STAFFING SCREEN - UPDATES AND INSTRUCTIONS

Updates to the PRF Staffing Screen

For the 2010/2011 School Year there were several important changes to the PRF Staffing
Screen.

The major changes include:

1 Several Position Codes have been deleted. It is still important to identify staff who carry
out these responsibilities, so the information will continue to be collected but not as a
Position Code. It will now be collected in the Assignment Screen. On the right hand
side will be a series of checkboxes that will appear based on the assignment selected.
Previously there were only two options including SPED Core and ESL Core. Below is a
picture which shows how it will look for this collection.

* 20000 Electronic/Distance Instruction Teacher

* 20002 Professional Development Center Teacher / USD Program
* 20221 Elementary - Class Size Reduction Teacher

* 20301 MS/JH Class Size Reduction Teacher

* 20401 High School Class Size Reduction teacher

* 20222 Elementary Intervention Teacher

* 20302 MS/JH Intervention Teacher

* 20402 High School Intervention Teacher

Check all appropriate boxes:

r PAID WITH FUNDS FROM THIS DISTRICT, but ASSIGNMENT IS CARRIED OUT AT ANOTHER
DISTRICT/SCHOOL.

PDC TEACHER THROUGH THE USD PROGRAM.
CLASS SIZE REDUCTION TEACHER

This assignment is offered to the student via DIGITAL CURRICULUM (naot including SD Virtual School)
The teacher is providing the assignment through ELECTRONIC DISTANCE INSTRUCTION.

SPECIAL EDUCATION TEACHER, who is the teacher of record and awards the grade, is teaching
the Core Content Assignment.

a7

-

ENGLISH AS A SECOND LANGUAGE (ESL) Teacher, whao is the teacher of record and awards the
grade, is teaching the Core Content Assignment.

- Assignment carried out at another District/School and the salary of the staff person is paid by the "Receiving
District".
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There is a new Position Code for Instructional Coach (42000). This is a code for a
School Service Specialist which means the staff person works with other staff and not
students. There are 4 assignment codes which map to this new code.

* 40801 Math Coach * 40806 RTI Coach
* 40803 Reading Coach * 40806 ESL Coach
* 40804 Science Coach

During the summer the Assignment Codes for High School were mapped to the National
Codes. This results in changes to the existing codes and a number of new codes
available. These codes include course descriptions which will help to better identify
which assignment code is appropriate for a class.
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INSTRUCTIONS - STAFF POSITIONS AND ASSIGNMENTS
COLLECTION FORM

This form assists you with the collection of data on the Staffing - Teacher / Administration /
School Service Specialist Screen. The purpose of this screen is to collect Demographic,
Employment and Assignment information for all Administrators, Teachers and School Services
Specialists.

The following steps are recommended for collection of this data, but are in no
way mandatory.

* In an effort to collect the most accurate information, it is recommended the staff person
completes this form. With the inception of Teacher 411, staff have access to the assignments
that have been encoded on the PRF and there have been a growing number of staff who have
noticed the assignments they teach are not correct. In addition, this information is used by
DOE Staff for Program Reviews, so it is very important the information is correct. This is only
a recommendation and of course depends on the size of your district.

* New Staff - All information on this form is required for new staff.

* Existing Staff - The demographic information such as Date of Birth, SSN, and Race has
already been collected for staff employed at your district last year.
NOTE: Last year several districts noticed the Years of Experience was incorrect for many
staff. Itis therefore recommended that these fields be updated.
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Hispanic/Latino

If the staff person is Hispanic/Latino Ethnicity check Yes.

Race

Check all races that apply.

Employment Status

a. New Employee - 1st year hired as a certified staff in any
school district, in any state.

b. New Employee - previously employed out of state.

c. New Employee - previously employed in another SD
school district.

d. New Employee - has been absent from field of education
1 or more year(s).

e. Employment in this school district has been continued.

f. Re-employed in a school district following an absence of
one year or more.

Instructor Years of Experience:

Total years of classroom teaching experience prior to this
school year.

Admin/SSS Years of Experience:

Total years as an administrator and/or school service
specialist prior to this school year.

Total Instructional Salary:

This is not listed on the form but will need to be collected.
Bonus money, extended contract pay, stipends and extra-duty
pay are not included. If the staff person is also an Admin/SSS
then the Admin/SSS salary should reflect that portion of their
salary. In addition, if part of their job responsibility is
considered Classified Staff (ie., Athletic Director, Technology
Directory, etc) then this portion of their salary and time should
not be included on this screen.

Total Admin/SSS Salary:

Functions the same as Total Instructional Salary.

