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Introduction

The Florida Department of Education (FLDOE) requires each District to report each course
and the minutes per week spent in each course via FTE processing. In order to adhere to
these requirements, the elementary scheduling process has been modified effective with
the 2008-09 school year. It is essential that the steps in this booklet be followed.

In order to ensure that the necessary information required for applications and processes
such as the Electronic Gradebook, Class Size computation, FTE, FCAT Explorer, Student
Performance Indicators (SPI), and other instructional applications are available for the
opening of schools, it is critical that master and student file information is entered into ISIS
in an accurate and timely manner.

Scheduling, Class Size, and Electronic Gradebook

Class Size vs. Scheduling

The course, teacher, room and seats assigned on the Course Record screen (PF9) are
used to calculate the Class Size average. This includes all ESE and LEP course and hour
information. The number of students enrolled in each course section is used for the
calculation.

Co-Teaching Teams

To assist with the reduction of Class Size, the co-teacher model has been implemented. It
is important that these co-teacher teams and students be identified as early as possible to
avoid disruption in the Electronic Gradebook that occurs with the opening and closing of
classes and changes to students’ schedules. Additional information regarding co-teaching
will be discussed later in this booklet.

Student Scheduling Impact on Electronic Gradebook

It is critical that the support staff responsible for master and student scheduling and
the Gradebook Manager have direct and open communications regarding any
scheduling changes.

e The student schedules are the driving force behind the accuracy of the Electronic
Gradebook. The classes and students that appear in the teacher’'s Gradebook come
directly from the information on the Course Record (PF9) screen and students’
schedules. A change made to the master or student schedules will have a direct
impact on the Gradebook.

o When students are moved from one class (Sequence/Section) to another after the
sending teacher has entered assignments and/or grades, the grades from the first
class will not follow the student. In this case, the sending teacher will need to
provide summary grades to the receiving teacher.
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Elementary Grade Reporting Overview

Establishing School’s Homeroom Sections

All students must be assigned to homeroom sections within each grade level
corresponding to their homeroom teacher. Grade and homeroom sections are used when
sorting numerous computer generated reports. The homeroom section identifier will also be
used as the teacher number for scheduling.

The homeroom section designation is a three-position code on each student’s record.
Schools may assign numeric characters, alphabetic characters, or a combination of both.
While the coding system utilized is the decision of the individual school, the following rules
are mandatory:

e Each homeroom section plus the grade level must identify the students assigned to
a homeroom teacher.

e All three positions must be used, no blanks.

e Any homeroom sections that consist of multi-grade levels should be assigned
alphabetic homeroom designations.

e All designations that are numeric, alphabetic or a combination of both, must be
unique within the school.

e DO NOT USE A ZERQO in the first position.

The following are sample homeroom designations that may be used:

Alphabetic Homeroom Designations

Teacher Name Grade Homeroom Designation
Brown 03 BRN

Smith 02 SMI

Green 01 GRN

Numeric Homeroom Designations

Teacher Name Grade Homeroom Designation
Brown 03 301
Smith 02 202
Green 01 101

Alpha/Numeric Homeroom Designations

Teacher Name Grade Homeroom Designation
Brown 03 BR3
Smith 02 SM2
Green 01 GR1
Miami-Dade County Public Schools 2
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Elementary Grade Reporting Overview

Verifying and Correcting Student Information in ISIS

On the last Friday in January, ITS programmatically futures grade levels by incrementing
the current grade level by one for students in grades kindergarten through the highest non-
feeder grade. It is important that schools update and maintain this information. New entries,
withdrawals, grade level, and homeroom section changes must be maintained on the ISIS
file.

Student Information List

To assist in validating the accuracy of student information in ISIS, Student Information Lists
should be requested as changes are made. The lists are available in the following
sequences:

Alpha within school

Alpha within grade

Alpha within homeroom section within grade

O O O O

Alpha within homeroom section

To verify that the correct students are assigned to the correct teacher, schools should order
this list in the Alpha within homeroom section within grade sequence.

Schools may order Student Information Lists through the ONLINE REPORT REQUEST
SYSTEM in ISIS, selection 5.

Establishing Student Academic Programs

The Curriculum and Instruction office and school principals have defined the Elementary
Academic Programs, which accommodate the curricula of elementary students.

Teachers evaluate each student and assign the program, which is most appropriate. Each
program is represented by a two-position code number. In each grade level, the programs
are repeated using the same program number. Each individual academic program contains
specific courses for which a student is graded. Each subject is printed on the report card,
unless removed by the school. [A complete listing of the program numbers is found in the
Elementary School Academic Programs Title List.] This list is available from the School
Master Scheduling Web site at: http://tic.dadeschools.net/scheduling/index/asp.

Student Academic Program Assignment Worksheets

As part of the process for creating the Course Offering and Master Schedule, ITS will
generate a Student Academic Program Assignment Worksheet for all elementary schools.
Teachers will use the worksheet as a tool to collect the academic program number (course
information) assignment for each student. Teachers must be given a copy of the
Elementary School Academic Programs that are valid for their grade level to be referenced
when choosing the students’ academic programs. The worksheet will then be used as the
data entry document.

Miami-Dade County Public Schools 3
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Elementary Grade Reporting Overview

School may request additional Student Academic Program Assignment Worksheets from
Production Control by submitting a Self Service incident at http://selfservice.dadeschools.net/
and select “Production Control”, from the drop-down menu. [See Appendix 1 for a sample of the
Student Academic Program Assignment Worksheet.]

NOTE: IMPORTANT! The Elementary Student Academic Programs have been modified |
and it is critical that teachers check the program course content carefully when

choosing a Program code for each student.

Establishing School’s Course Offering and Master Schedule

ITS programmatically creates the school’s course offering, beginning with course sequence
AO01. A sequence will be created for all grade appropriate subjects for all grade levels. In
addition, ten sections (a section of a course represents a teacher) will be programmatically
created for each course sequence. School will enter the teacher information beginning with
the first section.

NOTE: Sequences for pullout therapy courses such as Speech, Occupational Therapy and |
Physical Therapy will not be programmatically created and will need to be created

by the school. Instructions for this process are detailed later in the booklet.

A unique three-position course sequence code is assigned to each course taught in the
school. The code consists of a letter and two numbers. All course sequence codes for each
grade within a given subject code are assigned the same letter with the two remaining
numbers incrementing for each grade level. [See example below.]

Subject Code Course Sequence
5010040B1 — Kindergarten Language Development A01
5010040C1 — First Grade Language Arts AQ7
5010040D1 — Second Grade Language Arts AQ9

NOTE: K-8 Center sequence codes will begin with A51. The sequences with numbers

from 01 to 50 are reserved for the secondary grades (6-8 !

A homeroom course is part of each academic program. These courses will have a four-digit
course sequence code and will be used to take daily school attendance in the Electronic
Gradebook. All schools must enter the teacher information in order to assign the students to
an academic program. These sequences are as follow:

Grade Sequence
Pre-Kindergarten 0000
Kindergarten 0001
First Grade 1001
Second Grade 2001
Third Grade 3001
Fourth Grade 4001
Fifth Grade 5001
Sixth Grade 6001
Miami-Dade County Public Schools 4
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Elementary Grade Reporting Overview

Schools will be provided with Course Teacher Assignment Worksheets [see Appendix 3] for
each course sequence to be used as data entry forms. Space is provided for the room
number, employee number, three-character teacher number (student’s homeroom section)
and the teacher’s name. These forms should be completed and the teacher information
entered onto the Course Record (PF9) screen in ISIS.

The following procedures are necessary to individualize the school’'s master schedule:

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Schools should determine the number of teachers required, by grade level.
Schools are reminded to adhere to class size requirements when determining
the number of teachers required. (PK-3=18; 4-8=22)

Assign each teacher a unique alphabetic, numeric or alphanumeric 3-character
teacher number. This number will also serve as the student's homeroom
section.

Schools must obtain the M-DCPS employee number for each teacher. If the
teaching position is unfilled at the time the school is assigning the teachers to
courses, schools should leave the six-digit employee number blank. When the
employee number has been assigned, schools should enter the correct
employee number on the COURSE RECORD (PF9) screen.

On the Course Teacher Assignment Worksheet for each course sequence, write
the room number, employee number, 3-character teacher number (homeroom
identifier), and the teacher’'s name for each teacher that will be teaching that
subject/grade.

Using the completed Course Teacher Assignment Worksheet, enter the data on
the school's COURSE RECORD (PF9) screen. The following information is
required and MUST be entered on the COURSE RECORD (PF9) screen for
every sequence that will be used by the school:

Cycle and Course Sequence Information

o Cycle Designation
. Course Sequence to be updated (A01, A02, etc.)
Section Information
. Room Number
. M-DCPS Employee Number (six-digits)
. Unique Teacher Number (3 characters that are the same as the
homeroom section)
. Teacher Name or TBA if the teacher is unknown.

Space for ten teachers is provided for each course on the Course Teacher |
Assignment Worksheet. Only enter the teachers required for each course in each 3‘3

grade level. In most cases, not all 10 sections will be used. However, if additional
sections are needed, press PF16 to add the additional sections as needed.

Before adding additional sections, use all of the ten (10) sections first.

Miami-Dade County Public Schools 5
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Updating the Course Record Screen

Before Rollover, schools must sign on to ISIS using the Future School Activity Indicator (Y)
when entering or updating Future School information. After Rollover, Future becomes
Current and no School Activity Indicator is needed.

On the ISIS main menu,

TST5-11-RAIH 04/22/10 11 _AR_7A
HIAMKMI-DADE COUNTY PUBLTITC SCHOOLS
INTEGRATETD STUDENT INFORMATION SYSTERN
SLHUUL NUMBER .. bbbhb

THE FOLLOWING FUHCTIONS ARE AVAILABLE -

SIULENI DAlA BASE LYSI1EM

DAILY ATTCHDANCLC

SCHONI THNFNRHATTNH

COURSE INFD / MASTER SCHEDULE
ONLIKE REPORT REQUEST SYSTER
DECO D.0.E. CORRECTION SYSTEHM

(=T, B TR R

ENIEH SELELCIIUN HUMBER .. _  UPERNIUR LNL1IL1ALS .. ML
SHARED SCHOOL ACTIVITY, KEY
SUMMER SCHOOL ACTIVITY, KEY
FUIURE SLHUUL ALTLIVLIY, KEY _! FUIURE SUHUUL HHK
SCCOND SHITT ACTIVITY, KLY
HFI P WTTH CONFS _ PA? KFY

[ |

Y
¥
Y
¥

v Type Y for FUTURE SCHOOL ACTIVITY
v Press PF9

The COURSE RECORD screen will be displayed.

fi162 ENTER SEOQ, PRESS ENTER

ASBY-25-GOLI RCCORD 04/22/10 80.315.84

SCHI 5555 CYCIF 101 SR CNF TRH THI R

RP Al Tt Al T? ARN RFSP ARRY TTTIF

TITLE

FACILITY TYPE COMPUTER LITERACY TEAH GRADE LAST UPDT 04/22/10
PER TEACHER TEAR SEATS

5L 5 51 EN HUUM EMF HU HUM HAME HUn unys ANX  nNssb #1

Using the completed Course Teacher Assignment Worksheet,
v Type the course sequence (CRS SEQ) to be updated
v  Press Enter

The COURSE RECORD screen programmatically created by ITS will be displayed.

