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Session Goals

By the end of the session participants will be able to:
•

 
Define NCLB/SED Accountability

•

 
Specify why NCLB/SED Accountability is important.

•

 
Identify which data verification file (s) is appropriate for their school.

•

 
Describe how to download verification materials from ATS.

•

 
Identify which central data base files to use to cross reference

 

data 
verification information.

•

 
Clarify some common misconceptions about NCLB/SED accountability

 
rules.

•

 
Describe the process for adding to and/or correcting verification data

•

 
Locate the timeline for data verification procedures.

•

 
Identify who to go to for further information.

2
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Presentation Outline
What Is NCLB/SED Accountability Verification? 

Why Is It Important? 

Why Was the NYCDOE Data Verification Process Redesigned?  

How Can We Obtain The Verification Materials?  

What Are The Verification Materials?
The Elementary/Middle School Workbook 
The Secondary/High School Workbook 

Where Do I Go To Find Data To Check The Verification Information?

What Are Some Common Issues and Misconceptions Of NCLB/SED Accountability Rules
Elementary/Middle School
Secondary (High School)

What Is The Process For Adding Or Correcting Verification Data?

Who May I Contact for Additional Data Verification Information

Appendices
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What Is NCLB/SED 
Accountability Verification?
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What is NCLB/SED Accountability 
Verification

Accountability Verification is a process by which a 
school can examine its accountability data one 
last time before it is permanently uploaded into 

the Student Information Repository System 
(SIRS). 



6666

Why is NCLB/SED Accountability Verification 
Important?

This accountability data will be used to 
>

 
create adequate yearly progress determinations 

>

 
determine potential SURR status

>

 
determine a school’s NCLB/SED accountability status (if you made 
AYP)

>

 
create the school’s state report card  

Schools are held accountable for the accuracy of the data in the

 
state 

report cards. 

It is the last opportunity to critically review and correct missing 
and/or inconsistent data.

Back to Presentation Outline
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Why Was the NYCDOE Data 
Verification Process 

Redesigned?  
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Schools had issues and concerns with previous nySTART 
verification processes:

>
 

The review process started during the two week 
administrative summer vacation or coincided with the 
start of the school year 

>
 

Download time was inordinately long
>

 
The release date and data elements were repeatedly 
changed

>
 

There was confusion over which ATS/CAP/HSST reports 
to use in comparing nySTART to school data

Why Was the NYCDOE NCLB/SED Accountability 
Verification Process Redesigned?
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Why Was the NYCDOE NCLB/SED Accountability 
Verification Process Redesigned? (Cont.)

The 2009 NYCDOE Accountability Verification Process 
addresses the issues raised by schools:

>
 

It  will  commence in June and end in July 
>

 
Reports are user friendly and are formatted in a 
manipulative EXCEL file

>
 

A straightforward data review timeline has been 
developed

>
 

Reports are downloadable from ATS –

 
no cube

>
 

A list of reports in the source systems will be provided 
to cross reference and check verification data

Back to Presentation Outline
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How Can We Obtain The 
Verification Materials?
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Step 1: Sign On To ATS

Enter ATS at Service Desired.

When the next screen appears type your ATS User Id and password and press 
the right Ctrl key.

Enter ATS
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Step 1a: This Screen Appears
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Step 2:   Type the appropriate ATS report 
name

For the elementary/middle school verification 
workbook type REMS.
For the high school verification workbook 
type RHSV.

Then hit the right Ctrl key
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Step 2a:  This screen appears

This is the High School Verification report screen. 

The elementary/middle school report has the identical layout.
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Prepare the Report for Downloading

Step 3: Type in your DOE e-mail address and the file name in the Subj space

Step 4:   Press F6 twice

 

to execute the request.

 

A message will be sent to 
your DOE email address with the link and password needed to 
download the report.
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Step 6:  Open up the email, copy the password,  
and click the link

This is 
your 

password

It takes a 
few minutes 
for the report 
to be 
downloaded 
and sent to 
your email.

Copy the password precisely with no extra spaces, so 
you can easily paste it in when needed (see slide 21 for 
details)
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Step 7:  A dialog box will come up and ask 
“Do you want to open or save this 
file?”

