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Introduction

The WDE636 is an end-of-yeardata collection that collects information on students and incidents
related to crime and violence thatoccurred during the school year.Datais reported as aggregate
counts. This data will satisfy the federal requirements for reporting incidents of crime and violence, as
well as datarequired under the Safe and Gun Free Schools Act.

School Districts are required to submita variety of data collections each year. The data collected by
the Wyoming Department of Education (WDE)is critical to the continual growth of Wyoming's
educationsystem.Itis widelyagreed upon that qualityand timely data are needed toinform the work
of stakeholders such as students, teachers,administrators, parents, and policy makers to most
appropriatelyimpact the teaching and learning process.

Departmentstaff will be able to review and assist districts to provide complete, accurate data before
adjudicating the WDEG36 collection. This collectionis accessed through the Department forms
inventory, downloaded, completed, and uploaded by the districtto the Department. The WDE636
datais meantto be used by the WDE to meetFederal Reporting requirements.

This guidebook serves as the definitive instruction set for the data contained within the WDE636
Data Collection.

WDEG636 Authority

There are several authorities thatallowthe WDE to collect data forthe WDEG636 collection. The
differentauthorities have beenlisted below:

e Gun-Free School Act(GFSA)

e |ndividuals with Disabilities Act(IDEA), Under Section 602 (a)(1)

e Elementaryand Secondary Education Act(ESEA), Title IV, PartA, Subpart 3

The Gun-Free Schools Act(GFSA), Part A, Subpart 3, under Title IV of the Elementaryand Secondary
Act (ESEA) of 1965, asamended (20U.S.C. 7151) requires thateach state have in effecta State law
requiring local educationalagencies (LEAs) to expel from school for a period of not less than one year
a studentfound to have broughta firearm to school, or to have possessed a firearm atschool.In
addition, under GFSA, LEAs receiving ESEA funds mustadopta policy requiring referral to the criminal
justice or juvenile delinquency system of any student who brings a firearm to school or possessesa
firearm atschool. The GFSA requires states to provide annual reports to the Secretary of Education
concerning implementation of the Act's requirements.
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Collection Schedule

WDEG636 Spring Collection Window: May 20, 2026 - July 31, 2026

Districts should upload the completed WDE636 workbook one week before the close of the reporting
cycletimeline, unlessthe Collection Steward has approved a later deadline. However, the data for this
collection canbe submitted and validated atany time during the collection window. Due to the
submission of Federal Reporting requirements from the Department, all data mustbe submitted by
the due date.To ensure error-free data, all corrections mustbe completed by the collection cycledue
date.

Typical Data Collection Flow Process

WDE636 data is . atafVaIi:;ﬁon ! 2" Level
uploaded to the performed upon Business Rules
Department upload are executed

Errors are Error report is Additional
corrected reviewed errors?

Process is Data is certified
complete
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Instructions

Accessing the WDE636 Collection

The WDEG36 collectionis an Excel-based collectionthat can beaccessed throughthe WDE's Data
Collection Suite — FormsInventory web page. This pageis part of the Wyoming Department of Education
website, under the Datalink.

Within the Data Collection Suite — Forms Inventory page, scrolldown to the WDE636 — Report of Student
Disciplinary Actionsand Crime and Violence Incidents collection. Click thearrow on the leftand navigate
tothe Documentstab.Click onthe WDE636 link to openthe Excel workbook. Save thisfileto the system
using the suggestedfile name of WDE636- YourDistrictiD.

The WDE636 Guidebookcan also be downloaded. It provides on-the-go guidance while completing the
WDE636.

WDEG36 Report of Student Disciplinary Actions and Crime and Violence Incidents District Under Review 07/29/2022
Description Contact Documents
NAME TYPE DESCRIPTION
WDEG36 Excel Excel workbook for aggregated counts for Student Disciplinary Actions to be uploaded through the Data
L bab
Workbook Collection Suite (DCS).
\WDEG36 PDF Guidebook for the completion of the WDEG36 Report of Student Disciplinary Actions and Crimes and Violence
Guidebook Document Incidents.

Please do not open or save the workbook in Google Drive or Google Sheets! This corrupts the
workbook. Workbooks opened or saved in Google Sheets cannot be uploaded to DCS.

Data Compilation

Data will be entered intothe worksheet pages of the WDE636 Excel Workbook. The workbookhas eight (8)
worksheetsfordataentryand one worksheet for Instructions. Alldata entryworksheets must be
completedbefore uploading the workbook to the Department Data can be pastedfromanother file. Use
the Paste Special - Values (text) optionwithin Excel to minimize data entry errors. The eightworksheets
of data entryin the WDEG36 Excel workbookare: Expulsions, GFSA, IDEARemovals, IDEA Removal Length,
IDEA Suspension, IDEA Interim Setting, Unilateral Removal Reasons, and Seclusion and Restraint.
Worksheet guidanceanddataelementsare defined in this documentas wellason the Instructions
worksheet of the WDE636 workbook.
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Expulsions Worksheet

Section 1: Expulsions - Guidance

This sectionis used to collectthe unduplicated number of students with disabilities (IDEA), ages 3
through 21, and those without disabilities in grades K through 12 who were expelled from their
regularschool fordisciplinary purposes, with and without the provision of educational services for the
remainder of the school yearor longer. Thisincludes all removals resulting from violations of the Gun
Free School Act(GFSA) of 1994.

Which students should be reportedin this section?
Reportstudentsin grades K through 12 without disabilities and students with disabilities (IDEA), ages
3 through 21, who were expelled from theirregular school for disciplinary purposes.

Which students should not be reportedin this section?
Exclude parentally-placed private school students.

How are student counts reported by disability status (IDEA)?

Students who meet the definition of students with disabilities (IDEA) should be reported as IDEA
students, exceptthose students who were parentally-placed in private schools. Students who do not
meet thatdefinition should be reportedas NOT IDEA.

Which students with disabilities (IDEA) are required to receive educational services after being
expelled from regular school?

Students with disabilities (IDEA) mustreceive educational services during any removal of more than
10 school days.

Section 1: Expulsions - Definition

Expulsion

An action taken by the school removing a student from his/herregular school for disciplinary
purposes forthe remainder of the school yearor longerinaccordance with district policy. This
includes removals resulting from violations of the Gun-Free Schools Act thatare modified toless
than 365 days.

GFSA Worksheet

Sections 2, 2A, 3 & 4: Students Involvedwith Firearmsand Firearm Discipline — Guidance

What students should be reported?

Include all studentsin the district who were found to have broughta firearm toa public school or
possesseda firearm ata public school during the school year.
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Include students evenifthe expulsionis shortened or no penaltyis imposed.

Include students covered by the provisions of IDEA who broughta firearm to school or possessed a
firearm atschool, evenif it is determined that the incidentis a manifestation of the student’s
disability.

