Appendix A).

OutofStateNonPublicSchoolProfessionals

The number of FTE years, prior to the start of the current school year, experience
outside of Wyoming at a non-educational institution, such as a clinic or hospital.
Note: This experience should be reported only for licensed staff assignments (see
Appendix A).
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Note: For classified staff you only need to report DistrictExperience and
OtherWYDistrict Experience.

Education File

Wyoming has been working on a robust system of longitudinal data collection for
many years. Our WISE data system is recognized as a national leader as we work
to comply with the America COMPETES act. While our focus has been on
gathering student data, we have also collected a fair amount of data related to
teachers. We collect data in two large categories: 1) compliance with federal and
state reporting requirements; and 2) data related to the school finance model.

Section 14005(d) of Division A of the American Recovery and Reinvestment Act
of 2009 (ARRA) requires a state receiving funds to provide assurances in four key
areas, one of which is “(a) achieving equity in teacher distribution.” Federal
guidance in this area requires states to “assure that it will take actions to improve
teacher effectiveness”

Under ARRA, states are also required to improve the collection and use of data,
and Wyoming has provided an assurance that it will establish a statewide
longitudinal data system that includes the elements described in section 6401
(©)(2)(D) of the America COMPETES Act. Standard elements in this category
require the state to provide teacher data that includes teacher impact on student
achievement.

Federal “Race to the Top” grant guidelines go further in outlining federal
expectations around teacher data, including “recruiting, rewarding, and retaining
effective teachers and principals.” Wyoming has reviewed data collections in
other states recognized for compliance in these areas. The information requested
in the WDEG52 education file reflects the minimum information collected in
many states.

With regard to state efforts, the Legislature has most recently appointed a Select
Committee on School Finance Recalibration. This committee is charged with
evaluating all model components. Because staff compensation constitutes well
over 80-percent of model generated resources, teacher experience is a critical part
of the compensation resource. W.S. 21-2-20(c)(ii) directs the state superintendent
to “collect data from school districts necessary for the Department to administer
the school finance system.”

Additionally, language in section 334 of House Enrolled Act 46 (Government
appropriations) specifies that “The department of education, school districts and
the school data advisory committee....shall collect and provide the information
requested by the committee.”
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We would like districts to understand that we are not asking them to pay for any
of the information requested in this section such as Praxis II test scores or
transcripts. We would simply like them to collect the information available from
all new hires.

The fourth file is the Education File. The purpose of the Education file is to collect
the educational background for all teachers, tutors, principals, assistant principals,
interim principals and instructional facilitators. It contains 47 elements.

o DistrictID

e WISEStaffID

o StaffFirstName

e Staffl.astName

e BachelorDegreelnstitutionl

e BachelorDegreelnstitution2

e PreparationProgramlInstitution
e BachelorDegreeMajorl

e BachelorDegreeMajor2

e BachelorDegreeMinor1

e BachelorDegreeMinor2

e BachelorDegreel CumulativeGPA
e BachelorDegree2CumulativeGPA
e BachelorDegree1MajorGPA

e BachelorDegree2MajorGPA

e BachelorDegreeYearl

e BachelorDegreeYear2

e MasterGegreelnsitution]

e MasterDegreeMajorl

e MasterDegreeGPA1

e MasterDegreeYearl

e MasterDegreeMajor2

e MasterDegreeGPA2

e MasterDegreeYear2

e DoctorateDegreelnstitution

e DoctorateDegreeMajor

e DoctorateDegreeYear

e PraxislITestl ContentAreaCode
e PraxislITest1Score

e DPraxislITest1Results

e PraxislITest]State Administered
e PraxislITestlYearAdministered
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e PraxislITest2ContentAreaCode
e PraxislITest2Score

o PraxislITest2Results

o PraxislITest2State Administered
o DPraxislITest2YearAdministered
e PraxislITest3ContentAreaCode
e DPraxislITest3Score

e PraxislITest3Results

o PraxislITest3State Administered
o PraxislITest3YearAdministered
o PraxislITest4ContentAreaCode
e DPraxislITest4Score

e PraxislITest4Results

o PraxislITest4State Administered
o DPraxislITest4YearAdministered

Because of the large number of elements in the Education file the following elements
are not in order but instead grouped so they may be more easily defined.

DistrictiD
The WDE 7-digit ID for the district of the staff member’s employment.

WISEStafflD
This is the WDE 7-digit state assigned staff record identifier for the employee. The
WISE ID is verified against the SRS.

StaffFirstName

This element exists in all four files so that the district and WDE have an easily
recognized identifier when reviewing data. The Employment File is the authoritative
location for the data and is the only file where the spelling of names needs to be
corrected. Please use legal names rather than preferred, for example, William rather
than Bill. The staff member’s first name will be verified against the State Registration
System (SRS).

StaffLastName

The staff member’s legal last name as it appears on their Birth Certificate. The last
name element exists in all four files but the Employment File is the authoritative
location and the only file where the spelling of names needs to be corrected. The Staff
member’s last name will be verified against the State Registration System (SRS).

BachelorDegreelnstitution1

Educational institution where the first bachelor degree was earned, reported with an
OPEID code.
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OPEID codes are up to eight characters and can be alphanumeric although most
codes are comprised of seven digits. Institution codes or OPEID codes can be
retrieved from the WISE web site, http://portals.edu.wyoming.gov/wise/.

If the institution you are searching for is not on the list the WDE first recommends
that you Google the institution name, location followed by OPEID (University of
Wyoming, Laramie, Wyoming OPEID code). Wikipedia is also an excellent source for
school closure information as well as name changes. If a school has changed names
you may use the OPEID for the new school name. If a school has closed and another
school has taken on their transcript management, report the school that is now
warehousing and managing their transcripts.

Note: Yankton College has closed and has created a foundation to manage their
transcripts and therefore has no OPEID. In this case you would use code 88888888
for Unknown-No Code. Many foreign institutions also have no code; if you run into
this scenario you will report using OPEID code 77777777 for Foreign Institution.

The WDE recognizes that not all vocational education teaching positions require a
bachelor degree. You may leave this field blank for these individuals.

BachelorDegreelnstitution2

Education institution where the second bachelor degree was earned, reported with an
OPEID code. If a person earns their first and second degree simultaneously this
number will be the same as Bachelor Degree Institution]

Note: If a person has more than two bachelor degrees report the two that are most
relevant to their current position with the school district.

This field can be blank no such degree was earned.

PreparationDegreelnstitution

The Preparation Program Institution is the location where the staff member acquired
their teaching certificate. Preparation Program Institution codes (OPEID codes) are
up to eight characters and can be alphanumeric although most codes are comprised of
seven digits.

MasterDegreelnstitution1

MasterDegreelnstitution2

DoctorateDegreelnstitution

Report the Education Institution where the above degrees were obtained using an
OPEID code. If more than two Masters and one Doctorate wetre earned chose the
degrees that are most relevant to their current district position.

'This field can be blank.
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BachelorDegreeMajor1
BachelorDegreeMajor2
BachelorDegreeMinor1
BachelorDegreeMinor2
MasterDegreeMajor1

MasterDegreeMajor2

DoctorateDegreeMajor

The Education File asks for up to two Bachelor minor and two Bachelor major
degrees, as many as two Master degrees, and one Doctorate. Instead of typing in
the name of the degree use the CIP code. CIP codes are available on the WISE

web site, http://portals.edu.wyoming.gov/wise/.

If an individual has more degrees than fields provided please list the degrees most
relevant to their current position with the district.

CIP codes are two digits followed by a period, followed by four more digits, for
example the code for Elementary Education is 13.1202. This code would be used
whether it was a bachelors, masters etc.

BachelorDegree1CumulativeGPA

BachelorDegree2CumulativeGPA

Grade Point Averages are numbers between 0.00 and 4.00 and can be located
post-secondary transcripts. Cumulative GPA is the grade point average for all
course work taken at the institution including elective and coursework required to
earn a degree. If bachelor degrees 1 and 2 were received simultaneously the GPA
will be the same in both fields.

If the staff member received more than two bachelors, report the two degrees that
are most relevant to the current position. GPAs must correspond to the Bachelor
Degree Institution chosen.

Note: Some institutions did not post GPAs on transcripts prior to the mid 1960s.
If you find a transcript without a cumulative GPA please enter 0.00 so the WDE
knows the field was not left blank in errot.

BachelorDegree1MajorGPA

BachelorDegree2MajorGPA

Grade Point Averages are numbers between 0.00 and 4.00 and can be located
post-secondary transcripts. Major GPA is the GPA for coursework in the major
field of study only.
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Note: Major GPAs are not reported on all transcripts. If the Major GPA is not
on the transcript leave the field blank.

MasterDegreeGPA1

MasterDegreeGPA2
Grade Point Averages are numbers between 0.00 and 4.00 and can be located post-
secondary transcripts. In this field report the cumulative master GPA if applicable.

BachelorDegreeYear1
BachelorDegreeYear2
MasterDegreeYear1
MasterDegreeYear2
DoctorateDegreeYear

The year the degrees were earned (YYYY). If the bachelor degrees were earned
simultaneously the year will be the same for both.

If inapplicable leave the field blank.

Praxis Il Test Results

“Praxis II subject assessments measure knowledge of specific subjects that K-12
educators will teach, as well as general and subject-specific teaching skills and
knowledge” ...htp:/ [ www.ets.org

Currently the Wyoming Professional Teaching Standards Board (PTSB) requires
Elementary and Social Studies teachers to take the Praxis II test in their content
area in order to be endorsed in the State of Wyoming. However, other states have
other requirements and you may have teachers in other fields who have taken the
Praxis II test. It is advised that you ask all new teachers if they have taken the
Praxis II exam upon hiring.

The WDE is collecting the Praxis II test information on up to four Praxis tests on
all individuals that have taken the test, not just those required to by PTSB.
Elements being collected are:

Praxis 1I Test Content Area Code
Praxis II Test Scote

Praxis II Test Results

Praxis II Test City Administered
Praxis II Test State Administered
Praxis II Test Country Administered
Praxis II Test Year Administered

ok L=

Should you have a non-classified staff member who has taken more than four tests
report the test results that are in content areas most relevant to their current
assignment.
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PraxisliTestContentAreaCode (1-4)

Although the State of Wyoming requires a Praxis II exam for only Social Studies and
Elementary Education other states have different guidelines so if you have a teacher
who moved here from another state, it is possible that they took the Praxis II test in
another subject area. The Praxis Il content areas (or test subjects) are listed in a
sepatate tab in the WDEG02/WDEG52 file specs. They ate assigned a numeric value
between 11 and 951.

PraxisliTestScore (1-4)
Praxis 1I test score results, a number between 14 and 830.

PraxisliTestResults (1-4)
Was the test passed (P) or failed (F).

PraxisliStateAdministered (1-4)
State where the test was taken, if the testing was outside the U.S. this field may be
blank. This field could also be used for provinces etc.

PraxisllYearAdministered (1-4)
Year Praxis II test was taken YYYYMMDD.
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Error Correction Timeline

Cortrections to the fall WDEG02 data are restricted to a firm timeline in order to
release Stat 2 data as well as the newspaper report. Same is true with the spring
WDEG52 in order to get the data cleaned in an expeditious manner to properly
accrue the FTE experience and prepare for the next fall’s preload. Opportunities
for districts to make corrections to the WDEG02 data exist between October 30
and December 30, 2011

Staffing Data Reported Back to the Districts

The Newspaper Report will be accessible by districts in mid March through the
Wyoming Department of Education Fusion portal. The WDEG02 data steward will
notify all collection contacts when the report is available to download.

The WDEG02 data in its entirety will be reported back to districts through the Fusion
Portal by mid April. District personnel directly responsible for collecting and reporting
the data will be granted access to download and review the reports. If there are
additional personnel within your district who should have access, please contact Susan
Williams, susan.williams@wvo.gov.
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Frequently Asked Questions

Header Errors
If you receive errors on your headers check to make sure your headers are in order
and spelled correctly. The files also need to be submitted in .csv format.

Staff Members who Change Jobs Midyear

If a staff member changes positions in the middle of the school year you will need
to adjust their annual hours/contract days and maybe percent of time for their
“old” assignment and add their “new” assignment with annual hours/contract
days and maybe percent of time for the remainder of the year. You will also need
to adjust their regular salary and add a new experience record if needed. (Relevant
for the WDEG52)

Correcting Files Offline
Anytime you need to upload a corrected Staff file, you will need to upload all four
files even if you didn’t make a correction in the other three.

Regular Salary vs. Scheduled Salary

The regular salary is the annual pay for core contract duties; the schedule salary is
the salary that corresponds with where they are placed on the district salary
schedule. If the staff member’s time is 100 and the contract days are the same as
the scheduled days, then the regular and schedule salaries should be the same.

The Term “Option” on a Transcript

A post secondary institution may offer concentrated study within a major. Options
typically require less hours of study than a Minor and do NOT need to be reported on
the WDEG02/WDEG52.

Annual Hours vs. Holiday Hours

Annual Hours — For classified positions, includes all work hours and any vacation or
holiday hours for which the employee is compensated.

Holiday Hours — For classified positions, the number of holiday hours for which
the employee is compensated.

Examples for Reporting Assignments
Question: How do I report my math teacher who teaches one extra class per day
and has an extra salary associated with that class?