 
Click Open
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Step 8:   Click on “I Agree”
 

License Agreement
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Step 9:   You will see the screen below with the   
Excel file listed
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Step 10: Click on the file and save
 

it to your 
desktop or another local drive
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Step 10a.   The following screen will pop-up 
requesting that you insert the file’s 
password

Copy the last line of your email (which is exactly 13 characters) and paste it into the Password

 

box.  

For example:

 

dqJfii5gguLNYdqJfii5gguLNY

 

(see slide 16) is your password , then click OK.
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Sample Elementary/Middle School Data Verification 
Workbook

After you click OK the Data Verification Workbook will appear. 

Make sure to save the file in an Excel format using the Save As 
function in the Microsoft File drop down menu.
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ATS DOWNLOAD ASSISTANCE

For additional ATS downloading assistance, please call 
your 

Application Support Liaison at the Integrated Service 
Centers, 

Children First Network liaison, 

the Help Desk at 718-935-5100, or 

Visit Self Support at  
http://magic75.nycenet.edu/selfsupport

Back to Presentation Outline
SUMMARY IN APPENDIX

http://magic75.nycenet.edu/selfsupport
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What Are The Verification 
Materials?  
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Verification Materials Overview
The State and Federal Evaluation Team, in collaboration with DIIT 
and Data Management created excel workbooks that contain the 
data verification files.  Each workbook contains school level data in 
five spreadsheets:

A key listing and defining the data fields
Three worksheets; one for each school level accountability area

A summary worksheet with estimated participation rates and performance 
indices computed from the school rosters.

Elementary/Middle School High School

ELA participation and performance 2009 Participation Cohort

Math participation and performance 2005 HS Accountability Cohort

Science participation and 
performance

2004 HS Graduation Cohort
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Elementary/Middle Level 
Verification Workbook

This workbook was designed to minimize the time 
spent downloading, printing and reviewing the 
various data verification reports in nySTART.

 
Each 

spreadsheet contains data downloaded from Level 
1 of NYSED’s Student Information Repository 
System (SIRS).
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Elementary/Middle Level: 
Data Fields Key

Data Field 
Last Name NYSESLAT Eligible

First Name Participation- Continuously Enrolled

Student ID Performance- Continuously Enrolled

SWD, out-of-district Accountable Assessment 

District of Accountability Not Tested - Reason

Date of Birth Score

Grade Level Perf. Level

Assessed Grade Level Member  - ELA Participation

Ethnicity Member –

 

ELA Performance

LEP Member - Math Participation

SWD Member - Math Performance

Eco. Disadv. Member - Science Participation

NYSAA Eligible Member - Science Performance

This spreadsheet contains the 
definitions of  all of the data fields 

used in the workbook
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Elementary/Middle Level 
ELA Participation and Performance

YES means student score 
is included in the ELA  PI

ELA assessed 
grade level

Click here to open this 
accountability area

This spreadsheet contains the roster of students in the school’s ELA 
Participation and Performance accountability area:

ELA 
accountable 
assessment

NYSAA 
Eligibility

NYSESLAT 
Eligibility 
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Elementary/Middle Level 
Math Participation and Performance

Click here to open this 
accountability area

This spreadsheet contains the roster of students in the school’s 
Math Participation and Performance accountability areas: 

YES means student score 
is included in the Math PIYES means student was enrolled 

for the entire testing period



30303030

Elementary/Middle level 
Science Participation and Performance

Click here to open this 
accountability area

This spreadsheet contains the roster of students in the school’s 
Science Participation and Performance accountability area: 

Assessment used for 
SCIENCE accountability

YES means student score is 
included in the Science PI

NULL 
means 
N/A, 
blank, 
etc.
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Elementary/Middle Level Report Summary

Click here to open this 
spreadsheet

CAUTION:   These are  ESTIMATESESTIMATES

Back to Presentation Outline

NOTESNOTES

PI formula only 
rewards performance 
levels 2 through 4; 
Participation rates 
only reward students 
with valid

 

test scores;

NYSED will combine 
2007-08 and 2008-09 
scores to obtain the 
necessary minimum 
40 group members for 
Participation 
computations and 30 
group members for 
PIs.  THIS IS NOT 
calculated on the 
summary report 
provided.
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Secondary/High School 
Verification Workbook

This workbook was designed to minimize the 
time spent downloading, printing and reviewing 
the various data verification reports in nySTART.