Miami-Dade County Public Schools 6
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Updating the Course Record Screen

To add teachers to the course sequence, using the completed Course Teacher Assignment
Worksheet,

/\
FTE INFD = PF14 ADDS = PF16
ASA9-25-66LH COURSE RECO 04/22/10 @A9.15.29
SCHL 5555 CYCLE 101 CRS SEQ A13 5T A SUB CDE 5818@48F1
GRD RESP C ABRY TITLE™Lang Arts
TITLE Language ]]EUElIIIpITIEI'It
FACILITY TYPE COMPUTER LITERACY LAST UPDT: 04/22/10
PER TEACHER SEATS UPD=PF13:
SC 5 ST MIN ROOM EMP-NOD NUM NAME DAYS MAX ASSE  #I
a1 A B1 a158 MTURF @888 Bae|s
Bz A 81 a158 MTWURF @288 @ae|s
83 A B1 a158 MTURF @888 Bae|s
a4 A B1 2158 MTWURF @288 @ae|s
85 A B1 a158 MTURF @888 Bae|s
#6 A B1 a158 MTWURF @288 @ae|s
a7 A B1 a158 MTURF @888 Bae|s
B8 A 81 ais5a MTURF G888 @ase
a7 A 81 a158 MTURF @888 Bae|s
18 A B1 a158 MTWURF @288 @ae|s
v  Press PF15 to release the cursor
v Tab to the ROOM column
v  Type the appropriate room number
v Tab to the EMP-NO column
v  Type the teacher’s employee number

The cursor will move to the TEACHER NUM column.

v  Type the unique three-character teacher number

The cursor will move to the TEACHER NAME column.

You may type the teacher’s name or press enter to allow the system to programmatically

enter the name. Use TBA if the teacher is unknown. If there is more than one unknown
teacher, use TB1, TB2, etc.

Miami-Dade County Public Schools 7
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Updating the Course Record Screen

If additional teachers are required, press tab to position the cursor on the ROOM column on
the next line and repeat the process explained above.

FIE LINFU = PF14 LHHLS = PF15 AlDS = PH1b
ASA9-25-G6LH CODURSE RECORTD 04/22/10 89.15.29
SCHL 5555 CYCLE 101 CRS SEO A13 ST A SUB CDE 5810848F1
GRD RESP C ABRY TITLE Lang fArts
TITLE Lduyudye Arls

FACILITY TYPE COMPUTER LITERACY LAST UPDT 04/22/10
PER TEACHER SEATS UPD=PF13:

SC S ST  MIN ROOM EMP-NO  NUM NAME DAYS MAY ASSG 41

81 A a1 815 111111 482 SAMPLE TEACHER MTWRF ©90E0 30088

¥z a8l ﬁ MIWKE  BUUY BU¥Y

a3 A a1 @15 MTURF BREB BARA

A4 A 81 A15A MTURF AAAR AAAR

85 n a1 8158 MTWURF B@E0 BOEE

86 A a1l 8158 MTWRF 9880 2088

87 A a1 8158 MTWRF B@E0 BA8E

88 A A1 @158 MTWRF B@E0 BAEA

89 A @1 8158 MTWURF B@E0 B00@

18 A @1 8158 MTWRF 90E0 2008

When finished entering all the teachers for the course,
v  Press Enter

The message UPDATE COMPLETE will be displayed.

FTE INFO - PF14  CHNGS = PF1L  ADDS = PF16 I
ASB9-25-GGLII COURSC RCCORD 04/22/10 89.15.29
SCHL 5555 CYCLE 101 CRS SEQ A13 ST A SUB CDE 5018848F1
RRN RFSP L ARRV TTTIF | ang Arks
TITIF | anguage Arks

FACILITY TYPE COHPUTER LITERACY LAST UPDT 04/22/10
PER TEACHER SEATS UPD=PF13:
SC 5 5T MIN ROOR EMP-NO NUM NARE DAYS MAX  ASSG §I

¥lsY 1414 111111  48Z SAMPLE IEAUHER MIKE  HUUY Budl
U1LY 1WZU ¥ZZZZZ 481 SAMPLE IEAUHEW MIMKE  HUUY WUy
8158 1830 333231 483 SAMPLL TCACHCR MTWRM B@E eeam
MTHRI BEEE @eas
HTWRF BEEE Beam
MTURF AARA RAAR
MTURF DBEEE BEAe
Inactivate sections not in use HYMRE [ROBA:A00d
MTURF BE2E Beas
MTHRF @@ Beas

(without students) to prevent
them from displaying on reports.

To inactivate a course sequence section,

v  Press PF15 to release the cursor

v Type I over the A on the S column (status column), to inactivate the desired
section

v  Press Enter

When updating the COURSE RECORD (PF9) screen prior to Rollover, schools
will need to sign on using the “Y” for Future School Activity on the main ISIS

Menu screen. After the Rollover process is complete, the Future School Activity
will no longer be available and schools will sign on as Current.

Miami-Dade County Public Schools 8
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Updating the Course Record Screen

Co-Teaching

State Definition - A classroom in which two or more teachers share responsibility, for
planning, delivering and evaluating instruction, for all students in a class. In order to be
considered co-teaching, this delivery system is provided; whenever a class/subject is taught
by two or more teachers and must continue for the entire class period.

Adding a Co-Teacher to the Course Record Screen

It is recommended that co-teacher teams are not entered until the school is
absolutely sure of their placement. Once a co-teacher has been added to a |
section, it cannot be removed. Instead, a new section without the co-teacher |

information would need to be opened and the students would need to be moved |
to the new section.

If the co-teacher has been identified, the co-teacher information can be added after the
section information is entered through the COURSE MULTIPLE TEACHER screen. Up to
three (3) instructors can be assigned to the same section.

To add a co-teacher to a section, on the COURSE RECORD screen,

FTE INFO = PF14 CHNGS = PF15 ADDS = PF16
ASA@9-25-G6LH COURSE RECDRTID 04/22/10 89.15.29
SCHL 5555 CYCLE 101 CRS SEQ A13 ST A SUB CDE S5@81@848F1
GRD RESP C ABRY TITLE Lang Arig
TITLE Language Arts

FACILITY TYPE COMPUTER LITERACY LAST UPD L 10
PER TEACHER SEATS
SC S ST MIN ROOM EMP-NO NUM NAME DAYS MAX  AS5S
a1 A 81 aise 111111 482 SAMPLE TEACHER MTURF 8888 Q88n
82 A B1 8158 MTWRF @@6a eao6a
a3 A a1 Bise MTURF 8888 008n
a4 A 81 Bise MTURF 8888 Q88n
a5 A a1 aise MTURF 8888 Q88n
a6 A 81 Bise MTURF 8888 Q88n
a7 A B1 8158 MTWRF @668 B608a
a8 A a1 Bise MTURF 8888 Q88n
a9 A a1 aise MTURF 8888 Q88n
18 A 81 Bise MTURF 8888 A88n

v Press PF13

The COURSE MULTIPLE TEACHER screen will be displayed.

Miami-Dade County Public Schools 9
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Updating the Course Record Screen

The message PLEASE ENTER DATA IN SECTION NUMBER SEQUENCE will be
displayed at the top of the screen.

q_PI FASF FHTFR NATA TH SFLTTNH WIIMRFR SFOIIFNCE CNIRSF RFCORN _ PF?3 »
39 H=E—f—t—R—b = - T TEALHETR o 4 i

SCHL 5555 CYCLE 101 CRS SEQ Al3 ST A SUB CDE 5B1B@48F1

TITLE Language ArLs

¥ ¥ ADDITIOMAL TEACHER % x ¥ % ADDITIONAL TEACHER X% X
SFLLT FHP TrCH TrH FHP TCH TrH
NUR NUHM NUHM NAME NUM NUR NAME
A1 FRIII? 4R7? SAMPIF CNTFACHF
- ‘_
Use the second
ADDITIONAL

TEACHER field to
enter a third

v Type the section number (SECT NUM) teacher

employee number (EMP NUM)
3-character teacher number (TCH NUM)
teacher name (TCH NAME)

¥V  Press Enter

The message UPDATE COMPLETE will be displayed.

¥V  Press PF23 to go back to the COURSE RECORD screen.

On the COURSE RECORD screen, the co-teacher will be added to the section. The #1

column will be updated with the number 2 or 3 depending on the number of co-teachers
entered.

FTF TNFN _ PF14  CHNRS _ PF15 ANNS _ PF1h
#S89-25-G6LH COURSE RECORD 04/22/10 89.29.29
SCHL 5555 CYCLE 101 CRS SEQ A13 ST A SUB CDE 5818@48F1
GHU HESP L NBHY ILILE Lang Arts
TITLC | anguage Arks
FACILITY TYPE COMPUTER LITERACY LAST UPDT 04/22/10
PER TEACHER SEATS UPD=P,
5L 5 81 MIN RUUM EMP-NU  HUM NAME UAYS  MAX  AYSE
81 A 81 8158 111111 482 SAMPLL TCACICR MTURT @@8e @ea1
- 777777  4R7 SAMPIF CNTFACHF
8z A 81 8150 HTURF @@8E B@ead
83 A 81 8158 HTURF @@8e agea
LE I [REY) MIURE  WUBY UHd
A5 A A1 AisA HTURF  ARAR ARARA
86 A 81 8150 HTURF @@8E B@ead
87 A 81 8158 HTURF @@8e agea
LI uisy MIUKE  WUHY UMY
87 A 81 8158 MTURT @888 @@Ea
1R T A1 A15A HTURF ARAR ARARA

The information on the section, period, minutes, room, days and seats for the co-teacher
entered will be blank.

NOTE: Only the Primary teacher will have access to the Electronic Gradebook class |

files. The Co-Teacher WILL NOT have access.
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Updating the Course Record Screen

Adding a New Section that Requires a New Co-Teacher

If you need to add a new section to a course sequence that requires a co-teacher, the co-

teacher information can be added at the time the new section information is entered.