Answer: Report with an assighment code of MAT 100% time and the second
assignment code would also be MAT with no time or contract days, E in the
RegularOrExtraSalary field.
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Question: What if a staff member works in all the schools with the same
assignment, can I assign that staff member to the district, i.e., a school nurse?

Answer: The staff member needs to be assigned to each school they work at with
their percent of time divided accordingly. No school level personnel should be
assigned to the district — that means school secretaries, teachers, etc. District
personnel should be assigned to the district — such as business managers,
superintendents, curriculum coordinators, etc. The Reportable Combinations
handout has an Organization Level column that states whether assighments are
school level, district level or both.

Corresponding Assignment & Experience Codes

The Reportable Combinations handout posted on the WISE website,
http://portals.edu.wyoming.gov/wise/ lists all assignments codes with their
corresponding Experience Codes. Corresponding teacher type codes can also be
located on this hand out.

Staff under the Age of 16 and Over 72

If you report a staff member who is under the age of 16 and over the age of 72 you will
receive a warning when data is submitted in the SRM. Verify that the correct age has
been entered and if so the data may be submitted.

Special Education Licensed Professionals

To report a licensed professional assignment using a Special Education specific
assignment code, the position must be specified in a student’s IEP. For example, you
cannot break down your regular school nurses time between School Nurse and Special
Education School Nutse.

Examples of Reporting Experience

e St Stephen School is a BIA school and has United Stated Education
Department (USED) certification
WY Institutional Experience

e Cathedral School (or any other religious based school that does NOT have
USED certification)

Since it is not accredited by an agency recognized by the USED this experience cannot
be reported.

e Head Start and Early Intervention (especially those personnel who have
other state licensure, but also the experience for those who do not have
other state licensure by PTSB)

This wonldn’t be reported since it is not a K-12 or post secondary institution

e State Hospital
Only for staff such as an Occupatinal Therapist, Physical Therapist or a nurse and it
would be reported in the WY NonPublicS choolProfessional

40


http://portals.edu.wyoming.gov/wise/

WDEG602/WDE652 GUIDEBOOK

e Department of Defense Schools
OutofS tatelnstitutionalExperience assuming they are teaching K-12 or post-secondary
courses and institution is accredited by an agency recognized by the USED

e Any Collegiate Instruction Experience
OutofS tatelnstitutionalExperience only if the post-secondary institution is accredited by
an agency recognized by the USED

Determining Experience

The experience accrued in the prior school year will be calculated by the WDE
and included in the next year’s WDEG02 preloaded information. It should not be
changed for any staff member unless they are a new hire (between 7/1 and 10/1
on the WDEG02 and 10/2 and 6/30 on the WDEG652) or if they have changed
their assignment during the year that would change their experience group code.
Then you should add the new code with zero years of experience. Employees may
work in more than one experience group codes throughout the year. You do not
need to report experience for positions that they no longer have.

Determining Experience for College Teachers

You will need to look at each post secondary institution’s definition of a full-time
teacher to determine the FTE for experience gained from that college or
university. (i.e., UW’s definition of full time is 24 credit hours over the academic
calendar while LCCC’s definition is 30 credit hours over the academic calendar).

Distance Education and WDE602 Reporting

Districts must employ their distance education teachers and may not contract
through other organizations. Districts are also responsible for reporting all
distance education teachers that are working for their district so their
endorsements may be verified and their experience can be properly accrued.

21-13-330(f)(iii) "Nonresident district" means the school

district in which a participating student does not reside

but which employs the distance education program teacher

and which sponsors, approves, facilitates and supervises the distance education
program course material provided to the participating student;

Distance Education guidance documents:

e  WSN Resident District Handbook -
http:/ /www.wyomingswitchboard.net/Docs/WSNRDHB.pdf

e  Chapter 41 Rules for Distance Education -
http://soswy.state.wy.us/Rules/RULES/7334.pdf

o WS 21-13-330 - http://legisweb.state.wy.us/statutes/dlstatutes.htm
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More Frequently Asked Questions

WHOM DO I CONTACT REGARDING WDEG602 CONTENT QUESTIONS?
Susan Williams— 307-777-6252 or susan.williams@wyo.gov

WHOM DO I CONTACT REGARDING SUBMISSION QUESTIONS OR
PROBLEMS?

Susan Williams — 307-777-6252 ot susan.williams@‘ﬂfo.gov

WHOM DO I CONTACT REGARDING USERNAME AND PASSWORDS FOR THE
STATE REPORT MANAGER?

Your district’s WISE Coordinator.

WHERE CAN I FIND MORE INFORMATION ON THE ELEMENTS WITHIN THIS
COLLECTION?

http: ortals.edu.wvoming.gov/wise
WHOM DO I CONTACT REGARDING USERNAME AND PASSWORDS FOR THE
WDE FUSION PORTAL AND RIGHTS TO THE STATE REPORT MANAGER IN
FUSION?
Your district’s Fusion Administrator
WHOM DO I CONTACT REGARDING THE WISE PROJECT AS A WHOLE?
Leslie Zimmerschied — 307-777-8751 or leslie.zimmerschied@wyo.gov
WHOM DO I CONTACT IF I NEED A WISERID?

Your district’s WISE Coordinator.

WHOM DO I CONTACT FOR MORE INFORMATION ON DISTANCE
EDUCATION?

Scott Bullock (sbullo@educ.state.wy.us), 777-7418)
ot
Lachelle Brant (Ibrant@educ.state.wy.us), 777-3679)
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Appendix A: Licensure Information

Assignment Codes that Require a License from the State of Wyoming

Assign Code

LPT
OTA

OTR
PTA
XOT

XPT
XTA

XTR

Assignment Description
Physical Therapist

Certified Occupational Therapy Assistant
(COTA)
Occupational Therapist

Physical Therapy Assistant

Special Education - Occupational
Therapist
Special Education - Physical Therapist

Special Education - Physical Therapy
Assistant

Special Education - Certified Occupational
Therapy Assistant (COTA)

License Type Code

LPT
OTA

OTR
PTA
XOT

XPT
XTA

XTR

License Type Description
Physical Therapist

Certified Occupational Therapy Assistant
(COTA)
Occupational Therapist

Physical Therapy Assistant

Special Education - Occupational
Therapist
Special Education - Physical Therapist

Special Education - Physical Therapy
Assistant

Special Education - Certified Occupational
Therapy Assistant (COTA)

Assignment Codes that Require a Wyoming State License or PTSB Endorsement

Assign Code

AUD
COU
SNR
SPA
SPS
SSW
XAU
XCO
XPY

XSN
XSP

XSS

Assignment Description
Audiology

Counseling

School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education - Audiology
Special Education - Counseling

Special Education - School
Psychologist
Special Education - School Nurse

Special Education - Speech
Pathologist
Special Education - School Social Worker

License Type Code

AUD
COU
SNR
SPA
SPS
SSW
XAU
XCO
XPY

XSN
XSP

XSS

License Type Description
Audiology

Counseling

School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education - Audiology
Special Education - Counseling

Special Education - School
Psychologist
Special Education - School Nurse

Special Education - Speech
Pathologist
Special Education - School Social Worker
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Appendix B: Calculation for Assignment Salary

Calculation Components
e FTE or Full-Time Equivalent: A measure of quantified, standardized employee workload. A
calculated FTE of 1.0 means that an employee is a full-time worker, while an FTE of 0.5
indicates that the worker is half-time.

o To ensure statewide standardization and funding model alignhment, calculation of FTE
utilized at the state level is administered by the WDE. Calculation is undertaken using
the following calculation components submitted by districts.

e School and District level metrics:

o STUDENT_DAYS: As relates to school level staffing assignments this is the number of
planned student days scheduled for a school in the current school year. In the case of
district level assignments, the highest school level student day value in the district is
used.

o SCHEDULE_DAYS: Each salary schedule used and reported by a district is
accompanied by a schedule days figure representing the number of days a non-
classified employee must be contracted to be considered full time (assuming full days
are worked).

¢ Non-Classified (Professional) Assignment related metrics:

o CONTRACT_DAYS: The number of days contracted for each non-classified assignment.

o TIME: The percentage of time (percent of each day worked) contracted for each non-
classified assignment.

o C(Classified Assignment related metrics:
o ANNUAL_HOURS: The number of annual hours scheduled for a classified assignment.
o HOLIDAY_HOURS: The number of holiday hours scheduled for a classified assighment.

o WORK_HOURS = ANNUAL_HOURS - HOLIDAY_HOURS
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Experience Accrual

o District employees may be credited with working up to a total of 1.00 FTE in the current
school year. This FTE is then rolled forward as prior experience for the employee in the
following school year.

o Afull 1.00 FTE is designed to be earned by a prototypical school or district employee working
full days over the length of the school year as defined by the number of schedule days or
student days (depending on assighment and employee type).

e As such, any employee working an extended school year or full calendar year also earns
exactly 1.00 FTE. For these employees, initially calculated individual assignment FTE values
summing to over 1.00 FTE are adjusted proportionately to sum to exactly 1.00. In the very
rare cases where an employee works both non-classified and classified assignments, FTE
values calculated for non-classified assignments take precedence over classified assignment
FTE values when proportional adjustment is required.

¢ Non-Classified (Professional) Assignment FTE calculation
o When the staff member is on a district salary schedule:
» Assignment FTE = ( TIME * CONTRACT_DAYS ) / SCHEDULE_DAYS

e Example: (100% *184) / 184 = 1.00 (work full time each day for a full
school year)

e Example: (50% * 184) / 184 = 0.50 (work half time each day for a full
school year)

e Example: (100% * 92) / 184 = 0.50 (work full time each day for half the
school year)

e Example: (100% * 260) / 184 = capped at 1.00 (work full time each day

for a number of days exceeding number of days considered a full school

year)
o When the staff member is not on a salary schedule:
» Assignment FTE = ( TIME * CONTRACT_DAYS) / STUDENT_DAYS
e Example: (100% *176) / 176 = 1.00 (work full time each day for a full
school year)
e Example: (25% * 176) / 176 = 0.25 (work quarter time each day for a full

school year)
e Example: (50% * 88) / 176 = 0.25 (work half time each day for half the

school year)
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FTE Calculations and Examples
1) Classified Assignment FTE calculation

i) Assignment FTE = WORK_HOURS / ( STUDENT_DAYS * 8hrs/day )
(1) Example: 1408 / (176 * 8) = 1.00 (work the exact amount of hours considered a full

school year)
(2) Example: 1056 / (176 * 8) = 0.75 (work three quarters the amount of hours considered
a full school year)
(3) Example: 1960 / (176 * 8) = capped at 1.00 (work over the amount of hours considered
a full school year)
(4) Example: Proportional reduction required
(a) Two assignments held by employee
(i) Assignment 1: WORK_HOURS = 1200, STUDENT_DAYS = 176
(ii) Assignment 2: WORK_HOURS = 500, STUDENT_DAYS = 176
(b) Initial FTE values for two assignments
(i) Initial Assn 1 FTE = 1200 / (176 * 8) = 0.8523...
(ii) Initial Assn 2 FTE = 500 / (176 * 8) = 0.3551...
(c) Sum of initial Assn 1 and Assn 2 FTE values = 0.8523... + 0.3551... = 1.2074...
(d) Proportionally adjusted (final) FTE values
(i) Assn 1: Initial Assn 1 FTE / Sum of Initial FTEs = 0.8523... / 1.2074... = 0.7059...
(i1) Assn 2: Initial Assn 2 FTE / Sum of Initial FTEs = 0.3551... / 1.2074... = 0.2941...
(e) Sum of (final) proportionally adjusted FTEs = 0.7059... + 0.2941... = 1.00
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Appendix C: State Report Manager Screen Shots for the
WDEG602WDEG652 Collections

Converting an Excel Spreadsheet into a .CSV file

Step 1. Update data in the Staff and Salary files.