Back to Presentation Outline
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This spreadsheet contains the 
definitions of  all of the data fields used 

in the workbook

Data Field
Last Name ELA –

 

Accountable Assessment

First Name ELA -

 

Accountable Assessment –

 

Year/Term 

Student ID ELA Score

Date of Birth ELA Performance Level

Grade Level Math –

 

Accountable Assessment

Ethnicity Math  -

 

Accountable Assessment –

 

Year/Term 

LEP Math Score

SWD Math Performance Level

Eco. Disadv. Discharge Code

NYSAA Eligible Discharge Date

Grade Code GRAD

NDG Program  (non-degree granting) DIPLOMA TYPE 

ELA Safety Net Eligible STATUS

Math Safety Net Eligible 

High School Data Fields Key
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2009 Participation Cohort

This spreadsheet contains the roster of students in the 
school’s 2009 Participation Cohort:

Click here to open this 
accountability area

NULL means N/A

Testing Data are hereDemographic data are here
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2005 Accountability Cohort-Performance

This spreadsheet contains the roster of students in the 
school’s 2005 Accountability Cohort:

Check to make sure testing eligibility and 
accountable assessments are in alignment

Click here to open this 
accountability area Former ELLs are 

indicated with an F
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2004 Graduation Cohort 
This spreadsheet contains the roster of students in the 
school’s 2004 Graduation Cohort: 

Click here to open this 
accountability area

Look here to see discharge, graduation, 
diploma and enrollment information.
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HIGH SCHOOL REPORT SUMMARY

CAUTION:   These are ESTIMATESESTIMATES

Click here to open this 
spread sheet

Back to Presentation Outline

NOTESNOTES

PI formula only 
rewards performance 
level 2 through 4 ; 
Participation rate only 
rewards students who 
were tested;

SED will combine 
2007-08 and 2008-09 
scores to obtain the 
necessary minimum 
30 group members for 
PI and participation 
computations. THIS IS 
NOT calculated on the 
summary report 
provided.

Transfer schools have 
another opportunity to 
make Accountability 
PI targets. 
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WHERE DO I GO TO FIND 
DATA TO CHECK THE 

VERIFICATION INFORMATION?
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GO TO ATS, CAP, AND/OR 

HSST (FOR HIGH SCHOOLS)
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HELP !  HELP !  HELP ! HELP !

 Overview Of Source Data Resources
DATA TO BE CHECKED GO TO SOURCE

DATE OF BIRTH SBIO, RDOB ATS
GENDER(SEX) RESI ATS

NYSELAT ELIGIBLE RESI ATS
ETHNICITY RESI, RENC ATS

LEP RESI ATS
LEP DURATION RESI ATS

DISABILITY CAP CAP
NYSAA ELIGIBLE CAP CAP

ECONOMIC DISADVANTAGED RESI ATS
GRADE RESI ATS

ENTRY DATE HIAD, RIIS ATS
HOME DISTRICT SBIO ATS

SCHOOL ACCOUNTABILITY REPORT RSAC ATS
EXIT DATE RFDR, HIAD, RIIR ATS

EXIT REASON RFDR, HIAD, RIIR ATS
CREDENTIAL EARNED RADP,  RCOS ATS

ACCOUNTABILITY COHORT UGNO, RFLG ATS
PARTICIPATION COHORT SRCO, UGNO, RFLG ATS
GRADUATION COHORT SRCO, UGNO, RFLG, RGCS, 

RCOL ATS
GRADUATION RADP, RCOS ATS

ENROLLMENT STATUS HIAD, RIIR ATS
DATE OF FIRST ENTERING GRADE 9 RCOS, UGNO, RCOL ATS

REGENTS EXAM SCORES TRANSCRIPT HSST
EXAMS REXH,  RPEX, VEHM ATS
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OBTAINING AN ATS  REPORT FOR  SEVERAL 
ACCOUNTABILITY GROUPS 

