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	General Information About CBEDS


The California Department of Education (CDE) is responsible for the administration and management of the California Basic Educational Data System (CBEDS). This function is performed under the direction of the CBEDS/CDS Support Office of the Educational Data Management Division. 

Although CBEDS data are collected by the Educational Data Management Division, data are collected for and used by other divisions within the CDE. Below is a list of divisions and subject matter experts that may be contacted should you need assistance reporting data for a particular section of CBEDS. 
Contact information:      
General Inquiries 
Educational Data Management Division 
CBEDS/CDS Support Office

cbeds@cde.ca.gov
916-324-6738
Classified Staff, Teacher Hires, Education Calendar, and Parental Exception Waivers

Mary DeMartin

Educational Data Management Division 

CBEDS/CDS Support Office

cbeds@cde.ca.gov
916-327-0209
Lisa Young
Educational Data Management Division 

CBEDS/CDS Support Office

cbeds@cde.ca.gov
916-319-0577
Kindergarten Program Type, Section B.
Kathleen Halvorson
Early Education and Support Division
Policy Office
KHalvorson@cde.ca.gov
916-323-4629
Truancy, Section C.
David Kopperud
Coordinated Student Support Division
Educational Options, Student Support, and American   Indian Education Office
DKopperud@cde.ca.gov
916-323-1028
School Improvement Grant (SIG), Sections G - J.
Julia Agostinelli
Improvement & Accountability Division
School Turnaround Office

JAgostinelli@cde.ca.gov
916-319-0322
Resources:
All information pertaining to the CBEDS data collection, including forms and instructions, training, correspondence, and more are available online. Below are links to important CBEDS resources.
CBEDS Web page http://www.cde.ca.gov/ds/dc/cb/index.asp
CBEDS Online Reporting Application (ORA)
http://www3.cde.ca.gov/opuscbeds/login.aspx
CBEDS Frequently Asked Questions Web page
http://www.cde.ca.gov/ds/dc/cb/faqs.asp
	Significant Dates – CBEDS 2016

	By August 15
	CBEDS coordinators receive data collection information. 

	By September 1
	CBEDS training is made available.

	October 5
	Information Day

	By October 31
	Data are due to the CDE.

	November 1
	The CDE notifies district superintendents if CBEDS data are not received by this date.

	December 16
	CBEDS cycle ends.


What Information is Collected?
Two separate forms are used to collect CBEDS data: 
The County/District Information Form (CDIF) requests information on the following: 

· Classified Staff – The full-time equivalent of classified staff members by type, gender, and racial/ethnic designation.
· Teacher Hires – The estimated number of hires by subject area for 2017–18.
The School Information Form (SIF) requests information on the following: 

· Classified Staff – The full-time equivalent of classified staff members by type, gender, and racial/ethnic designation. 
· Kindergarten Program Type – The type of kindergarten and transitional kindergarten (TK) program that the school offers.
· Educational Calendar – The type of calendar on which the school operates, and the school’s start date and end date.
· Parental Exception Waiver from English-Language Classrooms – The number of waiver requests and the number of waivers granted for English learner (EL) students’ enrollment in a bilingual classroom.
· Truancy – The number of students who were truant in the 2015–16 school year.
· Teacher Hires for Independently Reporting Charter Schools (IRCs) – The estimated number of hires by subject area for 2017–18.
· School Improvement Grant (SIG) Supplement –
The methods for increased learning time, the minutes that the students were required to be in class, the number of students completing advanced coursework/dual class enrollment, and student and
teacher attendance rates. (Only schools participating in the SIG report these data.)
Who Provides Information for CBEDS? 
County offices of education, school districts, and independently reporting charter schools are responsible for ensuring that appropriate CBEDS forms are completed and submitted to the CDE.

Each county/district superintendent has been asked to designate a CBEDS coordinator. It is the CBEDS coordinator’s responsibility, on behalf of the superintendent, to ensure that all data collection and reporting procedures are followed and that accurate data are submitted to the CDE by the submission deadline. The CBEDS coordinator should also serve as the primary source for clarifying instructions to school staff on completing the CBEDS forms.
Should a charter school elect to report its data independently of its authorizing agency, the charter administrator shall designate a CBEDS coordinator. It is the CBEDS coordinator’s responsibility, on behalf of the administrator, to ensure that all data collection and reporting procedures are followed and that accurate data are submitted to the CDE by the submission deadline.
Charter schools must specify their reporting method upon applying for a CDS code. A charter school may elect to (1) report data independently of its authorizing agency and directly to the CDE through CBEDS-ORA, or (2) have the authorizing agency report the charter school’s CBEDS data on its behalf. The reporting status may be changed annually in June by submitting a CALPADS and CBEDS Charter School Reporting Status Change Form.
The CDIF is to be completed by: 

· County offices of education (COEs)
· School districts 

· The California Education Authority (CEA)
· State Board of Education (SBE) Agencies
· Statewide Benefit Charter (SBC) Agencies
· State Special Schools 

The SIF is to be completed by: 

· All public schools maintained by county offices of education 

· All public schools administered by a school district, including charter schools. 
· All public schools administered by the California Education Authority
· State Board of Education (SBE) Schools
· Statewide Benefit Charter (SBC) Schools

· State Special Schools
The SIF is not to be completed by:
· Preschools
· Children’s centers
· After-school programs
· Adult schools
· Regional occupational centers/programs (ROC/Ps)