Are all students reportedin all category sets?
No. The following table explains which students are reported in each section.

Section Students reported
2 & 2A —Weapon, Grade Level,and School | Reportall students
3 - Discipline Method (Firearms not IDEA) Reportstudents who do not meet the definition of
students with disabilities (IDEA)
4 - Discipline Method (Firearms — IDEA) Reportstudents who meetthe definition of
students with disabilities (IDEA)

The total of section 2 should equal the total of section 2A. The sum of sections 3 and 4 should equal
section 2.

What are the permitted values for weaponinsection 2?

Weaponin this sectionrefers only to firearms. The permitted values are:

HANDGUNS - Handguns

RIFLESHOTGUN - Rifles / Shotguns

OTHER - Any firearm thatis not a handgun or arifle or a shotgun.

MULTIPLE - Use of more than one of the above (handguns, rifles/shotgun, or other)

What itemsare not considered firearms?
Firearms do notinclude items suchas toy guns, cap guns, bb guns, and pelletguns.

Reportthe School where the incident occurredin Section 2A using the drop-down box provided.

What are the permitted values for the category discipline method (firearms — not IDEA) used in

section3?

The permitted values are:

e Use Expulsion with NO Educational Services Provided to report students who received the one-
yearexpulsionand who did not receive educational services (including alternative placement with
educational services).

e Use Expulsion with Education Services Provided to report students who received the one-year
expulsionand were provided with educational services (oralternative placement with educational
services).

e Use Expulsion modifiedto less than one year with NO Educational Services Provided to report
students who received expulsion modified to less than one yearand who did not receive
educational services (including alternative placement with educational services).
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Use Expulsion modified to less than one year with Educational Services Provided to report
students who received expulsion modified to less than one yearand were provided with
educational services (oralternative placement with educational services)

Use Other Removalin cases where there was no expulsion because the student was removed for
otherreasons suchas death, withdrawal, or incarceration.

Use Other Discipline Action for students who received another type of disciplinary action. Cases
like this should be rare.

Use NO Action Taken when no disciplinary action was taken. Cases like this should be extremely
rare.

What are the permitted values for the category discipline method (firearms — IDEA) used in
section 4?
The permitted values are:

Use Expulsion modified to less than one year with Educational Services provided under IDEA if
the studentreceived an expulsion thatwas modified to less thanone yearandreceived
educational services under IDEA.

Use Expulsion with Educational Services provided under IDEA for students who received a one-
yearexpulsionand received educational services under IDEA.

Use Other Removalin cases where there was no expulsion because the studentwas removed for
otherreasons, such as death, withdrawal, or incarceration.

Use Other Discipline Action for students who received another type of disciplinary action. Cases
like this should berare.

Use NO Action Taken when no disciplinary action was taken. Cases like this should be extremely
rare.

Section 2, 3and 4: Studentsinvolved with Firearms and Firearm Discipline — Definitions
Firearm
A firearmis definedin Title 18 USC §921, Definitions, as follows:

A. any weapon (including a starter gun) which will or is designed to or may readily be
converted to expel a projectile by the action of an explosive;

B. the frame orreceiverofany such weapon;

C. any firearm mufflerorfirearmsilencer; or

D. anydestructive device.Sucha term does not include anantique firearm.

Destructive device
The term "destructive device” used in part (D) of the definition of “firearm” means

A. any explosive,incendiary, or poison gas—
i. bomb,
ii. grenade,
i.  rockethavinga propellantcharge of more than fourounces,
iv.  missile havinganexplosive orincendiary charge of more than one-quarterounce,
V.  mine,or
vi.  devicesimilartoany of the devices describedinthe preceding clauses;
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B. any type of weapon (otherthana shotgun or a shotgun shell which the Attorney General
finds is generally recognized as particularly suitable for sporting purposes) by whatever
name known, which will, or which may be readily converted to, expel a projectile by the
action of anexplosive or other propellant,and which has any barrel with a bore of more
thanone-halfinchin diameter; and

C. anycombination of parts, either designed orintended for use in converting any device into
any destructive device described in subparagraph (A) or (B), and from which a destructive
device may be readilyassembled.

The term “destructive device” shallnotinclude any device whichiis neither designed nor redesigned
for use as aweapon; any device, although originally designed for use as a weapon, whichis
redesigned foruse asa signaling, pyrotechnic, line throwing, safety, or similardevice; surplus
ordnance sold, loaned, or given by the Secretary of the Army pursuantto the provisions of section
4684 (2), 4685, or 4686 of title 10; or any other device which the Attorney General finds is not likely
to be usedas aweapon,is anantique, or is a rifle which the ownerintends to use solely for sporting,
recreational or cultural purposes.

Shotgun
For this section, shotgunis eithera shotgun or a “short-barreled shotgun.”

A. Theterm “shotgun” meansaweapondesigned orredesigned, madeorremade, and
intended to be fired from the shoulderand designed or redesigned and made orremadeto
use the energy of an explosive to fire through a smooth bore either a number of ball shotor
a single projectile foreach single pull of the trigger.

B. Theterm “short-barreled shotgun” means a shotgun having one or more barrelsless than
eighteeninchesinlengthand any weapon made from a shotgun (whether by alteration,
modification, or otherwise) if sucha weapon, as modified, hasan overall length of less than
twenty-sixinches.

Rifle
For this section, rifleis eithera rifle or a “short-barreledrifle.”

A. Theterm “rifle” meansaweapon designed orredesigned, made orremade, and intended to
be fired from the shoulderand designed orredesigned and made orremadeto use the
energy of an explosive to fire only a single projectile through arifled bore for each single
pull of the trigger.

B. Theterm “short-barreledrifle” meansarifle having one or more barrels less than sixteen
inchesin lengthand any weapon made from arifle (whether by alteration, modification, or
otherwise)if such weapon, as modified, has an overall length of less than twenty-six
inches.

IDEA Removals Worksheet

Section 5: IDEATotal Discipline Removals - Guidance

WDE636 Guidebook | 10



This sectionis usedto collect the total number of times students with disabilities (IDEA), ages 3 through 21,
were subject to any kind of disciplinaryremoval.

Which students should be reportedin this section?
Reportstudents with disabilities (IDEA) who were ages 3 through 21 as of the student countdate
and were subjectto a disciplinary removal.

Which students should not be reportedin this section?
Exclude students who have cumulatively been suspended for less than halfa day.
Exclude parentally-placed private school students.

What is adisciplinary removal?

Any instance in which a studentwith a disability is removed from his/hereducational placement for
disciplinary purposes, including in—school suspension, out—of—-school suspension, expulsion,and
removal by school personneltoaninterim alternative educational setting, to include students
removed toan interim alternative educational setting for drug or weapon offenses or serious bodily
injury, and removal by hearing officer for likely injury to the studentor others.