Attendance Center:

List each Attendance Center

Position Code:

Identify the Position Code of the staff person. Refer to the
2011 Position Code Form.
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Assignment Code

Identify each assignment code.

* For a basic outline listing of assignments use the 2011
Assignment Code by School Type.

PERSONNEL RECORD FORM ASSIGNMENT CODES FOR 2010-2011 SCHOOL YEAR

ELEMENTARY SCHOOL GRADES PRE-K THROUGH GRADE &

ELEMENTARY ASSIGHNMENTS WORLD LANGUAGES

20100 Pre-Kindergarten 54105 Latin

20200 Kindergarien 54205 French

20201 1st Grade 54305 German

20202 2nd Grade 54405 Spanish

20203 3rd Grade 54505 Other Language

20204 4th Grade 54705 Lakota Language

20205 Sth Grade 54605 Japanese

20206 Bth Grade 54805 Chinese

20207 7th Grade DE801 American Sign Language
20208 B8th Grade 22007 Braille

20210 Multi-Grade

20212 Ungraded NON-CREDIT ASSIGNMENTS
20015 Language Arts, Grade 5 22003 Study Skills

20016 Language Arts, Grade 6 80003 School Publications
20017 Language Arts, Grade 7 80004 Student Council

20018 Language Arts, Grade 8 80006 Teachers as Advisors
20025 Social Science, Grade 5 80007 Homeroom

20026 Social Science, Grade 6 ano10 Travel Only

20027 Social Science, Grade 7 80011 PreparationTravel/Study Hall
20028 Social Science, Grade 8 80015 Self-concept Courses (to include Quest)
20035 General Science, Grade 5 B0016 In-school Suspension
20036 General Science, Grade 6 80022 Lakota Activities/Culture
20037 General Science, Grade 7 80005 Other Misc. Assignment
20038 General Science, Grade B

* For a list of the High School Assignments including the
Course Descriptions use the 2011 HS Assignment Codes
with Course Descriptions.

Language Arts

Previous Previous New
Code Title Code MNew Title Description

Fallowing the College Board's suggested curriculum designed ta paralle
college-level E sh courses, AP English Language and Com

expose students to prase written in a varlety of perods, disciplines, and
rhetorical contexts. These curses emphasize the interaction of &
pumpase, intended sudience, and the subject at hand, and through
students leam to develop stylistic Aexibility a8 they write compositio
covering & warkety of subjects that are intended for warious purposes.

AP English Language|
Composition

Follceing the LMU\JHL Tarm desrge =_|.1_ pars =
college-level English courses, AP
enabbe studerts to develop critical dgr\'_a for evalusting lterature.
crenz  |AP Enelish Lterature] oo |aP English Literature v the languags, character, action, and theme in warks of

- Composition [and Composition recognized Ime ary m enrich their understanding of connotation,
metaphor, iromy, syntax, and tone; and write compesitions of their awn
[mdudmc, literany an exposition, argument, namative, and creative
warits

English/Literature {freshmen and sophomores) courses are designed for
freshrmen andfor sophomones and typically introduce t

genres of erature (novel B poatry, &

each genre’s literary elements; dete;

01051 [English/Literature

(T and IT) examination of vocabulery and semantics are often included in the course
content. Writing assignments sre required 25 an additional method to
improve understanding and comprehension.

English/Literature (juniors and seniors) courses sre designed for juniors
andfor seniors and emphasize comprehension, discermment, and critical-
thinking skills in the reading of texts and literature. These courses introduce
01082 [English /Literature and explore mone advanced literary bed satire, humeor,
{LIII and IV} connotation, tane, rhythm, symbolism, &

literary genres, with the sim of cresting sop
essignments are required 2= an additional method to develop and improve
critical-thinking and anahytic skilks.
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A mapping document was developed to highlight the assignments that are required to have a
response for the following fields: 1) Number of Classes, 2) CORE SPED, 3) CORE ESL, and 4)
Other Staff Type. This document is called the Assignment Code Mapping for Staff Assignment
Form. A page from this document is shown below.

