 Starting the Verification Process

The State Education Department (SED)
will transmit an email to all districts when reports are first available.

Within that email will be a link to the
Verification Report login page on the next slide.
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THE STATE EDUCATION DEPARTMENT
THE UNIVERSITY OF NEW YORK / ALBANY, NY 12234

DATA VERIFICATION REPORT

Enrollment and Demographics

Report Purpose

The purpose of this report is to list the students that have been reported as enrolled on the State Repository System along with the selected demographic data reported for each student so that you can ensure that the student list is
complete and the demographic data for those students are accurate. To assist you in detecting errors, the report provides summary counts based on the demographic characteristics of those students. This report provides demographic
information including birth date, gender, ethnicity, disability classification. limited English proficiency status, immigrant, and poverty data for each student. Demographic data for students in grades 3-8 will be sent to the testing vendor,
CTB/McGraw-Hill. Demoegraphic data for students taking the New York State Alternate Assessment (NYSAA) and the New York State English as a Second Language Achievement Test (NYSESLAT) will be sent to the testing vendors,
Measured Progress and Harcourt, respectively. The State will produce individual student score reports for students with Repository records who take the grades 3-8 English language arts and mathematics assessments and/or the
NYSAA

The verification report for your district will not include data until your Level 1 Repository operator begins the process of moving data to Level 2. Your Regional Information Center (RIC) or Big 5 district will notify you when your reports are
available. The reperts will not be complete unless your district has submitted all the required data to Level 1. The focus of these reports is data for students taking the assessments listed above. The most essential data are grade, birth
date, gender, ethnicity, disability status, and English proficiency status. It is important that you submit the most accurate possible data; however, you will have further opportunities to correct data before these data are transferred to the
Level 3 Repository for use in the school report cards and for making accountability decisions. Note that these final opportunities for making comections will occur during the summer and will require very short submission deadlines.

Report Detail

The report provides seven summary tables, each broken down by school. The first three tables show enrcliment by grade, gender and ethnicity. The fourth and fifth tables provide counts of limited English proficient students by grade

and by years of service in bilingual or English as a second language programs. The sixth and seventh tables provide counts of new immigrants and economically disadvantaged students by grade. You can double click on the =
enroliment count in each cell to cbtain a report that lists by name the students counted in that cell. Each student’s demegraphic data are included in the report. For example, in the enroliment by grade table, double-clicking on the cell

that shows the kindergarten enroliment for the first school will generate a list of Kindergarten students in that school.

After login, you will be placed into the Main
What if an enrollment count is inaccurate? Page of the Verification Report. It contains
» If you believe that a count in a table is inaccurate, click on that count and you will see the list of the students counted. By going through the | . . pd
incomscty. instructions and, further down on the page,
* All identified errors must be comected in the district or school source data. The source may be your student management system or it may be |inkS to the reportS ir
district does not operate its own repository, your data administrator must notify your RIC when the changes are complete and follow its direct) .
Syracuse, and Yonkers must notify the Level 2 operator when all necessary comrections are completed. New York City staff must correct all -> The Wording on the final version of this
demographic, and LEP indicators) and CARP (for special education student information). The updated data will be reflected the next day in AT . . ty
school staff must notify their LIS and DAA liaisons upon completion of all comections. page will be slightly changed.
o After data are comected, they must be loaded into the Repository System. The day after this process is completed, revised reports can be ob be
reviewed to ensure that all necessary changes have been made. Scroll Down to read the rest of the page.
n Although you may, if necessary, repeat this process until the deadline, you should be sure to review all reports thoroughly and make all necessary comrections before submitting revised data.

How do | certify?

| £

#] Done %4 Local intranet
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enroliment count in each cell to obtain a repert that lists by name the students counted in that cell. Each student's demographic data are included in the report. For example, in the enrcliment ade table, double-clicking on the cell ]
that shows the Kindergarten enrollment for the first school will generate a list of kKindergarten students in that school.
To log off, simply close your
What if an enrollment count is inaccurate? browser
» If you believe that a count in a table i5 inaccurate, click on that count and you will see the list of the students counted. By going through the list, you ’ founted for or are included

incomectly.

All identified emors must be comected in the district or school source data. The source may be your student management system or it may be the Level 0 system offered by your regional information center (RIC). If your
district does not operate its own repository, your data administrator must notify your RIC when the changes are complete and fellow its directions for submitting these comected data. Data coordinators in New York City,
Syracuse, and Yonkers must notify the Level 2 operator when all necessary comections are completed. New York City staff must comect all identified emors in central data systems, such as ATS (for enroliment,
demographic, and LEP indicators) and CAP (for special education student information). The updated data will be reflected the next day in ATS/CAFP. You can see these changes in an ATS RDGS report. New York City
school staff must notify their LIS and DAA liaisons upon completion of all comections.