How are students reported by disability category (IDEA)?
Reportstudents by one of the disability categories under IDEA.

How are student counts reported by race/ethnicity?
Districts mustsubmitracial and ethnic data using 7 permitted values, which are:
Americanindianor Alaska Native
Asian
Black or African American
Hispanic/Latino
Native Hawaiian or Other Pacific Islander
White
Two or moreraces

Helpful hint: The correctway to roll up student-level race/ethnicity data to aggregate is as follows:
e Ifastudenthas Hispanic as their ethnicity, theyare counted as Hispanic regardless of any
otherraces they identify with. Theyare NOT multi-racial.
e Ifastudentis not of Hispanic ethnicityand onlyidentifies with 1 (one) race, they are reported
asthatrace.
e Ifastudentis not of Hispanic ethnicity and identifies with 2 (two) or moreraces, theyare
reportedin the Two or more races’ category.

How are students reported by LEP status (both)?

Students who meet the definition of limited English proficient (LEP) students at the time of the
removal should be reported as LEP. Students who do not meetthatdefinitionat the time of the
removal should be reported as non-LEP.
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Section 5: IDEATotal Discipline Removals - Definitions

Disciplinary Removal

Any instance in which a studentwith a disability is removed from his/hereducational placement for
disciplinary purposes, including in—school suspension, out—of-school suspension, expulsion,and
removal by school personneltoaninterim alternative educational setting, to include students
removed toan interim alternative educational setting for drug or weapon offenses or serious bodily
injury, and removal by hearing officer for likely injury to the studentor others.

Interim alternative educational setting

An appropriate setting determined by the student's IEP team in which the student is placed forno
more than 45 school days. This setting enables the student to continue to receive educational
servicesand participate in the general education curriculum (althoughin another setting) and to
progress toward meeting the goals setoutin the IEP. As appropriate, the setting includes a functional
behavioral assessmentand behavioral intervention services and modifications to address the
behaviorviolationso that it does not recur.

Removal by a hearing officer

Those instancesinwhich an impartial hearing officer orders the removal of students with disabilities
from their currenteducational placementto anappropriate alternative educational setting for not
more than 45 school days based on the hearing officer's determination that maintaining the
student's current placementis substantially likely to resultin injury to the student or others. The IEP
team is responsible for determining the interim alternative educational setting.

Unilateralremovals

Instancesinwhich school personnel (notthe IEP team) order the removal of the students with
disabilities from their currenteducational placement to an appropriate interim alternative educational
setting for not more than 45 school days. The IEP team is responsible for determining the interim
alternative educationalsetting. Unilateral removals do notinclude a decision by the student's IEP
team to change a student’s placement.

Dangerous weapon

A weapon, device, instrument, material, or substance, animate orinanimate, thatis used for, or is
readily capable of causing death or serious bodily injury; such a term does not include a pocketknife
with ablade of lessthan 2 7% inchesin length. (18 USC section 930(g)(2))

Drug offenses

The use, possession, sale, or solicitation of drugs as identifiedin 21 U.S.C. Section 812(c). These
offensesdo not include the use, possession, sale, or solicitation of alcohol or tobacco.
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Serious bodily injury

A bodilyinjury thatinvolves a substantial risk of death; extreme physical pain; protracted and obvious
disfigurement; or protracted loss orimpairmentof the function of a bodily member, organ or faculty.
(18 USCSection 1365(h)(3))

Expulsion

An action taken by the school removing a studentfrom his/herregularschool fordisciplinary
purposes forthe remainder of the school yearor longerinaccordancewith local educational agency
policy. Include removals resulting from violations of the Gun-Free Schools Act thatare modified to
less than 365 days.

In-School Suspensions

Instancesinwhich a studentis temporarily removed from his/herregular classroom(s) for disciplinary
purposes butremains underthe direct supervision of school personnel. Direct supervision means
school personnel are physicallyin the same location as students under their supervision.

Out-of-School Suspensions

Instancesinwhich a studentis temporarily removed from his/herregularschoolfordisciplinary
purposes toanother setting (e.g.,home, behavior center). Thisincludes both removals in which no IEP
servicesare provided because the removal is 10 days or less, as well asremovals in which the
studentcontinues to receive servicesaccording to his/her IEP.

IDEA Removal Length Worksheet

Section 6: IDEA Disciplinary Removal Length — Guidance
This sectionis used to collect the total number of students with disabilities (IDEA) ages 3 through 21, who
were subject to any kind of disciplinaryremoval, and the length of those disciplinary removals.

Which students should be reportedin this section?
Reportthe number of students with disabilities (IDEA) who were ages 3through 21 as of the student
countdate and were subjecttoa disciplinaryremoval.

Which students should not be reportedin this section?
Exclude students who have beensuspended forless thanhalfa day.
Exclude parentally-placed private school students.

What is adisciplinary removal?

Any instance in which a studentwith a disability is removed from his/hereducational placement for
disciplinary purposes, including in—school suspension, out—of—-school suspension, expulsion,and
removal by school personneltoaninterim alternative educational setting, toinclude removal by
school personnel toaninterim alternative educational setting for drug or weapon offenses or serious
bodilyinjury, and removal by hearing officer for likely injury to the studentor others.
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How are counts reported by removal length?

Theremoval length (IDEA)is the cumulative length of removals, per student, during the school year.

e Astudentwith lessthan 0.5 cumulative days should notbe reported.

e Astudentwith greaterthanor equal to 0.5 and lessthan 1.5 cumulative days should be counted
in the "Removal 1day or less" category.

e Astudentwith greaterthanor equal to 1.5 and less than or equal to 10.0 cumulative days should
be added to the "Removal 2to 10 days" category.

e Astudentwith greaterthan 10.0 cumulative days should be counted in the “Removal greater
than 10 days” category.

For example, a studentwho was suspended four times for three days each during the school year
and who was removed 12 cumulative days would be reported once as greaterthan 10days in the
“Removal greater than 10 days” category.

How are cumulative days counted?

Students who have cumulatively been suspended for halfa day or longer should be reported. Districts
that are unable torecord data ona half-day basis should countall half-day suspensions as whole-
daysuspensions.

How are students reported by disability category (IDEA)?
Reportstudents by one of the disability categories under IDEA.