EXAMPLE

After logging in to ATS you will see this screen for your school
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TYPE THE NAME OF THE DESIRED ATS REPORT AT THE CURSOR,
FOR EXAMPLE RMSRFOR EXAMPLE RMSR

SAMPLE ATS EXAM ROSTER REPORT
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To Obtain A Report Containing An Accountability Group’s 
Or Groups’

 
Data

 Step 1

Press F4

You will be able to obtain accountability group reports from 
any ATS report that has this selection screen!
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Step 1a:   This Screen Appears

Type any valid entry next to the indicators (groups) you desire.

 

In the 
above example # was entered next to Meal Code to request an exam

 
report with all values (free, reduced price, regular priced and students 
with no values).

Then press F2, which will return you to the previous screen.
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Sample ATS Report Selection Screen
 Step 2

Meal Code is now entered as a 
report selection criterion.
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Another Example of an Accountability 
Group Option List

This is from the RDGS Report

In this example the Multi-racial accountability group 
was selected.
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This Screen Appears
The group is now a selection criterion 
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Sample Downloaded RDGS Report for the 
Multi-Racial Ethnicity Group

ATS -

 

New York City Public Schools (Thu 04/23/09 17:36:05)

NCLB Disaggregation Groups Report (RDGS) for Ethnicity = 7

School Last Name First Name Student ID D O B Grade Level
Off 
Cls

Spec 
Ed Ethnic

E

 

L

 

L
Econ 
Dis Gender

33x306 primary persona 203-010-491 03/19/01 120 02 203 7 M

33x306 secondary pupilo 203-010-492 03/19/02 130 03 302 7 Y M

33x306 trendiary demio 203-010-493 03/19/03 140 04 401 7 F

33x306 quartraio simple 203-010-494 03/19/04 310 0K 7 F

TOTAL: 4
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HSST Transcript Report Screen

This is only  available for schools  with grades 9 to 12.
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Step 1:   Select The Type of Transcript Report You 
Want  

These two are group reports

Use this 
option to 
obtain a 
single 

student’s   
report

See Appendix for details on single and group transcripts



51515151

Step 2:   Click ‘Run Transcript’
 

or ‘Run 
Permanent Record.’

The transcript 
report is the 

format usually 
submitted with 

college 
applications.  The 
permanent record 
is a report used in-

 
house to help 

determine course 
needs and

progress towards 
graduation.
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Sample Transcript
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Reviewing Special Education Data in the Source 
System/CAP
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Accessing CAP Data (Continued)
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CAP Data Home Base

You can select many CAP data screens from the SI Menu
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Inputting SE From the SI Menu Brings up this 
Screen

Some data elements included on this screen are the student’s CAP 
status, classification, and conference types

If this is Y

 

the 
student 

participates in 
the NYSTP; if 

it is an N, 
then the child 

is NYSAA 
eligible.
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Inputting DP From the SI Menu Brings up this Screen

This screen provides the student’s district of residence, reading and 
math levels, test mods, promotional criteria (PR), and high school codes 

for diploma/non-diploma programs.
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CAP Resources

o
 

The preceding slides were excerpted from the 
Student Inquiry Manual, 7/26/2007 edition that 
can be accessed at 
http://intranet.nycboe.net/DOEPortal/Principals/

 Accountability/Evaluation/default.htm:

o
 

For additional assistance with CAP data inquiries 
contact the Special Education Data Analyst  at 
your ISC or your CFN Special Education Liaison

Back to Presentation Outline

http://intranet.nycboe.net/DOEPortal/Principals/Accountability/Evaluation/default.htm
http://intranet.nycboe.net/DOEPortal/Principals/Accountability/Evaluation/default.htm
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WHAT ARE SOME COMMON 
ISSUES AND MISCONCEPTIONS 
OF NCLB/SED ACCOUNTABILITY 

RULES?
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WHICH STUDENTS ARE CONSIDERED ENGLISH LANGUAGE 
LEARNERS (ELL)/LIMITED ENGLISH PROFICIENT (LEP)?