P
FTE INFO - PF14 CHNGS - PF15 ADDS _ PF16
ASA9-?5-RAIH rnimerRSF RFLCODRT ] ~15.79
SCHL 5555 CYCLE 101 CRS SEQ C19 ST & SUB CDE S818858F1
GRD RESP C ABRY TIT ReauyE Lem

TITLE Readlng-Elementary
FACILITY TYPE COMPUTER LITERALCY LAST UPDT: 04/22/10

FEK IEALUHER SEAIS UPLU=PF13:
SC S5 ST MIN ROOM EMP NOD HUM HAHE IAYS HAX ASS56 &1
a1 A 8% gi5@ 188 111111 482 SAMILLC TCACILCR 1 MTWRI @8R8 BBA1
a2z A 8% B15@ 181 222222 48] SAMILC TCACILCR 2 MTWURI @8R ABEA
A3 A RS A15A 1A? 333333 AR4 SAHPIF TFACHFR 3 HTWRF AAAA AARAR
R4 A RS A1GA 1A3 444444 ARS SAHPIF TFACHFR 4 HMTWRF AAAA AAAR
B5 A 85 @158 184 555555 486 SAHPLE TEACHER & HMTWURF @889 8@l
B6 A 85 B15@8 185 GG66EH AB7 SAHPLE TEACHER & HMTWURF @888 \8BEA
87 A 85 B15@ 18w 777777 ABB SANMPLE TEACHER 7 MTURF @988 BAQA
WHd A WL H1L4 1H/ HHHHEY 4HY SANMFLE IEALUHER d MIWEF HHHEY UHUH
WY N WL H1LH  1WY Yyyyyy 41 SAMFLE ITEALCHER Y MIWHF HHHY UHUH
18 A B85 @158 118 BEGERA 411 SAMPLE TEACHER @ MTWURF GBEG BAGEA

v Press PF16

The screen will activate additional sections to enter information.

ASBY-25-GOLI
SCHL 5555 CYCLE 101 CR5S 5EQ C1% ST A SUB CDE SA1@8858F1

TITLE Reading-Elementary

FTE INFO - PF14 CHNGS = PF15 ADDS = PF16
COURSTEL RCCORD 04/22/10 89.25.29

GRN RFSP L ARRY TTTIF ReardgFlem

FACILITY TYPE COMPUTER LITERACY LAST UPDT: 04/22/10
PER TEACHER SEATS UPD=PF13:
5L 5 51 MLIN RUUR EMP-NU HUM NAME uAaYs MAX ASs5bL #1
81 n 85 8158 188 111111 482 SAMPLE TEACHER 1 MTURF @888 B8api
a2 A 8% 8158 181 222227 48] SAMPLLC TCACICR 2 MTWRI @868 eapa
83 A A5 8158 182 333333 484 SANMPLE TEACHER 3 MTWRF @868 aapa
A4 A AL A15A  1A3 444444 4A5 SAMPIF TFACHFR 4 MTURF AAAA AARR
85 A 85 8158 184 555555 486 SAMPLE TEACHER 5 MTWURF @868 @ess
86 A B5 8158 185 666666 487 SAMPLE TEACHER 6 MTURF @B8A @8@g
87 nA B85 8158 186 777777 488 SAMPLE TEACHER 7 MTWRF @@2ea aaan
UH A WL W1L4 1M/ YHHHYE 44Y SANMPLE IEALHER H MIWEF  WHHH WHUY
a9 n 85 8158 189 999999 418 SAMPLE TEACHER 9 MTURF @888 B8aps
18 A8% fica 118 AAGOAAA All oA
ﬁr:; A15A 111 ARAAR1 417 SAMPIF TFACHFR MTURF
A MTRT
A MTUWRF
A MTWRF
N MIWRE
1] MTURF

<

-
<
o

(1]

Tab

Type

period (PER ST)

minutes (MIN)

room number (ROOM)

teacher’'s employee number (EMP-NO)
3-character teacher number (TEACHER NUM)
teacher’s name (TEACHER NAME)

tothe #1 column

2 or 3 according to the number of co-teachers to be added

Miami-Dade County Public Schools
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On the next line,

FTE INFO  PFid4  [CHNGS  PF15 ADDS  PF16
NS89 25 GELH CODURSE RECODRD 04/22/10 RA9.25.79
SCHL 5555 CYCLE 101 CRS SEQ C19 ST A SUB CDE 581@@58F1
GRD RESP CL NBRY TITLE RcadgElcm
TITLE Reading-Elementary
FACILITY TYPE COMPUTER LITERACY LAST UPDT 04/22/10
PER TEACHER SEATS UFD PF13

SC 5 ST NIN RODM EMP HO  NUR NAME onYs  HNX  n556 @I
81 A BS 8158 188 111111 482 SAMPLE TEACHER 1 MTWURF @688 @881
8z n BS 8158 181 222227 483 SNMPLE TENCHER 2 MTWRF 8088 @epa
83 A BS 8158 182 333333 484 SAMPLE TEACHER 3 MTURF @8@@8 @ese
84 n BS 8158 1B3 444444 485 SNMPLE TENCHER 4 MTWRF 8088 @epa
85 A 85 8158 184 555555 486 SAMPLE TEACHER S HTWRF ©@e8 eede
86 n BS 8158 1B5 BE66EE 487 SNMPLE TENCHER © MTWRF 8088 @epa
87 A BS 8158 186 777777 488 SAMPLE TEACHER 7 MTURF @8@@8 @ese
88 n BS 8158 1@7 888888 489 SNMPLE TENCHER 8 MTWRF 8088 @epa
83 A BS 8158 189 999999 418 SAMPLE TEACHER 9 MTURF @8@@8 @ese
i@ n 8BS 8158 118 8@BEBA 411 SNAMPLE TENCHER @ MTWRF 8888 @epa

A B85 8158 111 BBBEB1 412 SAMPLE TEACHER MTURF 2

A - I BUHUMZ 41 LAMPLL CUILALILE I MIWRI

A MTURF

A MIWRI

A MTURF

A MIWRI

V¥V  Type co-teacher’'s employee number (EMP-NUM)
3-character teacher number (TCH NUM)
co-teacher’s name (TCH NAME)

v Press Enter

The message UPDATE COMPLETE will be displayed.

[CA883-uPDATE COMPLETE g FTE INFO = PF14 CHNGES = PF15 ADDS = PF16

ASHT= &8 COURSE RECORTD B84/18/89 89.15.29
SLHL 5555 LYLULE 107 LRS S5EY L1Y 51 A 5UH LUE SHIHHSHEL
bHU HESP L NBERY I1ILE Hcadgtlcm

TITLLC Reading-Clementary

FACILITY TYPE COHPUTER LITERACY LAST UPDT 04/22/10
PFR TFACHFR SFATS HIPI_PF13.
S5C S 5T HIN ROOH EMP-NOD HUM HAME DAYs HAX AS56 fI
81 A B85 8158 188 111111 482 SAMPLE TEACHER 1 MTWURF @B88A @881l
82 A B85 8158 181 222227 483 SAMPLE TEACHER 2 MTURF @@2ea aaan
U3 A WL W1b¥ 17 334343 444 SANMPLE IEALHER 3 MIWEF  WHHH WUUY
U4 N0 HL H1LH 13 444444 445 SNMPLE IENLCHER 4 MIWEF  WHHE BHUY
85 A A% 8158 184 55LLL55 480 SAMPLLC TCACICR S MTWRI @868 aapd
86 A 85 8158 185 666666 487 SANMPLE TEACHER 6 MTWRF @868 eapd
A7 A AL RA15A  1AR 777777 4AR SAMPIF TFACHFR 7 HTURF AAAA AARRA
@8 A 85 8158 187 888888 489 SAMPLE TEACHER 8 MTURF @888 @ess
8% A B85 8158 189 993999 418 SAMPLE TEACHER 9 MTWURF @B8@@ @a@g
18 A B85 8158 118 ap@@ee 411 SAMPLE TEACHER 8 MTURF @@2ea aaan

11 n 45 BIGW 111 WOWEAT 412 SnAPLE TENCHER AT
@BBEAZ 412 SAMPLL COTCACICR

The information on the section, period, minutes, room, days and seats for the co-teacher
entered will be blank.

NOTE: Only the Primary teacher will have access to the Electronic Gradebook class w

files. The Co-Teacher will not have access.

Miami-Dade County Public Schools 12
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Departmentalization

Many schools are now using departmentalization where teachers are sharing responsibility
for teaching and grading students from multiple classes. Example: Teacher A teaches
Language Arts to all fourth grade classes and Teacher B teaches Math to all fourth grade
classes.

The Elementary Academic Program Assignment process uses the 3-character homeroom
section on the Student Information screen and the 3-character teacher number on the
Course Record (PF9) screen to schedule the students. When the program finds the
corresponding 3-character identifiers, the appropriate courses are placed on the students’
schedules.

Departmentalization Data Entry
The teacher information for departmentalization can be set up when initially entering the

teacher information on the COURSE RECORD (PF9) screen or the information can be
changed after the academic program assignment has been completed.

N589 25 GGLH CODUDRSE RECORTD 04/22/10 ﬁ?.lﬁ.?ql

SCHL 5555 CYCLE 101 CRS SEQ C1% ST A SUB CDE 5818A5H
GRD RESP CCABRY TITLE ReadgElem

TITLC Reading-Clementary

FALCTI TTY TYPF CAHMPUTFR | TTFRALY IAST IIPAT 04/22/710
PER TEACHER SEATS UPD=PF13:

5L 5 5T MIN ROOM EMP-NOD NUM\NARE DAYS HAX  ASSG  §I

1 n 11 a15e 188 111111 482 BNMPLE TEACHER 1 MTURF @888 @edi1

Az a1 A15A 7AR 111111 4A3 RAMPIF TFACHFR 1 MTURF HAAAR AAAR

83 A 11 @158 388 111111 484 /SAMPLE TEACHER 1 MTURF @880 eean

P

Teacher Num ASB9-Z5-G6LH CODURSE RECORD 01/22/10 WY.15.7Y9

must be SCHL 5555 CYCLE 101 CRS SEQ F14 ST A SUR CDE 5821844
homeroom GRD RCSPM CCADRY TITLLC Soc Stud

section.

