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Last Updated: January 20, 2011

The Teacher Data Initiative team has developed the following document to instruct charter schools on how to complete class lists verification.  This verified information will be used to generate Teacher Data Reports in the spring of 2011.

What is the Teacher Data Initiative (TDI)? The Teacher Data Initiative generates Teacher Data Reports (TDRs), which provide schools and teachers with information about teachers’ impact on students’ achievement on the State English Language Arts (ELA) and Mathematics exams. Grades 4-8 core ELA and math teachers in 2009-2010 with sufficient data are eligible to receive reports. TDRs provide principals and teachers with one source of information to inform teacher improvement and development.   

Why is the Teacher Data Initiative asking charter schools to verify teacher data? The goal of TDI verification is to link teachers to core math and/or ELA classes they taught so that a teacher’s TDR reflects the students s/he taught. For charter schools, the New York City Department of Education (NYCDOE) does not generally capture course assignment data. In order to generate Teacher Data Reports for charter schools who wish to receive them, the NYCDOE needs to collect these class lists.
Which schools should complete verification? Participation in the Teacher Data Initiative is optional for charter schools. Charter schools with grades 4-8 that administered state tests in 2009-10 are eligible to participate. In order to participate, charter schools should verify their ELA and math teacher class lists from 2005-2006 to 2009-2010. 
Please note that the class lists schools are asked to review includes the changes made by schools during TDR verification in spring 2009 and 2010. Schools that completed verification in spring 2010 do not need to complete verification unless they want to make corrections to their submitted class lists. Schools that completed verification in spring 2009 only need to complete verification for 2009-2010 unless they want to make corrections to historical class lists.   
What data do participating charter schools need to enter? Charter schools that choose to participate in the Teacher Data initiative must assign teacher identification numbers and experience levels (see Section I) as well as enter both teacher and student class list information as outlined below (see Section II and Section III).
How do schools verify their class lists? Charter schools should complete and return the attached Excel workbook to verify their class lists to TeacherDataReports@schools.nyc.gov with “TDR charter school verification submission” in the subject line. 
When is the deadline for verifying class lists? The deadline to submit your verification is Friday, February 11, 2011.

NOTE: Updated data will be reflected in the Teacher Data Reports, but will not be reflected in ATS.

Where do I go for more information? For updates on the verification process and more information about the Teacher Data Initiative, please email Jessica Fredston-Hermann at JFredstonHermann@schools.nyc.gov. If you have any questions about class lists verification, please contact the Teacher Data Reports help desk at (212) 374-6646 or TeacherDataReports@schools.nyc.gov.
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SECTION I: REPORTING TEACHER IDENTIFICATION NUMBERS & EXPERIENCE
Teacher Identification Number
Unlike district schools, charter schools do not have teacher file numbers.  However, many charter schools have some other uniquely identifiable number that they use to identify their teachers (e.g., a payroll number).  Please use this number in all places where a teacher file number is requested.

If your school does not have such a number, please create one for your teachers.  Keep a copy of these number assignments in your school’s files – we will request these numbers in subsequent years of the Teacher Data Initiative. If you created teacher identification numbers last spring, please use the same numbers for the same teachers this year.  Do not use social security numbers.

A uniquely identifiable number should be 7-digits long and the same number cannot be used for multiple teachers in the same year or in any prior or future year.  It also cannot include letters.
Teacher Experience 
On some portions of the Teacher Data Reports teachers’ impact on student achievement is compared to other teachers with the same experience.  The NYCDOE does not have information on charter school teachers’ experience.  To provide your teachers with the information included on these portions of the report please complete the Teacher Experience sheet in the Excel file emailed to your school on January 25. The only piece of information we request that you obtain is the date they started teaching in your school. 
On the worksheet for each eligible teacher (4-8th grade math and/or ELA) you will enter the 7-digit uniquely identifiable number, first name, last name, and date s/he started teaching in your school.
Note: If you are not able to obtain information on teachers’ experience, please still submit the teacher identification numbers.  We cannot generate reports for charter school teachers without teacher identification numbers.  However, we can generate useful information for schools without teachers’ experience.

SECTION II: COURSE VERIFICATION
Using the All Teacher Courses sheet, enter course assignments for 2005-2006 through 2009-2010. In order to receive reports, charter schools must complete course verification and student verification.  If your school submitted class lists in a previous verification period (ELA and/or math for 2004-2005 through 2009-2010) the Excel file will reflect this submission.
Instructions for Verifying Course Data
Review each course in the Course column and determine if the course was:
· A core math or ELA 4th-8th grade course taught for the full school year.  Did a teacher provide core instruction to 4th-8th graders in math or ELA in this course continuously from October 31st through June? 

· If not, enter N in the VER_TCHR (Verify Teacher) column, and skip to verifying the next course.

