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2010-11 Teacher Data Reports: 

Principal Verification
Frequently Asked Questions 
A. General Questions About Verification
1. Why is the DOE conducting this verification? 
2. Will the 2010-11 Teacher Data Reports be shared with the press? 
3. What happens if a teacher does not verify his/her information? 
4. What happens if a teacher and principal disagree about class list information?
5. Can teachers still verify their class lists after the teacher verification window has ended?
B. Which Principals Should Verify Class Lists
1. Which grades, subjects, and school years does this verification cover?
2. Should principals of charter schools verify their class lists?
3. Should principals of District 75 schools verify their class lists?
C. When Can Principals Verify Class Lists
1. When can I verify my class lists?
2. I am not able to verify my class lists during the verification period.  What should I do?
D. What Information Are Principals Verifying
1. What class list information are principals verifying?
2. Where does the class list information that principals are verifying come from? Is information from last year’s verification included in the class lists I am being asked to verify?
3. There is an eligible course that is not listed in my ATS verification screens.  Can I enter/ verify information for this course?
4. Should I verify information for teachers who are no longer at my school?

5. I am a new principal. Should I verify class lists for years when I was not the principal of my school?
E. Selecting the ATS Screen and Beginning Verification
1. I am having trouble logging in to ATS.  What should I do?

2. What should I do before I login?
3. What resources should I use to verify my class lists?
F. Course Verification: Determining Teacher of Record & Co-Teaching
1. How do you determine whether a teacher is the primary teacher of students for “core” math or ELA courses? Said another way, what is the definition of the teacher of record?
2. How should push-in and pull-out teachers be handled? How should CTT teachers be handled?
3. A teacher was absent for a lot of the year, should I say the teacher did not teach the course for the full school year?
4. A teacher taught two semester courses (or three quarter courses), should I say the teacher taught a course for the full school year?
5. How should I verify class lists for elementary classes that are departmentalized?
6. How do I know if during teacher verification a teacher changed the subject of a course (e.g., said a course was only a math course instead of a math and ELA course)? 
G. Student Verification
1. A student was absent for a lot of the year, should I say s/he was not in the course for the full school year?
2. How should students receiving Supplemental Educational Services (SES) or other additional instruction/ tutoring be handled?

3. What if I simply cannot verify some class list information?

A. General Questions About Verification
1. Why is the DOE conducting this verification? 
2. Will the 2010-11 Teacher Data Reports be shared with the press? 
3. What happens if a teacher does not verify his/her information? 
4. What happens if a teacher and principal disagree about class list information?
5. Can teachers still verify their class lists after the teacher verification window has ended?
1. Why is the DOE conducting this verification?
Teacher Data Reports (TDRs) provide principals and teachers with one source of information to inform teacher improvement and development. In order to form the clearest possible picture of teacher effectiveness, every year we ask schools to verify the list of students whose results will be included in each teacher’s report.  Each year we have made improvements to the verification process.  This year, teachers will have the opportunity to directly verify their class lists – previously, schools were asked to work with teachers in their schools on the verification process and schools submitted the information for verification.  Principals will also verify their school’s class lists this year and approve all changes made by teachers during the teacher verification period.
2. Will the 2010-11 Teacher Data Reports be shared with the press?

The New York City Department of Education received Freedom of Information Law (FOIL) requests from several news outlets requesting the TDRs released last year with teachers’ names (the 2009-10 Teacher Data Reports).  A judge is currently determining whether these data should be released to the news outlets.  Depending on the judge’s ruling, NYC DOE may be required to share the 2010-11 Teacher Data Reports with these news outlets as well.

3. What happens if a teacher does not verify his/ her information? 
Class lists are pulled from the course scheduling systems ATS, STARS/HSST, and MSPA and reflect changes made in previous TDR verification periods (fall 2008, spring 2009, and spring 2010). If a teacher does not participate in the verification process or does not verify all of the course and/or student information, the principal still has the opportunity to update and change class list information. If no action is taken by the principal class lists from the course scheduling systems and previous TDR verification periods are used.  