Fﬂx/l]:m:uf‘: Excell= Experience:xls| LijBl
i#) Flle Edit View Insert Format Tools Data Window Help -8 x
A B [ c [ D [ E [ F [ B
DistrictlD WISEStafflD ExperienceGroupCode DistrictExperience OtherWYDistrictExperience WY InstitutionalExperience OutofSte| -
0000000 0000000 DIR 2.00 1.00 0.00
0000000 (0000001 APR 5.00 0.00 0.00
0000000 ‘0000002 APR 8.00 0.00 0.00
0000000 0000003 APR 9.00 0.00 0.00
0000000 ‘0000004 AsSU 1.00 0.00 0.00
0000000 ‘0000005 BMG 4.00 1.00 0.00
0000000 (0000006 DIR 5.00 2.00 0.00
0000000 0000007 zZZ 3.00 0.00 0.00
0000000 ‘0000008 DIR 4.00 1.00 0.00
0000000 0000009 TCH 8.00 2.00 0.00
0000000 0000010 FDR 9.00 3.00 0.00
0000000 (0000011 HTC 1.00 4.00 0.00
0000000 ‘0000012 HTC 20.00 5.00 0.00
0000000 0000013 HTC 0.50 0.00 0.00
0000000 0000014 IPR 3.00 1.00 0.00 =
0000000 ‘0000015 IPR 0.25 2.00 0.00
0000000 0000016 IPR 1.00 3.00 0.00
0000000 0000017 OPS 5.00 10.00 0.00
0000000 ‘0000018 PDR 7.00 1.00 0.00
0000000 0000019 PRI 9.00 5.00 0.00
0000000 0000020 PRI 1.00 1.00 0.00
0000000 (0000021 PRI 0.70 0.00 0.00
0000000 ‘0000022 SED 1.00 0.00 0.00
0000000 (0000023 SUP 5.00 0.00 0.00
0000000 0000024 TRS 6.00 0.00 0.00
0000000 ‘0000025 AID 7.00 0.00 0.00
0000000 (0000026 AID 8.00 0.00 0.00
0000000 0000027 AID 9.00 1.00 0.00
0000000 ‘0000028 BDR 10.00 12.00 0.00
0000000 (0000029 AID 2.00 0.00 0.00 U
0000000 0000030 BMC 3.00 1.00 0.00
0000000 (0000031 CLK 4.00 10.00 0.00
34 (0000000 0000032 CLK 5.00 0.00 0.00
0000000 i0000033 CLK 6.00 0.00 0.00 ]
W 4 b W)\Sheetl / sheet? / Sheet / |3 T Bl
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Step 2. On the menu, click “File” and then “Save As”.
Em]:m:uf‘: Excel S ExXpenencesxis) _J_Jﬂl

Eile | Edit View Insert Format Tools Data Window Help Type aquestion forhelp » -8 x
L DMew. Crl+N || 4@ 100% v@éEAria\ ~12 v|B I U|=S==|$ % » |ii-D-A- B
7| Open... Cri+0 Lo
|
Close
I | save coivs L E I £ I s I B
[ 1] cave AS ‘ OtherWYDistrictExperience  WYinstitutionalExperience  OutofStatePublic SchoolExperience  OutofStatelng
2 = 0
[ 3 |94 Save as Web Page. .. 0 000 000 3.00
L4 Save Workspace. ., g 8 gg 8 gg g 88
5
o 2 File Search... 0 000 200 100
[ 7 | Permission b0 1.00 0.00 0.00
|81 Web Page Preview 0 2.00 0.00 0.00
Lo 0 0.00 0.00 0.00
o]  PadeSetup.. 0 1.00 0.00 0.00
(1] Print Area (] 200 0.00 0.00
H20 3 Print Preview 8 i gg 8 88 g 88
13 )
L4 & Print... Crl+P 0 500 0.00 0.00
5] | SendTo v o 000 000 3.00
L6 N properties 0 1.00 0.00 0.00
[z ] = 200 0.00 8.00
g | 1 BExperience.xls 0 200 0.00 400
[19 ] 2 .. \Alternative School Data Request 09-11-07KRB ... 0 10.00 0.00 0.00
|20 3 IDSxls.xls 0 1.00 0.0a 2.00
21 n . 0 5.00 0.00 3.00
Bl 4 G:\Data Requests\J. Simpson -...\state grad rate xls 0 100 0.00 400
[ 23] Exit 0 0.00 0.00 0.00
| 24 (0000000 T00000 ED T00 0.00 0.00 4.00
é'OOOOOOO "0000023 SUP 5.00 0.00 0.00 0.00
E’OOOOOOO "0000024 TRS 6.00 0.00 0.00 5.00
| 27 [0000000 0000025 AD 700 0.00 0.00 9.00
E'OOOOOOO "0000026 AD 8.00 0.00 0.00 0.00
g’OOOOOOO "0000027 AlID 9.00 1.00 0.00 1.00
E_D'OOOOOOO "0000028 BOR 10.00 12.00 0.00 4.00
[ 31 (0000000 0000029 AD 200 0.00 0.00 0.00
| 32 (0000000 0000030 BMC 3.00 1.00 0.00 2500
i’OOOOOOO "0000031 CLK 4.00 10.00 0.00 0.00
i’OOOOOOO "0000032 CLK 5.00 0.00 0.00 1.00
i’OOOOOOO 0000033 CLK 6.00 0.00 0.00 5.00
[ 36 (0000000 ‘0000034 CLK 9.00 0.00 0.00 0.00
i’OOOOOOO "0000035 CNT 7.00 0.00 0.00 3.00 b
i’OOOOOOO "0000036 CLK 4.00 0.00 0.00 0.00
EVOOOOOOO "0000037 FDS 1.00 0.00 0.00 1.00
W < » ni\Sheetl / sheet? / sheet3 / | | ‘
Ready hm
= - 5
.ﬂﬁ.ﬂﬂ'-’ Jé@ @ T [Olcalendar - Mic... | 9 Submission T. 0 Submission T EYWDEE02 DOG... [Nl Qlig 8:32 AM

Step 3. In the “Save as Type” drop down menu, select CSV (Comma delimited)
(*.csv). Browse to the location where you want to save the file and then click
“Save.”

%Ei‘e Edti 4 h;‘;:: (@ pesitop CRa==Ra0 JLSL:
LY MName Size| T. Date Modified [
Distr]| s 51 commin 5 A
2 0000 @ ;gaymr\:zggorwms 1K8 g 8/10/2007 2:53... -
—r Desktop akbreed 1KB S... 5/17/2007 12:4...
'3 /000C
| 410000 e
5 0000 9
160000 ¢
| 7 000q "
'8 [000C
' 9 /000G
10 /000C
11 /000C |
12 /000C
13 /0000
lyOOOC LS —
115 | 000C St 58! 5 Como e ) [ I =
116 (0000000 0000CE: Ea Eam e -0
|17 /0000000 0000CHE=EER 5 w25
/18 0000000 0000016  IPR 1.00
119 /0000000 0000017  OPS 5.00
120 0000000 0000018  PDR 7.00
1« » w\Sheetl [ sheet? / Sheet3 /




Step 4. Click “OK” when you see the error message below. Then click Yes to
the second error message (not shown).

=]
i8] File Edit View Ireert Format Tocls Data Window Help Type aquestionfor help » - & x
DSH 3OS0 FE % L@y S0 8 b 100% ve [ ¥ 2 s %o |u-0-a- B
iia > A |1 )83 ¥ Reply with Changes... End Review... i
15 v A HIC

A B C [ D | E F | G | =
| 1 |DistrictiD WISEStafflD ExperienceGroupCode  DistrictExperience OtherWYDistrictExperience WYInstitutionalExperience  OutofStatePublicSchoolExperience | OutofStatelns
| 2 (0000000 (0000000 DR
i’OUOUUOU ‘0000001 APR 5.00 000 0.00 3.00
| 4 (0000000 0000002 APR 8.00 0.00 0.00 4.00
| s (0000000 0000003 APR 9.00 0.00 0.00 5.00
| & (0000000 0000004 AsU 1.00 000 0.00 1.00
| 7 (0000000 0000005 EMG 4.00 1.00 0.00 0.00
| & (0000000 0000006 DIR 5.00 200 0.00 0.00
i’OUOUUOU "oo0oo0? 777 3.00 000 0.00 0.00
[ 10 /0000000 (0000008 DIR 4.00 1.00 0.00 0.00
[ 110000000 (0000009 TCH 8.00 200 0.00 0.00
[12 /0000000 (0000010 FDR 9.00 300 0.00 0.00
[13 (0000000 0000011 HTC 1.00 4.00 0.00 2.00
l’OUOUUOU ‘0000012 HTC 20.00 500 0.00 0.00
|15 (0000000 0000013 IHTC ] 0.50 0.00 0.00 3.00
[ 160000000 0000014 [IPR . ¢ Exce LB 0.00
[ 17 [0000000 0000015 IPR 8.00
| 18 /0000000 /0000015 IPR Ths s e - 4.00
1—9:0000000 :UOOUOW OPS A « Ta save anly the active shest, cick OF. 0.00
| 20 0000000 0000018 PDR 5 L0 tave ol thecks, seve them nchidual using » dFferent il name for each, or choose il type that supports malipe shets. 200
[ 21 [0000000 0000019 PRI 3.00
| 220000000 0000020 PRI 4.00
| 23 (0000000 0000021 PRI 0.70 000 0.00 0.00
| 24 (0000000 (0000022 SED 1.00 000 0.00 4.00
é’OUOUUOU "0000023 SUP 5.00 000 0.00 0.00
| 26 (0000000 0000024 TRS 6.00 0.00 0.00 5.00
| 27 (0000000 0000025 AD 7.00 0.00 0.00 9.00
| 28 (0000000 0000026 AD 8.00 000 0.00 0.00
| 29 (0000000 0000027 AD 9.00 1.00 0.00 1.00
i’OUOUUOU ‘0000028 BDR 10.00 12.00 0.00 4.00
[31 0000000 (0000029 AD 2.00 000 0.00 0.00
[ 32 (0000000 (0000030 BMC 3.00 1.00 0.00 2500
| 33 (0000000 0000031 CLK 4.00 1000 0.00 0.00
| 34 (0000000 (0000032 CLK 5.00 000 0.00 1.00
| 35 (0000000 (0000033 CLK 6.00 000 0.00 5.00
i’OUOUUOU ‘0000034 CLK 9.00 000 0.00 0.00
| 37 (0000000 0000035 CNT 7.00 0.00 0.00 3.00 b |
| 38 (0000000 0000036 CLK 4.00 0.00 0.00 0.00
| 39 (0000000 0000037 FDS 1.00 000 0.00 1.00
W« » wh\Sheetl [ Sheet2 / Sheets / | ] |
Ready 0
— =
mﬂ‘ﬂ @113 7| [Olcalendar - Mic.., | ©2Submission T... | O Submission T... | BIWDEE02DCG... | 1=] ¢Q 8:35 AM

SRM Submission

Step 1. Login to the State Report Manager (it will be necessary to coordinate
with the district’s WISE Coordinator to complete this data collection).

o - AEER € 3+ 7 File Edt View Favories Tools Help i

Lo
State Report Manager

-
State Report Manager

Welcome to the Wyoming State Report Manager

Usemame: ||

Passwordt:

&) Do 8 © Inernet




Step 2. Click on the “Run a Trial” link next to the desired collection.

¢~ SRM: District 0801000 - Windows Internet Explorer,

Google |t seach oD D e @ | Esherer G- [ scewki v S check - 83 Translaks ] AutoRil ~ & - C)sgnn -

P T — o PO T P [ = T Tl @
oon o0 - 3 Tooks -+ 7

» State Report Manager

Hesd Heip?

Home > District 0801000

Welcome to the Wyoming Department of Education State Report Manager
'WDE has identified the following state reports. Please select a state report by clicking on a name below:

Current State Reports

Name Collection Start Date  Due Date Trial Name  Trial Date Submission Status
SifCheck - Fitered WDES00 SIF Objects for 2010 Aug 15, 2009 Run 2 Trial
SifCheck - Fitered WDEG85 SIF Objects for 2010 Aug 15, 2000 3
SifCheck - Unfiltered WDEGSS SIF Objects Aug 15, 2000
SifCheck - WDEG0O for SIF Admins Aug 15, 2009 in a Tri
sifcheck - WDEGSS for SIF Admins Aug 15, 2009 un a Tri
WDEG38 Course Inventory (2008-2010) Oct 15, 2009 un a Tri
WDE685 Uncertified TCS Sep 1, 2009 un a Tri
1 WDE652 Staff Employment, Assignments, and Experience (May 2010)  May 17, 2010 u 010 un a Tri
WDEG0 Attendance and Membership (Jun 2010} Jun 1, 2010 010 un a Tri
WDE425 Special Education (Nov 2009} Hov 2, 2009 ¢13)2009  Sen 11-13-2009 4:37pm  SENT
WDEG02 Salary Schedule (Oct 2009) Oct 1, 2000 Oct 27,2000 sei 10-21-2000 1:02pm  SENT
WDE602 Staff Employment, Assignments, and Experience (Oct 2000)  Oct 1, 2009 Oct 27, 2000 12-14-2000 3:55pm  SENT
WDE684 Teacher/Course/Student (Oct 2009) Oct 1, 2009 Oct 16, 2009 12-10-2009 1:04pm  SENT
WDE-427 June 2009 Special Education May 18, 2008 Jun 12, 2009 06-12-2009 9:13am  SENT
[ e

Step 3a. In the WDE602 you will click on “Preload” to import data from last
yvear’s WDE652. This data will include your newly updated experience files. It
will also eliminate any persons who separated from your district in the
previous year. You will only need to preload the first time you enter the
SRM. Once files are preloaded you will save them to your hard drive and
update the files.

In the Spring WDE652 collection you will work from a saved copy of the
WDE602. Rename the file WDE652....and make adjustments by adding
separation dates, hire dates, and adjusting regular salaries, time, contract
days or hours for anyone who did not work their full contract.




WDEG602/WDE652 GUIDEBOOK

= SRM: Import Source Data - Windows Internet Explorer

EEE&
@‘\:J,v = adcsrm01:E050/sir cted/import.d - displayicurrentReportManifestid=+ 1 | A Live S J[2]-
Eile  Edit  Wiew Favorites Tools  Help
x g ~ |Searchweb...