Identification of LEP students:
Students whose home language is identified in ATS as 
other than English , and
have a failing LAB, LAB-R, or Spanish LAB score on 
record, and
have not demonstrated proficiency on the appropriate 
grade level NYSESLAT exam

**IMPORTANT**

IF ANY OF THE ABOVE IS MISSING THE STUDENT CAN 
NOT BE CONSIDERED AN ELL, unless rectified 

under agreement with SED and NYCDOE
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FORMER LIMITED ENGLISH PROFICIENT (LEP) STUDENTS

A former LEP student is one who was previously identified 
as LEP but reached proficiency in English by achieving a 
Level 3 or 4 on both the Listening and Speaking and the 
Reading and Writing portions of the New York State 
English as a Second Language Achievement Test 
(NYSESLAT) during one of the previous two academic 
years. As long as there are at least 30 current year LEP As long as there are at least 30 current year LEP 
students,students,

 
former LEP

 
studentsstudents’’

 
ELA performance are ELA performance are 

included in ELA Adequate Yearly Progress measures.included in ELA Adequate Yearly Progress measures.

CAUTION:CAUTION:
In ARIS former LEP students are 
ELLs

 

who achieved proficiency  
in the previous five (5) years!



6262

ISSUES AND MISCONCEPTIONS 
OF ELEMENTARY MIDDLE 

SCHOOL NCLB/SED RULES



63636363

√
 

Any LEP student  who enrolled for the first time in a school in the United 
States (excluding Puerto Rico) from a country with a non-English 
speaking school system on or after January 2, 2008.

√
 

Any LEP student that was enrolled in a United States school and went to 
a non-English speaking school system for one full academic year or 
more, then returned to a school in the United States on or after

 

January 
2, 2008.

√
 

A student is flagged NYSESLAT eligible for accountability purposes 
ONLY if the “First Year ELL”

 

field was bubbled in on the student’s 
answer document

**Note: If a student was not properly coded as ‘NYSESLAT Eligible’

 

it can not 
be changed at the school level. The school must inform the State

 

and 
Federal Evaluation Team of this issue.

Which Students Are Considered First Year 
ELLs and NYSESLAT Eligible?
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Elementary/Middle School

MISCONCEPTION REALITY
The LEP duration listed for most students is incorrect and 
will have a negative effect on my school’s accountability 
decision

LEP duration does not affect accountability and therefore 
this does not need to be verified during this process.

A student’s NYSESLAT score will be given a performance 
level and will be included in the performance calculations 

NYSESLAT scores are not used in ELA performance 
calculations. They are only used for participation 
calculations

Summer school scores will replace the scores received on 
the NYSTP ELA and/or math and will be part of the 
performance calculations.

Scores received on the ELA and/or math test during 
summer school are not used for state accountability. 
Therefore they will not override a score received on the 
NYSTP ELA and/or math.

A student took the multiple choice part of the exam is 
considered to be tested.

To be considered tested in any accountable subject area 
a student must have taken all parts of an exam. If a 
student did not take all parts of an exam he/she will be 
considered not tested -

 

NO VALID TEST SCORE.

Children who are known LTAs are not included in the 
participation rate

The participation rate includes every student on register 
as defined on page 42 of the SIRS Manual.  Students who 
submit proper documentation to be medically excused 
are eliminated from the participation rate calculations.
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ISSUES AND MISCONCEPTIONS 
OF SECONDARY LEVEL 

(High School)
 NCLB/SED ACCOUNTABILITY 

RULES
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Secondary School -

 
Accountability and Participation Cohort

MISCONCEPTION REALITY
We can submit our school’s data using a system other 
than ATS, CAP or HSST.

DOE high schools are required to enter all data into ATS, CAP 
and HSST.

Data can be inputted with any effective date All test data must be inputted with an effective date no later 
than June 30, 2009.  Graduation dates of July 1 and 2, 2009 
are accepted.

For NCLB/SED accountability purposes, Regents taken 
in August 2009 are counted for the 2008-09 school year

The SED school year is July 1-

 

June 30.  Testing data dated 
after June 30, 2009 will not be included in state 
accountability determinations for the 2008-09 school year.