After data are comected, they must be loaded into the Repository System. The day after this process is completed, revised reports can be obtained using the URL in your e-mail notification. The revised reports should be
reviewed to ensure that all necessary changes have been made.

Although you may, if necessary, repeat this process until the deadline, you should be sure to review all reports thoroughly and make all necessary comections before submitting revised data.

How do | certify?

If all the counts are accurate, the chief school officer of your district, charter school, nonpublic school, or State-administered educational program should sign and fax the Statement of Certification, which will officially validate your
data.

= The Statement of Certification can be found here
= Print, sign, and fax the Statement of Certification to your Regional Information Center (RIC) or Big 5 Data Coordinator.
The Statement of Certification is due by March 31, 2006. This certification will allow your final student test records to be transfemmed to Level 2 and to CTB/McGraw Hill.

FERPA Confidentiality Clause
The federal Family Education Rights and Privacy Act (FERPA) prohibits the release of personally identifiable student information. To be in compliance with FERPA, the State precludes the publication of summary information based on
fewer than five students or in which subtraction or other simple mathematlcal opera'ilons muld be used to obtain personal informatien. To facilitate data verification, the enclosed report includes data cells based on fewer than five
students. Schools are cautioned NOT to share these data with york with education records in agencies or schools are responsible for knowing the privacy regulations that apply to their work.
Specific information about safeguarding student privacy is avai

You then select a summary ) i
t to View wipubsearch/pubsinfo.asp?pubid=97527
repor : /pubsearch/pubsinfo.asp?pubid=2004330

Enrollment of Students by Grade

Enrcliment of Students by Gender

Enrollment of Students by Ethnicity

Enroliment of Limited English Proficient Students by Grade

Enrollment of Limited English Proficient Students by Years of Service

Enroliment of Students Identified as Mew Immigrants by Grade

Enrcliment of Students Identified as Economically Disadvantaged by Grade

(|

€] Done %4 Local intranet
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DATA VERIFICATION REPORT

Enroliment and Demographics
Student Detail Report

District BEDS Code Data as of
District Name Report Run on
Superintendent

School Year End 2006-06-30

School BEDS Code
School Name

Total Student Count 48
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Student information here. 06 Female  White
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January 20, 2006
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To obtain a nicely formatted
report, select “View in PDF
format”
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You may also choose to
export this data to Excel.
This will require less pages
than the PDF version, but the
formatting will not be as
“nice”.
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:Making Changes to data in the Verification Reports

To make changes to the data shown in the Verification Report,
'several steps are necessary (they are explained in the Cover Letter on the Main Page):

1) District modifies data in the Student Management System (SMS) or Level O Repository
'2) District notifies RIC/Big 5 that modified data is available
' 3) RIC/Big 5 retrieves the modified SMS or Level 0 data and loads it into the

. Level 1/1C Repositories
' 4) District contacts RIC/BIG 5 to determine if loading has been completed
'5) District reruns the Verification Report to check that data was correctly modified
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enroliment count in each cell to obtain a report that lists by name the students counted in that cell. Each student's demographic data are included in the report. For example, in the enroliment by grade table, double-clicking on the cell
that shows the kindergarten enrcliment for the first school will generate a list of Kindergarten students in that school.

What if an enrollment count is inaccurate?

* If you believe that a count in a table is inaccurate, click on that count and you will see the list of the students counted. By geing through the list, you can check te see which students are unaccounted for or are included
incorrectly.

= All identified emors must be comected in the district or school source data. The source may be your student management system or it may be the Level 0 system offered by your regional information center (RIC). IT your
district does not operate its own repository, your data administrator must notify your RIC when the changes are complete and follow its directions for submitting these comected data. Data coordinators in New York City,
Syracuse, and Yonkers must notify the Level 2 operator when all ni City staff must comect all identified emors in central data systems, such as ATS (for enrollment,
demographic, and LEP indicators) and CAP (for special education stu{ YWhen all changes have been | refiected the next day in ATS/CAP. You can see these changes in an ATS RDGS report. New York City
school staff must notify their LIS and DAA liaisons upon completion o made to the data and the

. Adter data are comected, they must be loaded into the Repository Sys| \/grification Report has been [Y. revised reports can be cbtained using the URL in your e-mail notification. The revised reports should be
reviewed to ensure that all necessary changes have been made. e

= Although you may, if necessary, repeat this process until the deadling| ST aC(I:_e?tS thr? Certification

etter here.

horoughly and make all necessary corrections before submitting revised data.