P,‘I B - .-

= r';}. (7]
Sl Favorkes | T @& £ | Free Hotmail & - & wyEsk (D Powersource
= . - = >
(€ SRM: Tmport Source Data o - B | deh - Page - Safety + Took » @@+
State Report Manager
oqout: Pablo Picasso Need H. P
Home > WDESD2 Salary Schedule (Oct 2009) > IMport Source Data

Please select how we will receive your data:

" Preload — Preload the trial with records from the state's data warehouse.
a " upload — Upload text fies.

% Local intranet fa v Eioowm -

Step 3b. In the WDE652 once you click the “Run a Trial” link you will be
taken to an upload page where you can browse your hard drive to find your
updated Employment, Assignment, Experience and Education files. Once all

four files have been selected the “Import” link will be highlighted and the
files can be lode.

Windows Internet Explorer

Step 3b2. After the Import link is clicked in the WDE652 the SRM will run its

initial error checks on your data. Errors will need to be corrected in order to
certify your data and send it to the WDE.
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WDEG602/WDE652 GUIDEBOOK

(Z SRM: WDEG52 Staff Employment, Assignments, and Experience (May 2010) - Windows Internet Explorer.

@:, [e1 w8 ][4 ][x 2]~
File  Edit

@ Convert + [0 Sek

Google | v | search -0 @~ @ dpr P @share B+ [ sdewid v Check v 3| Translate + ] aveoril ~ 5 € (sionIn
(®-[@  | weseamw e -0 - @- 9 U
* & [@sm \WDESS2 Staff Emp d [*} S v B & v [page v Gtk - T

ments, and ..,
o st sonons Group
/ State Report Manager

Nesd teip?

tome > Distriet 0101000 > WIDE652 Staff Employment, Assignments, and Experience (May 2010)

Latest Trial

Generated: processing...
Executing WDE-652 Staff Experience Rules

Submitted: This state report has not yet been sent to WDE.

Downloading Files to your Hard Drive

Files can be downloaded after data is preloaded for the WDE602. You will

also need to download your data if you have made corrections in the SRM and
not the WDE602/652 files on your hard drive.

Step 1. Click the “Download” link.

State Report Manager

Legout: Ann-Mare Trujile
tiome > Trials for WDE-602 October 2007 Staff Employ

Saved Triak 2006-07 Data

Generated: 09-10-2007 2:08pm

[ et [ e towne R Delete Errors (0) Records (4] Reports
} ke

Submitted Triak This state report has not yet been sent to WDE.

Dona ¢ @ internet #100% -

52



WDEG602/WDE652 GUIDEBOOK

Step 2. On the pop-up screen, click on the “Open” button.

¢‘| 5P Solutions troen
State Report Manager

Logout: Ann-Marie Trujilo

H Trials for WDE-602 October 2007 Sta ]
= File Download X

|

New Trial Do you want te open or save this file?
- @ Name:  AlRecords.zip
Saved [NHEROUGDYDAL Type: Compressed (2ipped) Folder, 1014 bytes

From: adcsrm01.espsg.com

Open Save Cancel
[ oo J[ smw J[ cocd J I o im -

Generated: 09-10-2007 2:08pm

[ seve L ouniond JRRERERIENY scnd o |

harm your computer. |f you da not trust the source, do not open o

Ig ‘while files friom the Internet can be useful, some files can potentially
save this file. Whal's the risk?

Submitted Trial: 1 his state report has n

&ann\nadian’mm site: http:/fadcsrm01. espsg.com: 8080 srm protected/download Trial do?trialld=1383 E; e Internet H o0 v

Step 3. Copy all the files in this folder and paste them in a different location
that is convenient for you.

Bl AllRecords[1] |__||'E‘||"x ]
Eile Edit ‘“iew Favorites Tools  Help ?

O Back \) Lﬁ; p Search |[~ Folders | [i2%]~

Address |[E0 CryDocuments and Settings\skruseiLocal Settings\Temporary Internet Files\Content. IES, 164 1 CNZ AR ecords[1]. 2ip b | GO
% j % j % j % j
Folder Tasks E_‘a7 E_‘a_’ E_‘a_’ E_‘a_’
EQ Extract all files Staffnlftsignme StaffEducation StaffEmplo...  StafFExperi...

Other Places

O JI641CNE
Iy Documents
& My Metwork Places

Details
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Upload Revised Files

WDEG602/WDE652 GUIDEBOOK

Step 1. Login into the SRM. Click on the appropriate “Latest Trial” link.

Ele  Edt  Vew Favortes ook  felp
&corwert + [ select

Google | |2 search ~ gD - D cfpr L ERsharer v
- (e WEB SEARCH g vyames | - - B - -

| @8 smm; pisirct D101000 =

Sidevl -

% Chack = aal Translate = | autoFil = 40

Legouts Susan Kruse
Heme > District 0101000

Welcome to the Wyoming Department of Education State Report Manager
WDE has identified the folowing state reports. Please select a state report by clicking on a namae below:

Current State Reports

Name Collection Start Date Due Date
SifCheck - WDEG00 for SIF Admins. Aug 15, 2009

SifChack - WDEGSS far SIF Admins Aug 15, 2008

WDEG38 Course Inventory (2009-2010) Oct 15, 2009

WDEGSS Uncertified TES Sep 1, 2000

WDES52 Staff and E (May 2010)  May 17, 2010

WDEG00 Attendance and Membership (Jun 2010) un 1, 2010

'WDE425 Special Education (Hov 2003) Nov 2, 2009

WDEG02 Salary Schedule (Oct 2009) oct 1, 2009

WDE602 Staff Employment, Assignments, and Experience (Oct 2009)  Oct 1, 2009

WDEGS4 Teacher/Course/Student (Oct 2008) oct 1, 2009 Oct 16, 2009

WDE-427 June 2008 Special Education May 18, 2009

Jun 12, 2009

Step 2. Click on the “New Trial” button.

Windows

yment, Assignments, and Experience (May 2010; ternet Explorer

03-17-2010 10:14am  NOT SENT
Bun 3 Trial
Run a Trial
Run 2 Trial
Run a Toial
Run a Trial
Bun a Trial

I8

ER

* |4

et

- &

i - [ Page - € Toolk +

State Report Manager

biesd Heip?

Submission Status

LT

@ It

& - [ s NERNS Jser Trials. Tdmd7 N ||2]-
Ele  EdE view Favertes Tools  Help

@convert - [ Selact

Gaogle | | $f search - 5D - D dfer D - | Eshare - Gh- [ sdewki - | % Check = [§a] Translate = ] AutoFill = 5 COE
oS! - (o WEB SEARCH [ Myapps | [ - 3 - Om - 4 - * | (=

e \@smwnseszsuwsmmuymnn. Assignments, and

i - E) - - [reage - £ Toolks -

Leaguts Susan Kruse

Heme > Diatrict 0101000 = and Experience (May 2010)

Latest Trial

Generated: 03-17-2010 10:14am

[ sove X oovnioed L revaiiiat= ] «»

state report has not yet been sent to WDE.

Done.

Errors (307
Warnings (261)

State Report Manager

Masd Helo?

@ nternet

wi00% -
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Step 3. Click on each “Browse” button. Find the appropriate file and double

click on it to move it into the browser. After you have a file in each area, click
the “Import” button.

/= SRM: Import Source Data - Windows Internet Explarer

G- &

8 (4] [

EBle Edit yew Favortes Iools  Help

(o]
@ convert  + [0 Select:
: ..‘-'] Search ~ - g0 - D oo @ - | Eshare~ B - [ Sidewki - | "% Check - Ba Translate - 5] AutoRil - € - (0 Signin -
wes searcH w5 vy aps | () - 63 - g - W - @

* |y @
[~

fir - B - & - [rRage - ChTaols - T

State Report Manager

Maad viaio?
and Experience (May 2010) > IMPOrt Source Data

Please upload your data files. You can upload tab-delimited (. TXT) or comma-separated (.CSW) fles. If a fle is large, you may zip It first. Uploaded files must be smaller than 20 MB
Select File to upload (StaffAssignment):

[ |[ Browee... |
Select File to upload (StaffEmployment): [ || Browsa . |
select File to upload (StaffExperience): [ || Browse... |
Select File to upload (StaffEducation): [ |

|| Browse.

- N

[oere

@ Internet Foow -

Step 4. Watch the blue bar expand as the data files are being uploaded.

= SRM: WDE652 Staff Employment, Assignments, and Experience (May 2010) - Windows Internet Explorer

06 & o SN

Ele Edt Viw Favorites Tools Heip

@yconvert + [ select

Gaogle| | eBssach -0 - O e D Eswer B () sdewli - D check - 83 Transite - L utoRl 5 &+ @S-
(®!-[0 | wesseara Gweens B - Q- - 9 - |4 5
w Igﬁamwnﬁsszstarrﬁmuluyment. #ssignments, andE. . lil fi - B - @ - [Sresgs - Ghrodk - 7

51 Solutions Group
State Report Manager

Home > District 0101000 > WIDE652 Staff

Nesd Holp?
and Experi (May 2010)

Latest Trial

Generated: processing... I
Executing WDE-652 Staff Experience Rules
Submitted: This state report has not yet been sent to WDE. ‘

[
[

& Internet 1000 -




Step 5. The screen below will appear once the data files have been uploaded
into the SRM. The latest “trial” or latest data files will always be listed on

top.
Qj 3 @l P Lolutions Groen
State Report Manager

Logout: Ann-Mare Trujils

Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Latest Trial

Generatad: 09-10-2007 3:50pm
‘@ [ Downlo=d | [ ocit- |

Saved Trial: 2006-07 Data

Records (5) Reports

Generated: 09-10-2007 2:08pm

@ - @ Ermors (0 Records (4] Reports

Wamngs (0
b

Submitted Triak: This state report has not yet been sent to WDE.

Done D e Internet #100% -

Check/Correct Errors in Data
Step 1. Click on the “Errors (#)” or “Warnings (#)” link.

State Report Manager

Logout: Ann-Mare Trujlle

rome > Trials for WDE-602 October 2007 Staff Employment, Assi and Experience

CiD

Latest Trial

Generated: 09-10-2007 3:50pm

Emors (0 Records (S)
 sove ] Downiond ) = ‘ Warrings (0

Saved Triak 2006-07 Data

Generated: 09-10-2007 2:08pm

Wamings (0

Submitted Triak: This state report has not yet been sent to WDE.

[ @ imzenet #100% -




Step 2. The left-hand side lists the data files that were uploaded. The center
area lists the different Errors and Warnings found in the data files. The right-
hand side lists the different reports available for these data files. Click on the
individual error/warning links in the center of the page.

/= SRM: Latest Trial - Windows Internet Explorer

Go- e .

fie EdE Yew Fa
@convert - [ Select

i) x

5 Hel

Google ‘ - ‘ 2 search - ¢ G0 - D e @ - | Eshare- B - L Sidewiki | W Check -+ [8a) Translate + | AutaPil - 4 &, - () Signin
| oI - (o WEB SEARCH [T o = R T B+ TR + |4 55
gt | @ R Latest Tri = - B v [hease - @3Took -
State Report Manager
Hand bslp?
Heme > District 0101000 > WOESS2 Staff Enployment, Assianments, snd Experisnce (May 2010) > Latest Trial
Generated 03-17-2010 1:08pm.
Records violations Reports
StaffAssionments 135 Emors Violations Summary (MS Excel)
= e orRule - Too many problems for a rule L Error ——————
1 R4Z1Z. BaseSalary must be 0 43 Errors danmante brofassionsl Seatt
R4225 - ExperienceGroupCode s not vald L Error S p——
R4228 - must be zero for non-Classified 5 Errars N S e
R4301 - BaseschoollD s not vald o Erars
- 8 Erors
R4310 - StaffDateOMBith or StaffGender does not makch WISESEffID. 100+ Errors
R4712 - Staff experlence record does not have a corresponding staff assignment record 26 Errors
B4713 - Staff 12cord does not have a taff experience record 15 Errars
R4916 - Invalid format for GPA 1 Eror
R4917 - Invalid GPA L Error
R4921 - Missing BachalorDegres 2 Erors
R4922 - Missing MasterDearee 3 Errars
F4923 - Missing MasterDearael L Enar
£4924 - Missing an education record for the staff mamber 15 Errars
R4926 - Missing Dearee in education fie 18 Errors
R4927 - Missing Daars in_2ducation fi 17 Errars
r 3 Errors
1 Error
LEmor
1 Eror
Warnings
TooManyProblemsForRule - Too many problems for a rule 2 Warnings &

Step 3. Click the “View” link to get more information on a particular
error/warning.

State Report Manager

Logout: Ann-Marie Trujilo
Home > WDE-602 October 2007 Salary Schedule > 2006-07 Data > 602SalaryScheduleHeader T_s violating R6205

TG e 0025alaryScheduleHeader_T_s Violating R6205 Jid

Rule R6205: Schedule Days must be between 1 and 260 days.

Schedule Days must be between 1 and 260 days.

Showing 1-1 of 1 Page | 1]of 1[&] Rows per page: |50 ¥
Show Search Fields to search for items in the list.

Violations  DistrictID *  ScheduleID  ScheduleName

' View 1 1101000 T Teacher Schedule

ScheduleDays
275

Done

:] 0 Internet

# 100% -




Step 4. The item highlighted in yellow contains the error/warning. And a
definition of the error/warning appears under the definition header.

wing: Josh Go Applicati

s hedule T x| ided by Yahoo!