1 AST UPDT 04/72/10
TEACHER SEATS UPD-PF13-
NAME IAYS HAX ASSE g1
GAMPLE TEACHER 2 HNTURF B8@es B8A@1
hAMPLE TEACHER 2 HTURF B8@es 8RER
SAMPLE |ENLHER # MIWHE  WUHH WHUY

MIN ROUOTEHE
81 A 14 a15e 188 z2zZzz
82 A 14 a15e @88 222222
43 n 14 W1LH  JUM 22007

Vv  Type the room number where the instruction is taking place

Vv  Type the teacher’s employee number providing instruction

¥V  Type the 3-character identifier of the Homeroom Teacher/Student identifier
Vv  Type the name of the teacher providing instruction or you may press enter to

allow the system to programmatically enter the teacher’s name

NOTE: If the 3-character identifiers are not the same, then the assignment of courses
using an academic program number will not work and the students’ schedules

would need to be added by entering the sequence/section for each course on the
STUDENT/RECORDS screen (PF1). '

Miami-Dade County Public Schools 13
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Setting Up Periods for Departmentalized Courses

When the Master Schedule is created, the periods are programmatically assigned based on
the subject. The charts below reflect the periods created for pre-kindergarten and
kindergarten through fifth grade.

Pre-Kindergarten Periods

Subject Period
District Title | Pre-K 01
Pre-K Other Non-Funded Half Day | 02
Pre-K Other Non-Funded 03
Pre-K Other Funded 04
VPK- School Year Program 05
Pre-K Disabilities 3-5 Half Day 06
Pre-K Disabilities 3-5 07
Pre-K Homeroom HR

Kindergarten through Fifth Grade Periods

Subject Period KG 1 2" 3" 4 5"
Language Arts 01 v 4 v v v v
ESOL 02 v v v v v v
Reading 03 4 v v v v v
Math 04 v v v v v v
Science 05 4 v v v v v
Social Studies 06 v v v v v v
Art 07 v v v v v v
Music 08 4 v v v v v
PE 09 v v v v v v
Foreign LA 10 v v v v v v
KG Conduct 11 v

Functional BS 12 v v 4 4 v v
Study Hall Grades (4 & 5only) | 13 v v
Homeroom HR 4 v v v v v

v/ = Course valid for grade level

When a school is departmentalized, the periods will need to be adjusted to ensure that
each class is being taught in a separate period and room.

The core subjects (LA, Reading, Math, Science and Social Studies) are the courses where
departmentalization typically occurs. Once the teachers are teamed and the subjects each
one will instruct have been identified, the periods will need to be adjusted. This is necessary
to ensure that a teacher is not represented as providing instruction to multiple classes in the
same period. The procedure for departmentalization has been modified to simplify the
process.

Miami-Dade County Public Schools 14
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Setting Up Periods for Departmentalized Courses

The period designations in elementary schools are used to describe a time period when a
group of students is being instructed in a course by a teacher in a specified room. The
period is not tied to a specific time of day and only denotes that the students and teacher
are together for a block of time in the day. Each course section will need to have a unique
period.

Identifying Student Groups for Departmentalization
To identify each group of students, each homeroom involved in the departmentalized

instruction will be assigned a group number. The group number will be used when
assigning periods. [See Example 1.]

Homeroom Teacher Group

401 Ms. Green Group 1
402 Ms. Brown Group 2
403 Mr. Blue Group 3

Situation:

Ms. Green (HR 401) and Ms. Brown (HR 402) will be teamed to cross-teach their two
groups of students. Ms. Green will teach Language Arts and Reading. Ms. Brown will teach
Math, Science, and Social Studies. The periods must be modified to show the teachers with
the different class/group of students in a period/room at one time.

Solution:

Each homeroom (401, 402) of students will be assigned a group number. Each group of
students will be assigned a unique group of periods for each subject. Because the periods
for each group of students are unique, a duplicate period/room is eliminated and will assist
with Class Size compliance. [See Example 1.]

Example 1
Subject Teacher | Room | HR 401 | HR 402
Group 1 | Group 2
Periods | Periods
Language Arts | Green 4001 |01 21
Reading Green 4001 | 03 23
Math Brown 4002 | 04 24
Science Brown 4002 | 05 25
Social Studies | Brown 4002 | 06 26
Miami-Dade County Public Schools 15
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The grouping and assignment of periods can be used for all variations of
departmentalization. It is important to remember that each homeroom section is assigned a
group number. In the example below there are three teachers (Green, Brown, and Blue) in
a team. Ms. Green will teach Language Arts and Reading, Ms. Brown will teach Math and
Science and Mr. Blue will teach Social Studies. [See Example 2.]

Example 2

Subject Teacher | Room HR 401 HR 402 HR 403
Group 1 Group 2 Group 3
Periods Periods Periods

Language Arts Green 4001 01 21 31

Reading Green 4001 03 23 33

Math Brown 4002 04 24 34

Science Brown 4002 05 25 35

Social Studies Blue 4003 06 26 36

Foreign Language and ESOL Period Assignment with Departmentalization

When assigning periods to the Foreign Language and ESOL courses, you must be sure not
to assign a period that is already used for another course. Example: You would not be able
to assign homeroom 402 to Spanish SL class in period 21, 22, 23, 24, 25, or 26 as this
would cause a duplicate period situation. In the example below, homeroom 402 has been
assigned to Spanish SL in period 40. As period 40 is being used for homeroom 402, it
cannot be used for another class taught by Spanish teacher Ms. Gonzalez.

[See Example 3.]

Example 3

Subject Teacher | Room | HR 401 HR 402
Group 1 Group 2
Periods Periods

Language Arts | Green 4001 |01 21

Reading Green 4001 | 03 23

Math Brown 4002 | 04 24

Science Brown 4002 | 05 25

Social Studies | Brown 4002 | 06 26

Spanish SL Gonzalez | 1234 | 10 40

NOTE: Periods cannot go higher than period 80.

NOTE: Please see page 23 for additional information for modifying class periods.

Miami-Dade County Public Schools
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ESE and LEP Course Information Update

The CURRENT ESE COURSES (PF4) and the LIMITED ENGLISH PROFICIENCY
COURSES (J) screens will be updated weekly when ITS runs a process (Crossover) that
will copy the ESE course information from the STUDENTS RECORD / SUBJECTS screen
(PF1) to the PF4 or J screens. This process will update the School, Course #, Employee
Number and Hours. It is critical that students are scheduled into the appropriate courses
for the information to be correct.

Sample CURRENT ESE COURSES (PF4) screen

SI11-22-GoLN CURRCNT CSC COURSCS 04/22/10 18.15.27

STHNFNT TH 3333333 Fla ST T X STATIS A SFX F FTHHTI. H
LEGAL MAME - LAST SAMPLE FIRST STUDENT HMIDDLE BIRTHDATE B8/1Z/83
CURRENT: SCHOODL 5555 GRADE Kb HR SECT KGBP DATE ENTERED 88 /f 28 [/ uy

10 SCALE _  PRIMARY EXCEPTIONALITY _  TRANSPORTATION _  STANDARD DLIP Updated ESE
HUMERUUM 1EACHER PK PRUGRAM _ PRUGRAM EXLP screen after
CURRENT COURSE INFORMATLON HIN/ EMPLDYEE

PRSTRIIH FHP NIIH CNF  RRP  HRS/WFFK WFFK | NL NEE crossover.
77630848 999999 6 81 . B@ @B6B 5555 SA

5555

LAST TRANS: 7 !

Sample LIMITED ENGLISH PROFICIENCY COURSES (J) screen

5DB8-33-66LH LIMITED ENGLISH PROFICIENCY COURSES 04/22/10 18.33.586

SIUDENT LD 3333233 FLO 510 11 5IniUs n SEX N EITHNIL H
LCGAL NAMC: LAST SAMPLD FIRST STUDLNT MIDDLLC DIRTIDATC 11/27/8]
CURRLCNT SCHOOL 5555 GRADLC A1 IIR SCCT 1AS5 DATC CHTCRCD B%/10/87

SURVEY- DATE 88 / 14 / 86 RESPONSES Y Y Y PARENT/GUARDIAN LANG SP STU LANG SP
PRIMARY EXC

ASSESSHMENT: DATE @8 / 14 / B9 OLPS/RLDA SCORE @4 LEP (V/N) Y ESOL LEVEL 3
METROPOLITAN: BRADE RAW SCORE: RDG LANG PERCENTILE: RDG LANG
ENIHY UnIE WY / 14 / Wy BnL15 UF ENIRY N ESUL SEMESIEH M4 LEF SERVILES LY

CXIT DATC 7 / DASIS Or CXIT OLPS/RLDA SCORLC
MFTRNPNI TTAN . RRANF RAW SCNRF. RNR | ANR PFRCFNTTIF . RDR 1A Updated J
RECLASSIFICATION DATE / / screen after

CORE CONTENT AREA C crossover.
SCHL EHP IM HRS/WK HIN/WK SCHL CRSE ene & 1n R 3
NUR NUM NUR NUFM

I 82z . 5@ @158

5555 5@1@@1@ gsagss I @7 . 58 8458 5555 @@8eAAs 111111

LAST TRANS DATC 81/19/80 LCM M'LAN DATC 81/19%/80 CSOL LCVCL UPDATC 85/21/87

Miami-Dade County Public Schools 17
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Entering ESE Pull-out Courses for KG - 08

Because therapy courses such as Speech, Occupational Therapy and Physical Therapy
are not included in the Elementary Academic Programs, they must be entered into the
school’s course offering. The subject code numbers are located in the Curriculum Bulletin | —
Authorized Courses for Elementary and Secondary Schools. To complete this process, the
following steps will need to be taken.

Note: Schools may use any sequence except O, U, and V that has not already been
created on the Master Schedule. You must create a unique sequence for each new subject
to be added.

To create a course, from the COURSE INFO / MASTER SCHEDULE APPLICATIONS
MENU,

AS@1-11-G6LH 04/22/10 11.82.89
CDURSE FD /7 HASTE SIEHEDWLE
Ic IDNS N U

R
n nT nE

.U
o~

SCHUUL HUMBEH bLbbh
SAMPLE ELEMENTARY

CATEGORICAL UPDATE DF COURSE SEQUENCE

CNIRGEC RICORN AND L1 ALRS MAGTIR SEHCTINIT
CURRICULUM BULLETIN INQUIRY

THPIIT FNR CAHFRA RFANY SCHONI CHRRTCHINM RINIFTTN
ELEMENTARY SCHOODLS ACADEMIC PROGRAMS

TEACHER SCHEDULE

ELEMENTARY NRT, MUSIC, P.E. TENCHER INFORANTION

LMNILE SLLLUILUN .. L _

b - Y I R TR I Y

Vv  Type 1 for CATEGORICAL UPDATE OF COURSE SEQUENCE

v Press Enter

The CATEGORICAL UPDATE OF COURSE SEQUENCE screen will be displayed.