How are students reported by race/ethnicity?
Districts mustsubmitracial and ethnic data using 7 permitted values, which are:
AmericanIndianor Alaska Native
Asian
Black or African American
Hispanic/Latino
Native Hawaiian or Other Pacific Islander
White
Two or moreraces

Helpful hint: The correctway to roll up student-level race/ethnicity data to aggregate is as follows:
e Ifastudenthas Hispanic as their ethnicity, theyare counted as Hispanic regardless of any
otherraces they identify with. Theyare NOT multi-racial.
e If astudentis not of Hispanic ethnicity and only identifies with 1 (one) race, they are reported
asthatrace.
e Ifastudentis not of Hispanic ethnicity and identifies with 2 (two) or more races, they are
reportedin the Two or moreraces' category.
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How are students reported by LEP status (both)?

Students who meetthe definition of limited English proficient (LEP) students at the time of the
removal should be reported as LEP. Students who do not meetthatdefinition at the time of the
removal should be reported as non-LEP.

Section 6: IDEADisciplinary Removal Length — Definitions

Disciplinary Removal

Any instance in which a studentwith a disability is removed from his/hereducational placement for
disciplinary purposes, including in—school suspension, out—of-school suspension, expulsion,and
removal by school personneltoaninterim alternative educational setting, toinclude students
removed toan interim alternative educational setting for drug or weapon offenses or serious bodily
injury, and removal by hearing officer for likely injury to the studentor others.

Interim alternative educational setting

An appropriate setting determined by the student's IEP team in which the student is placed forno
more than 45 school days. This setting enables the studentto continue to receive educational
servicesand participate inthe general education curriculum (althoughin another setting) and to
progress toward meeting the goals setoutin the IEP. As appropriate, the settingincludesa
functional behavioralassessmentand behavioral intervention services and modifications to address
the behaviorviolation so that it does not recur.

Removal by a hearing officer

Those instancesinwhich an impartial hearing officer orders the removal of students with disabilities
from their currenteducational placementto anappropriate alternative educational setting for not
more than 45 school days based on the hearing officer's determination that maintaining the
student's current placementis substantially likely to resultin injury to the student or others. The IEP
team is responsible for determining the interim alternative educational setting.

Unilateralremovals

Instancesinwhich school personnel (notthe IEP team) order the removal of the students with
disabilities from their currenteducational placement to an appropriate interim alternative educational
setting for not more than 45 school days. The IEP team is responsible for determining the interim
alternative educational setting. Unilateral removals do notinclude a decision by the student's IEP
team to change a student’s placement.

Serious bodily injury

A bodilyinjury thatinvolves a substantial risk of death; extreme physical pain; protracted and obvious
disfigurement; or protracted loss orimpairmentof the function of a bodily member, organ or faculty.
(18 USCSection 1365(h)(3))

Expulsion
An action taken by the school removing a student from his/herregularschool for disciplinary
purposes forthe remainder of the school yearor longerinaccordance with local educational agency
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policy. Include removals resulting from violations of the Gun-Free Schools Act thatare modified to
less than 365 days.

In-School Suspensions

Instances in which a studentis temporarily removed from his/herregular classroom(s) for disciplinary
purposes butremains under the direct supervision of school personnel. Direct supervision means
school personnel are physicallyin the same location as students under their supervision.

Out-of-School Suspensions

Instancesinwhich a studentis temporarily removed from his/herregularschoolfor disciplinary
purposes toanother setting (e.g.,home, behavior center). Thisincludes both removalsin which no IEP
services are provided because the removal is 10 days or less, as well asremovals in which the
studentcontinues to receive servicesaccording to his/herEP.

IDEA Suspension Worksheet

Section 7: IDEASuspensions/Expulsions — Guidance
This sectionis used to collectthe number of students with disabilities (IDEA) ages 3 through 21
during the school year who were subjectto an:

e out—of-school suspension, or

e expulsion,or

e in-school suspension

Out-of-school suspensions are combined with expulsions for reporting purposes.

Which students should be reportedin this section?
Reportstudents with disabilities (IDEA) who were ages 3 through 21 as of the student countdate and
were subjectto either:

e QOut-of-schoolsuspension orexpulsion

e In-school suspension

Students who were removed by school personnel for drugs, weapons, or serious bodily injury and
were not sent to aninterim alternative educational setting should be reported as having been
suspended.

Include students who are suspended pending an |IEP team meeting in which the students’ [EP
placementsare changed.

In instancesinwhich the IEP team meets to determine the appropriate setting where the student will

receive educational services following an expulsion, out-of-school suspension orin-school
suspension, the removal mustbe included in this section.
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Which students should not be reportedin this section?

Exclude students who were moved from their currenteducational placementasaresultof a decision
by the IEP team to change a student's placement. Forexample, if following a discipline offense, the
IEP team meetsand determines that the student’s current placementis not the leastrestrictive
environmentforthat student,and therefore makes a permanentchange in the student's IEP
placement, do notreport the student in this section.

Exclude students who have cumulatively been suspended forless than halfa school day. Exclude
parentally-placed private school students.

How are students reported by removal length?

Students are reported for out-of-school suspensions or expulsions separately from in-school
suspensions. Students are reported by the cumulative days of removal: (a) 10days or less during the
school year,and (b) more than 10 days during the school year.

How are cumulative days counted?

Students who have cumulatively been suspended fora half dayin length orlonger should be
included. Districts that are unable torecord data ona half-day basis should count half - day
suspensions as full days.

How are students reported by disability category (IDEA)?
Reportstudents by one of the disability categories under IDEA

How are students reported by racial ethnic?
Districts mustsubmitracial and ethnic data using 7 permitted values, which are:
AmericanIndianor Alaska Native
Asian
Black or African American
Hispanic/Latino
Native Hawaiian or Other Pacific Islander
White
Twoor moreraces

Helpful hint: The correctway to roll up student-level race/ethnicity data to aggregate is as follows:
e Ifastudenthas Hispanicas their ethnicity, theyare counted as Hispanic regardless of any
otherraces they identify with. Theyare NOT multi-racial.
e Ifastudentis not of Hispanic ethnicity and only identifies with 1 (one) race, they are reported
asthatrace.

e Ifastudentis not of Hispanic ethnicity and identifies with 2 (two) or moreraces, theyare
reportedin the ‘Two or more races’ category.
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How are students reported by LEP status (both)?

Students who meet the definition of limited English proficient (LEP) students at the time of the
removal should be reported as LEP. Students who do not meetthatdefinition atthe time of the
removal should be reported as non-LEP.

Section 7: IDEASuspensions/Expulsions — Definitions

Expulsion

An action taken by the school removing a student from his/herregular school for disciplinary
purposes forthe remainder of the school year or longerinaccordance with local educational agency
policy.Include removals resulting from violations of the Gun-Free Schools Act thatare modified to
less than 365 days.

In-School Suspensions

Instances in which a studentis temporarily removed from his/her regular classroom(s) for disciplinary
purposes butremains underthe direct supervision of school personnel. Direct supervision means
school personnel are physicallyin the same location as students under their supervision.