How is the Information Used?
Federal mandates require the state to provide data on classified staff, several attributes specific to schools participating in the school improvement grant, and the estimated number of teacher hires, which is used to calculate teacher shortage. State mandates require the CDE to provide data on truancy data as part of the Annual Report on Dropouts in California and parental exception waiver data from English-language classrooms. State mandates also require the collection of kindergarten program type data for program analysis. School calendar information is collected to assist with program and policy decision making and cohort calculations.
After review and certification, CBEDS data are made available to educational institutions and the general public through the CDE’s Data and Statistics Web page at http://www.cde.ca.gov/ds/.
	Preparation and Submission Process


Preparation
CBEDS coordinators shall prepare for the CBEDS data collection by:

1) Reviewing the List of Expected Schools to verify that the CDE’s records for the schools in their Local Educational Agency (LEA) are current. The accuracy of this list is critical, as discrepancies may prevent data submission.

The List of Expected Schools may be viewed from the CBEDS-ORA, located at http://www3.cde.ca.gov/opuscbeds/login.aspx.
2) Notifying the CDE of schools that are temporarily non-operational per the instruction on the List of Expected Schools. It is important to do this prior to reporting data, as errors may result in your data submission and may prevent or delay certification of data. Coordinators should work with their CALPADS Administrator to confirm that no students were enrolled on Information Day before reporting a school as temporarily non-operational.
3) Working with their CDS coordinator to update the List of Expected Schools with regard to reporting school closures, school name changes, grade-span changes, or to submit an Application for a County-District-School (CDS) Code (CDS-01 form) for new schools not on the list. Instructions for updating school information are provided on the List of Expected Schools (located within CBEDS-ORA).
4) Reviewing the CDIF and SIF to determine what data are required to ensure a complete and timely data submission. Some districts have the data available centrally; other districts collect the data manually from each of the schools in the district. If collecting the data manually, the CBEDS coordinator may use the CBEDS-ORA to print out a blank CDIF or SIF for each school; or the schools may print the SIF from the CBEDS Web page at http://www.cde.ca.gov/ds/dc/cb/index.asp.
Submission of Data
CBEDS data are submitted by LEA CBEDS coordinators through an online Web application called CBEDS-ORA. CBEDS-ORA contains data entry screens, reports, and data input and certification validations to assist LEAs with submitting complete and accurate data. CBEDS-ORA also provides LEAs with an option to import data files in order to bypass manual key entry. To import data into CBEDS-ORA, files must be formatted according to the File Import Specifications for CBEDS-ORA. The File Import Specifications are available under the advanced features 
menu in CBEDS-ORA, as well as from the CBEDS Web page at http://www.cde.ca.gov/ds/dc/cb/index.asp.
When submitting CBEDS data, CBEDS coordinators should:
1) Verify that a SIF has been completed for each school in the LEA, that data are reported for any year-round schools that are off track (i.e., not in session) on Information Day, and that a CDIF for the county or district office has been completed. 
2) Ensure that all forms are complete and accurate by
reviewing the errors and warnings report as well as the summary reports.
3) When all data entry and verification is complete, submit your data to the CDE by selecting the submit/certify option from the main menu in CBEDS-ORA and completing the steps to submit your data. You should receive a certification receipt upon successful submission.


4) If an error is detected after data are submitted, log in to CBEDS-ORA, decertify data by attempting to edit the data, make appropriate modifications, and resubmit the data. Please note: All updates must be received within the amendment window.
Backing Up Data

Data submitted to the CDE using CBEDS-ORA may be backed up/saved by either printing the completed forms from the CBEDS-ORA reports menu, or by exporting the data. Exporting allows users to obtain a tab-delimited text file that may be saved to a computer or disk.
The export option is available from the advanced features menu in CBEDS-ORA. 
	Glossary


Classified Employee
Classified staff are employees of a school, district, or county office of education who are in a position not requiring certification. Classified staff include paraprofessionals, office/clerical staff, as well as other classified staff, such as custodians, bus drivers, and business managers. For more information and examples of classified staff, please see definitions for each of the classifications below.
Paraprofessionals: Staff members who provide instructional support, including those who: (1) provide one-on-one tutoring if such tutoring is scheduled at a time when a student would not otherwise receive instruction from a teacher, (2) assist with classroom management, such as organizing instructional and other materials, (3) provide instructional assistance in a computer laboratory, (4) conduct parental involvement activities, (5) provide support in a library or media center, (6) act as a translator, or (7) provide instructional support services under the direct supervision of a teacher. Common job titles include: teaching assistants, teacher aides, bilingual aides, pupil service aides, and library aides.
Office/Clerical: Staff members who provide support to administration, business services, data processing, or support of teaching and administrative duties of the office of principal or department chairpersons. Common job titles include: administrative assistants and secretaries.
Other Classified: Support staff not reported in instructional or student support and staff below the level of assistant, deputy, or associate superintendent. Common job titles include: health services, plant and equipment maintenance staff, custodians, food service staff, managers, after school staff, bus drivers, security, noon duty supervisors.

Educational Calendar 

Traditional Calendar: An educational calendar that is divided into nine months of instruction and three months of vacation during the summer.

Single-Track Year-Round Calendar: An educational calendar that has frequent and shorter vacation periods. The entire student body occupies the facility for on-track sessions and shares the same vacation schedules during off-track periods. 
Multitrack Year-Round Calendar: An educational calendar divided into four to five tracks to increase the enrollment capacity of the facility. The four or five tracks rotate throughout the year depending on the year round calendar being used. At any one time, one track is on
vacation, while the others are in session. 