Miami-Dade County Public Schools 18
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ASBZ-1Z-G6LH 04/22/10 IB.lH.EBI
CATEGORICAL UPDATE 0 F CODURSE SEQUENTCE

SCHOOL NUMBER 5555
SAMPLE ELEMENTARY

COURSE OFFERING
Al. SHORT OR NO TITLE

AZ. LONG TITLE
A3. 28 CHARACTER TITLE

ENTER SELECTION .. Al
TD SET CONSTANTS FOR SELECTION A1 TYPE ¥Y.. X _

Type A1
v  Type Y to set constants (optional)

v Press Enter

The SET CONSTANT INFORMATION screen will be displayed.

ASB3-22-6G6LH 04/22/10 15.@5.@9
CATEGORICAL UPDATE 0F COURSE SEQUENTCE

TO SET CONSTANT INFORMATION FOR COURSE UPDATES

REPORTING CYCLE 101 . ACTION A .

ACTION: A=ADD, I-INACTIVATE, R=REACTIVATE
* * * * * x* * * x* * * x* * x x* * x k.3 * x

DO YOU WANT TO ENTER THE COURSE TITLE ABBREVIATION?

TYPE ¥ = YES OR N = NO g_

Type the reporting cycle
Type A to add the course
Type Y or N for title abbreviation

4 4 4 4«

Press Enter

The CATEGORICAL UPDATE OF COURSE SEQUENCE screen will be displayed.

Miami-Dade County Public Schools 19
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On the CATEGORICAL UPDATE OF COURSE SEQUENCE screen,

ALSYI-Z1-bbLH 04722710 15 . H¥. 25
CATEGODRICAL UPDATE 0F COURSE SEQUENTLE
RFPT RSF rNURSF Fal
CYCL ACT SEg CODE COURSE-TITLE 'TYP
101 AlS581 776383881 SPEECH THRP_
101 A
101 1]
101 A
101 A
101 A
101 A
101 A
101 A
101
101 A
101 A
101 A
101 A
101 A
101 0
NIPI TEATF CHARACTFR _ '
v  Type the course sequence (ex: S01, T02, etc.)
v Type the course code number
v Press Enter

The message UPDATE COMPLETE will be displayed.
To go to the COURSE RECORD screen,
v  Press PF9

Once the course has been created and the teacher section information has been added to
the Course Record screen (PF9), then the course(s) needs to be entered on the student’s
schedule. [See Updating the Course Record Screen, starting on page 6 and Scheduling
Students, starting on page 29.]

Course Record Screen (PF9)

e The sections will need to be added on the COURSE RECORD screen (PF9).

e The Period will be the same as the course that the student is being pulled out of to
receive the therapy.

e The teacher information must be added to sections.

e Because these pullout courses do not always meet five days a week, minutes per
week must be entered and the days of the week may need to be modified for the
sections. Ex: Speech meets for 30 minutes on Monday and Wednesday. It will be
necessary to enter 0060 for the minutes and space out Tuesday, Thursday and
Friday.
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Course FTE Information Screen (PF14)

The Start Time and End Time for each section must be entered on the COURSE FTE
INFORMATION screen (PF14 from the PF9) screen.

Example: A student receives 60 minutes of Speech per week. The service is provided in
two 30-minute sessions that are held on Monday and Wednesday during the Language Arts
class, which is held from 9:00 to 10:00 a.m. during Period 01.

FTE INFO - PF14 CHNGS = PF15  ADDS = PF16
ASB9-25-G6LH COURSE RECORD 04/22/10 15.43.19
SCHL 5555 CYCLE 101 CRS SEQ S@1 ST A SUB CDE 776383881  TRM LNU A
GRD RESP C ABRV TITLE Spch Thrp
TITLE Speech Therapy: Pk-5

FACILITY TYPE 88 COMPUTER LITERACY LAST UPDT 04/22/10

PER TEACHER SEATS UPD=PF13:
SC S ST MIN |ROOM EMP-HNO NUM NAME DAYS MAX ASS6 #I
81 A B1 A@6l 4818 111111 1MM SAMPLE TEACHER MW aAea AewA

V¥ On the PF9 screen, the section for that Speech Course class will be scheduled to
meet during Period 01 and the days will be modified to meet only on Monday and
Wednesday.

CHNGS - PF15 COURSE RECORD = PFZ23
ASZ29-63-G6LH CDURSE E T.E INFODO 04/22/10 15.43 .48

SCHL 5555 CYCLE 101 CRS SEQ 581 5T A SUB CDE 7763838681 TRR IKD A
GRD RESP C ABRY TITLE Spch Thrp

TITLE Speech Therapy: Pk-5

COMPUTER LITERACY LAST UPDT 04/22/10

PER TIME F.T.E. TEACHER SEATS I g

SC S5 5T ST END | LINE MIN NUM NAME DAYS MAX ASS6 M I
81 A B1 8988 @938) 288 8868 1MM SAMPLE TEACHER MW ga@e8 ApE@

¥ Onthe COURSE FTE INFO screen (PF14) the Start time might be 09:00 and the End
Time 09:30. The time will be multiplied by the number of days on the PF9 screen,
which will equal the 60 minutes of Speech. [Start and End time must be in Military
time.]

These courses will be crossed over to the ESE Courses screen (PF4) each weekend.

NOTE: The Start and End time must be entered in Military Time. Ex. 1:00 p.m. would be
entered as 13:00. i

If students in the same class are pulled out of the same period for the same service |
but the service minutes per week is different, then an additional section with the |
appropriate Days and Time of services will need to be created and the students
scheduled appropriately.
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Updating the Students’ Limited English Proficiency (LEP) Courses

The students must be scheduled into the appropriate LEP courses on the PF1 screen.
These courses will have pre-defined number of minutes and will crossover to the J screen.

Changing Course Minutes on the Course Record Screen (PF9)

The minutes per week spent in each class is pre-defined in the Curriculum Bulletin. Some
course minutes are restricted by the State or the District requirements and cannot be
changed. For Course minutes that can be changed, the minutes must be changed on the
COURSE RECORD screen (PF9). [See list of courses that cannot be changed.]

To change the minutes for a course,

= —————=
FTE INFD = PF14 CHHNGS = PF15 ADDS = PF16
ASA9-25-G6LH COURSE RECHD 04/22/10 18.34.34
SCHL 5555 CYCLE 101 CRS SEQ BB8Z ST A SUB CDE 5818818C1 IND A
GRD RESP C ABRV TITLESESOL
TITLE English for SPEEI(EPS of Other Languages
FACILITY TYPE @@ COMPUTER LITERACY LAST UPDT: 04/22/10
PER TEACHER SEATS UPD=PF13:
SC S ST MIN ROOM EMP-NOD NUM NAME DAYS MAX ASS6 #I
B1 A BS B38@ 1881 111111 1EW SAMPLE TEACHER MTURF @880 QA@ed
¥V  Press PF15 for changes
vV Tab to the MIN (Minutes) column
Vv  Type the appropriate number of minutes
¥  Press Enter

The message UPDATE COMPLETE will be displayed.

School must ensure that the minutes per week meets District requirement for all courses.
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Modifying Class Periods

There are situations where a classroom will appear to be occupied by more students than is
actually in that room during a specified period. This will occur with Foreign Language
(Spanish S, Spanish SL, Haitian Creole, etc.), ESE and ESOL Courses. These situations
will have a negative impact on the Class Size being represented and will need to be
corrected by modifying the period designation on the Course Record screen (PF9).

Once the students have been assigned to an academic program, schools should order a
set of Class Lists, which will provide a list of the students in each Course Sequence /
Section. The Class Lists should be given to the Special Area Teachers. The teachers
should use the Class Lists to identify groups of students that are instructed in the same
room, during the same period, and then return the grouped Class Lists to the office. This is
especially important for the Foreign Language, ESOL and ESE students. Once the grouped
Class Lists have been returned to the office each group should be given a unique period.
[See example below.]

v Situation

Mrs. Gonzalez provides Spanish S instruction to all students in the 2", 3™ and 4™ grades.
Because all the Spanish S classes were created in the same period, it appears that Mrs.
Gonzalez is teaching over 100 students in the same room/period.

v Solution

Using the Class List for Spanish S, the teacher should indicate each group of students that
are seen in the same room, during the same time, and return the Class List to the registrar.
The registrar must assign each student group a unique period. This is important when
students from different homerooms are seen together. Because Foreign Language
courses are used in the Class Size calculation, the student class population must not
exceed the Class Size limits (PK-3 = 18, 4-8 = 22). See example below:

HR Seq/Sec Room Students Subject Teacher Period
201  S02-01 4001 7 Spanish S Mrs. Gonzalez Period 14
202  S02-02 4001 8 Spanish S Mrs. Gonzalez Period 14

Total Students for period 14 = 15

203 S02-03 4001 18 Spanish S Mrs. Gonzalez Period 15
Total Students for Period 15 =18

301  S03-01 4001 5 Spanish S Mrs. Gonzalez Period 16
302 S03-02 4001 6 Spanish S Mrs. Gonzalez Period 16
303 S03-04 4001 7 Spanish S Mrs. Gonzalez Period 16

Total Students for Period 16 =18
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401 S04-01 4001 16 Spanish S Mrs. Gonzélez Period 17
402  S04-02 4001 20 Spanish S Mrs. Gonzélez Period 18
403 S04-03 4001 19 Spanish S Mrs. Gonzalez Period 19

Due to the number of students being serviced, each class was given a unique period

o Total students for Period 17 = 16
o Total Students for Period 18 = 20
o Total students for Period 19 =19

Tools for Verifying Class Size by Teacher/Room/Period

After completing the entry of the sections on the Course Record Screen (PF9),
schools may use the following tools to verify that the Class Size for each room/period is in
compliance or to make period adjustments where needed.

Class Master Seat Inventory (Ordered in Period /Room sequence)

The Class Master Seat Inventory requested in Period/Room sequence will allow you to
identify all of the classes and number of students that are residing in a classroom during a
specific period. To determine how many students are in a period, add the Seats Assigned
column for each period within the room.

Class Size Portal

The Class Size Portal is an excellent tool for identifying class size problems. The Portal
allows schools to identify rooms that are not in compliance. By viewing the room, you will be
able to identify the teacher(s), courses, course sequences, and the students in the room for
a specific period.

NOTE: The period assigned to a group of students must be different from the
periods of the period assigned to the courses on the students’ schedules.
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Tools for Assigning Periods to Special Area Teachers
Viewing the Teacher Schedule

To assist with assigning periods to the special area teachers, schools should use the
Teacher Schedule screen in ISIS. The following information should be used when
determining period assignment.

e Room

e Period From and To

o Seats Assigned

e Course Sequence/Section

In the example below, there are two sequence sections in room 0070 during period 11 with
a total of 19 students. Both courses are for second grade and total 19 students. This course
is over Class Size compliance as there should be no more than 18 students in second
grade.