5 .e5psq. com:B0B0 srmpr dfshows. dontrialld=13625dist Salary Sched ¥ _T_&ul\" 49| X% P
Y7 - @~ |web Search «» [Fp Bookmarks ~ B settings~ | () News ~ @.Food - 5¥ial ~ @My vahoo! - | siivahoo! anti-sop »
w o B8 - | & etk Clert Entry & s, Schedue T x:==| - B - o - (GrPege - G Took -

O -
State Report Manager

Legout: Ann-Mare Trujlo

Home > WDE-602 October 2007 Salary Schedule > 2006-07 Data ader T & > T
Element: Value Type Rule  Definition
DistrictID 1101000 Emor R6205 Schedule Days must be between 1 and 260 days.
SchedulelD T Schedule Days must be between 1 and 260 days.
Teacher
ScheduleName Schedule

ScheduleDays 275

Documentl - .. | @webExClient... [@ ]

Step 5a. For the Salary files, please make your correction offline and upload
the new Salary files.

™ You are viewing: Josh Goodman's Application

ES Microsoft Excel - 602SalaryScheduleHeader_T_ [Read-Only]

] Fle Edt View Inset Fomet Tools Data Window Help WebEx Type a question forhelp = 8 X
TRWET- BT VeV X AR oW i
HL -0 -|B 7 U|

D2 >y X & 205

A [ B [ ¢ b ] e [ F [ 6 [ H [ 1 [ o [ kK [ ¢t [ M [ NTo0oF
| 1 |DistrictiD Schedulell Scheduleh ScheduleDays N
| 2] 1101000 T Teacher S 275
13 ]
| 4]
| 5 |
|6 |
17 |
Bl
El
|10
[11]
[12]
[13]
4]
5]
116 |
[17]
118
KEl
20

wlwfmmafromfr [ rafra
=|8|6 ||~ || & G|k =

oy
s}

£ —~
i« » n)\ 6025alaryScheduleHeader_T_/ |« | |
Edit

IBBEEER

D@ 7 Bacreenshots.d... | € WebEx Cliert ...




Step 5b. For the Staff files either make the corrections offline similar to Step
5a or make the corrections within the SRM. To edit online, please proceed to

Step 1 under “Edit Data Online.”

Edit Data Online

Step 1. Go back to the screen below. In the center of the page under the
Violations header, click on the data file that needs a correction.

Windows Internet Explorer,

2] htps: ffewcapp. kL2 wy.us:B443/stmiprotecteditriallndex. doftrialld=4741

Go-

A8 |

e Edt Yew Favortes Inok Help
Econvert - B select
Go gic‘

Sicewild ~

B share~ S~
R R

search~ v g2~ @ - @~

| SO WEB SEARCH {7 My Apps

"% Check - 39 Translate + B AutoFil = 4/

€ v (s -

& |4 (§0y

W [@SRM: Latest Trial lil fi - B kpage - ) Took - ¥
~
@ s Soluion Group
State Report Manager
Logout: Susan Kruse Heed Help?
Home > District 0101000 > WDE652 Staff 2nd Experience (May 2010) > Latest Trial
Generated 03-17-2010 1:08pm.
Records Violations Reports
StaffAssignments 135 Errors Violations Summary (MS Excel
Staffmployments 135 TooManyProblemsForRule - Tao many problems for a rule 1 Error Assianments: All Staff (PDE:
StaffExperiences 135 e — Assignments: Classified Staff (PDF’
StaffEducations 1 R421 - BaseSalary must be 0 43 Brrors Assignments: Professional Staff (PDF:
R4225 - ExperienceGroupCode is not valid. 1 Error Exgerience: Al Staff (PDE
R4228 - AnnualHours must be zero for non-Classified 5 Errors ETE: All Staff (PDF
R4232 - AssignmentCode is not valid 8 Errors Separated Staff Mermbers (PDF
R4301 - BaseSchoollD is not valid 8 Errors
R4304 - Invalid SchoollD 8 Errors
R4310 - StaffDateOfBirth or StaffGender does not match WISESEfID. 100+ Erors
R4712 - Staff experience record does not have a corresponding staff record 26 Errors
R4713 - Staff record does not have 3 staff experience record 15 Errors
R4916 - Invalid format for GPA 1 Error
R491 GPA 1 Emor
R4821 - Missing BachelorDegree1 2 Errors
R4922 - Missing MasterDeqreel 3 Errors
1 R4923 - Missing MasterDeqreel 1 Error
R4924 - Missing an education record for the staff member 15 Errors
R4926 - Missing Dearee information in education fie 18 Errors
R4927 - Missing Degree information in education file 17 Errors
R4928 - PraxislTest2 can only be alowed if PraxislITestl fields are not nul 3 Errors
R4931 - Invalid PraxislITestContentAreaCode 1 Error
R4933 - Invalid PraxislITestResults 1 Error
R4933 - Invalid character in PraxisliTestAdministered 1 Error
Warnings
TooManyProblemsForRule - Too many problems for 3 rule 2
https:/fcwcapp k12.wy Dt DateOfBirth; affGender+d @ mternet F100%  ~




Step 2. Click the “View” link on the record that needs correcting.

™

Logouts Ann-Marie Trufilo

Showing 1-2 of 2

Show Search Fields to search for items in the list.

State Report Manager

Home > WDE-602 October 2007 Staff Emplovment, Assignments, and Experience > Latest Trial > All StaffAssignments

Page

Rows per page: 50 ¥

Violations ~ WISEStaffID +  SchoollD AssignmentCode TeacherType EmployeeClass
View 0 1001019 1101056  SPA Support Professional
View 0 1001019 1101057  SPA Support Professional

D e Internet

¥, 100%

Step 3. Click the “Edit” link.

Internet Explorer

@\ Kt s id.peotetext | @ |[47][ % (2]
Elo Edt Vew Favortes Tooks Help

@yconvert + PR Select

Google v M search - gD - D A D - 4 Check = (a8 Trandate ~ 5] AdtoFll = 50 ) Sign In -
| oI - [0 wessearci | [ My Apps |4 @y

o o ‘gsaMumuzT/a(HTc) \

| -8 &-Q

¥ page v &) Tools +

Legiout: Sussn Kruse

Home > District 0103000 » WOES52 Staff Empl t

ts, and Experience (May 2010) > Latest Trial >

State Report Manager

MNesd Halp?
vislating 4225 > 1002279 (HTC)

[ et T Oaiets J Dsiete & Revalicate ]
Fle Value
Dist 0101000
wis 1002279
StaffFirstial HULSE
StaffLastName ARIANNA
ExperienceGroupCode HTC
DistrictExperienca 5.67
OtherW YDistrictExperience 112
WYInstitutionalExperience 0
OutofStatePublicSchoolExperience i1z
OutofStatelnstitutionaExperience 5.67
W¥NonPublicschoolProfassional 0
OutofstateMonPublicSchoolProfessional o

Rule
R4109

Definition
StaffFirstName and Stafflastiame do not match WISEStafID.

The of and st Name does ot match the ISt maikaned by WDE. The record for the Stait 1D
8 (ID=1002279, Name=5TEPHEN HENRY WHITE. BithDate=09/01/1949, Gender=m).

R4225
ExperienceGroupCode does not match any of the known experkence group codes.

Type
Warning

Error ExperienceGroupCode is not vald.

StaffEmployments
staffAssanments
StaffEducations

|

@ Internet oo -




Step 4. Make the necessary corrections and click the “Save” button. Once all
on line corrections are completed click the “Save and Revalidate” button to
rerun the error check. To undo any changes made, click the “Cancel” button.

K12,y U v 2573 N EAIES |[2]-
e Edt  Vew Favortes Tools  Help
&y conwert - [ selact

Google | | SR seorh - g0 D e @ Esherr B | Sewi - 8 Cherk - 4a Translabe ] dutorl < 40 ) sign tn -
&I - [0 WER sEARCH wmyaees - 3 - @ - |4 (g82
W @ | @ sem: Ede 1002279 (HTC) I | i~ B - dwh - |5} Page - &k Took -
State Report Manager
Loasuts Susen Kruse Dasd Haig?
Home > District 0101000 > WOEGS52 Staff Employment, Assianments, and Experience (May 2010) > Latest Trisl > StaffExperiences violating R4225 > 1002278 (HTC) > Edit 1002279 (HTC)
Remermber to also update tudent Information System.
Element value
DistrictID [0101000 1
WISEStaffiD | 1002279 |
staffFirstiame [HuLse
StaffLasthlame | ARIANNA
ExperienceGroupCode * [HTe ]
DistrictExperience * [s.67 |
OtherVYDistrictExperience [z ]
W¥InstiutionalExperience “ [0 ]
OutofStatePublicSchooExperience ¢ [z ]
OutofStatelnstitutionalExperience “ [s.87 ]
WYNanPublicschaolProfessional “ [o ]
outofstatenonPublicschoolProfessional = [g ]
(* = required)
I @ triemet oo -

Step 5. Click on the staff file links to move between an employee’s
Employment, Assignment, Experience and Education file.

indows Internet Explorer

& - (el 12wy 21257 > & |[+][x
File Edt Wiew Favorites Tools  Help

@ycoment - PRselect

Google

P search v gD @ g - Shars = Sh - Sidewiki + 2P Check v (33| Translats ~ ] AukoRil = A0 i sign I+

| S!- [0 wes seARcH B mvens |- O - - € - j+ | @3

W g | @sam s0nezrs 1) = - B & - [sheags - G Todk -
o 50 sohsions Group
State Report Manager
sgout: Susan Kruss tisd sip?
Home > District 0101000 > WDE652 Staff and Experience (May 2010) > Latest Trial > violating R4225 > 1002279 (HTC)

[ e X oelete ]

Element Value

f— 0101000 Changes have been made sice the kst validation. The following violations may no longer apply.

‘WISEStffID 1002279

StaffFirstiiame HULSE Type i) Dt i)

StaffLastName ARIANNA ‘Warning R4109 StaffFirstName and StaffLastName do not match WISEStaffID.

——— s The i of ; and Name does not match the ist maitained by WDE. The record for the Staff ID

2 2 & (ID=1002279, Name=STEPHEN HENRY WHITE, BithDate=09/01/1949, Gender=m).

LRSI 2ol Error R4225 ExperienceGroupCode is not valid.

OtherWyDistrictExperience 112 ExperienceGroupCode does not match any of the known exerience aroup codes.

WYInstitutionalExperience 0

OutofstatePublicSchoolExperience 1.12 StaffEmplovments

OutofStatelnstitutionalExperience 5.67 Staffassignments

‘WYNonPublicSchoolProfessional 0 StaffEducations

OutofStateNonPublicSchoalProfessional 0

| @ tnteme: oo -




WDEG602/WDE652 GUIDEBOOK

Send to WDE

Step 1. The submission process is the same for the salary and staff files. Salary files must be
uploaded and sent to the WDE before staff files will be accepted.

Go into latest trial, make sure that all errors have been corrected and warnings have been looked
over.

State Report Manager
Logout: Ann-Marie Trujile
rome > Trials for WDE-602 October 2007 Salary Schedule I
Latest Trial

Generated: 09-10-2007 3:50pm

) Errors (0 Records (5) Reports
 seve J Downlod ] o= | Wamings 0 \
Saved Trial: 2006-07 Data
Generated: 09-10-2007 2:08pm -
Errors {0 Records (4] Reports
[ 3w J Omnead Do wimns (0

Submitted Triak This state report has not yet been sent to WDE.

Done [ @ internet H100% -
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WDEG602/WDE652 GUIDEBOOK

Step 2. Click the blue “Send to WDE™ button.

76 s ooy rvag
State Report Manager

Legout: Ann-Marie Trujilo
| tome > Trials for WDE-602 October 2007 Salary Schedule ' |

Latest Trial

Generated: 09-10-2007 3:50pm

[ Y oo [ oo J s s

Saved Trial: 2006-07 Data .

Generated: 09-10-2007 2:08pm

Wamings (0

o ot DA L2

b

Submitted Trial: This state report has not yet been sent to WDE.

Done (3 @ mnterne H100% -
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WDEG602/WDE652 GUIDEBOOK

Step 3. Name this item in the white box, click in the certification box, and then click the “Send to
WDE” button.

State Report Manager

Logout: Ann-Mare Trujile

Home > Send to WDE

Trial Name: [csisffColection.031007

¥ 1 certify that this trial is accurate and can be sent to the Wyoming Department of Education. This action cannot be revoked.

~

[ @ mntemet ®o00% v
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Fall WDEG02 Data Collection and Newspaper Report Process

Corr&stion
Prockess

WDE sends
districts potential
errors and the
Potential
Misassignment

WDE posts Newspaper

Report via e-mail

District sends WDE
written explanation on §
why errors cannot be
fixed

Will
corrections be
made?

