Data Pipeline: Four Day School Week Application Directions

Step 1:
Log into Data Pipeline.  If you do not have a login get with your district LAM.  The LAM controls the district access to all of the collections and grants the access you will need for the directory. Your LAM should look for DIR when assigning the directory groups.
https://cdeapps.cde.state.co.us/index.html 
Step 2:
Once you are in the Data Pipeline select directory on the left.  Then press the green “Enter Directory Information” at the top of the page.
Step 3: 
Choose the Request Four Day Week tab once you are in the directory for your district.
Step 4:
In the white box next to “When was the first year of the four-day week?”  Type in the first year your district had a four-day school week.  If you do not know please put in your best guess as to when your district went to a four-day school week.  Example: 1984
Step 5:
“Are all schools on the four-day school week?”  This is a YES or NO dropdown selection.  
Step 6:
“Individual schools if not all schools are on four-day school week.”  Put a “Y” next to any school that is on 4 day school week.  If the school has a 5 day schedule or operates over 160 student contact days please put in an “N” in the field.
Step 7:
“Day of the week not in session on four-day school week?”  Put in the day of the week that your district is not in session.  
Step 8:
“Actual number of school days scheduled.”  Put in the number of student-teacher contact days.
Step 9:
“Number of hours scheduled: Elementary (cannot be less than 990)” Type in the number of hours scheduled.
Step 10:
“Number of hours scheduled: Secondary (cannot be less than 1080)” Type in the number of hours scheduled.
Step 11:
“Date current year calendar adopted by local board.”  Type in the date the board approved the school district calendar.
Step 12:
“Please list specific reasons for making application this year.”  Enter in a complete answer to why your schools/district are on a four-day school week.  The responses are submitted to the Commissioner of Education for review. 
Step 13:
[bookmark: _GoBack]Once you are complete press “Save” at the bottom of the page.  You are now done.