PRESS ENTER FOR MORE COURSES PRESS PF17 TO VIEW SUPPLEMENTAL INFO
AS15-26-X20J TEACHER SCHEDULE 02/11/10 07.19.08
ENTER TEACHER®"S EMPLOYEE NUMBER... 000000 NAME. .. SAMPLE TEACHER

TEACHER NUM... BOW

ENTER CYCLE... 101 TERM... 2 PAGE 01
SUBJECT SUBJECT NUM START END PER DAYS SEATS COURSE

CODE TRM ABBREV ~ ROOM TCH TIME TIME FR TO MET ASSGN SEQ-SECT SCHL
5007020D2 A Span-SL 0070 0000 0000 10 MTWRF 0023 J02-01 0001
5007020D2 A Span-SL 0070 0000 0000 11 MTWRF 0018 J02-02 0001
5007030D1 A SpanSpeak 0070 0000 0000 11 MTWRF 0001 NO6-02 0001
5007020D2 A Span-SL 0070 0000 0000 12 MTWRF 0024 J02-03 0001
5007020E2 A Span-SL 0070 0000 0000 13 MTWRF 0021 JO03-01 0001
5007020E2 A Span-SL 0070 0000 0000 14 MTWRF 0018 J03-02 0001
5007020E2 A Span-SL 0070 0000 0000 15 MTWRF 0018 J03-03 0001
5007020F2 A Span-SL 0070 0000 0000 16 MTWRF 0019 J04-01 0001
5007020F2 A Span-SL 0070 0000 0000 17 MTWRF 0025 J04-02 0001
5007020F2 A Span-SL 0070 0000 0000 18 MTWRF 0021 J04-03 0001
5007020G2 A Span-SL 0070 0000 0000 19 MTWRF 0023 J05-01 0001
5007020G2 A Span-SL 0070 0000 0000 20 MTWRF 0020 JO05-02 0001
5007020G2 A Span-SL 0070 0000 0000 21 MTWRF 0019 JO05-03 0001
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Student Scheduling

Student Academic Program Assignment

Prior to assigning students to their academic program, the following steps must be
completed:

Students
¢ Students must be assigned to a homeroom section

Course Information

e The COURSE RECORD screen must be updated with:

o Period

Minutes
Room Number
Teacher Employee Number
Teacher Number (same as the homeroom section identifier)
Teacher Name

O O0OO0OO0Oo

Once the updating of the information above is complete, then schools should proceed by
entering the students into academic programs. There are two methods to enter a student
academic program.

1. Mass Elementary Programs screen — Using the Mass Elementary Programs
screen allows the entry of academic programs to multiple students at one time.

2. Student Record/Subjects screen — This method allows the entry of an academic
program to a single student.

Both of these methods are discussed on the following pages.

When entering Student Academic Programs prior to Rollover, schools will sign
on using the “Y” for Future School Activity on the main ISIS Menu screen. After |

the Rollover process is complete, the Future School Activity will no longer be |
available and schools will sign on as Current. :
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Student Scheduling

Academic Program Viewing

Specific courses within each program may be viewed through the ELEMENTARY
SCHOOLS ACADEMIC PROGRAM application. On the ISIS main menu screen,

1515-11-66LH 04/22/10 11.uH4.2H
minannil nnneE LUUDNITY PUBL 1L SCLHUDUDLS
INTEGRATETD STUDENT INFORMATION SYSTEM
SCHOOL NUMDCR .. 5555

THF FNI I NUTHR FHNCTTARS ARF AVATI ARIF -

STUDENT DATA BASE SYSTEM

DAILY ATTENDANCE

SCHOOL INFDRHMATION

COURSE INFD / MASTER SCHEDULE
ONLIKE REPDRT REQUEST SYSTEM
UELU - D.U.E. LURRELILUN SY¥YSIER

=T TR

CNTCR SCLCCTION WUMDLR .. OPCRATOR INITIALS .. MIS

SHARFN SCHANI ACTTVTTY, KFY 'v' .

SUHHER SCHOOL ACTIVITY, KEY 'v'

FUTURE SCHOOL ACTIVITY, KEY '¥' .

SECOND SHIFT ACTIVITY, KEY '¥' ..
HELP WITH CODES = PAZ KEY

EXXE FUTURE SCHOOL EXXE

v Type 4 to select COURSE INFO / MASTER SCHEDULE
v  Type Y on the FUTURE SCHOOL ACTIVITY
v Press Enter

On the COURSE INFO/MASTER SCHEDULE APPLICATIONS MENU screen,

ASH1-11-bL6LH 04722710 11.4Z.4Y
LUUHDSLE INFU / MAOYS T ER SLHEDULE
APPLICATIDODNS MEHNU
SCHOOL NUHBER 5555
SAMPLF FLFMFNTARY

CATEGORICAL UPDATE OF COURSE SEQUENCE

LUURSE RELURD AND LCLASS MAS TER SUCHEDULE
CURRICULUM BULLETIN INOUIRY

INPUT TOR CAMCRA RCADY SCHOOL CURRICULUM DULLCTIN
CLCMCNTARY SCHOOLS ACADCMIC MROGRAMS

TFACHFR SCHFETIIF

FIFHFNTARY ART, MISTE, P_F. TFACHFR THFNRHATTON

ENIER SELECILUN .. % _

v Type 5

bt =2 T S B TR )

v Press Enter

The ELEMENTARY SCHOOL ACADEMIC PROGRAM screen will be displayed
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On the ELEMENTARY SCHOOL ACADEMIC PROGRAM screen,

E5£1-11-G6LH ELEMENIARY SUHUUL ALADEMIL PRULHAM 04/22/10 ll.Hh.ZUI

GRADE B4 PROGRAN B2
LANG ART

HMATH

BENERAL
FINC ARTS
PHYS FTI.

ESOL

ELELTLIVES

ELECTIVES

* RETURN - CLEAR KEY

v Type the grade level
v Type the program number
v  Press Enter

The subjects for the grade level and program entered will be displayed.

F5?21-11-RAlH FI FHFNTARY SCHONI ACANFHTE PRORRAM 04/22/10 11_A7 AR

GRADE 84 PROGRAM 82 STANDARD SUBJECTS, W/WORLD LANGS
LANG ART 5@1@@48F1 @150 saipeser1(@4se
Lang Arcs Readqk lem

FNIH LH1ZW6HE1 HIHY .\
MathGrad4

GENERAL 58Z@88AF1 8158 SBZ108BF1 A158@

Srienrce Snr Skny)

FINE ARTS ©5SE810888F1 68898 S813086F1 @B9@
Aarl Husic

PHYS ED. SE15@1@F1 @158
Phys Ed

ESUL

CLCCTIVCS 5See7az2er? e158 L4p0e8ere aeaa
Span-5l1 F1pmHmRm
FIFCTTVFS

¥ RETURN - CLEAR KEY

Each subject area has been assigned a specified number of minutes per week in which the
subject is to be taught. In some cases, schools may follow a different time frame and the
minutes per week may need to be altered. The altering of minutes per course must be done
on the COURSE RECORD screen (PF9) using the process described earlier. [See page
for instructions on how to alter the minutes per course.]
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Scheduling Students

All students must be given a schedule in ISIS. The student schedule may be entered on the
STUDENT RECORD/SUBJECTS (PF1) screen or on the MASS ELEMENTARY

PROGRAMS screen.

Mass Updating

To access the MASS ELEMENTARY PROGRAMS screen, on the ISIS main menu screen,

SCHOOL NUMBER .. 5555
IHE FULLUWINL FURLCILUNS ARE AVALLABLE -

STUDENT DATA BASE SYSTEM

DAILY ATTCHNDANCLC

SCHOOL INFORHATION

FANRSF THFAN / HASTFR SCHFTINF
MHI THF RFPNRT RFNIFST S¥STFM
DECOD - D.0O.E. CORRECTION SYSTEM

A AWM

ENIER SELELCIIUN NUMBEH .. _ UPERNIUR LHLILINALS .. M1S
SIARCD SCHOOL ACTIVITY, KLY
SUMHMCR SCHOOL ACTIVITY, KLY
FITIIRF SCHONI ACTTVTTY, KFY _** FITHRF SrCHONI E3 23
SFCNNT SHTFT ACTTIVITY, KFY
HELP WITH CODES - PnZ KEY

ol e

=<l |

TST5-11-RAl H 04/22/10 11_RA.7A
HIAMKI-DADE COUNTY PUBLTITC SCHDDLS
INTEGRATETD STUDENT INFORHMHATION 5S5Y¥STEHN

v Type Y on the FUTURE SCHOOL ACTIVITY
v Press PF1

The STUDENT RECORD/SUBJECTS screen will be displayed.
v  Press Clear

The ACADEMIC INFORMATION MENU will be displayed.
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On the ACADEMIC INFORMATION MENU screen,

A519-13-GGLII TUTURC SCHOOL INFORMATION 04/22/10 11.48.19
STUDENT DATA BASE SYSTERMN
ACADENIC INFORMATION MENLU
SCI0OL NUMDCR 5555
SAMPLF FLFMFNTARY
1. ACADEMIC GRADE ADJUSTMENTS A, DISPLAY/UPDATE STUDENT SUBJECTS
Z. mMASS STUDENT SCHEDULING B. PRINT STUDENT SUBJECTS
J. CLASS CIANGLS C. PRINT STUDCNT GRADC RCPORTS
4. CLASS ADDS D. FORGIVENESS PROGRAM UPDATE
5. GRADE PROMOTION STATUS E. FORGIVENESS PROGRAM AUDIT
G. MASS CLASS ADDS TFOR SUMMCR I. MISCCLLANCOUS ACADCHMIC INFO
7. TRANSITIONAL STUDENT 6. ISIS/TRACE/VACS STUDENT RECORD/SUBJ
8. MASS ELEMENTARY PROGRAMS
J. VACS CREDITS TRANSFERRED
K. SCHOOL-TO-CAREER INITIATIVES
ENIER SELELIIUN NUMBER 3 -
v Type 8 for MASS ELEMENTARY PROGRAMS
v Press Enter

The MASS ELEMENTARY PROGRAMS screen will be displayed.