60/20 Calendar: Under this plan, the school year is divided into three 60-day (12-week) instructional periods and three 20-day (4-week) vacation periods. 
60/15 Calendar: Under this plan, the school year is divided into three 60-day (12-week) instructional periods and four 15­day (3-week) vacation periods.

90/30 Calendar: Under this plan, the school year is divided into two 90-day (18-week) instructional periods and two 30-day (6-week) vacation periods. 

45/15 Calendar: Under this plan, the school year is divided into four 45-day (9-week) instructional periods separated by four 15-day (3-week) vacation periods. 

Concept 6 Calendar: The school year is divided into two 80-day (16-week) instructional periods and two 40-day (eight-week) vacation periods. This is a three-track calendar. 

Custom Calendar: This year-round educational program, which is not described above, has fewer than eight consecutive weeks of vacation scheduled during the school year.
Full Time

CBEDS coordinators shall refer to their county or district’s definition of full time when determining the full time equivalent (FTE) of classified staff. If your county or district does not have a definition of full time, for CBEDS purposes, staff who work 30 hours or more per week shall be considered full time.
Information Day
Information Day is the first Wednesday in October.
On this day, personnel in schools, districts, and county offices of education are requested to provide information regarding their schools.
Kindergarten Program Types
Kindergarten program: Kindergarten programs must be administered per California Education Code (EC) sections 48000, 46111, 46118, and 8973.

Transitional kindergarten (TK) program: The first year of a two-year kindergarten program that uses a modified kindergarten curriculum that is age and developmentally appropriate. TK programs must be administered per EC Section 48000. 

Full-day: A full-day, or extended-day, kindergarten or TK program consists of a kindergarten school day that exceeds four hours, exclusive of recess, but does not exceed the length of the primary school day. 

Part-day: A part-day, or half-day, kindergarten or TK program consists of a kindergarten school day that offers up to four hours of instruction per day.

Parental Exception Waiver from English-Language
Classrooms
A “parental exception waiver from English-language classrooms” is a written request from parents or guardians of English learners (ELs) who petition for enrollment in a bilingual education class or other generally recognized alternative course of study.
Racial/Ethnic Designation
The following racial and ethnic designations and definitions are aligned with the federal standards for collecting and reporting race and ethnicity categories. 
American Indian or Alaska Native, Not of Hispanic Origin: A person having origins in any of the original peoples of North and South America (including Central America) and who maintains cultural identification through tribal affiliation or community recognition. 

Asian, Not of Hispanic Origin: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent (e.g., Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, Thailand, and Vietnam). 
African American, Not of Hispanic Origin: A person having origins in any of the black racial groups of Africa. 

Filipino, Not of Hispanic Origin: A person having origins in any of the original peoples of the Philippine Islands.

Hispanic or Latino of any race: A person of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origin regardless of race. 

Pacific Islander, Not of Hispanic Origin: A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands (excludes the Philippine Islands). 

White, Not of Hispanic Origin: A person having origins in any of the original peoples of Europe, North Africa, or the Middle East (e.g., England, Portugal, Egypt, and Iran). 

Two or More Races, not Hispanic: This designation shall be used to report aggregate data for staff with more than one race, or for staff who did not report an ethnicity or racial designation. This designation shall not be used for local collection of racial/ethnic data from individuals.
School Improvement Grant (SIG)
Advanced Placement (AP) is a program sponsored by the College Board through which high school students can earn college credit and advanced college placement. The list of courses identified by the College Board as preparation for AP tests is available at:  http://www.collegeboard.com/student/testing/ap/about.html.
International Baccalaureate Diploma Programme, sponsored by the International Baccalaureate Organization, is designed as an academically challenging and balanced program of education, with final examinations, that prepares students, normally aged 16 to 19, for success at a university and life beyond.
Advanced mathematics includes the following:  Trigonometry, trigonometry/algebra, trigonometry/analytic geometry, trigonometry/math analysis, analytic geometry, math analysis, math analysis/analytic geometry, probability and statistics, and pre-calculus.
Truant

Per EC Section 48260, “a pupil subject
to compulsory full-time education or to compulsory continuation education who is absent from school without a valid excuse three full days in one school year or tardy or absent for more than a 30-minute period during the school day without a valid excuse on three occasions in one school year, or any combination thereof, shall be classified as a truant.”

	Instructions for Completing the County/District Information Form


General Instructions 
The CDIF shall be completed by county and district offices only. This includes SBCs and SBEs.
Independently Reporting Charter Schools are not to complete a CDIF. 
Data reported on the CDIF shall be current as of Information Day, unless otherwise indicated.

A copy of the CDIF is on page 8 of this manual.

Note: Single-school districts, including state board of education charters, are not to use the CDIF to report classified staff data. Classified staff data for single- school districts shall be reported on the SIF.

Detailed Instructions by Item 

A.   Full-Time Equivalent of Classified Staff
       (lines 1-3)
Report in full-time equivalent (FTE), by gender and racial/ethnic designation, the FTE of the paraprofessional, office/clerical, and other classified staff members assigned to the district office or county office of education and not to a specific school.
If a classified staff position is vacant and/or the regular staff member is on leave of absence on Information Day but will return on or prior to October 31, report the regular staff. If the regular classified staff will not return until after October 31, report the substitute instead.
When reporting racial ethnic designations:
· Report an employee who chooses not to report a racial ethnic designation in the “Two or More Races, not Hispanic” column.