4. What happens if a teacher and principal disagree about class list information?
If a principal does not agree with a change made by a teacher during the verification process they are encouraged to discuss discrepancies with the teacher and make the necessary changes during the principal verification process.  Teachers and principals should have documentation to support any change made during the verification period.
5. Can teachers still verify their class lists after the teacher verification window has ended?
The teacher verification window occurred from January 10 to February 4.  If teachers did not complete verification during this time but still want to submit information they can work with their principal to correct and verify class lists during the principal verification period.  To help principals, we suggest teachers print the class lists sent to them the week of December 29th and make any corrections on these spreadsheets.  If teachers are currently at the school associated with their class lists, we suggest they give the spreadsheets directly to their principal.  If teachers are currently at a different school, we suggest they email the spreadsheets to TDIsupport@schools.nyc.gov and we will email them to the correct principal. Principals can then use these spreadsheets to make the necessary corrections.  
B. Which Principals Should Verify Class Lists

1. Which grades, subjects, and school years does this verification cover?
2. Should principals of charter schools verify their class lists?
3. Should principals of District 75 schools verify their class lists?
1. Which grades, subjects, and school years does this verification cover?
Current principals of schools with core math or ELA courses in grades 4, 5, 6, 7, or 8 at any point from school years 2005-06 to 2009-10 should verify their class lists.
2. Should principals of charter schools verify their class lists?
Teacher Data Reports (TDRs) are optional for charter schools.  Charter schools that choose to receive TDRs will engage in a separate verification process.  More information about the charter school verification process is available on the Teacher Data Toolkit section of the Teachers Page.
3. Should principals of District 75 schools verify their class lists?
Yes, District 75 principals with teachers in the eligible grades/ subjects/ school years should verify their class lists.  
C. When Can Principals Verify Class Lists
1. When can I verify my class lists?
2. I am not able to verify my class lists during the verification period.  What should I do?
1. When can I verify my class lists?

Principal verification will occur from February 7 to February 16.  
2. I am not able to verify my class lists during the verification period.  What should I do?

Principals may designate others in their school to enter information during the verification period however principals are expected to sign off on all information that is verified.  There are various resources that are available prior to the verification window that can help prepare principals for the verification including a webinar (posted on the Principals’ Portal) and our help desk.  Principals are encouraged to contact the 
DPA Help Desk at (212) 374-6646 or email TeacherDataReports@schools.nyc.gov as soon as possible if they have concerns or questions about completing verification.
D. What Information are Principals Verifying
1. What class list information are principals verifying?
2. Where does the class list information that principals are verifying come from? Is information from last year’s verification included in the class lists I am being asked to verify?
3. There is an eligible course that is not listed in my ATS verification screens.  Can I enter/ verify information for this course?
4. Should I verify information for teachers who are no longer at my school?
5. I am a new principal. Should I verify class lists for years when I was not the principal of my school?
1. What class list information are principals verifying?

Principals will be verifying the following information:

· Who were the primary teachers of core 4 – 8 grade math and ELA courses in 2005-06 through 2009-10 
· Whether each course was co-taught with another teacher (and who he co-teacher was)
· Whether the primary teacher(s) of each course taught the course for the full school year

· Which students were in each course for the full school year

Principals will be able to add and delete courses and students as well as verify that teachers taught specific courses and students. 

2. Where does the class list information that principals are verifying come from? Is information from last year’s verification included in the class lists I am being asked to verify?
The class lists principals are being asked to verify have been pre-populated from information submitted by schools as part of their course scheduling systems (ATS, STARS/ HSST, MSPA).  These data were entered by your school into one of these systems.  Course and teacher information was pulled from MSPA and STARS (formerly HSST).  For students without separate course data, official class and teacher data were pulled from ATS.  These data reflect changes made during previous verification processes.  Principals will be able to make changes and additions to these class lists in the current verification process.
3. There is an eligible course that is not listed in my ATS verification screens.  Can I enter/ verify information for this course?
If you do not see an eligible course in your ATS verification screens you can still verify information for this course.  Instructions are provided in the principal verification guide for how to add course and student information – you should only be adding courses in the eligible grades, subjects, and school years.  
4. Should I verify information for teachers who are no longer at my school?