· If so, continue to the next question. 
· NOTE: The VER_TCHR may be pre-populated with Y or N if your school verified a course last spring. Additionally, if NYCDOE records indicate that the teacher on record did not teach the class from October 31 through June VER_TCHR will have an N, unless changed by the school during verification. Pre-populated information can be changed.   

· An ELA class.  Was the class a core ELA class (i.e., where students received their primary instruction in ELA)? 

· If not, enter N in the Subj_ela (ELA Subject) column.  
· If so, enter Y in the Subj_ela (ELA Subject) column.  
· A Math class.  Was the class a core math class (i.e., where students received their primary instruction in math)? 

· If not, enter N in the Subj_math (math Subject) column.  
· If so, enter Y in the Subj_math (math Subject) column.

· Taught by the teacher listed. Was the class taught for the full school year (October 31st through June) by the teacher listed under the Teacher 1 column?

· If not, enter the correct information for the teacher who taught the class for the full school year.  

· Reports can only be generated if an ID number is entered in this field. Reports cannot be generated if schools only provide teacher name.
· If so, continue to the next question. 

· Co-taught.  Was this class taught equally by more than one teacher (e.g., for CTT classes) for the full year (October 31st through June) and is the correct teacher listed under the Co-Teacher column?

· If not, enter the correct information for the co- teacher.

· Reports can only be generated if an ID number is entered in this field. Reports cannot be generated if schools only provide teacher name.
· If there was no co-teacher, leave the Co-Teacher column blank.  If a teacher is listed in this column and it was not co-taught, delete the teacher ID and name listed in the column.
· After answering all the questions and making changes if necessary, enter Y in the VER_TCHR (Verify Teacher) column and verify the next course.
Instructions for Adding a Course
If a 4th-8th grade core math or ELA course is not listed, add the course. 

· Enter the course code in the Course field and follow the instructions above for entering information in the remaining columns.  The course label must be unique – you cannot have the same course label for more than one course in the same subject in that year (e.g., you cannot have two math courses in a school labeled “MO6”). 
· After verifying and/or adding your teachers’ course assignments, you must add students to the classes you added on the worksheets labeled AY_2005_2006, AY_2006_2007, etc.
SECTION III: STUDENT VERIFICATION

Using the AY_2005_2006, AY_2006_2007, AY_2007_2008, AY_2008_2009, and AY_2009_2010 worksheets, verify student class lists for 2005-2006 through 2009-2010. If your school verified student class lists last spring (for 2004-2005 through 2009-2010), the Excel file worksheets will reflect this work. 

Instructions for Verifying Student Class Lists 
Review each student and determine if the student:

· Was in your school for the full school year. Was the student in the school from October 31st through June?
· If not, enter N in the VER_STUD (Verify Student) column and proceed to reviewing the next student. 

· If yes, continue to the next question. 

· NOTE: The VER_STUD (Verify Student) may be pre-populated with Y or N if your school verified student class lists last spring. Additionally, if our records indicate that the student was not in the course from October 31 through June VER_STUD (Verify Student) will have an N, unless otherwise changed by the school during TDR verification. You can change the pre-populated information. Please make the necessary changes. 
· Received core instruction in that course for the full school year.  Was this the course where the student received his/her core ELA or math instruction for the full year?  
· If the student received his/ her core ELA or math instruction in a different course for the full year or the field is blank, enter the correct course information.

· If the student did not receive his/ her core ELA or math instruction in any course for the full year, enter N in the VER_STUD (Verify Student) column and proceed to reviewing the next student. 

· If yes, continue to the next question.

· Was taught ELA in this course.  Was this the course where the student received his/her core ELA instruction?  

· If not, enter N in the Subj_ela (ELA Subject) column.  

· If you change the entry from Y to N and the student was in a single ELA class in your school for the full year (October 31st to June) you will need to add another ELA record for that student. Each student who was in the school and same class for the full year must have a Y for ELA in one of his/her records (see section on adding students below).

· If so, enter Y in the Subj_ela (ELA Subject) column.  Note: Do not enter more than one course with a Y under ELA for the same student.

· Was taught math in this course.  Was this the course where the student received his/her core math instruction?  

· If not, enter N in the Subj_math (math Subject) column. 

· If you change the entry from Y to N and the student was in a single math class in your school for the full year (October 31st to June) you will need to add another math record for that student. Each student who was in the school and same class for the full year must have a Y for math in one of his/her records (see section on adding students below).

· If so, enter Y in the Subj_math (math Subject) column.  Note: Do not enter more than one course with a Y under math for the same student.
· After answering all of the questions, enter Y in the VER_STUD (Verify Student) column and verify the next student.
Instructions for Adding a Student
If there was a student in a course with the same teacher for the full school year (October 31 through June) that is not shown, you should add the student:

· Enter the student’s 9-digit OSIS ID.
· Enter the course number(s) and corresponding course subjects. 
PLEASE REMEMBER TO SAVE THE TDR VERIFICATION EXCEL FILE FOR YOUR RECORDS.
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