· Report an employee who designates one or more races, as well as Hispanic in the “Hispanic or Latino of any race” column.

Refer to the Glossary in this manual for definitions of “racial/ethnic designation,” “paraprofessional,” “office/clerical,” and “other classified staff.”
When reporting classified staff, do not include:
· The sum of the classified staff reported on each school’s SIF.

· Adult education, ROC/P, or children’s center/preschool classified staff.

· Teachers, administrators, or pupil services certificated staff.
· Employees of your district who work at another district or county office. The district where the employees are physically working should report the staff even if your district is reimbursed for services. 

Reporting Full-Time Equivalent (FTE)

When reporting FTE, first determine the FTE for each classified staff employee. Employees who work full-time should be counted as 1.00 FTE, and employees who work less than full-time should be counted by the percentage of time they work (e.g., a half-time position is .50 FTE, a one-third position is .33 FTE, etc.).
Calculating FTE: Take the number of hours the employee works each day (e.g., 2.50) and divide it by the number of full time hours (e.g., 6). The result is .41666. Since you are to report to two decimal places, the FTE would be .42.

Then total the FTEs for each type, gender, and racial/ethnic designation. For example, if your school has one full-time, female, American Indian paraprofessional (1.00 FTE) and one half-time, female, American Indian paraprofessional (.50 FTE), add the two FTEs together, and report the FTE for female, American Indian, paraprofessional as 1.50 FTE.
More than one assignment: Classified staff who work in more than one position at the county or district office should report the FTE for each position. For example, if a full-time employee serves half-time as a paraprofessional and half-time as an office/clerical employee, report  the position as .50 FTE paraprofessional and .50 FTE office/clerical.
Serving at more than one site: Classified staff who serve at the county/district office and at a school should report the FTE on both the CDIF and the SIF. Therefore, if a full-time employee works half-time at the district and half-time at a school, the employee’s FTE is reported as .50 FTE on the CDIF and .50 FTE on the SIF. Another example is if a half-time employee works .25 FTE as a teacher at a school in the district and .25 FTE as a business manager at the district office, report the position on the CDIF as the .25 FTE other classified staff. Since teachers are in certificated positions, which are not reported in CBEDS, the FTE in the teaching position should not be reported in CBEDS.
B.   Estimated Number of Teacher Hires 

Report the projected or estimated number of teacher
hires for the 2017–18 school year to fill new or vacated positions. A vacated position occurs if a teacher is expected to retire, resign, transfer, or begin a leave of absence.

Include information about classroom teaching positions and specialist positions, including those funded by local, state, or federal monies.
When reporting estimated teacher hires, do not include:
· Teachers expected to remain with the school in a new specialization.

· Administrative, guidance, media, library, health service, or noncertificated positions in “other specializations.”

Independently reporting charter schools are to report their estimated teacher hires on the SIF, so authorizing agencies should not include teacher hires from their independently reporting charter schools on the CDIF. 
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	County/District Information Form (CDIF)

October 2016

	District:
	

	CDS Code:
	


	A. Full-Time Equivalent of Classified Staff

	Report to two decimal places the full-time equivalents (FTEs) of classified staff assigned to the district office or county office of education. For example, report full time as 1.00 FTE, half-time as .50 FTE, and quarter-time as .25 FTE. (Single-school districts should NOT use this form to report classified staff. Instead they are to report classified staff on the SIF.)

	
	Male
	Female
	

	
	American

Indian or

Alaska

Native, Not

Hispanic
	Asian, Not

Hispanic
	Pacific

Islander, 

Not

Hispanic
	Filipino, 

Not

Hispanic
	Hispanic

or Latino

 of Any

Race
	African

American,

Not

Hispanic
	White,

Not

Hispanic
	Two or More Races,

Not

Hispanic
	American

Indian or

Alaska

Native, Not

Hispanic
	Asian, Not

Hispanic
	Pacific

Islander, 

Not

Hispanic
	Filipino, 

Not

Hispanic
	Hispanic

or Latina

 of Any

Race
	African

American,

Not

Hispanic
	White,

Not

Hispanic
	Two or More Races, 

Not

Hispanic
	Totals

	1
	Paraprofessionals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Office/Clerical Staff
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Other Classified Staff
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	B. Estimated Number of Teacher Hires (2017–18)

	For classroom teaching and specialist positions only. Report in full-time equivalents (FTEs) to one decimal place. (Do not include administrative, guidance, media, library, health service, or classified positions.)

	Subject Areas
	Estimated Number of Teacher Hires
	Subject Areas
	Estimated Number of Teacher Hires

	1
	Agriculture
	.
	
	12
	Music
	.
	

	2
	Art
	.
	
	13
	Physical Education
	.
	

	3
	Bilingual Education
	.
	
	14
	Physical Science
	.
	

	4
	Business
	.
	
	15
	Reading
	.
	

	5
	Dance
	.
	
	16
	Self-contained Classes
	.
	

	6
	English
	.
	
	17
	Special Education
	.
	

	7
	Foreign Language
	.
	
	18
	Social Science/Studies
	.
	

	8
	Health Education
	.
	
	19
	Drama/Theater
	.
	

	9
	Home Economics
	.
	
	20
	Trades and Industrial Arts
	.
	

	10
	Life Science
	.
	
	21
	Other Specializations
	.
	

	11
	Mathematics
	.
	
	


	Instructions for Completing the School Information Form


General Instructions 

Complete one SIF for each school. A copy of the SIF is on pages 14–16 of this manual.
· Report data current as of Information Day, unless otherwise indicated.