District makes
necessary
corrections within
.CSV files

District uploads
revised .CSV files
into State Report
Manager (SRM)

++

District certifies
revised .CSV files
to WDE in SRM

v

District notifies
WDE that
resubmission is
complete

Are there
additional
corrections?

v

?ctobetl 1- Oc‘tober 2‘7, 201 1‘ l ‘

-

» Reports on WDE
Fusion portal

Districts need to go to
http://
fusion.edu.wyoming.gov

Enter in your username/
password and click ‘OK’

Click on “Data
Collection” tab

Click on “Newspaper
Reports”

Marfh 15, i012— ﬂ/larch 1, 201i

65



WDEG602/WDE652 GUIDEBOOK

Appendix D: Reportable Combination Assignment
Descriptions (for select assignments) — Version 8/26/2011

District Central Office Staff, Business Office Staff, Personnel/H.R. Staff, Title | Office Staff,
Transportation Office and Services Staff, and Special Education Office Staff

Professional Staff — Non Certified/Licensed

A new professional staff — non certified/licensed assignment level has been added to accommodate the
reporting of mid level, exempt staff performing higher level duties; typically these codes will be used by
larger districts. Regular clerical personnel should be reported as the Classified or Secretary/Clerical
code.

Operations and Maintenance Office and Services Staff

Code | Assignment Description

NCM | New Construction Manager
An individual who provides construction consultant/management services to the district throughout the
design and construction phases of a project. May be responsible for cost estimating, value engineering,
project subcontracts, coordination of all construction activities, and purchase orders. Must be on the
district payroll.

Code | Assignment Description
FCR | Facilities Coordinator

Point of contact for persons using the facility after regular school hours, may be responsible for securing
the property. This assignment code is not to be used if these duties are performed by the Operations
and Maintenance Supervisor or Head Custodian.

School Leadership

Code | Assignment Description

DNS | Dean of Students
Assist school administration (Principal and Assistant Principal) with: discipline issues, including authority
to suspend students; in-school suspension lab administrator; serving as supervising administrator at
events; following up on students who are repeatedly absent, coordinating with courts and police
department on truancy issues. Above functions require principal, director, counselor, or superintendent
endorsement: “§ 21-4-305. Suspension or expulsion; authority; procedure (a) The board of trustees of
any school district may delegate authority to disciplinarians chosen from the administrative and
supervisory staff to suspend any student from school...”
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Code | Assignment Description
DYC | Daycare Coordinator

Delivering and managing the Daycare Program, for preschool aged children, in order to ensure a safe,
developmentally appropriate environment for children. Duties include managing the daycare budget
and supervising daycare attendants; plan and implement activities to meet the physical, emotional,
intellectual and social needs of the children; ensuring nutritious snacks and lunches.

Special Education Office Staff

Code | Assignment Description

XCM | Special Education - Case Manager (Non-Supervisory)
Non-supervisory position responsible for overseeing compliance of IDEA requirements. Schedules and
facilitates meetings related to IEPs for students with disabilities. Confirms that IDEA requirements and
IEPs are implemented. Ensures progress monitoring is being administered and documented. Monitors
required timelines.

Other District and School Office Positions

Code | Assignment Description

CGM | Grants Management
Responsible for the business management aspects of grants and cooperative agreements, including
review, negotiation, administration, and interpretation of grant policies and provisions. Ensuring grant
requirements and reporting are properly executed. Duties may include grant writing.

Code | Assignment Description

English Learner Director or Assistant Director (Including Title Ill Administrator, if applicable).

ELR .
Formerly "English as a Second Language"

English learners program coordinator and/or the contact for the Title Il program.
Note: EL (English Learner) is synonymous with ESL, ELL and LEP.

Code | Assignment Description

ARC | At-Risk Student Case Manager or Transition Coordinator - OTHER THAN Special Education
Coordinates services provided to students, identified as “at-risk” by a district, in a school or community,
but does not work directly with students in a counseling or instructional capacity. Duties do not include
special education case management or transition services.

Code | Assignhment Description

ADS | Athletic Director / Activities Coordinator - Supervisory - (inc. Assistant Dir.)
Coordinates athletic events; attends athletic and extracurricular events, supervising students; supervises
coaches; must have Head Coach, Principal or Director endorsement.

Code | Assignment Description
ADN | Athletic Director / Activities Coordinator - Non-Supervisory - (inc. Assistant Dir.)
Coordinates athletic events; attends athletic and other school events, supervising students.
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Code | Assignment Description
FGW | Grant Writer

The individual who seeks funds to support a proposed project. The grant writer is responsible for the
development of the proposal.

Code | Assignment Description

CDV | Career / Post-Secondary Opportunity Coordinator
Coordinates post-secondary opportunities including career/vocational, scholarships, or other similar
programs. This position does not work directly with students in a counseling or instructional capacity.

Code | Assignment Description

AFC | After School / Extracurricular Program Coordinator
Supervises after school and/or summer programs. Programs may include special interest clubs,
homework labs, and athletic activities. Does not work with the students in an instructional capacity.

Code | Assighment Description

SRF | Security / Resource Officer
School resource officers help keep order, investigate crimes and enforce the law in and around schools
while they communicate the importance and consequences of the legal system to students. Other
duties include building security; basic security checks in buildings, parking lots, and other locations
where school activities take place.

Additional Pay

Code | Assignment Description

EPY | Additional Pay (requires entry of Additional Pay Type code)
Additional pay that is NOT associated with a duty; must be defined with an appropriate reason code.

Aides

Code | Assignment Description
AID | Aide - Instructional - OTHER THAN Special Education
Staff members assigned to assist a teacher with routine activities associated with teaching, i.e., activities
requiring minor decisions regarding students, such as monitoring, conducting rote exercises, operating
equipment and clerking.
o INCLUDE only paid staff by direct hire and contracting
. EXCLUDE volunteer aides and vacant positions
Accompanist during school hours is an instructional aide, after hours would be an ADV.

Code | Assignment Description

AIN | Aide - Non-Instructional (including playground) - OTHER THAN Special Education
Paraprofessionals who do not provide instructional support, for example, paraprofessionals who are
translators or who work with parental involvement or computer assistance. Additional types of non-
instructional aides include: Crossing Guard, Playground Attendant
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Code | Assignment Description

TAl | Title | Aide - Instructional

An academic paraprofessional for Title | purposes is an employee of an LEA who provides instructional
support in a program supported with Title I, Part A funds. Instructional support includes the following
activities:

o Providing one—on—one instruction under direct supervision of a certified Title | teacher
o Providing assistance with classroom management, such as organizing instructional and other
materials

(Federal reporting requires breakout of instructional vs. non)

Code | Assignment Description

TAN | Title | Aide - Non-Instructional

Paraprofessionals who do not provide instructional support, for example, paraprofessionals who are
translators or who work with parental involvement or computer assistance. (Federal reporting requires
breakout of instructional vs. non)

Code | Assignment Description

LMA | Aides, Library/Media (include Audio/Visual Support)

Staff members who render other library or media services, such as preparing, caring for, and making
available to members of the instructional staff the equipment, films, filmstrips, transparencies, tapes, TV
programs, and similar materials (whether maintained separately or as part of an instructional materials
center).

Student Support (Licensed/Certified)

Code | Assignhment Description

LIM | Librarian (Library-Media Specialist)

Professional staff members and supervisors assigned specific duties and school time for professional
library and media service activities. Activities include: selecting, acquiring, preparing, cataloging, and
circulating books and other printed materials; planning the use of library and media services by
students, teachers and other members of the instructional staff; and guiding individuals in their use of
media services and library materials, (whether maintained separately or as part of an instructional
materials center).

Code | Assignhment Description

XTC | Special Education - Transition Coordinator

Provides post-high school completion/graduation assistance with transition into the workforce or
further education. May involve developing coordinated transition activities, transition planning,
arranging job shadowing opportunities, and college readiness skills development. Requires special
education teaching endorsement at a minimum.
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Code | Assignment Description
XDD | Special Education - Educational Diagnostician

Performs assessment to identify / evaluate / reevaluate a student as having a disability; testing,
collecting data, providing program recommendations for students. Requires certification or masters in

Special Education Diagnostics.

Code | Assignment Description
XAU | Audiologist - Special Education (reimbursable on WDE401 or federally funded)
AUD | Audiologist - OTHER THAN Special Education

Audiologists - provide the following services:

. Identification of children with hearing loss;

. Determination of the range, nature, and degree of hearing loss, including referral for
medical or other professional attention for the habilitation of hearing;

o Provision of rehabilitative activities, such as language habilitation, auditory training, speech
reading (lip-reading), hearing evaluation, and speech conservation;

o Creation and administration of programs for prevention of hearing loss;

o Counseling and guidance of children, parents, and teachers regarding hearing loss; and

o Determination of the children’s needs for group and individual amplification, selecting and

fitting an appropriate aid, and evaluating the effectiveness of amplification.

Code | Assignment Description
Deaf / Hard of Hearing Interpreter - Special Education NOTE: Requires license/certification

XDH starting 2011-12 school year.
Deaf / Hard of Hearing Interpreters - provide services to children who are deaf or hard of hearing,
including:
. Oral transliteration services;
o Cued language transliteration services; and
o Sign language interpreting services.

Code | Assignment Description
XOT | Occupational Therapist - Special Education (reimbursable on WDE401 or federally funded)
OTR | Occupational Therapist - OTHER THAN Special Education

Occupational Therapists - provide the following services:

o Improving, developing or restoring functions impaired or lost through illness, injury, or
deprivation;

o Improving ability to perform tasks for independent functioning if functions are impaired or
lost; and

o Preventing, through early intervention, initial or further impairment or loss of function.

. http://www.wsh1.k12.wy.us/documents/erc_speddefinitions.pdf: “A special education

related service which is usually focused upon the development of a student's fine motor
skills and/or the identification of adapted ways of accomplishing activities of daily living
when a student's disabilities preclude doing those tasks in typical ways.”
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Code | Assignment Description

XPT | Physical Therapist - Special Education (reimbursable on WDE401 or federally funded)

LPT | Physical Therapist - OTHER THAN Special Education

Physical Therapists - provide the following services:

. Screening, evaluation, and assessment of children to identify movement dysfunction;

Obtaining, interpreting, and integrating information appropriate to program planning to
prevent, alleviate, or compensate for movement dysfunction and related functional
problems; and

Providing individual and group services or treatment to prevent, alleviate, or compensate
for movement dysfunction and related functional problems.

Code | Assignment Description

XPY | School Psychologist - Special Education (reimbursable on WDE401 or federally funded)

SPS | School Psychologist - OTHER THAN Special Education

IPS | Intern - School Psychology

Psychologists - provide the following services:

Administering psychological and educational tests, and other assessment procedures;
Interpreting assessment results;

Obtaining, integrating, and interpreting information about child behavior and conditions
relating to learning;

Consulting with other staff members in planning school programs to meet the special needs
of children as indicated by psychological tests, interviews, direct observations, and
behavioral evaluations;

Planning and managing a program of psychological services, including psychological
counseling for children and parents; and

Assisting in developing positive behavioral intervention strategies.
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Code | Assignment Description

XCO | School Counselor - Special Education (reimbursable on WDE401 or federally funded)

COU | School Counselor - OTHER THAN Special Education

School Counselors - provide the following services:
. Guide individual students, families, groups, and communities by assisting them in problem
solving, decision-making, discovering meaning, and articulating goals related to personal,
educational and career development.

. Develop confidential relationships with students to help them resolve and/or cope with
problems and developmental concerns.
. Prevention and/or intervention activities to meet students’ needs. These needs can be

necessitated by events and conditions in students’ lives and the school climate and culture,
and may require any of the following: individual or group counseling; consultation with
parents, teachers and other educators; referrals to other school support services or
community resources; and intervention and advocacy at the systemic level.

. Vocational rehabilitation services provided to a student with disabilities by vocational
rehabilitation programs funded under the Rehabilitation Act of 1973, as amended.
. Evaluating students’ abilities, assisting students in making educational and career choices,

assisting students in personal and social development, providing referral assistance, and/or
working with other staff members in planning and conducting guidance programs for
students.

Code | Assignment Description

XSN | School Nurse - Special Education (reimbursable on WDE401 or federally funded)

SNR | School Nurse - OTHER THAN Special Education

School Nurses - in general, provide the following services:

. Provide medical and nursing services;
. Promote health and safety;
o Intervene with actual and potential health problems; and
o Provide case management services.
School Nurses - Special Education (reimbursable on WDE401):
o Medical services for diagnostic and evaluation purposes provided to determine whether a

child has a disability and the nature and extent of the special education and related services
that the child needs.

o Nursing services designed to enable a child with a disability to receive FAPE as described in
the child’s IEP, with the exception of services related to medical devices that are surgically
implanted (e.g., cochlear implants).
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Code

Assignment Description

XSS

School Social Worker - Special Education (reimbursable on WDE401 or federally funded)

SSW

School Social Worker - OTHER THAN Special Education

Social Workers - provide the following services:

Group and individual counseling with the child and family;

Working in partnership with parents and others on those problems in a child’s living
situation (home, school, and community) that affect the child’s adjustment in school;
Mobilizing school and community resources to enable the child to learn as effectively as
possible in his or her educational program;

Assisting in developing positive behavioral intervention strategies; and

Preparing a social or developmental history on a child with a disability.

Code | Assignment Description
XSP | Speech Pathologist - Special Education (reimbursable on WDE401 or federally funded)
SPA | Speech Pathologist - OTHER THAN Special Education

Speech-Language Pathologists - provide the following services:

Identification of children with speech or language impairments;

Diagnosis and appraisal of specific speech or language impairments;

Referral for medical or other professional attention necessary for the habilitation of speech
or language impairments;

Provision of speech and language services for the habilitation or prevention of
communicative impairments; and

Counseling and guidance of parents, children, and teachers regarding speech and language
impairments.