Out-of-School Suspensions

Instancesinwhich a studentis temporarily removed from his/herregularschoolfor disciplinary
purposes toanothersetting (e.g.,home, behavior center). Thisincludes both removalsin which no IEP
services are provided because the removal is 10 days or less, as well as removals in which the
studentcontinues to receive servicesaccording to his/her|EP.

IDEA Interim Setting Worksheet

Section 8: IDEARemoval to Interim Alternative Setting — Guidance
This sectionis used to collectthe number of students with disabilities (IDEA) ages 3 through 21, who
were subjectto two types of disciplinary removal atany time during the school year:

(1) unilateral removals by school personnel, or

(2) removalsbasedona hearing officer's determination of likely injury to the studentor others.

Which students should be reportedin this section?
Reportstudents with disabilities (IDEA) who were ages 3 through 21 as of the student countdate and
were subjectto either:

e Unilateral removal by school personnel — Instances in which school personnel (not the IEP
team) order the removal of students with disabilities (IDEA) from their currenteducational
placementtoanappropriate interim alternative educational setting for not more than 45
school days. The IEP team is responsible for determining the interim alternative educational
setting. Unilateralremovals do notinclude decisions by the IEP team to change a student's
placement.

e Removal basedonahearing officer's determination —Instances in which an impartial hearing
officer orders the removal of students with disabilities (IDEA) from their currenteducational

WDE636 Guidebook |18



placementtoanappropriate alternative educational setting for not more than 45 school days
based on the hearing officer's determination that maintaining the student’s current
placementis substantially likely toresultin injury to the studentor others. The IEP team is
responsible for determining the interim alternative educational setting.

In instancesinwhich the IEP team meets to determine the appropriate setting where the student will
receive educational services following a unilateralremoval by school personnel oraremoval bya
hearing officer for likelyinjury, the removal mustbe included in this section.

Which students should not be reportedin this section?

Exclude students who were moved from their currenteducational placementasaresultof a decision
by the IEP team to change a student's placement. Forexample, if following a discipline offense, the
IEP team meets and determines thatthe student's current placementis not the leastrestrictive
environmentfor that student, and therefore makes a permanentchange in the student's IEP
placement, do notreport the student in this section.

Exclude parentally-placed private school students from this section.

Exclude students who are removed by school personnel fordrugs, weapons, or serious bodilyinjury
and were not sentto an interim alternative educational setting. (These students should be reported
on the IDEA Suspension worksheetas having been suspended.)

How are students reported by disability category (IDEA)?
Reportstudents by one of the disability categories under IDEA.

How are students reported by race/ethnicity?
Districts mustsubmitracial and ethnic data using 7 permitted values, whichare:
AmericanIndianor Alaska Native
Asian
Black or African American
Hispanic/Latino
Native Hawaiian or Other Pacific Islander
White
Twoor moreraces

Helpful hint: The correctway to roll up student-level race/ethnicity data to aggregate is as follows:
e Ifastudenthas Hispanic as their ethnicity, theyare counted as Hispanic regardless of any
otherraces they identify with. Theyare NOT multi-racial.
e If astudentis not of Hispanic ethnicity and only identifies with 1 (one) race, they are reported
asthatrace.
e Ifastudentis not of Hispanic ethnicity and identifies with 2 (two) or more races, theyare
reportedin the ‘Two or moreraces’ category.

WDEG636 Guidebook | 19



How are students reported by LEP status (both)?

Students who meetthe definition of limited English proficient (LEP) at the time of the removal should
bereportedasLEP. Studentswho do not meetthatdefinition atthe time of the removal should be
reportedas non-LEP.

Section 8: IDEARemoval to Interim Alternative Setting — Definitions

Interim alternative educational setting

An appropriate setting determined by the student's IEP team or a hearing officer, in which the
studentis placed fornomore than 45 school days. This setting enables the student to continue to
receive educational services and participate in the general education curriculum (althoughin another
setting) and to progress toward meeting the goals setoutin the IEP. As appropriate, the setting
includesa functional behavioral assessmentand behavioralintervention services and modifications
to address the behavior violation so that it does not recur.

Removal by a hearing officer

Those instancesin which an impartial hearing officer orders the removal of students with disabilities
from their currenteducational placementto anappropriate alternative educational setting for not
more than 45 school days based on the hearing officer's determination that maintaining the
student’'s currentplacementis substantially likely to resultin injury to the student or others.

Serious bodily injury

A bodilyinjury thatinvolves a substantial risk of death; extreme physical pain; protracted and obvious
disfigurement; or protracted loss orimpairmentof the function of a bodily member, organ or faculty.
(18 USCSection 1365(h)(3))

Unilateralremovals

Instancesinwhich school personnel (notthe IEP team) order the removal of the students with
disabilities from their currenteducational placement to an appropriate interim alternative educational
setting for not more than 45 school days. The IEP team isresponsible for determining the interim
alternative educationalsetting. Unilateral removals do notinclude a decision by the student's IEP
team to change a student’s placement.

Unilateral Removal Reasons Worksheet

Section 9: IDEAReasons for Unilateral Removal — Guidance

Which students should be reportedinthis section?

Reportstudents with disabilities (IDEA) who were ages 3 through 21 as of the student countdate and
were subjectto Unilateral removal by school personnelfordrug or weapon offenses or serious bodily
injury — Instancesinwhich school personnel (notthe IEP team) order the removal of students with
disabilities from their currenteducational placementto an appropriate interim alternative educational
setting for not more than 45 school days. The IEP team isresponsible for determining the interim
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alternative educationalsetting. Unilateral removals do notinclude decisions madeby the IEP team to
change astudent’s placement.

Which students should not be reportedin this section?

Exclude students who were moved from their currenteducational placementasaresultof a decision
by the IEP team to change a student's placement. Forexample, if following a discipline offense, the
IEP team meets and determines thatthe student's current placementis not the leastrestrictive
environmentfor that student, and therefore makes a permanentchange in the student's IEP
placement, do notreport the student in this section.

Exclude parentally-placed private school students.

Exclude students who are removed by school personnel fordrugs, weapons, or serious bodily injury
and were not sentto an interim alternative educational setting. (These students should be reported in
C006 as having been suspended.)

What type of count is this?

This sectionis a countof removals by type of offense. If aremoval was triggered by more thanone
type of offense, the removal would be reported in this section more thanonce.Forexample, ifa
studentwas removed because the studentcommitted both a drug offense and a weapon offense,
the removal would be reported twice.

What is a unilateralremoval?

Instancesinwhich school personnel (notthe IEP team) order the removal of students with disabilities
from their currenteducational placementto anappropriate interim alternative educational setting for
not more than 45 school days. The IEP team is responsible for determining the interim alternative
educational setting. Unilateralremovals do notinclude decisions by the IEP team to change a
student'splacement.