How do I certify?
If all the counts are accurate, the chief school officer of your district, charter sci
data.
* The Statement of Certification can be found here
. Print, sign, and fax the Statement of Certification to your Regional Information Center (RIC) or Big 5 Data Coordinator.
. The Statement of Certification is due by March 31, 2006. This certification will allow your final student test records to be transferred to Level 2 and to CTB/McGraw Hill.

ic school, or State-administered educational program should sign and fax the Statement of Certification, which will officially validate your

FERPA Confidentiality Clause
The federal Family Education Rights and Privacy Act (FERPA) prohibits the release of personally identifiable student information. To be in compliance with FERPA, the State precludes the publication of summary information based on
fewer than five students or in which subtraction or other simple mathematical operations could be used to obtain personal information. To facilitate data verification, the enclosed report includes data cells based on fewer than five
students. Schools are cautioned NOT to share these data with unauthorized individuals. Individuals who work with education records in agencies or schools are responsible for knowing the privacy requlations that apply to their work.
Specific information about safeguarding student privacy is available on these websites:
http://nces. ed gov/pubsearch/pubsinfo.asp?pubid=97527
http://nces. ed gov/pubsearch/pubsinfo.asp?pubid=2004330

Links to Summary Reports

Enrcliment of Students by Grade

Enrnoliment of Students by Gender

Enroliment of Students by Ethnicity

Enroliment of Limited English Proficient Students by Grade

Enroliment of Limited English Proficient Students by Years of Service

Enroliment of Students Identified as New Immigrants by Grade

Enroliment of Students Identified as Economically Disadvantaged by Grade

(%4 |
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F Ax When data on the report is accurate
(this may require one or more
correction cycles), print out this
TO: RIC Director/Big 5 Coordinator page, fill it in, and FAX to your RIC
FROM: or Big 5.
DATE:

STATEMENT OF CERTIFICATION

| have reviewed, along with my school principal(s), my local education agency’s (LEA's) data venffication report entitied Enroliments and Demographics, which was generated from the New York State Repository System on January 20,
2006.

Demographic data for students in grades 3-8 will be sent to the testing vendor, CTB/McGraw-Hill. Demographic data for students taking the New York State Alternate Assessment (NYSAA) and the New York State English as a Second
Language Achievement Test (NYSESLAT) will be sent to the testing vendors, Measured Progress and Harcourt, respectively. The State will produce individual student score reports for students with Repository records who take the grades
3-8 English language arts and mathematics assessments and/or the NYSAA. Criteria for determining at what age ungraded students must take the grades 3-8 assessments may be found in the November 2005 memorandum

entitled: Interim Supplemenital Guidelines for Participation of Students with Disabilities in State Assessments for 2005-06 (http-//vww vesid nysed gow/specialed/publications/policy/interimguidelines. him)The deadline for
certifying report data is March 31, 2006.

| certify that the data on the Enroliments and Demographics Report is accurate and authorize the data on the Level 1 Repository to be moved to Level 2.

Chief Executive Officer's Signature Date

Chief Executive Officer's Name (please print)

Local Education Agency

Chief Executive Officer's Signature

NOTE: This certification form must be sent to your RIC or Big 5 district data coordinator. Please keep copies of the complete, certified verification report on file. Upon receipt of this Statement of Certification, data will be moved to the
Level 2 Repository.

] Done ® Intermet
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To log off, simply close your
browser.

TO: RIC Director/Big 5 Coordinator FAX NUMBER:
FROM: PAGES:
DATE:

STATEMENT OF CERTIFICATION

| have reviewed, along with my school principal{s), my local education agency's (LEA's) data venfication report entitled Enroliments and Demographics, which was generated from the New York State Repository System on January 20,
2006.

Demographic data for students in grades 3-8 will be sent to the testing vendor, CTB/McGraw-Hill. Demographic data for students taking the Mew York State Alternate Assessment (NYSAA) and the New York State English as a Second
Language Achievement Test (NYSESLAT) will be sent to the testing vendors, Measured Progress and Harcount, respectively. The State will produce individual student score reports for students with Repository records who take the grades
3-8 English language arts and mathematics assessments and/or the NYSAA_ Criteria for determining at what age ungraded students must take the grades 3-8 assessments may be found in the November 2005 memorandum

entitled: /nterim Supplemental Guidelines for Participation of Students with Disabilities in State Assessments for 2005-06 (htip//www vesid.nysed gov/specialed/publications/policy/interimguidelines_htm)The deadline for
certifying report data is March 31, 2006.

| certify that the data on the Enroliments and Demographics Report is accurate and authorize the data on the Level 1 Repository to be moved to Level 2.

Chief Executive Officers Signature Date

Chief Executive Officers Name (please print)

Local Education Agency

Chief Executive Officers Signature

NOTE: This certification form must be sent to your RIC or Big 5 district data coordinator. Please keep copies of the complete, certified verification report on file. Upon receipt of this Statement of Certification, data will be moved to the
Level 2 Repository.

] Done ® Intemet