· Independently Reporting Charter Schools should also complete the “Estimated Number of Teacher Hires (2017–18)” of the SIF that is designated “For Independently Reporting Charter Schools Only.”
· SIG participating schools will have additional reporting requirements which are outlined on the SIF Supplemental Form on page 16.
Detailed Instructions by Item 

A.  Full-Time Equivalent of Classified Staff (lines 1–3)  
Report in full-time equivalent (FTE), by gender and racial/ethnic designation, the FTE of the paraprofessional, office/clerical, and other classified staff members assigned to a specific school and not to the district office or county office of education.
Single-school districts should report all classified staff on the SIF only.
If a classified staff position is vacant and/or the regular staff member is on leave of absence on Information Day but will return on or prior to October 31, report the regular staff. If the regular classified staff will not return until after October 31, report the substitute instead.

When reporting racial ethnic designations:
· Report an employee who chooses not to report a racial ethnic designation in the “Two or More Races, not Hispanic” column.

· Report an employee who designates one or more races, as well as Hispanic, in the “Hispanic or Latino of any race” column.

Refer to the Glossary in this manual for definitions of “racial/ethnic designation,” “paraprofessional,” “office/clerical,” and “other classified staff.”
When reporting classified staff, do not include:
· Adult education, ROC/P, or children’s center/preschool classified staff.

· Teachers, administrators, or pupil services certificated staff.
· Employees of your district who work at another district or county office. The district where the employees are physically working should report the staff even if your district is reimbursed for services. 
Reporting Full-time Equivalent (FTE)
When reporting FTE, first determine the FTE for each classified staff employee. Employees who work full-time should be counted as 1.00 FTE, and employees who work less than full-time should be counted by the percentage of time they work (e.g., a half-time position is .50 FTE, a three-fifths position is .60 FTE, etc.).
Calculating FTE: Take the number of hours the employee works each day (e.g., 5.75) and divide it by the number of full time hours (e.g., 8). The result is .71875. Since you are to report to two decimal places, the FTE would be .72.

Then total the FTEs for each type, gender, and racial/ethnic designation. For example, if your school has one full-time, female, American Indian paraprofessional (1.0 FTE) and one half-time, female, American Indian paraprofessional (.50 FTE), add the two FTEs together, and report the FTE for female, American Indian, paraprofessional as 1.50 FTE.
More than one assignment: Classified staff who work in more than one position at the school should report the FTE for each position. For example, if a full-time employee serves half-time as a paraprofessional and half-time as an office/clerical, report the position as .50 FTE paraprofessional and .50 FTE office/clerical. Another example is if a full-time employee works .30 FTE as a secretary, .25 FTE as a bus driver, and .45 FTE as a teacher, report the position as .30 office/clerical employee, and .25 other classified staff. Since teachers are in certificated positions, which are not reported on CBEDS, the FTE in the teaching position should not be reported in CBEDS.
Serving at more than one site: Classified staff who serve at the county/district office and at a school, or at more than one school, should report the FTE at all sites they work. For example, if a full-time employee works half-time at the district and half-time at a school site, the employee’s FTE is reported as .50 FTE on the CDIF, and .50 FTE on the SIF. Another example is if a half-time employee splits his/her time between two schools, the employee’s FTE is reported as .25 FTE at each school.

B.   Kindergarten Program Type
Report the type of kindergarten and transitional kindergarten (TK) programs that the school offers.
· High schools, middle schools, or other schools in a district with no kindergarten or transitional kindergarten programs should report “None.”

· If you have kindergarten or transitional kindergarten students enrolled in your school but the students are sent to another school for kindergarten or transitional kindergarten services, report “None.” The school that provides the services should report the programs.
· When reporting the program length of independent study or homeschool programs, consider the instructional minutes that are equivalent to a classroom-based course.

By statute, the maximum school day in kindergarten is four hours (EC Section 46111); however, schools that have adopted an early primary program (extended-day kindergarten) are allowed to exceed four hours (EC Section 8973). For CBEDS reporting purposes, a school day with four hours or less is considered part-day, and more than four hours is considered full-day.

Pursuant to EC Section 37202, any TK programs operated by a district must be of equal length to any kindergarten programs operated by the same district. If TK program instructional minutes are a different length than the kindergarten program instructional minutes, then a waiver must be submitted to the State Board of Education, unless the school is a charter school.
Refer to the Glossary in this manual for definitions relevant to kindergarten program types. Additional information on kindergarten and TK programs, as well as links to frequently asked questions, may be obtained from the CDE’s Kindergarten in California Web page at http://www.cde.ca.gov/ci/gs/em/kinderinfo.asp.