How are students reported by disability category (IDEA)?
Reportstudents by one of the disability categories under IDEA.

How are students reported by race/ethnicity?
Districts mustsubmitracial and ethnic data using 7 permitted values, which are:
Americanindianor Alaska Native
Asian
Black or African American
Hispanic/Latino
Native Hawaiian or Other Pacific Islander
White
Two or moreraces

Helpful hint: The correctway to roll up student-level race/ethnicity data to aggregate isas follows:
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e Ifastudenthas Hispanicas their ethnicity, theyare counted as Hispanic regardless of any
otherraces they identify with. Theyare NOT multi-racial.

e Ifastudentis not of Hispanic ethnicity and only identifies with 1 (one) race, they are reported
asthatrace.

e Ifastudentis not of Hispanic ethnicity and identifies with 2 (two) or moreraces, theyare
reportedin the Two or moreraces’ category.

How are students reported by LEP status (both)?

Students who meetthe definition of limited English proficient (LEP) students at the time of the
removal should be reported as LEP. Students who do not meetthatdefinition atthe time of the
removal should be reported as non-LEP.

Section 9: IDEAReasons for Unilateral Removal — Definitions

Interim alternative educational setting

An appropriate setting determined by the student's IEP team or a hearing officer, in which the
studentis placed fornomore than 45 school days. This setting enables the student to continue to
receive educational services and participate in the general education curriculum (althoughin another
setting) and to progress toward meeting the goals setoutin the IEP. As appropriate, the setting
includes a functional behavioral assessmentand behavioralintervention services and modifications
to address the behaviorviolation so that it does not recur.

Unilateral removals

Instancesinwhich school personnel(notthe IEP team) order the removal of the students with
disabilities from their currenteducational placement to an appropriate interim alternative education
setting for not more than 45 school days. The IEP team is responsible for determining the interim
alternative education setting. Unilateralremovals do notinclude a decision by the student's IEP team
to change a student's placement.

Serious bodily injury

A serious bodilyinjury involves a substantial risk of death; extreme physical pain; protracted and
obvious disfigurement; or protracted loss orimpairment of the function of a bodily member, organ or
faculty. (18 USC Section 1365(h)(3))

Seclusion and Restraint Worksheet

Section 10: Seclusionand Restraint — Guidance
This sectionis used to collectthe numberof Seclusion and/or Restraint Interventions that were
utilized on students and the number of restraintinterventions that resulted in serious bodily injury.

Which students should be reported in this section?

Reportstudentsin grades K through 12 without disabilities and students with disabilities (IDEA), ages
3 through 21 who received seclusionand/orrestraintintervention during the school year. Reportthe
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number of incidents, not the number of students. The same studentcan be reported more thanonce
if the studentreceived more than one type of intervention during the school year.

Section 10: Seclusionand Restraint — Definitions

Restraintmeans bodily physical restriction, mechanical devices, orany device thatunreasonably
limits freedom of movement. Itincludes mechanical restraint, physical restraint,and medication
restraintused to control behaviorinan emergency oranyinvoluntary medication.

Restraintshall notinclude:

1. Holdingastudentto calm orcomfortthe student, holding a student’'s hand or arm to
escortthe studentsafelyfrom one area toanother, or interveningin an ongoing assault
or fight.

2. Brief periods of physical restriction by person-to-person contact, without the use of
medication ormechanicalrestraints, accomplished with minimal force and designed
eitherto preventa studentfrom completinganactthatpotentially would resultin
physical harm to himself or herself or to another person, or to remove a disruptive
studentwho is unwilling to leave the area voluntarily.

3. Theuseof seatbelts,safetybelts, or similar passengerrestraints during transportation of
a studentin a motorvehicle

4. Theuse of force by a personto defend himself or herself ora third person from what the
actorreasonably believes to be imminentuse of unlawful force by a student.

Seclusion means the involuntary placement of a studentalone in a place where no other personis
presentand from which the particular studentis unable to exit, either due to physical manipulation by
a person, alock, or other mechanical deviceorbarrier.

Seclusionshall notinclude:

1. Thevoluntary separation of a student from a stressful environment for the purpose of
allowing the studentto regain self-control, when such separationis toan area thatthe
studentis able to leave.

2. Circumstancesinwhichthereis no physical barrier between the studentand any other
person, or the studentis physicallyable toleave the place.

Serious bodily injury

A serious bodilyinjury involves a substantial risk of death; extreme physical pain; protracted and
obvious disfigurement; or protracted loss orimpairment of the function of a bodily member, organ or
faculty. (18 USC Section 1365(h)(3))
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Data Submission

Whenall data has beenentered, checked foraccuracy,and saved to the system, the Excel workbook
is now ready to be uploaded to the Department. The districtrespondent will selectthe Data
Submission Log In link at the top right of the Data Collection Suite — Forms Inventory page.

Wyoming Department of Education
122 W. 25th St, Ste E200

. . Cheyenne, WY 82002
Opportunity Through Education 2307.777.7675

Data Collection Suite - Forms Inventory

Data Submission Log In

List Calendar Upcoming Checklist Feedback

COLLECTION | TITLE RESPONDENT | STATUS DUE DATE
»  WDE100A School Foundation Program Funding Workshest District Under Review | 08/12/2024
»  WDE100B Career and Technical Education Student FTE Worksheet District Under Review | 08/12/2024
»  WDE100C Career and Technical Education Teacher FTE Worksheet District Under Review | 08/12/2024
»  WDE101 Out-of-State Tuition Reimbursement District Active 04/15/2025

This website is restricted to authorized users conducting official business with the Wyoming
Departmentof Education. AWyEd username and password are required along with the WDE636
Certify role. To obtain the right to upload data to the Department, contact the district's WyEd
Administratorand make sure the correctroles are assigned.

Once the Data Submission Log In linkis accessed, the user will be on the Supportpage of the Data
Collection Suite. From there, the user will selectthe Uploads linkand will be prompted to enter their

WyEd user name and password if the system does notalready have this information.

Be aware thatthe following depictions of what the userwill view on the screenare examplesonly.
The user accountinformation thatis shown is a testingaccountand does notrepresenta valid user.
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Data Collection Suite R2 Wy
STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Uploading the WDE636 Collection

There are multiple stepsinvolved with the uploadand certification process. They include:
e Upload
e DataValidationChecks
e 2" evelChecks
e C(Certification

Pleaserefertoall steps outlined in this document to ensure that the datahasbeen submittedandthat the
processis complete.