Student Support (NON-Licensed/Certified)

Code | Assignment Description

XCS Community Support Specialist - Special Education (reimbursable on WDE401 or federally
funded)

CSD | Community Support Specialist - OTHER THAN Special Education

District or school representative working in the community in capacities that DO NOT require
certification or licensure. Duties may include:

Facilitating interaction between communities, families, and schools

Tracking down truant students

Coordinating with courts and the police department on truancy issues.

Attending juvenile court hearings

Ensuring ongoing education of students transitioning in-and-out of juvenile detention and
rehabilitative centers

Native American liaison

Home school coordination

Assisting families with Limited English Proficient students
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Code | Assignment Description
DBC | Drill Instructor Boot Camp

Works in a secondary disciplinary military style boot camp program. Supervises and leads students
through strict discipline and strenuous exercise. Must have a military background, physical education,
coaching or personal trainer credentials.

Code | Assignment Description
ADV | Advisor/Sponsor - Any Club Activity During Non-Instructional Hours

Examples: Advisor/Sponsors (at non-credit earning events) for FBLA, science club, musical accompanist,
cheerleading coach, drama/stage assistants, school activity chaperone, senior class sponsor, weight
room supervisor, etc. NOTE: Does NOT include athletics coaches.

Code | Assignment Description
DYA | Daycare Attendant

Caregiver of preschool aged children. Meeting physical needs such as changing diapers and feeding,
engaging the children in individual and group play, as well as quiet time and physical activity.

Teachers

Code | Assignment Description
SSK | Study Skills/Study Hall

Certified teacher (required) overseeing a study skills or study hall period.

Code | Assignment Description
RES | Reading Specialist/Remedial Reading

Provides diagnostic services for reading and specific support to students who are significantly below
grade level in reading. This teaching is in addition to their regular reading class time. This position
requires a Reading endorsement.

Code | Assignment Description
APE | Adaptive PE - Special Education (reimbursable on WDE401 or federally funded)

Developing, implementing, and monitoring a carefully designed physical education instructional
program for a learner with a disability, based on a comprehensive assessment, to give the learner the
skills necessary for a lifetime of rich leisure, recreation, and sport experiences to enhance physical
fitness and wellness.

Code | Assignment Description

HEA | Health

Health coursework includes the state health content standards of physical health, nutritional health, and
mental health.
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Code | Assignment Description

ALT | Alternative, Non-Traditional, At-Risk Program Teacher
Persons with an ALT endorsement can teach any course, however, the ALT assighment code can ONLY
be reported for teachers teaching in an officially recognized (by School ID) alternative school AND
teachers must hold the ALT endorsement.

Code | Assignment Description
ESL | English Learner education (formerly English as a Second Language)
A Title Il language instruction educational program is an instruction course
. in which a limited English proficient child is placed for the purpose of developing and
attaining English proficiency, while meeting challenging State academic content and student
academic achievement standards, as required by Section 1111(b)(1) and
o that may make instructional use of both English and a child’s native language to enable the
child to develop and attain English proficiency and may include the participation of English
proficient children if such course is designed to enable all participating children to become
proficient in English and a second language.
Note: ESL endorsed teachers are NOT ALLOWED to teach Language Arts courses. ESL is a correct title
for a class teaching LEP/ELL students

Code | Assignment Description

SCM | Middle Science (any science grades 5-8)

Any science content; applicable to grades 5 to 8 only. Teacher must have Middle School Science
endorsement to report using this non-subject specific middle science code.

Code | Assignment Description
SCG | Integrated / General Science in grades 6 to 9

Introductory course including inquiry and basic introduction to science. Can be taught in grades 6
through 9. Must have an endorsement in at least one science discipline.

Code | Assignment Description
XAS | Special Education - Alternate Content Standards (include Life Skills)
Provides instruction for students using alternate content standards to access curriculum.

Code | Assignment Description

VCX | Vocational Education - Industrial Welding
Welding in a manufacturing AND/OR agricultural setting.

Code | Assignment Description

VCY | Vocational Education - Agricultural Welding
Instruct students how to weld in an agricultural setting; basic maintenance and repair of
farming/ranching equipment and structures. Welding instruction beyond this description must be
reported under the Industrial Welding assignment.
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Code

Assignment Description

ATR

Athletic Trainer

W.S. 33-45-102(a)(vi): “Practice of athletic training” means the application of the principles and methods
of prevention, recognition, evaluation and assessment of athletic injuries and illnesses, immediate care
of athletic injuries including common injuries, medical emergencies, psychosocial intervention and
referral, conditioning and rehabilitative exercise, nutritional aspects of injuries and illnesses, the use of
therapeutic modalities, proper healthcare administration, professional development and the
understanding and education of applications, precautions, interactions, indications and
contraindications of pharmacology for athletes. Licensing requirements; W.S. 33-45-
107(c)[summarized]: Any person licensed as an athletic trainer in Wyoming or employed by a Wyoming
school district and holding a coaching endorsement issued by the Professional Teaching Standards
Board, or working under the supervision of a licensed athletic trainer or endorsed coach.
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Appendix E: Vocational Education Assignment Descriptions
by Career Cluster

Agriculture And Natural Resources

COMPREHENSIVE AGRICULTURE

e 18001 Introduction to Agriculture And Natural Resources
e 18002 Agriculture —Comprehensive
e 18003 Agriculture and Natural Resources—Comprehensive
PLANT SYSTEMS
e 18051 Plant Production/Science
e 18052 General Horticulture
e 18053 Ornamental Horticulture
o 18054 Turf And Landscape Management
e 18055 Soil Science
e 18056 Particular Topics In Plant Systems
e 18097 Plant Systems—Independent Study
e 18098 Plant Systems—Workplace Experience
e 18099 Plant Systems—Other
ANIMAL SYSTEMS
e 18101 Animal Production/Science
e 18102 Small Animal Care
e 18103 Large Animal Care
e 18104 Equine Science
e 18105 Veterinary Science
e 18106 Particular Topics In Animal Systems
o 18147 Animal Systems—Independent Study
o 18148 Animal Systems—Workplace Experience
e 18149 Animal Systems—Other
AGRIBUSINESS
o 18201 Agribusiness Management
e 18202 Agricultural Entrepreneurship
e 18203 Agricultural Leadership
e 18204 Particular Topics In Agribusiness
o 18247 Agribusiness—Independent Study
o 18248 Agribusiness—Workplace Experience
o 18249 Agribusiness—Other
AGRICULTURE PRODUCTION/PROCESSING
e 18301 Agricultural Production
e 18302 Agricultural Processing
e 18303 Plant Processing
e 18304 Animal Processing
e 18305 Food Product Processing
e 18306 Aquaculture
e 18307 Agriculture And Society
e 18308 Agricultural Biotechnology
e 18309 Particular Topics In Agricultural Production/Processing
o 18347 Agricultural Production And Processing—Independent Study
e 18348 Agricultural Production And Processing—Workplace Experience
e 18349 Agricultural Production And Processing—Other
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AGRICULTURE MECHANICS AND CONSTRUCTION

18401
18402
18403
18404
18405
18447
18448
18449

NATURAL RESOURCES

18501
18502
18503
18504
18505
18547
18548
18549

Agriculture Mechanics/Equipment/Structures

Agriculture Mechanics And Equipment

Agriculture Structures

Agriculture Welding

Particular Topics In Agricultural Mechanics And Construction
Agricultural Mechanics And Construction—Independent Study
Agricultural Mechanics And Construction—Workplace Experience
Agricultural Mechanics And Construction—Other

Wildlife Management

Forestry

Forestry Harvesting

Natural Resources Management

Particular Topics In Natural Resources
Natural Resources—Independent Study
Natural Resources—Workplace Experience
Natural Resources—Other
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Architecture And Construction

ARCHITECTURE AND DRAFTING

e 21101 Drafting Careers Exploration
e 21102 Drafting—General
e 21103 Drafting—Architectural
o 21104 Drafting—Civil/Structural
e 21105 Drafting—Electrical/Electronic
e 21106 Drafting—Technical/Mechanical
o 21107 CAD Design And Software
e 21108 Blueprint Reading
o 21147 Drafting—Independent Study
o 21148 Drafting—Workplace Experience
o 21149 Drafting—Other
CONSTRUCTION
e 17001 Construction Careers Exploration
e 17002 Construction—Comprehensive
e 17003 Carpentry
e 17004 Framing Carpentry
e 17005 Particular Topics In Carpentry
e 17006 Woodworking
e 17007 Cabinetmaking
e 17008 Masonry
e 17009 Building Maintenance
e 17010 Home Maintenance
e 17011 Wall Finishings
e 17012 Upholstering
o 17047 General Construction—Independent Study
o 17048 General Construction—Workplace Experience
e 17049 General Construction—Other
AIR CONDITIONING, HEATING AND PLUMBING
o 17051 Air Conditioning
e 17052 Refrigeration
e 17053 Heating
e 17054 Air Conditioning/Refrigeration
e 17055 Air Conditioning, Heating, And Refrigeration
e 17056 Heating, Ventilation, And Air Conditioning
o 17057 Particular Topics In HYACR
e 17058 Plumbing
e 17059 Plumbing And Heating
e 17097 Air Conditioning, Heating, And Plumbing—Independent Study
e 17098 Air Conditioning, Heating, And Plumbing—Workplace Experience
e 17099 Air Conditioning, Heating, And Plumbing—Other
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ELECTRICITY/ELECTRONICS

o 17101 Exploration Of Electricity/Electronics

e 17102 Electricity—Comprehensive

e 17103 Residential Wiring

o 17104 Industrial Electricity

e 17105 Particular Topics In Electricity

e 17106 Electronics—Comprehensive

o 17107 Particular Topics In Electronics

e 17108 Electricity/Electronics—General

e 17109 Particular Topics In Electricity/Electronics
e 17110 Analog And Digital Circuits

e 17111 Analog Circuits

o 17112 Digital Circuits

o 17147 Electricity/Electronics—Independent Study
o 17148 Electricity/Electronics—Workplace Experience
o 17149 Electricity/Electronics—Other
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Graphic Arts, AV Technology And

Communication
AUDIO AND VIDEO TECHNOLOGY AND FILM
e 11051 Audio/Visual Production
e 11052 Commercial Photography
e 11053 Photographic Laboratory And Darkroom
e 11054 Photo Imaging
e 11055 Video
e 11056 Particular Topics In Audio/Video Technology And Film
e 11097 Audio/Video Technology And Film—Independent Study
e 11098 Audio/Video Technology And Film—Workplace Experience
e 11099 Audio/Video Technology And Film—Other
JOURNALISM AND BROADCASTING
e 11101 Journalism
e 11102 Photojournalism
e 11103 Broadcasting Technology
e 11104 Publication Production
e 11105 Particular Topics In Journalism And Broadcasting
o 11147 Journalism And Broadcasting—Independent Study
e 11148 Journalism And Broadcasting—Workplace Experience
e 11149 Journalism And Broadcasting—Other
PRINTING TECHNOLOGY AND PRODUCTION
e 11151 Digital Media Technology
e 11152 Desktop Publishing
e 11153 Digital Media Design And Production
o 11154 Commercial Graphic Design
e 11155 Graphic Technology
o 11156 Photography And Printing Technology
o 11157 Photoengraving
e 11158 Print Press Operations
e 11159 Particular Topics In Printing Technology And Production
o 11197 Printing Technology—Independent Study
e 11198 Printing Technology—Workplace Experience
e 11199 Printing Technology—Other
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Business Management And Administration
ADMINISTRATION
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12006
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12008
12009
12047
12048
12049

12051
12052
12053
12054
12055
12056
12057
12058
12059
12097
12098
12099

Business/Office Career Exploration
Office Procedures—Comprehensive
Office And Administrative Technologies
Office Services

Keyboarding

Word Processing

Recordkeeping

Particular Topics In Administration
Business Communications
Administration—Independent Study
Administration—Workplace Experience
Administration—Other

Introductory Business

Business Management
Entrepreneurship

Business Law

Business Principles And Management
International Business And Marketing
Human Resources And Labor Relations
Human Resources Management

IB Business And Management
Management—Independent Study
Management—Workplace Experience
Management—Other

82



WDEG602/WDE652 GUIDEBOOK

Education And Training

EDUCATION
e 19151 Teaching Profession
e 19152 Educational Methodology
e 19153 Early Childhood Education
e 19154 Particular Topics In Education
e 19197 Education—Independent Study
e 19198 Education—Workplace Experience
e 19199 Education—Other
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FINANCE
e 12101 Banking And Finance
e 12102 Banking
e 12103 Finance
e 12104 Accounting
e 12105 Business Economics
e 12106 Risk Management And Insurance
e 12107 Investing
o 12147 Finance—Independent Study
o 12148 Finance—Workplace Experience
o 12149 Finance—Other
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Government And Public Administration

GOVERNMENT SERVICE

15201
15202
15203
15247
15248
15249

Public Administration

Community Protection

Public Policy

Government Service—Independent Study
Government Service—Workplace Experience
Government Service—Other
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Health Science