For questions regarding Kindergarten Programs, contact Kathleen Halvorson of the Early Education and Support Division by phone at 916-323-4629, or by e-mail at KHalvorson@cde.ca.gov.
C.   Truancy (2015–16)
Report the total unduplicated number of students who were truant between July 1, 2015 and June 30, 2016. A truant is defined as a student who has an unexcused absence three full days, or is tardy or absent for more than 30-minutes on three occasions in one school year.
· Truancy data are to be reported for every school.
· A full day of absence without a valid excuse should be counted as one unexcused absence.
· A “tardy” of more than a 30-minute period without a valid excuse is an unexcused absence. If a student is tardy for more than 30 minutes three or more times, on the same day, count this as one occurrence.
· If a student was truant at the same school more than once, count the student as truant only once (unduplicated count).
· If a student was truant at more than one school during the 2015–16 school year, report the student in each school at which he/she was truant.
· Unexcused absences resulting from suspensions should not be reported.
· To identify truants at virtual schools, you may use the same method used for calculating average daily attendance funding. For example, if completed work is used to calculate daily attendance, then failure to submit completed work may be used to identify a day/s absence.
· The number of truancies reported should not exceed the school’s 2015–16 cumulative enrollment. 

For most schools, it is highly unlikely that zero students have had three or more unexcused absences. However, if you have no truancies to report, enter “0,” and provide a brief explanation for your “0” response.  Examples of appropriate responses include:

· The school has a very aggressive attendance policy.

· The school has a truancy intervention program in place that intervenes before the student earns a third unexcused absence/tardy.

· Students are sent to continuation schools before they become truant.

· The school has a small enrollment population with no unexcused absences.

· Students are incarcerated; therefore, attendance is compulsory.

Per California Education Code Section 48070.6, the CDE is required to provide data on school-level truancy rates. For further information regarding the collection of truancy data, refer to the Truant section in the Glossary, or contact David Kopperud, Coordinated Student Support Division, at 916-323-1028, or via e-mail at DKopperud@cde.ca.gov.
D.   Educational Calendar 

Report the type of calendar on which your school operates. If your school does not operate on a year-round calendar, only select “traditional” in this section. If the school operates both traditional and year-round calendars, select more than one type of calendar: Traditional and single-track, or traditional and multitrack.
Do not report both single-track and multitrack for a single school site.
For schools on a single-track or multitrack calendar, also report the type of year-round calendar under which the school operates.
Report the school’s start date (first day of school) and the end date (last day of school).

Schools with a multitrack calendar should report the first day of school for the earliest track, and the last day of school for the latest track.
Refer to the Glossary in this manual for definitions relevant to “Educational Calendar.”
E.   Parental Exception Waiver from English-
       Language Classrooms
The reporting period for Parental Exception Waivers is the day after the prior Information Day through the current Information Day (October 8, 2015 through October 5, 2016). 

Report information on parental exception waiver requests from parents or guardians of English learner (EL) students who petition for enrollment in a bilingual education class or other generally recognized alternative course of study during the reporting period. Waiver requests that were transacted (granted or denied) during the reporting period are to be included, regardless of when they were submitted (e.g., before the reporting period).


Note: A parental exception waiver granted under EC sections 310 and 311 is not the same as a parental request for an English-language mainstream classroom, as authorized by California Code of Regulations Title 5, Section 11301(b). Parental requests refer to solicitations on the part of parents or guardians to have their child transferred out of a structured English immersion setting and placed in an English-language mainstream class, and provided with additional and appropriate instructional services.

Parental Exception Waivers Requested

Line 1: Report the total number of new and renewal parental exception waivers that have either been granted or denied during the reporting period, pursuant to EC sections 310 and 311. 
Parental Exception Waivers Granted


Line 2: Report the total number of parental waivers from line 1 that were granted during the reporting period.

Note: The number reported in line 2, total parental exception waivers granted, may not be greater than the number reported in line 1, total parental exception waivers requested. 

Independently Reporting Charter Schools only:
F.   Estimated Number of Teacher Hires (2017–18)

Report the projected or estimated number of teacher
hires for the 2017–18 school year to fill new or vacated positions. A vacated position occurs if a teacher is expected to retire, resign, transfer, or begin a leave of absence.

Include information about classroom teaching positions and specialist positions, including those funded by local, state, or federal monies.
When reporting estimated teacher hires, do not include:
· Teachers expected to remain with the school in a new specialization.

· Administrative, guidance, media, library, health service, or noncertificated positions in “other specializations.”

School Improvement Grant (SIG) Participants only:
To determine whether your sites are SIG participants and required to submit data for SIG, review the List of Expected Schools available within CBEDS-ORA.

The reporting period for SIG sections is the regular 
2015–16 school year. However, if summer session is part of implementing the restart, transformation, or turnaround model, then the reporting period is the regular school year plus summer session.

Report only for Tier I and Tier II schools that implemented the restart, transformation, or turnaround model and were served with SIG funds.
G.   Increased Learning Time (2015–16)

Indicate all methods for increased learning time    since SIG implementation. If there has not been an increase in learning time, check box 8.

If the school had increased learning time, indicate which types of increased learning time were offered (longer school year, longer school day, before or after school, summer school, weekend school, or another method). If “another method” was used, please provide a brief description of how learning time was extended.

H.   Advanced Coursework/Dual Class Enrollment 
      (2015–16)
When reporting course information, only include information for students in grades 9–12.
Only report students once in each category, even if they completed more than one course in that category. For example, if a student completes two advanced courses, they would only be counted once in the advanced coursework category. If the same student also completed a course at a postsecondary institution, the student would be counted once in each of the three categories.
Advanced Coursework
Line 1: Report the number of students who complete advanced coursework, such as Advanced Placement (AP), International Baccalaureate (IB), or advanced mathematics courses. 
Completing “advanced coursework” means that a student finished an advanced coursework class for which he or she received credit in accordance with state or local requirements.