Students that have been discharged into various 
programs (i.e. YABC) should be removed from the 
school’s  cohort.

Students that are attending non diploma granting programs 
(i.e. YABC) at other institutions will not

 

be excluded from the 
former school’s cohort.

I can change the inappropriate cohort year assignment 
of high school aged immigrant ELLs any time before the 
end of their fourth year of high school. 

NYSED mandates that the inappropriate cohort year of an 
immigrant high school aged ELL be changed by the student’s 
second year of enrollment. 

Students that went to GED programs should not appear 
in my school’s cohort.

All GED programs are not NYSED approved programs. 
Students are only excluded from the accountability cohort if 
they are attending State Approved GED programs.

Some students will take regents exams in the summer 
will these scores then be reflected for state 
accountability?

Summer school exams are not reflected until the following 
year. If any testing data are inputted with an effective date 
after June 30, 2009 the data will not be reflected until the 
2009-10 school year.
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Secondary School -

 
Graduation Cohort

MISCONCEPTION REALITY
The state’s graduation cohort is the same as the city’s 
graduation cohort.

The graduation cohort that is used by the state (2004 
Graduation Cohort) is always a year behind the graduation 
cohort used by the city for Progress Reports (2005 Graduation 
Cohort).  Moving forward, once the data is verified for the 
Progress Report, no changes can be made to the state 
Graduation Cohort.

Students from the 2004 Graduation Cohort that graduated in 
January 2009 should appear as graduates since they have 
already graduated

2004 Graduation Cohort members must have graduated with a 
local or Regents diploma by August 31, 2008.  All students with 
an effective graduation date in ATS on or before September 2, 
2008 will be included as graduates.  
Please note: The same rule applies for the 2005 Graduation 
Cohort members. These students must have an effective 
graduation date in ATS on or before September 2, 2009.

Students that no longer attend the school should not be a part 
of the school’s graduation cohort.

Students that dropped out of a school, were on register for at 
least five (5) months within their first

 

four years of high school 
and did not attend any other diploma granting institution after 
that school will be included in that school’s graduation cohort 
as are students who are enrolled in a YABC program.

Students that enrolled in a NYSED approved GED program are 
excluded from the graduation cohort.

GED students are never excluded from the graduation cohort. 
These students are considered dropouts and will be included in 
the graduation rate calculations.
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WHAT IS THE PROCESS 
FOR ADDING OR 

CORRECTING 
VERIFICATION DATA?
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Data Corrections Process 
Revision Highlights

Fall  2008 Spring 2009

ATS rollover date from SY 2007-08 to 
SY 2008-09 was July 8

ATS rollover date has been extended 
to Friday July, 17, 2009

Verification took place after the ATS 
rollover

Verification will take place prior to 
the ATS rollover date

Progress report data was pulled in 
July.  NCLB/SED accountability data 
was pulled in November 2008

City and state accountability data will 
be pulled in July 2009

Most changes had to be made 
centrally as the ATS data for 2007-08 
was no longer accessible

Changes can be made directly into 
the source systems (ATS, CAP or 
HSST) given the new timeline.

69
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Data Corrections Process
Correction to be made If student is currently registered If student is registered in 

another NYC school

Student Name ATS (BIOU)

Contact new school and 
request that the change be 

made

Gender ATS (BIOU)

Ethnicity ATS (BIOU)

DOB ATS (BIOU)

Admit or discharge info https://www.nycboe.net/adminorg/Divisions/diit/

 

ats/requests/

Grade code ATS (SIGT)

Grade level ATS (SIGT)

Home language ATS (BIOU)

70

https://www.nycboe.net/adminorg/Divisions/diit/ats/requests/
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Data Corrections Process (Continued)
Correction to be made If student is currently registered If student is registered in 

another NYC school

LEP ****No changes can be made*****

NYSELAT eligible ****Change request form****

NYSAA eligible ****Change request form****

Missing test score ****Change request form****

Grade 3-8 test score ****No changes can be made****

5th

 