AS?7-3R-RAIH 04/22/10 13_35.725
MASS FI FHFNTARY PRNRRAHS

CYCIF PRNGR#AH NIHRFR
ENTER PROGRAM NUMBER TOD SET CONSTANT
IF HO COWSTANTS ARE NEEDED SIHFLY PRESS ENTER

STUDENT PROGRAH
1D NUHBER

On the MASS ELEMENTARY PROGRAMS screen, two options are available:

1. Entering ALL of the students into the SAME program number.
2. Assigning EACH student a DIFFERENT program number.
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To enter ALL of the students into the SAME program,

N5ZZ 34 bbLH

IT NO CONSTANTS

55 ELEMENINKY PRULHAMS
CYCLL 101 MROGRAM NUMOCR B2
CNTCR PROGRAM NUMDCR TD SCT CONSTANT

STINMFRT PRNGRAH
m NIIMRFR

04/22/10 3.35.450

ARC NCCDCD SIMPLY MRCSS CHTCR

Using the completed Student Academic Program Assignment Worksheets,

v Type
v  Type
v  Press

the cycle
the program number

Enter

The PROGRAM NUMBER column will be filled with the program number entered. The
cursor will be positioned in the STUDENT ID column.

ASR?Z7-3R-RAIH 04/22/10 9 13.35.75

MASS ELEHENTARY PROGRAMS

CYCLE 101 PROGRAM NUMBER 82
CHNTCR PROGRAM NUMDLCR TO SCT CONSTANT
IT NO CONSTANTS ARC MCCDCD SIMPLY PRCSS CHTCR

STUDENT PROGRAM
ID NUMBER

- 1234567 uz
uz

uZz
az
az
az
az
az
az
az
az
Az

v Type the students’ ID numbers
When finished,
v  Press Enter

The message UPDATE COMPLETE will be displayed.
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To assign EACH student a DIFFERENT program number, from the MASS ELEMENTARY
PROGRAMS screen,

04/22/10 13_35.75

AS?7-3R-RAI H
HASS FI FMFNTARY PRNRRAHS
N e
cvri® 101 PRNRRAM NIMRFR __ Blank

ENTER PROGRAM NUMBER TO SET CONSTANT
IF HO CORSTANTS ARE NEEDED SIHPLY PRESS ENTER

STUDENT PROGRAH

I In I HUHMBER

v Type the cycle
Leave the PROGRAM NUMBER field blank.

v Press Enter
The cursor will move to the STUDENT ID column.

v  Type the student ID number

The cursor will move to the PROGRAM NUMBER column.

Using the completed Student Academic Program Assignment Worksheet,
v Type the appropriate program number for the student
Continue entering the student ID’s and program numbers.

When finished,

v Press Enter

The message UPDATE COMPLETE will be displayed.

Miami-Dade County Public Schools 32
Information Technology Services — March 2010



Student Scheduling

Individual Student Updating

This method allows the entry of an academic program to a single student. You must access
the STUDENT RECORD/SUBJECTS screen in ISIS.

To access the STUDENT RECORD/SUBJECTS screen in ISIS, on the ISIS main menu,

v  Type Y for FUTURE SCHOOL ACTIVITY
v Press PF1

The STUDENT RECORD/SUBJECTS screen will be displayed.

A514-31-66LH STUDENT RECORD /SUBJECTS 04/22/10 15.34.15
STUDENT ID 1234567 SCHOOL GRADE HR PRO ST SCHL CD
NAME SEX 0-PHASE ADD SCHL CD
BIRTHDATE
LAST SUB UPDT RECODRD UPDT LAST GRD UPDT

REFUR LN LYLLE 101 GRALULNL PERLUN
LYULE IUINL NBSENUES LYLLE 1UINL INHDLES
TERH 1 PROGRAM NO. TERM 2
GRADLC IR GRADLC IR
r

SCIL SCO/SCC CRS NUM TRH TITLLC ROOM TCACHCR 1224 G

%% KEY UESIHED LRAULNG PER ¥x PALE FURWAKL = ENIER

v  Type the student ID number

v Press Enter

The message PRESS PF16 TO SCHEDULE ELEMENTARY PROGRAM will be displayed.
mnmw PROGRAM

v Press PF16 ns =175 0 B J E L | 5 04/22/10 b.74.44
STUNFNT TN 1734567  SCHO 55 RRATF A3 HR PR ST SCHE N
NAME SAMPLE  STUDENT SEX H ADD SCHL CD
UIKINDAIL B//82/81

The SCHEDULE LAST SUB UPDT @8/88/88 RECORD UPDT 81/38/89 LAST GRD UPDT ©8/88/88

ELEMENTARY

; RCPORTING CYCLL 101 GRADING PCRIOD

PRO_GRAM screen will CYCLE TOTAL ABSENCES CYCLE TOTAL TARDIES

be displayed. PRUGHAR NU.
RRANF A3 HR 3A3

F

SUHL  SEU/SEL LHS NUR IHM ILILE sp RUUM IENLHER 1234 &
%% KLY DLS LKLY GHAUING I'LK
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Using the completed Student Academic Program Assignment Worksheet,

ASZ21-33-G6LH SCHEDULE ELEMENTARY PROGRAM 04/22/10 5.23.84

ENTER ELEMENTARY PROGRAM NUMBER az_
AND PRESS ENTER KEY

v  Type the appropriate program number for the student

v Press Enter

The STUDENT RECORD / SUBJECTS screen will be displayed and updated with the
courses for the program number entered.

Repeat the process for all the students being individually updated.

NOTE: Prior to grading Period 1, a student schedule can be deleted by pressing PF18.

You will then be able to use the screen above to enter a new program number.

Schools should order the following reports through the ONLINE REPORT REQUEST
SYSTEM to verify information entered:

o Student List — alpha/homeroom/grade. Verify that all students in your school
have an academic program.

e Student Locator — alpha/homeroom/grade. Verify that the student’s classes are
correct and the correct teacher's name appears.

o Class Master List/Seat Inventory — period/teacher. Verify that the teacher’s
names are correct, and that no invalid or missing employee numbers appear at
the end of the report.

Confirmation of Elementary/Secondary Report Card Processing
The grade reporting survey will be sent to each school by Support Services prior to the file

freeze (for the first grading period). Schools must complete and return this survey to receive
grade reporting products.
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Verifying and Updating Student Programs

Student List
The Student List contains the following information:

Student ID Number

Student Name

Sex/Ethic Codes (S/E)

General Information (GEN INFO). Is an optional item on the student record for
school use.

Current School Information

School Number (SCHL)

Grade (GR)

Homeroom (HR)

Cycle (CYC) — Yes or No

Shared School (SHR SCHL)
Shared School 2 (SHR2 SCHL)
Summer School and summer Grade
Future School and Future Grade

This report should be used to verify that:

All students enrolled in the school are on the ISIS file;

All students have the correct grade level;

All students have the correct homeroom section;

All students have been assigned an academic program. If a student has been
assigned an academic program, the “CYC” (cycle) column will display “YES”; if no
academic program is assigned, “NO” will be displayed. Schools should assign all
students with “NO” an academic program either by using the individual STUDENT
RECORD/SUBJECTS screen PF1, or by using selection 8, MASS ELEMENTARY
PROGRAMS on the STUDENT DATA BASE SYSTEM ACADEMIC INFORMATION
MENU.

This report should be ordered in Alpha within Homeroom within Grade sequence. Schools
may order this report through the ONLINE REPORT REQUEST SYSTEM in Student ID,
Alpha, Alpha/Grade, Alpha/Homeroom/Grade or Alpha/Homeroom sequence.
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Verifying and Updating Student Programs

Class Master List/Seat Inventory

This report is a listing of all of the classes offered by the school. The information for each
course is displayed under the following headings:

Course Sequence/Section (SEQ SEC) The computer codes representing each
class.

Status (ST) of the class A = Active; | = Inactive

Subject Code

Subject Abbreviation (SUBJECT ABREV).

Teacher Number (TCH NUM) The teacher designation used for sorting.
Employee Number (EMP NO)

Teacher Name

Number of Teachers (NUM TCH) An optional field for team teaching.
Room Number (ROOM NUM) Room number is required.

Order An order optional field used to indicate the order within the day when a
special teacher (art, music) teaches a class.

Days (MTWRF) Days of the week that the class meets. An optional field used to
indicate the day that the special teacher teaches a class.

Maximum Seats (MAX) The number of seats available for a class.

Seat Assigned (ASSG) The actual number of students assigned to a class. As
changes are made to student’s subjects, this number will automatically increase or
decrease.

Computer Literacy (COM LIT)

Grade Responsibility (GRD RSP) This field will contain a “C”. This indicates that
separate grade reporting forms are produced for each subject.

Shared School (SHRD SCHL)
Team (TEAM GR/NO)

Schools should use this report to verify teacher employee numbers and names. If there are
errors, schools must make the corrections on the COURSE RECORD screen, PF9. It is
suggested that the report be ordered in Teacher Number order and Course Sequence
order. To verify the number of students in a room by period for Class Size, order the report
by Period/Room. Additional copies and sequence of this report may be ordered through the
ONLINE REPORT REQUEST SYSTEM.
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Verifying and Updating Student Programs

Changes to the Course Record Screen

All necessary changes or additions to the Master Schedule must be completed on the
COURSE RECORD PF9 screen. Schools can access this screen by pressing the PF9 key.

From the PF9 screen,

v Type the cycle (091, etc.) and course sequence (A01, A02, etc.)

v  Press Enter
All sections assigned to the course sequence entered will be displayed.

CADDS = PT16 D

FTC INFO = 'ri4 CIINGS = Pris

ASB9-25-G6LH DURSE RECDOR 04 T8y Z3.49
SCHI 555 ST A SIR CTF SA1Rg TRH THD A

RRM RFSP IT A

RY TTTIF 1 ang Arks

FACILITY TWE COHF R LITERACY LAST UPDT: 88/27/88

PER TEACHER SEATS UPD=PF13:
5005 51 MIN RUUM EMP-NU  NUM NAME DAYS  MAX  ASSE L
¥l n Ul H15¥ 4144 111111  3MY SAMPLE IEACHER MIWKE  WHYH BH1Z

82 4 81 8158 4185 227227 JTU SAMPLE TEACHER MTURT @888 8815

81 4 81 8158 4186 113332 JHM SAMPLE TEACHER MTURT @888 8811

84 A 81 8158 4188 444444  3HP SAMPLL TCACIICR HMTURF @888 8811

A5 A At A15A 41A9 555555  3CR SAMPLE TEACHER MTURF AARR AR11

6 A 01 8158 237 666666 3IL SAMPIF TFACHFR MTURF @888 8889

87 91 8158 MTURF @888 8888

LE: p 8158 MTURF @883 B@RA

B9 a1 NMTURF @883 B8RA

1M 3l Inactivate sections not in use MIVKE  WUHY UMWY

(without students) to prevent

them from displaying on reports.