Dual Enrollment Classes
Line 2: Report the number of students who completed at least one class in a postsecondary institution.
Advanced Coursework and Dual Enrollment Classes

Line 3: Report the number of students who completed advanced coursework AND who completed at least one class in a postsecondary institution.
Refer to the SIG section in the Glossary for definitions of these courses.
I.   Attendance Rates (2015–16)
Percentages should be reported as numeric values to the fourth (4th) decimal, using a total of five digits. Thus the format would be one digit preceding a decimal, with four digits succeeding the decimal. For example, 100 percent would be represented as “1.0000” and 90 percent would be represented as “0.9000.”
Student Attendance Rate  
Line 1: Report the school’s student attendance rate. The student attendance rate is calculated by dividing the number of school days that students attended school divided by the maximum number of days students could have attended school during the school year.
Example:  
A school has enrolled five students during the school year, which is a 250-day session.
Students’ days in attendance and enrollment are as follows:
	Student
	Attended
	Enrolled

	Student 1
	200
	250

	Student 2
	225
	250

	Student 3
	200
	210

	Student 4
	220
	220

	Student 5
	150
	200

	Totals
	995
	1130


The school’s student attendance rate would be
88.05 percent, calculated by dividing the sum of days attended (995) by the number of days enrolled (1130). 
Students who have dropped out should be included in the calculation of the attendance rate based on their attendance and enrollment in the school. 

Teacher Attendance Rate
Line 2: Report the school’s teacher attendance rate. The teacher attendance rate is calculated by dividing the number of full-time equivalent (FTE) days classroom teachers worked by the maximum number of FTE teacher working days.

Example:

A school has 40 full-time (1.0 FTE) and 10 half-time (0.5 FTE) teachers for a total of 45 FTE teachers. The maximum number of working days is 180. If the 40 full-time teachers worked 7,120 days and the 10 half-time teachers worked 1,760 days, then the school’s teacher attendance rate would be 98.77 percent, calculated as follows:
· FTE Days Worked: (7,120 days multiplied by 1 FTE) plus (1,760 days multiplied by 0.5 FTE) is 8,000 days.
· Maximum FTE Days: 45 FTE teachers multiplied by 180 working days is 8,100 days.
· Attendance Rate: 8,000 FTE days worked divided by 8,100 maximum FTE days is 98.77 percent.

A teacher is absent if he or she is not in attendance on a day within the regular school year when the teacher would otherwise be expected to be teaching students in an assigned class. This includes days taken for sick leave as well as days taken for personal leave. Personal leave includes voluntary absences for reasons other than sick leave. Do not include administratively approved leave for professional development, field trips, or other off-campus activities with students.

Part-time teachers should be included. This rate is based on FTE. The denominator of the rate would include the FTE for the part-time teachers.  

J.    School Year Minutes (2015–16)

Report the number of minutes that all students were required to be at school, plus any additional learning time (e.g., before or after school, weekend school, or summer school) for which all students had the opportunity to participate. 

All students had the opportunity to participate if there was no selection process for the activity. For example, an after school program available only to a subset of students in the school, such as those who are failing a course, would not be included.

“School year minutes” are the total minutes of all full school days, all half school days, and any increased learning time provided to all students in the school.
Example: 

The regular school year for a school included 176 full school days and four half school days that all students were required to attend.

· The school is in a local education agency where a full day is 390 minutes and a half day is 195 minutes.

· The school provided 80 days of additional learning time for which all students had the opportunity to participate.

· Additional learning time lasted 90 minutes per day. 

Total minutes would be 76,620, calculated as follows: 

· 176 days multiplied by 390 minutes = 68,640 minutes;

· 4 days multiplied by 195 minutes = 780 minutes;

· 80 days multiplied by 90 minutes = 7,200 minutes;

· Add the results: 68,640 minutes + 780 minutes + 7,200 = 76,620 minutes

Note: To satisfy the requirements of the turnaround model and the transformation model for providing increased learning time, a before or after school or weekend instructional program must be available to all students in the school.
Questions regarding the SIG should be directed to 
Julia Agostinelli, Improvement & Accountability Division, at 916-319-0322, or by e-mail at JAgostinelli@cde.ca.gov.
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	District:
	

	School:
	

	CDS Code:
	


	A. Full-Time Equivalent of Classified Staff 

	Report to two decimal places the full-time equivalents (FTEs) of classified staff assigned to this school. For example, report full time as 1.00 FTE, half-time as .50 FTE, and quarter-time as .25 FTE. (Single-school districts should report classified staff only on this form.)

	
	Male
	Female
	

	
	American

Indian or

Alaska

Native, Not

Hispanic
	Asian, Not

Hispanic
	Pacific

Islander, 

Not

Hispanic
	Filipino, 

Not

Hispanic
	Hispanic

or Latino

 of Any

Race
	African

American,

Not

Hispanic
	White,

Not

Hispanic
	Two or More Races,

Not

Hispanic
	American

Indian or

Alaska

Native, Not

Hispanic
	Asian, Not

Hispanic
	Pacific

Islander, 

Not

Hispanic
	Filipino, 

Not

Hispanic
	Hispanic

or Latina

 of Any

Race
	African

American,

Not

Hispanic
	White,

Not

Hispanic
	Two or More Races, 

Not

Hispanic
	Totals

	1
	Paraprofessionals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Office/Clerical Staff
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Other Classified Staff
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	B. Kindergarten Program Type
	C. Truancy (2015–16)

	Report the type of kindergarten and transitional kindergarten program offered by the school by selecting the appropriate program type below. Please note: Transitional kindergarten programs must be of equal length as kindergarten programs, unless you have an approved State Board of Education waiver on file. 
Refer to the Glossary and the SIF instructions in the CBEDS Administrative Manual for further information.
	Report the total unduplicated number of students who were truant between July 1, 2015 and June 30, 2016.  If you are reporting zero truants, provide an explanation for why there were no truants.
A truant is defined as a student who has an unexcused absence three full days, or is tardy or absent for more than 30-minutes on three occasions in one school year. For more information on reporting truancy data, refer to the Glossary and the SIF instructions in the CBEDS Administrative Manual.