Once logged into the secure Data Collection Suite website, the user will have a choice of which
collectiontoupload to (depending on the roles assigned to the user) via the Collection Selector drop-
down. Choose the WDEG636 — Reportof Student Disciplinary Actions and Crime and Violence
Incidents from the drop-down menu. Once selected, the Collection Due Datewill load,and the user
will be prompted for the Submission Upload information.
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Example of a blank Submission Upload screen

Data Collection Suite R2 e

STATE OF WYOMING

DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection Selector ;:l

currently representing:
Collection: Hot Springs County School District
|WDE636 - Report of Student Disciplinary Actions and Crime and Violence Incidents v #1
o o i o Organization Code: 0901000
you feel there is a collection missing from this list, you may need to
Collection Due Date:
[7/29/2022 ~] Previous Submissions

No Previous Submissions

Submission Upload

Submissions: Upload File
| ---Select a Submission--- V|

Role in Submission

| ---Select a File Role--- v|

WDEG36 Guidebook | 26



Data Collection Suite R2

STATE OF WYOMING

DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection Selector ou are currently representing:
Collection: Hot Springs Cdunt)r School District

#1

Organization Code: 0901000

|\*."3E636 - Report of Student Disciplinary Actions and Crime and Violence Incidents v

f you feel ther collection missing from this list, you may need to

tion Due Date:

| 7/29/2022 V| Previous Submissions

Mo Previous Submissions

Submission Upload

[---select a Submission---  ~|{1}

File Role in Submission

[---Select a File Role--- v | {2}

e
Lor

WYOMING Copyright € epartment of Education -

I Wy heme lcons by
DEPARTMENT OF EDUCATION

If this is the first time submitting data, then for the Submissionsinformation, select'Starta New
Submission’{1} from the drop-down box. Otherwise, uploading to a previous submission can be
selected.Forthe File Role in Submission{2}, choose ‘Primary Data File’and then enter the primary
filethat is stored on the system {3}. Comments {4} may be entered and are optional.

Onceallitemsare complete, click the Upload File button to submitthe WDE636 to the Department.
Data validation will be performed on the incoming data to create the Validation Report. This process
can take up to five minutes, depending onthe amountof data being uploaded. Once the validationis
complete,asummary of the results will be reported to the user.
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Data Did Not Pass Validation

In the following example, the Validation Results Summary states that the submission did not pass

the datavalidation and lists the error countcontainedin the datafile.

Data Collection Suite R2

STATE OF WYOMING

DEPARTMENT OF EDUCATION

Forms Submissions

Uploads

Tracking Collections

Admin Support Logout

Collection Selector
Collection:

|WDE636 - Report of Student Disciplinary Actions and Crime and Violence Incidents v

a collection missing from this list, you may need to

f you feel there
ection Due Date:
[7/29/2022 ~|

Submission Upload
Your file has been upl

Validation Results Summary

ou like to upload ano

| Upload Another File |

alidation errors

Validation Report

Current Res

You are currently representing:
Hot Springs County School District
#1

Organization Code: 0901000

Previous Submissions

5/10/2022 11:53 AM - Liz Districts

To view the errors associated with the file upload, select the Validation Report Button. Clicking on this
button will show the summary of errors found, as the following example depicts:
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Data Collection Suite R2

STATE OF WYOMING

DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection:

WDE636-Report of Student Disciplinary Actions and Crime and Violence Incidents
Validation Report

Loadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts

itter: |districts, elizabeth.foster@wyo.gov, 307-777-7009

Due Date: 7/29/2022

The submission is invalid and cannot be certified at this time

Show ¥ Done

Set Is Valid
> Contact Information - Successfully Imported Rows: 1 Fail
» IDEA Disciplinary Removal Length - 1 day or less - Successfully Imported Rows: 1 Fail
> Out of School Suspension and Removed for 10 days or less - Successfully Imported Rows: 1 Fail

To view in detail the reported errors, click the arrow on the leftto expand the selection. Contactthe
Collection Steward or the Data Collection Specialistif there are questions regarding this \Validation

Report.
The Validation Reportwill show the error by displaying the Collection Item (element) that did not
pass, why the elementdid not pass data validation, and the field location (actual cell locationin the

Excel workbook) of the error. Please correctthe errors noted and resubmit the file. If the file does not
pass data validation, the submission cannotbe certified.

NOTE: This validationreport may also be viewed under the Submission link, Validation Reports tab.

Data Passes Validation

If the uploaded file passes data validation, the Validation Results Summary will reflect this. The user
will see the following example. Note thatno error count is being displayed.
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Citizen | Business | G

Data Collection Suite R2

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

v currently representing
Collection: Hot Sprmgs Count\_.r School District
|\* DE636 - Rﬂport of Student Disc 1|3l1nm Actions and Crime and Violence Incidents v #1
= 5 — - Organization Code: 0901000

Collection Selector

Previous Submissions

5/10/2022 11:53 AM - Liz Districts

| Upload Another File |

Validation Report

Now that the uploaded Excel workbook has passed data validation, the user will be required to
initiate the 2" Level Checks. The user mustclick on the Validation Report buttonin orderto continue
with the process of certifying the data. Once the Validation Reportbutton has been selected, the

following screenwill appear.

Data Collection Suite R2

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Citizen | Business

Forms Uploads Submissions Tracking Collections Admin Support Logout

WDE636 Repart of Student Disciplinary Actions and Crime and Vielence Incidents

ation
Loadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts
Idistricts, elizabeth.foster@wyo.gov, 307-777-7009

ate: 7/29/2022

2nd Level | Show v  Done
Set Is Valid

Mo records to display.

Clickon the 2" Level option to initiate the checks. The following screen will be displayed.
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Data Collection Suite R2

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection:

WDE636- Repart of Student Disciplinary Actions and Crime and Violence Incidents

Validation Repo

Leadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts
bmitter: |districts, elizabeth.foster@wyo.gov, 307-777-7009

i Date: 7/29/2022

2nd Level Show v  Done
Set Is Valid

No records to display.

Percent Done: 30 % (0 of 0 )

Currently working on: Create rules

This screenis showing the progress of the 2" Level Checks. Depending on the amount of data being
checked, this process can take up to five minutes.