To change information,
v Press PF15

v Type over the information to be changed

v Press Enter

The message UPDATE COMPLETE will be displayed.

To add information,
v Press PF16

v Type the starting period (PER ST) required

the starting minutes (TIME ST END) required
the room number (ROOM) required

the employee number (EMP-NO)

the teacher number (NUM)

the teacher name (NAME) optional

the maximum seats (SEATS MAX) optional

v Press Enter

The message UPDATE COMPLETE will be displayed.
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Verifying and Updating Student Programs

Transaction Change Report

This report is a listing of all transactions, which were processed by the computer. It is most
important that this report be reviewed by the person responsible for data entry. The
information will be displayed under the following headings:

Message Number (MSG NUM) For ITS informational purposes only.

Student Name This area will contain the student name, grade, homeroom
section, student ID number, document number (ITS use), employee number,
effective date and authorized by.

Report Cycle Reporting cycle for which transaction was performed.

Course Sequence and Section (COURSE SEQ-SECT)

Change Code ADD, NOTIFICATION, CHANGE, OR DELETE will appear in this
column; however, during grade reporting another message will appear.

Change Field ISIS field where data has been added, changed, or deleted.
Change To/Change Form An explanation of the changes that have taken place.

Warning Message/Action Taken All discrepancies will be noted under this
column and each message must be reviewed.

Messages with preceding asterisks (**) have been rejected during the computer processing
and must be reviewed. If no review is made, the student files may be inaccurate.
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Student Record/Subjects

The STUDENT RECORD/SUBJECTS screen may contain a maximum of 18 subjects.
When a student is assigned subjects and is subsequently withdrawn, the subjects remain
for the new school to review.

. If the subjects displayed on the screen have been assigned grades, the school
should not delete the subjects. Schools should change the existing class to the
correct class for their school.

. If the subjects displayed on the screen have not been assigned grades, the school
may delete all subjects and re-program the student.

All corrections to the student subjects must be done on the STUDENT RECORD/
SUBJECTS PF1 screen.

v  Type the student ID number

v Press Enter

All the student subjects will be displayed.

A514-11-GoLN STUDCNT RCCORD/SUDJLCCTS 04/22/10 18.25.81
STUDENT ID 1234567 SCHOOL 5555 GRADE 82 HR 2IT PRO ST P SCHL CD

NAHE  SAMPLC ST~ SEX H ADD SCHL CD
RTRTHTNATF A7 /A7 /A1

I 45T SIR IPNT  A9/A4/RR RFCORD NPT  RA3/?27/R9 I 45T RRN IIPNT  AR/ARSAR
REPORTING CYCLE 101 GRADING PERIODD _
CYCLE TOTAL ABSENCES @@z CYCLE TOTAL TARDIES @@5s

PRDGRAM NO. 83

F

S5LHL N LRSS HUR IKA 11ILE Bl RUUM IEALHER 1734 b
LFaY ] S4UHHHHLY A ElemHmRm HR 4113 SAMPLE
.F4-1 ] LUIHWAHIE N Lang nrcs W1 4113 SAMPLE
BZLg pa1861801 i ESOL a5 4113 SAMPLE
8.9 f18a%naDC #A ReadoClem 80 4113 SAMPLE
az5e B1z2848DC A MathGradz 1] 4113 SAMPLE

5 82@d@aanrC A Science 10 4113 SAMPLE
Az5e hBZ1888DE f Soc Study 22 4113 SAMPLC

AZ5A SARTAARTI A Ark ?7 5174 SAMPLC
A?5A 4/ SA13RAATI A Husin 9 5177 SAMWPLE
azs5e 34 581581801 # Phys Ed 31 4113 SAMPLF
=x KEY DBSIF GRADING PER *x PAGE FORWARD - ENTER

v  Press PF13 to release the cursor
v Type over the sequence (SEQ) and section (SEC) to be changed
v  Press Enter

The message UPDATE COMPLETE will be displayed. If grades have already been
assigned the message, PRESS PF17 TO CHANGE/DELETE CLASS WITH GRADE will be
displayed.

NOTE: After the first grading period, if the student program changes, the appropriate

program number should be updated in addition to changing course sequence and
section.
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Academic Grades

In kindergarten, the valid academic grades are E, S, M, U, and G. These grades may only
be used for kindergarten students. In grades 1-6, the valid academic grades are A, B, C, D,
and F. Schools should reference the Student Progression Plan for specific guidelines.
Effort Grades

In grades 1-6, the valid effort grades are 1, 2, AND 3.

Conduct Grades

In grades 1-6, the valid conduct grades are A, B, C, D and F.

Comments

Schools will enter a comment code in the Comment 1 (Final) and Comment 2 (Final)
columns in the Electronic Gradebook.

Comments Special Considerations

. When comment numbers 2, 31, 43, 44 or 46 are used, the computer will allow the
teachers to omit the academic grade without producing an error.

. Comment 29, Grade Withheld Pending Parent/Teacher Conference, is not
applicable during the fourth grading period due to Board Rule, which prohibits
withholding of final grades.
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Grading Procedures — Electronic Gradebook

At the end of each grading period, the Gradebook Manager will perform an upload of
grades to ISIS. Two days prior to the end of the grading period, Gradebook imports from
ISIS will be frozen. This means that any changes made in ISIS after that time will not
appear in the Gradebook until the Gradebook imports from ISIS are resumed.

Academic Grades

In kindergarten, the valid academic grades are E, S, M, U, and G. These grades may only
be used for kindergarten students. In grades 1-6, the valid academic grades are A, B, C, D,
and F. School should reference the Student Progression Plan for specific guidelines.

If an academic grade is intentionally omitted, an applicable comment MUST be entered in
the Required Assessments (Electronic Gradebook) for the subject where the academic
grade is being omitted. [See the Comments section for the appropriate comments.]
Omission of both the academic grade and the appropriate comment creates an error that
must be resolved by the teacher and the data entry person in the office. The errors are
identified on the Report Card Exception Listing.

Grade Changes after Gradebook Upload

Grade changes that are made in the Gradebook after the grades are uploaded WILL NOT
automatically update ISIS. Grade changes/updates will need to be made in both the
Gradebook and ISIS.

Final Grade

The Electronic Gradebook is configured to automatically calculate a final grade. Teachers
must review the grades for accuracy and overwrite the grade (if necessary) in the

Gradebook prior to the final upload of grades to ISIS.

Additional information regarding the Electronic Gradebook is available at:
http://gradebooksupport.dadeschools.net/.
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Grade Reporting Reports

After the Kindergarten/Elementary Gradebook Uploads have been processed, ITS will
produce the following reports. In order to receive any of the following reports, schools must
complete the REPORT CARD QUESTIONNAIRE that will be sent to each school. On this
questionnaire, the school can specify the number of copies and the desired sequence of
each report.

e Report Cards — Student copy only.

e Perfect Attendance Letters — A letter for those students that had perfect
attendance for that grading period.

o Student Grade Report — this report lists each class and the grades received.
o Exception List — This report lists those students that did not receive a grade.

o Grade Proof List — This list provides the teacher with a list of all students in a
given class and includes the academic grade.

o Improvement Needed List — This report shows which students received an
academic grade lower than “C” in any given subject.

Schools must provide a sort sequence for these reports. In order to receive these reports
alpha within the homeroom teacher, schools should select Alpha/Homeroom/Grade.
Schools may select other sequences if necessary.

NOTE: Perfect Attendance Letters will be produced in the same sequence as the

reports cards. Schools have the option to request an alternate sequence.
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Student Academic Program Assignment Worksheet
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Appendix

Course Teacher Assignment Worksheet

AWYN % ¥3HOV3L # 33A0TdW3I HOOY
¥3IHIV3L HILIVIVHO-§ 1I9[Q-%
FHVN # ¥3HIV3L # JIA0TdW3 HOOY
¥3HIVIL HIALIVYVHI-§ 1lIJI0-2
3 (ON 39Vd

[05252ET1 ON 1INAONd

juemdoreAeq eSenBueq

JLIL Q3 LVIAINEEY

juswaoTeasq o6Eensueq

3UTL QILVIAINEGY

133HSAYOM INIWNOISSY ¥IHIVIL ISNNOD
ST00HIS JI7ENd ALNNOI 3IAVA- IWVIK

[80%00105

3000 1o3arens

Jdovo010S

3403 1o3rens

cev

D3S-S¥I  T3IA3T 3avH

Tov

D3IS-S¥I

T3A37 3ava9

T00HIS 31dWYS SSSS :100HIS

oLtZoibo

31va

Appendix 2

Miami-Dade County Public Schools

Information Technology Services — March 2010



	Elementary Scheduling

	Table of Contents
	Introduction
	Scheduling, Class Size, and Electronic Gradebook
	Class Size vs Scheduling
	Co-Teaching Teams
	Student Scheduling Impact on Electronic Gradebook


	Elementary Grade Reporting Overview
	Establishing School's Homeroom Sections
	Verifying and Correcting Student Information in ISIS
	Student Information List
	Establishing Student Academic Programs
	Student Academic Program Assignment Worksheets
	Establishing Schools's Course Offering and Master Schedule


	Updating the Course Record Screen
	Co-Teaching
	State Definition
	Adding a Co-Teacher to the Course Record Screen
	Adding a New Section that Requires a New Co-Teacher

	Departmentalization
	Departmentalization Data Entry
	Setting Up Periods for Departmentalized Courses

	ESE and LEP Course Information Update
	Entering ESE and Pull-out Courses for KG-8

	Course FTE Information Screen (PF14)
	Updating the Students' Limited English Proficiency (LEP) Screen
	Changing Courses Minutes on the Course Record (PF9)
	Modifying Class Period
	Tools for Verifying Class Size by Teacher/Room/Period
	Tools for Assigning Periods to Special Area Teachers


	Student Scheduling
	Student Academic Program Assignment
	Academic Program Viewing
	Scheduling Students
	Mass Updating
	Individual Student Updating
	Confirmation of Elementary/Secondary Report Card Processing


	Verifying and Updating Student Programs 
	Student List
	Class Master List/Seat Inventory
	Changes to the Course Record Screen
	Transaction Change Report

	Grading Procedures
	Student Record/Subjects
	Academic Grades
	Effort Grades
	Conduct Grades
	Comments
	Comments Special Considerations

	Grading Procedures - Electronic Gradebook
	Academic Grades
	Grade Changes after Gradebook Upload
	Final Grade
	Grade Reporting Reports


	Appendix
	Student Academic Program Assignment Worksheet
	Course Teacher Assignment Worksheet