COMPREHENSIVE HEALTH

e 14001 Exploration Of Health Care Occupations
e 14002 Health Care Occupations—Comprehensive
THERAPEUTIC SERVICES
e 14051 Nursing
e 14052 Nursing—LPN
e 14053 Home Health Care
e 14054 Dental Science
e 14055 Emergency Medical Technology
e 14056 Surgical Technology
e 14057 Vision Care
e 14058 Optometrics
e 14059 Gerontology
e 14060 Physical Therapy
e 14061 Respiratory Therapy
e 14062 Care Of Athletes
o 14063 Particular Topics In Therapeutic Services
o 14097 Therapeutic Services—Independent Study
e 14098 Therapeutic Services—Workplace Experience
o 14099 Therapeutic Services—Other
DIAGNOSTIC SERVICES
e 14101 Dental Laboratory Technology
e 14102 Medical Lab Technology
e 14103 EKG Technology
e 14104 Phlebotomy
e 14105 Particular Topics In Diagnostic Services
o 14147 Diagnostic Services—Independent Study
o 14148 Diagnostic Services—Workplace Experience
e 14149 Diagnostic Services—Other
HEALTH INFORMATION
o 14151 Medical/Clerical Assisting
o 14152 Pharmacy Assisting
e 14153 Medical Office Procedures
o 14154 Medical Terminology
e 14155 Particular Topics In Health Information
o 14197 Health Information—Independent Study
e 14198 Health Information—Workplace Experience
e 14199 Health Information—Other
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SUPPORT SERVICES
o 14201 Central Service Technology
o 14202 Health Support Services
e 14203 Health Unit Coordination
o 14204 Particular Topics In Health Support Services
o 14247 Health Support Services—Independent Study
o 14248 Health Support Services—Workplace Experience
o 14249 Health Support Services—Other
HEALTH SCIENCES
o 14251 Health Science
o 14252 Biotechnology
o 14253 Pharmacology
o 14254 Particular Topics In Health Sciences
o 14297 Health Sciences—Independent Study
o 14298 Health Sciences—Workplace Experience
e 14299 Health Sciences—Other
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pitality And Tourism

RESTAURANT, FOOD AND BEVERAGE SERVICES

LODGING

16001
16051
16052
16053
16054
16055
16056
16057
16097
16098
16099

16101
16102
16103
16104
16147
16148
16149

TRAVEL AND TOURISM

16151
16152
16153
16154
16155
16197
16198
16199

Exploration Of Hospitality Careers

Exploration Of Restaurant, Food, And Beverage Services
Restaurant, Food, And Beverage Services—Comprehensive
Food Service

Nutrition And Food Preparation

Restaurant Management And Operations

Culinary Art Specialty

Particular Topics In Restaurant, Food, And Beverage Services
Restaurant, Food, And Beverage Services—Independent Study
Restaurant, Food, And Beverage Services—Workplace Experience
Restaurant, Food, And Beverage Services—Other

Exploration Of Lodging Careers
Lodging—Comprehensive
Institutional Maintenance
Particular Topics In Lodging
Lodging—Independent Study
Lodging—Workplace Experience
Lodging—Other

Introduction To Travel And Tourism

Travel And Tourism—Comprehensive

World Travel And Tourism

Eco-Tourism

Particular Topics In Travel And Tourism
Travel And Tourism—Independent Study
Travel And Tourism—Workplace Experience
Travel And Tourism—Other

RECREATION, AMUSEMENT AND ATTRACTIONS

16201
16202
16203
16247
16248
16249

Exploration Of Recreation, Amusement, And Attractions
Recreation, Amusement, And Attractions—Comprehensive
Particular Topics In Recreation, Amusement, And Attractions
Recreation, Amusement, And Attractions—Independent Study
Recreation, Amusement, And Attractions—Workplace Experience
Recreation, Amusement, And Attractions—Other
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Human Services

GENERAL HUMAN SERVICES

e 19001 Human Services Career Exploration
CHILD AND ELDER CARE
e 19051 Child Care
e 19052 Child Development
e 19053 Elder Care
e 19054 Caregiving Service
e 19055 Particular Topics In Child And Elder Care
e 19097 Child And Elder Care—Independent Study
e 19098 Child And Elder Care—Workplace Experience
e 19099 Child And Elder Care—Other
COSMETOLOGY
e 19101 Cosmetology—Licensing
e 19102 Barbering
e 19103 Hair Styling
e 19104 Cosmetology—Non-Licensing
e 19105 Cosmetology—Nail Specialization
e 19106 Cosmetology—Facial Specialization
e 19107 Particular Topics In Cosmetology
o 19147 Cosmetology—Independent Study
e 19148 Cosmetology—Workplace Experience
e 19149 Cosmetology—Other
APPAREL AND FURNISHINGS
e 19201 Clothing And Textiles
e 19202 Clothing/Textile Maintenance
e 19203 Apparel Construction
e 19204 Apparel And Textile Services
e 19205 Home Furnishing
e 19206 Home Furnishings Production
o 19207 Particular Topics In Apparel And Furnishings
e 19247 Apparel And Furnishings—Independent Study
o 190248 Apparel And Furnishings—Workplace Experience
o 19249 Apparel And Furnishings—Other
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10051
10052
10053
10054
10055
10097
10098
10099

NETWORK SYSTEMS

COMPUTER SCIENCE/PROGRAMMING

10101
10102
10103
10104
10105
10106
10107
10108
10109
10110
10111
10147
10148
10149

10151
10152
10153
10154
10155
10156
10157
10158
10159
10160
10197
10198
10199

MEDIA TECHNOLOGY

10201
10202
10203
10204
10247
10248
10249
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Information Technology

MANAGEMENT INFORMATION SYSTEMS

Information Management

Database Management And Data Warehousing

Database Applications

Data Systems/Processing

Particular Topics In Management Information Systems
Management Information Systems—Independent Study
Management Information Systems—Workplace Experience
Management Information Systems—Other

Network Technology

Networking Systems

Area Network Design And Protocols

Router Basics

Netware Routing

Wide Area Telecommunications And Networking
Wireless Networks

Network Security

Essentials Of Network Operating Systems
Microsoft Certified Professional (MCP)
Particular Topics In Networking Systems
Networking Systems—Independent Study
Networking Systems—Workplace Experience
Networking Systems—Other

Business Programming

Computer Programming

Visual Basic Programming

C++ Programming

Java Programming

Computer Programming—Other Language
AP Computer Science A

AP Computer Science AB

IB Computing Studies

Particular Topics In Computer Programming
Computer Programming—Independent Study
Computer Programming—Workplace Experience
Computer Programming—Other

Web Page Design

Computer Graphics

Interactive Media

Particular Topics In Media Technology
Media Technology—Independent Study
Media Technology—Workplace Experience
Media Technology—Other

20



INFORMATION SUPPORT AND SERVICES

10251
10252
10253
10254
10255
10256
10297
10298
10299
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Computer Technology

Computer Maintenance

Information Support And Services

IT Essentials: PC Hardware And Software

CISCO—The Panduit Network Infrastructure Essentials (PNIE)
Particular Topics In Information Support And Services
Information Support And Services—Independent Study
Information Support And Services—Workplace Experience
Information Support And Services—Other
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Law, Public Safety, Corrections And Security

COMPREHENSIVE
e 15001 Exploration Of Public Service Careers
LAW ENFORCEMENT
e 15051 Criminal Justice
e 15052 Corrections
e 15053 Particular Topics In Law Enforcement
e 15097 Law Enforcement—Independent Study
e 15098 Law Enforcement—Workplace Experience
e 15099 Law Enforcement—Other
SECURITY AND PROTECTION
e 15101 Public Safety
e 15102 Security Services
e 15103 Particular Topics In Security
o 15147 Security And Protection—Independent Study
o 15148 Security And Protection—Workplace Experience
e 15149 Security And Protection—Other
FIRE MANAGEMENT
o 15151 Fire Science
o 15152 Fire Fighting
e 15153 Particular Topics In Fire Management
e 15197 Fire Management—Independent Study
e 15198 Fire Management—Workplace Experience
e 15199 Fire Management—Other
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Manufacturing

MANUFACTURING TECHNOLOGY

e 13001 Exploration Of Manufacturing Occupations

e 13002 Manufacturing—Comprehensive

e 13003 Industrial Arts

e 13004 Industrial Safety/First Aid
PROCESSING/PRODUCTION

e 13052 Materials And Processes

e 13053 Metal And Wood Processing/Production

e 13054 Wood Processing/Production

o 13055 Metal Processing/Production

e 13056 Plastics Processing/Production

e 13057 Ceramic Processing/Production

e 13058 Particular Topics In Processing And Production

o 13097 Processing/Production—Independent Study

e 13098 Processing/Production—Workplace Experience

e 13099 Processing/Production—Other
PRODUCTION SYSTEMS

e 13101 Production Systems

e 13102 Electro-Mechanical Systems

e 13103 Product Development

o 13147 Production Systems—Independent Study

e 13148 Production Systems—Workplace Experience

o 13149 Production Systems—Other
METALWORK

o 13201 Metalwork Occupations

e 13202 Metalworking

e 13203 Machining

o 13204 Particular Topics In Machining

e 13205 Sheet Metal

e 13206 Particular Topics In Sheet Metal

e 13207 Welding

e 13208 Particular Topics In Welding

o 13247 Metalwork—Independent Study

o 13248 Metalwork—Workplace Experience

e 13249 Metalwork—Other
REPAIR

e 13301 Appliance Repair

e 13302 Equipment Maintenance And Repair

o 13347 Repair—Independent Study

e 13348 Repair—Workplace Experience

o 13349 Repair—Other
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Marketing, Sales And Service

MARKETING
e 12151 Marketing Career Exploration
e 12152 Marketing—Comprehensive
e 12153 Marketing—Fashion
o 12154 Marketing—Real Estate
e 12155 Marketing—Transportation
e 12156 Marketing—Food/Beverage Industry
o 12157 Marketing—Insurance
e 12158 Marketing—Floristry
e 12159 Marketing—Hospitality/Tourism
e 12160 Marketing—Merchandising
e 12162 Internet Marketing
e 12163 Sports And Entertainment Marketing
e 12164 Principles Of Marketing
e 12165 Principles Of Advertising
o 12166 Marketing Management
o 12167 Marketing—Other Specialization
o 12197 Marketing—Independent Study
e 12198 Marketing—Workplace Experience
e 12199 Marketing—Other
SALES
e 12201 Cashier/Checker Operations
o 12202 Principles Of Selling
o 12247 Sales—Independent Study
o 12248 Sales—Workplace Experience
o 12249 Sales—Other
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Engineering And Technology

ENGINEERING
e 21001 Pre-Engineering Technology
e 21002 Engineering Applications
e 21003 Engineering Technology
e 21004 Principles Of Engineering
e 21005 Engineering—Comprehensive
e 21006 Engineering Design
e 21007 Engineering Design And Development
e 21008 Digital Electronics
e 21009 Robotics
e 21010 Computer Integrated Manufacturing
e 21011 Civil Engineering
o 21012 Civil Engineering And Architecture
e 21013 Aerospace Engineering
o 21014 Biotechnical Engineering
e 21015 Particular Topics In Engineering
o 21047 Engineering—Independent Study
o 21048 Engineering—Workplace Experience
o 21049 Engineering—Other
Technology
o 21051 Technological Literacy
e 21052 Technological Processes
e 21053 Emerging Technologies
o 21054 Technology Innovation And Assessment
o 21055 Aerospace Technology
o 21056 Particular Topics In Technology Applications
e 21097 Technology—Independent Study
o 21098 Technology—Workplace Experience
e 21099 Technology—Other
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Transportation, Distribution And Logistics

TRANSPORTATION TECHNOLOGY

e 20001 Exploration Of Transportation, Distribution, And Logistics
OPERATION
e 20051 Truck And Bus Driving
e 20052 Heavy Equipment Operation
e 20053 Aviation
e 20054 Boat Operation
e 20097 Operation—Independent Study
e 20098 Operation—Workplace Experience
e 20099 Operation—Other
MECHANICS AND REPAIR
e 20101 Energy/Power
e 20102 Power And Mechanics
e 20103 Introduction To Automobiles
e 20104 Automotive Mechanics—Comprehensive
e 20105 Particular Topics In Automotive Mechanics
e 20106 Automotive Service
e 20107 Diesel Mechanics—Comprehensive
e 20108 Particular Topics In Diesel Mechanics
e 20109 Small Vehicle Mechanics
e 20110 Small Engine Mechanics
e 20111 Marine Mechanics
e 20112 Heavy Equipment Mechanics
e 20113 Aircraft Power Plant
e 20114 Aircraft Airframe
e 20115 Automotive Detailing And Reconditioning
e 20116 Automotive Body Repair And Refinishing—Comprehensive
o 20117 Particular Topics In Automotive Body Repair And Refinishing
e 20118 Boat Repair/Refinishing
o 20147 Mechanics And Repair—Independent Study
e 20148 Mechanics And Repair—Workplace Experience
e 20149 Mechanics And Repair—Other
DISTRIBUTION AND LOGISTICS
o 20151 Distribution—Comprehensive
e 20152 Warehouse Operations
o 20197 Distribution And Logistics—Independent Study
e 20198 Distribution And Logistics—Workplace Experience
e 20199 Distribution And Logistics—Other
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