Year HS student Use the ATS UPCO function

HS exam info HSST and ATS
Contact new school 
and request that the 
change be made

Disability code CAP

NYSAA Eligible CAP (PR  or CITYWIDE TEST)

71
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State and Federal Evaluation TeamState and Federal Evaluation Team

(212) 374(212) 374--5765; 5765; nySTARTSupport@schools.nyc.govnySTARTSupport@schools.nyc.gov

Senior DirectorSenior Director
Debra Spivak: dspivak@schools.nyc.gov

Director of Professional Development and Technical SupportDirector of Professional Development and Technical Support
Mabel Payne: mpayne@schools.nyc.gov 

Senior Accountability Data and Support SpecialistsSenior Accountability Data and Support Specialists

Manhattan & All Charter Schools: 
Andrea Ferguson: afergus4@schools.nyc.gov 

Bronx:
Tami Sturm: tsturm2@schools.nyc.gov 

Brooklyn (Districts 13, 14, 15, 16, 19, 23, 32):
Robert Hickson: rhickso@schools.nyc.gov

Brooklyn, Staten Island & Citywide Special Education (Districts 17, 18, 20, 21, 22, 31, 75):
John Dirrigl: jdirrig@schools.nyc.gov

Queens:
Mohamed Yasin: myasin@schools.nyc.gov

WHO TO CONTACT FOR FURTHER INFORMATION
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EVALUATIONS

Please provide us with your feedback.  Our intent 
is to make data verification use friendly and our 
trainings worth your time away from school.  
Please complete the evaluation form and return it 
before you leave.

THANK YOU!

73
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APPENDICES
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General Steps To Downloading ATS Reports

Step 1: Using the Tab key to move across and down the screen, make necessary selections 
and choose sorting options.

Step 2: Type your user id on EMAIL ID

 

line. Create a subject name that will show up on your 
email subject.

Step 3: Then use the Tab key to move the cursor to the bottom of the screen to the line where 
printing options are located.  Tab to LOC

 

and use the space bar to blank out

 

the 
information there, blank out

 

the information at Printer.

Step 4: At TYP, type the letter D for download 

Step 5:

 

Press F6 twice

 

to execute the request

Step 6: Open up the email and Click the link –

 

http://atsftp.nycboe.net...

Step 7: A dialog box will come up and ask “Do you want to open or save this file?”

 

Click Open

Step 8:

 

You will see WinZip window. Click I agree

Step 9: You will see the following screen with the Excel

 

file listed below

Step 10: Click on the file you want and drag it to your desktop, the following screen will pop-up 
to insert the password. Copy the last line of your email (exactly 13 characters

 

is your 
password) and paste to the Password box.  For example:  4Ox0s<wSjcn71

 

would be 
your password (please see the screenshot). Click OK

What Are The Verification 
Materials?  

Steps 3 & 
4 are not 
needed
with the 

data 
verification 

files!

http://atsftp.nycboe.net/


76767676

SUMMARY
 HSST Transcripts Can Be Run in Groups or 

Separately
Select a group by clicking the ‘Select Group’

 

button and the red check of the group you wish 
to use.  Select your options (courses to appear and items to show).  Choose a sort.   If 
desired, create and/or select a message.  Click ‘Run Transcript’

 

or ‘Run Permanent 
Record.’

 

OR

Click ‘Search By’

 

and select one of the options from the box to its right.  Use the pull-down 
menu of that option to make a specific selection (e.g.: an official class, a grade level, etc.).  
Select your other options (courses to appear and items to show).

 

Choose a sort.   If desired, 
create and/or select a message.  Click ‘Run Transcript’

 

or ‘Run Permanent Record.’

 

OR

Click the ‘Search for Any Current or Historical Student by ID Only’

 

button.  Click in the box to 
its right and enter the student ID number.  Select your other options (courses to appear and 
items to show).  Choose a sort.   If desired, create and/or select a message.  Click ‘Run 
Transcript’

 

or ‘Run Permanent Record.’

To create a message, click in the box under the ‘clear,’

 

‘save,’

 

and ‘delete’

 

buttons.  Type 
your message.  Click ‘save.’

Back to HSST
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