	1           

	Kindergarten Program (select one)

   Full-day      
   Part-day       
 Both full-day and part-day       
  None                 

	1
	  Number of truants.
	

	2
	Transitional Kindergarten Program (select one)

   Full-day      
   Part-day       
  Both full-day and part-day       
  None                 

	2
	Explanation of zero truants. (Minimum of 35 characters required)
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	School Information Form (SIF)
Continued
	
	

	D. Educational Calendar
	
	* * STOP * *

This Section is Only to be Completed by

Independently Reporting Charter Schools.

	Report the type of calendar on which the school operates. Do not report both single-track and multitrack for a single school site. If ANY part of the school is year-round, select more than one type of calendar: Traditional and single-track, or traditional and multitrack.
	
	

	
	
	F. Estimated Number of Teacher Hires (2017–18)

	1     Check the type of calendar on which your school operates.
	
	For classroom teaching and specialist positions only. Report in full-time equivalents (FTEs) to one decimal place. (Do not include administrative, guidance, media, library, health service, or classified positions.).

	 Traditional      Single-track      Multitrack
	
	

	2      For single-track or multitrack only, check one of the year-round calendars  

        listed below.
	
	Subject Areas
	Estimated Number of Teacher Hires

	         60/20      90/30      Concept 6      Custom

         60/15      45/15      Modified Concept
	
	1
	Agriculture
	.
	

	
	
	2
	Art
	.
	

	
	
	3
	Bilingual Education
	.
	

	3     Report your school’s start date (first day of school) and end date (last- day of school) for the 2016–2017 school year.
If on a multitrack calendar, report the first day of school for the earliest track, and the last day of school for the latest track. For example, if Track A students are attending school from September 1, 2016 through May 12, 
        2017, and Track B students are attending school from November 2, 2016 
        through July 14, 2017, report the start date as 09/01/16 and the end date as 07/14/17.

             Start Date ____/____/____       End Date ____/____/____

                               mo / day /  year                        mo / day /  year
	
	4
	Business
	.
	

	
	
	5
	Dance
	.
	

	
	
	6
	English
	.
	

	
	
	7
	Foreign Language
	.
	

	
	
	8
	Health Education
	.
	

	
	
	9
	Home Economics
	.
	

	
	
	10
	Life Science
	.
	

	
	
	11
	Mathematics
	
	

	E. Parental Exception Waiver from English-Language Classrooms
	
	12
	Music
	.
	

	
	
	13
	Physical Education
	.
	

	Report the number of waivers requested (new or renewed) and the number granted during October 8, 2015 through October 5, 2016 from parents or guardians of English learner (EL) students who petition for enrollment in a bilingual education class or other generally recognized alternative course of study.
	
	14
	Physical Science
	.
	

	
	
	15
	Reading
	.
	

	
	
	16
	Self-contained Classes
	.
	

	
	
	17
	Special Education
	.
	

	1
	Number of waivers requested.
	
	
	18
	Social Science/Studies
	.
	

	
	
	
	
	19
	Drama/Theater
	.
	

	2
	Number of waivers granted.
	
	
	20
	Trades and Industrial Arts
	.
	

	
	
	
	
	21
	Other Specializations
	.
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       School:















 CDS Code:

* * Only to be completed by School Improvement Grant (SIG) Participants * *
	G. Increased Learning Time (2015–16)
	H. Advanced Coursework/Dual Class Enrollment (2015–16)

	Indicate all methods for increased learning time since SIG implementation. If there has not been an increase in learning time, check Box 8.
	1
	The number of students who complete advanced coursework.
	

	1
	  Increased learning time through a longer school year.
	2
	The number of students who complete at least one class in a postsecondary institution.
	

	2
	  Increased learning time through a longer school day.
	
	
	

	3
	  Increased learning time either before or after school.
	3
	The number of students who complete advanced coursework AND who complete at least one class in a postsecondary institution.
	

	4
	  Increased learning time through summer school. 
	
	
	

	5
	  Increased learning time through weekend school.
	
	
	

	6
	  Increased learning time through another method. 
Explain in # 7 below.
	I. Attendance Rates (2015–16)

	7
	
	Explanation of other method(s) of increased learning time:


	1
	Student Attendance Rate.
	

	
	
	
	2
	Teacher Attendance Rate. 
(Do not include administrative, guidance, media, library, health service, or classified positions.)
	

	
	
	
	J. School Year Minutes (2015–16)

	
	
	
	1
	Report the number of minutes that all students were required to be at school, plus any additional learning time (e.g., before or after school, weekend school, or summer school) for which all students had the opportunity to participate.
	

	8
	  Did not increase learning time.
	
	
	


* * Only to be completed by School Improvement Grant (SIG) Participants * *
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