Data Did Not Pass 2nd Level Checks

If the submitted data did not pass the second-level business rules checks, the found errors will be
displayed as the following example depicts.
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Data Collection Suite R2 Wy

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection:

WDE636-Report of Student Disciplinary Actions and Crime and Violence Incidents
Validation Report:

Loading Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts
Submitter: |districts, elizabeth.foster@wyo.gov, 307-777-7009

D e: 7/29/2022

Show ¥  Done

Second Level Business Rules Failed

2005 Required. Numeric Value. Sum for columns of REMOVA Invalid Race Numeric Value

school year surn of idea removal length race sum of idea removal length disability invalid race numeric value
2021-22 9 108 error
2021-22 9 108 error
2021-22 9 108 error

2006 Required. Numeric Value. Sum for columns of REMOVA Invalid Gender Numeric Value

school year sum of idea removal length gender surn of idea removal length disability invalid gender numeric value
2021-22 9 108 error
2021-22 9 108 error
2021-22 9 108 error

2007 Required. Numeric Value. Sum for columns of REMOVA Invalid Status Numeric Value

school year sum of idea removal length status surn of idea removal length disability invalid status numeric value
2021-22 9 108 error
2021-22 9 108 error
2021-22 9 108 error

I"'-.\“qr——‘d—‘-\\"* L Sp—— — e ‘J\-,_‘\_ _,.‘\\_‘-.,r.-“.\"“A"‘“‘-b‘tn-..-n,-“"-\_r___r"‘“\__uh i

Thescreenis indicating thatthe Second Level Business Rules have failed. The error, along with the
description of the error, is being shown to the user. The data needs to be correctedin the Excel
workbook and resubmitted, repeating the process until all data has passedall checks.

Data Passes 2nd Level Checks

If the submitteddata passesthe second-level businessrule checks, the following screenis displayed.

WDE636 Guidebook |32



Data Collection Suite R2 citizen | Business

STATE OF WYOMING

DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection:
WDE636- Repart of Student Disciplinary Actions and Crime and Violence Incidents
Validation

Loadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts

- |districts, elizabeth.foster@wyo.gov, 307-777-7009

7/29/2022

Certify ~ Show v  Done

Passed Second Level Checks

ou have passed second level check so no you can certimy _.I.'}.t"l'Ei'_,l"}' this collection.

Once all data has passed data validation as well as the second-level business rules checks, the Certify
option will appearon the floating menu.

Click on the Certify option to view the following summary/certification screens.

Data Collection Suite R2 cimen | Business

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

WDE636 Repart of Student Disciplinary Actions and Crime and Vielence Incidents

Validation Re
Loadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts
mitter: ldistricts, elizabeth.foster@wyo.gov, 307-777-7009

ue Date: 7/29/2022

Certify ~ Show ¥  Done
Certify Submission Package

« Collection: WDE636 - Report of Student Disciplinary Actions and Crime and
\-’wlence Incidents
= Due Date: 7/29/2022
« C : 5/10/2022
- L 5/10/2022 2:31 PM
0 By: Idistricts
1e: Liz Districts
307-777-7009
il: elizabeth.foster@wyo.gov

« Current Status: Editing

Modified
File name Data Submit Date Modified Bly
WDEG36 2022 5/10/2022 2:31:28 5/10/2022 2:31:00 L.
xlsx ldistricts
test P PM

| certify || cancel |
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Click on the Certify button to certify the submission to the Departmentand view the following
confirmationscreen.

NOTE: Until the submissionis certified, the Departmentdoes not actually have the data containedin
the submission, and the processis not complete.

Data Collection Suite R2 G

STATE OF WYOMING
DEPARTMENT OF EDUCATION

Forms Uploads Submissions Tracking Collections Admin Support Logout

Collection:

WDE6&36- Repart of Student Disciplinary Actions and Crime and Vielence Incidents
Validation Repo
Loadmg Results for Submission Package: 5/10/2022 11:53 AM - Liz Districts

iitter: |districts, elizabeth.foster@wyo.gov, 307-777-7009

ue Date: 7/29/2022

certify show v pone SUDMIission Package Certification Confirmed

« Collection: WDE636 - Report of Student Disciplinary Actions and Crime and
Violence Incidents

7/29/2022

e: 5/10/2022

: 5/10/2022 2:34 PM
y: Idistricts

Liz Districts

e: 307-777-7009

il: elizabeth.foster@wyo.gov

Certified

. . g Modified
File name Data Submit Date Modified B;J e
WDE636 2022 5/10/2022 2:31:28 5/10/2022 2:31:00 -

xlsx Idistricts
test P PM

o
=1
=
=]
D
]
T
D
T
T
T
T
c
T
a
C
=)

Once the submissionis certified, the persons who have the certify rights to this collection, along with
the Collection Steward, will receive a confirming email stating that the submission was certified. The
processis now complete.

Note: The submission canalso be certified under the Submissions linkas well; the processis the
same.
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Corrections to the Data

Corrections will need to be made within the Excel workbook, and the workbook will need to be
uploaded again through the Data Collection Suite (DCS) software, repeating the data validation
processand 2™ Level checks as manytimes as necessary. Corrections to the WDE636 data are
restricted to a firm timeline. If helpis needed regarding errorresolution, contact the WDE636
Collection Steward: Brian Wuerth, at brian.wuerth@wyo.gov, or 307-777-6748. All errors mustbe
resolved before the dataisfinal.

Re-uploading

The Excel workbook can be uploaded orre-uploaded as many times as necessary to resolve errors
discoveredin the previous submission. The collection window is May 20, 2026 - July 31, 2026.
Remember, allerrors mustbe resolved before the datais final and the processis complete.

Definitions to remember:

Data Validation: Thisis the process of validating the data upon upload. This process makes sure that
all required fields have been provided, as well as making sure all data is within the specified ranges.
Thatis, if the fieldcanonlybea 'Y’ for yes, or ‘N’ for no, then the system validates this field to make
sure these are the onlyvalid options.

Validation Report: The Validation Reportis generated at the time of upload. Thisreportdoes data
validation,andit canbe accessed immediately after upload or under the Submissions linkin the DCS
module.

2" Level Checks: Business Rules or 2™ Level Checks are other data validation rules that the data
mustpassin order for the data to be error-free. 2" Level Checks mustbe initiated by the user. An
exampleofaBusiness Ruleis when atleastone race hasto be markedasa'Y'. Keepinmind thatjust
because the file passes data validation upon uploading does not mean that the processis complete
andthat the datais error-free. Errors canstill reside in the data due to the application of the Business
Rulesand mustbe corrected.
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Frequently Asked Questions

Whom do | contact regarding the WDE636 content questions?
Brian Wuerth, EdFacts Coordinator, at brian.wuerth@wyo.gov or 307-777-6748.

Whom do | contact if | have questions or problems regarding the Excel

workbook or the submission process?
Elizabeth Foster, Data Collection Specialist, at elizabeth.foster@wyo.gov or 307-777-7009.

Whom do | contact regarding usernames and passwords or collection roles in

order to upload a collection?
Therights to uploaddata to the Department are assigned by the WyEd Administrator. Contact the districts
WyEd Administrator, whocan set rights. Usersare responsible for resetting their own passwords.

Whom do | contact regarding the WDE Data Collection efforts as a whole?

SusanKruse, Information Management Division Director at susan.kruse@wyo.gov or 307-777-6252
Elizabeth Foster, Data Collection Specialist, at elizabeth.foster@wyo.gov or 307-777-7009.
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