Yes, you should verify class lists for all courses and teachers, including teachers who are no longer teaching at your school.  It is important for the Teacher Data Report calculations that we have accurate information on all courses and class lists in your school from 2005-06 through 2009-10.

5. I am a new principal. Should I verify class lists for years when I was not the principal of my school?

Yes, you should verify class lists for all years, including years when you were not the principal.  Various staff at the school can be helpful in the verification process including the data specialist, payroll and pupil accounting secretaries.
E.  Selecting the ATS Screen and Beginning Verification

1. I am having trouble logging in to ATS.  What should I do?

2. What should I do before I login?
3. What resources should I use to verify my class lists?

1. I am having trouble logging in to ATS.  What should I do?

Principals and their designees will only be able to login to the ATS verification screens (TDIV) during the verification period (February 7 to February 16).  
To login to ATS:

1. Find this application on your desktop or in the list of program. 
2. In the space next to “Service Desired ===>” type “ATS” and hit RIGHT CTRL or RED ENTER.
3. Follow the instructions to enter your ATS username and password. 
If you forgot your ATS username and/or password or have other difficulties logging on you should contact your CFN Data/IT Specialist, whose contact information can be found on the ATS Wiki. 
2. What should I do before I login?

Before logging in to ATS to verify your class lists, principals should read the verification guide and answers to Frequently Asked Questions (posted on the Teacher Data Toolkit section of the Principals’ Portal and Teacher Page).  On Monday February 7, an email will be sent to principals listing teachers who participated in the teacher verification. Principals or their designees should prioritize approving and verifying information verified by these teachers.  (The ATS screen will show you which information was verified/ changed by teachers compared to which information was verified by your school last June.) 
3. What resources should I use to verify my class lists?
There are a number of possible resources that principals and schools can use to assist them in the verification process including student report card and assignment information, attendance rosters, enrollment and payroll records, and tables of organization.  Various staff at the school can be helpful in the verification process including the data specialist, payroll and pupil accounting secretaries.  In addition, using the Search (F4) function in the ATS verification screens, schools can search by teacher name for a teacher’s correct EIS file number.  
F. Course Verification: Determining Teacher of Record & Co-Teaching
1. How do you determine whether a teacher is the primary teacher of students for “core” math or ELA courses? Said another way, what is the definition of the teacher of record?
2. How should push-in and pull-out teachers be handled? How should CTT teachers be handled?
3. A teacher was absent for a lot of the year, should I say the teacher did not teach the course for the full school year?
4. A teacher taught two semester courses (or three quarter courses), should I say the teacher taught a course for the full school year?
5. How should I verify class lists for elementary classes that are departmentalized?
6. How do I know if during teacher verification a teacher changed the subject of a course (e.g., said a course was only a math course instead of a math and ELA course)? 

1. How do you determine whether a teacher is the primary teacher of students for “core” math or ELA courses? Said another way, what is the definition of the teacher of record?
The teacher listed as the instructor of a course should be the teacher who is primarily responsible for teaching the students in the course the content covered in the NY State math or ELA learning standards for that grade.  If two teachers share equal responsibility for teaching students this content, they should be listed as “co-teaching” the course.  
2. How should push-in and pull-out teachers be handled? How should CTT teachers be handled?
Push-in and pull-out teachers should not be listed as primary teachers of “core” math or ELA courses.  CTT teachers should be listed as co-teaching a course.  We encourage principals and teachers to go to the Teacher Data Toolkit section of the Principals’ Portal and Teacher Page to learn more about how information about students with disabilities are taken into account in Teacher Data Report calculations.
3. A teacher was absent for a lot of the year, should I say the teacher did not teach the course for the full school year?
If a teacher was absent for an unusual number of days, for example she was on maternity leave for a number of months, you should say the teacher did not teach the  course for the full school year.
4. A teacher taught two semester courses (or three quarter courses), should I say the teacher taught a course for the full school year?

If a teacher taught the same group of students for two semester-length courses (or three-quarter length courses) you should indicate that the teacher taught that course in the Course Verification section of the ATS verification screens.  You do not need to enter this information twice (e.g., one for each semester) – simply indicate that a teacher taught a course with a certain group of students for the full year.  If a teacher taught some of the students for the full school year but not others, you should indicate that the teacher taught the course in the Course Verification screen and indicate in the Student Verification screen which students were in that course for the full school year. If a teacher did not teach any of the same students for the full school year, indicate that the teacher did not teach the course in the Course Verification screen.
5. How should I verify class lists for elementary classes that are departmentalized?