ASSIGNMENT CODE MAPPING FOR STAFF ASSIGNMENT FORM
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Assign Assignment Code or = - " omyH oz 2
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Code Description e — S <ml 2 3 £
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£ g 3
i =]
w = =
09104 Nawval Junior ROTC IV Military HS Y
09151 Air Force Junior ROTC 1 Military HS Y
09152 Air Force Junior ROTC II Military HS Y
09153 Air Force Junior ROTC II1 Military HS Y
09154 Air Force Junior ROTC IV Military HS Y
09201 Marine Corps Junior ROTC I Military HS Y
09202 Marine Corps Junior ROTC 1T Military HS Y
09203 Marine Corps Junior ROTC IIT Military HS Y
09204 Marine Corps Junior ROTC IV Military HS Y
02001 Informal Mathematics Math HS Y [lormore| Y Y Y Y
02002 General Math Math HS W 1 or more Y Y Y Y
02051 Pre-Algebra 1 Math HS Y 1 or maore Y Y Y Y
02052  |Algebra I Math bl IR sl B A Y Y
02053 Algebra I—Part 1 Math HS Y | lormore| Y Y Y Y
02054 Algebra I—Part 2 Math HS Y | lormore | Y Y Y ¥
02055 Transition Algebra Math HS Y 1 or mare Y Y Y bl
02056 Algebra 11 Math ':E-*JH y |lormore| vy Y Y Y
02057 Algebra I1I Math HS Y | 1ormore Y Y Y Y
02058 Accelerated Algebra II Math HS Y | Lormore | Yy Y Y Y
02061 Integrated Math Math HS N 1 or maore Y Y Y Y
02071 Informal Geometry Math HS Y [lormore| Y Y Y Y
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# of Classes

The number of classes by assignment should be added for all
Core Content Assignments. At the Elementary, each
assignment should be coded as 1 Class. At the Middle School
and High School each class taught to an unduplicated class of
students should be counted individually. For example, if an
instructor teaches 5 classes of World History then the number
of classes is 5.

Minutes Per Week

The minutes per week the class is taught. This is based on
the Average Minutes per Week for the Attendance Center.
This column may best be completed by the PRF contact.

Quarter or Trimesters

An (X) should be placed in the Quarter or Trimester when the
assignment is taught. There are times when an assignment is
taught, for example, 3 times in Quarters 1 and 2 and then 2
times in Quarters 3 and 4. It is recommended the information
for each scenario be coded on a separate line. In the first
example, the number of classes would be 3 and the Quarters
checked would be Q1 and Q2. On the following line the
Number of Classes would be 2 and the Quarter checked
would be Q3 and Q4.

If Assign
; Quarters or
. . Minutes Other i a
[T Position Assign # of Per | Trimesters | CORE |CORE| o o '";:";:E:r“
Code Code Classes Week |ot]oz[o3[as| SPED | ESL Type | District, list
T1 |12 |T3 district
Jefferson High Schoal 20400)01053 3 L kS
Jefferson High Schoal 20400)01054 2 A

CORE SPED An (x) should be placed in CORE SPED if the Teacher is
considered the teacher of record and is providing direct
instruction to students with disabilities in a core academic
subject.

CORE ESL An (x) should be placed in CORE ESL if the Teacher of

Record is providing Core Content instruction to ESL students.
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OTHER STAFF TYPE

PDC/USD Teacher

This code should be checked when a school district partners
with the University of South Dakota for the Professional
Development Center Teacher Program. If the district does
not have a formal agreement with USD for this program then
this code should not be used.

Class Size Reduction Teacher

This code should be checked when Title Il A funds are used
for the purpose of hiring a Class Size Reduction Teacher.

Interventionist

This code should be checked when a teacher is providing
interventions for students. This is based on the practice of
providing high quality instruction and intervention based on a
student's needs, changing instruction and/or goals through
frequent monitoring of progress. Evidence-based instruction
and behavioral strategies should be provided by highly
gualified staff that is matched to student needs.

Class Offered through Digital
Curriculum

This code should be checked when a district offers a class
through the purchase of a specific curriculum. The digital
curriculum does not provide a teacher to work with the
student, therefore a highly qualified teacher in the content
area should be present. This does not include South Dakota
Virtual School which is collected in a separate screen.

Electronic Distance Education
Teacher

This should be checked when the teacher is providing the
instruction to a class located in another district or attendance
center. If this is checked then you will need to identify the
district and attendance center which is receiving instruction via
electronic distance education.
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Assignments Provided at another
District

The response to this column will be used in two ways on the
Staffing Screen.

1.

Paid with Funds from this District, but Assignment

is Carried Out at Another District/School.

This box should be checked when a district sends one of
their paid employees to another district/school to provide
an assignment. An example is when a district employs

a teacher, paid with Title funds, to teach the assignment at
a Private School.

Assignment carried out at another District/School
and the salary of the staff person is paid by the
"Receiving District".

This box will be seen only by Cooperative/Multi-Districts
and should be checked when the Coop employs a staff
person who goes to other districts to provide services
through a 3rd Party Contract. Previously, many of these
assignments would have been collected in the SPED
Contracted Services Screen and encoded by the
"receiving district". This change allows the Coop to enter
the information about their staff person instead of
providing the information to the other district to be
encoded,