Follow the instructions below if your school has departmentalized elementary classes – i.e., students are assigned to an official class and teacher, but this assignment does not indicate who taught them each subject:
Scenario A: Students in an official class receive instruction in one subject from the official class teacher AND all students in the class receive instruction in the other subject from another teacher.
1. Follow steps in the Course Verification section of the principal guide for the official class, entering the subject that is taught by the teacher of the official class.
2. Add another course by pressing the F11 key.

a. Type the official class number into the course field. 

b. Follow steps in the Course Verification section of the principal guide for the teacher of the other subject, indicating the subject that is taught by that teacher.
3. Follow steps in the Student Verification section of the principal guide for both classes.

Scenario B: Students in an official class receive instruction in one subject from the official class teacher but all students in the class do not receive instruction in the other subject from the same teacher.
1. Follow steps in the Course Verification section of the principal guide for the official class, entering the subject that is taught by the teacher of the official class. Follow steps in the Student Verification section of the principal guide for this class.
2. Add another course by pressing the F11 key (repeat as necessary so all students have core ELA and math courses)

a. Create a new course number that does not match any other course listed for that year.

b. Follow steps in the Course Verification section of the principal guide for teacher of the other subject, indicating the subject that is taught by that teacher.

c. Add students to course added by following steps in the Student Verification section of the principal guide.  Reports will not be generated for these courses unless this step is completed.
Scenario C: The students in an official class do not all receive core instruction from the same teacher in any subject.

1. If the teacher of the official class teaches some of the students in the class, follow steps in the Course Verification section of the principal guide for the official class, entering the subject that is taught by the teacher of the official class.  Follow steps in the Student Verification section of the principal guide for this class.  If the teacher of the official class does not teach any of the students in any subject, enter N in the VER field.
2. Add another course by pressing the F11 key (repeat as necessary so all students have core ELA and math courses)

a. Create a new course number that does not match any other course listed for that year.

b. Follow steps in the Course Verification section of the principal guide for teacher of the other subject, indicating the subject that is taught by that teacher.

c. Repeat for each teacher that gives core ELA or math instruction to students in the class.   
d. Add students to all courses added by following steps in the Student Verification section of the principal guide.  Reports will not be generated for these courses unless this step is completed.
6. How do I know if during teacher verification a teacher changed the subject of a course (e.g., said a course was only a math course instead of a math and ELA course)? 

If during teacher verification a teacher changed the subject of the course you will see in the ATS screen the subject that the teacher reported, a Y for Yes in the TV (teacher verification) column and the SV (school verification) column will be blank.  The SV column will be blank even if the school verified the course information in last spring’s school verification.  The FV (final verification) column will be blank – please be sure to verify whether this is the correct information, make changes if necessary, and enter a Y in the FY column when you are done.
G. Student Verification
1. A student was absent for a lot of the year, should I say s/he was not in the course for the full school year?
2. How should students receiving Supplemental Educational Services (SES) or other additional instruction/ tutoring be handled?
3. What if I simply cannot verify some class list information?

1. A student was absent for a lot of the year, should I say s/he was not in the course for the full school year?

If a student was officially enrolled in a course for the full school year and took the state test that school year, they will be included in the teacher of the course’s Teacher Data Report and you should indicate that the student was in the course for the full school year.
2. How should students receiving Supplemental Educational Services (SES) or other additional instruction/ tutoring be handled?

Students receiving SES or other additional instruction/ tutoring should be included in their primary teacher’s class list.  We encourage principals and teachers to go to the Teacher Data Toolkit section of the Principals’ Portal and Teacher Page to learn more about how student achievement histories and demographic characteristics are taken into account in Teacher Data Report calculations.
3. What if I simply cannot verify some class list information?
If you are not able to find the necessary resources to verify your class lists, please contact the DPA Help Desk at (212) 374-6646 or email TeacherDataReports@schools.nyc.gov. Please do not wait until the deadline to contact us.  
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