COLORADO School Discipline and

Department of Education Attendance Data Collection
Process Manual

Overview

This documentis provided as a resource for districts to complete the Data Pipeline School Discipline and Attendance
(SDA) periodicdatacollection. The purpose of the SDA collectionisto capture: (1) the count of students disciplined
based on the type of incident (behavior of the student); (2) the demographics of the students disciplined; (3) the count
of students that brought or possessed afirearm with the action taken forthose incidents and (4) the attendance
informationforeach school. Inthe eventthere are no reportable behaviors orfirearmincidents foraschool to report,
LEAs will utilize the “No Reportable Incidents” tab within data pipeline.

Identity Management Roles

An Identity Management Role must be assigned by a Local Access Manager (LAM) for district respondent(s) priorto
having accessto the SDA data collectionin Data Pipeline. Contactyour LAM and ask to be assigned to the appropriate
role. You mayonly be assignedto one role for SDA.

Identity Management Role Enables User to:
I SDA~LEAAPPROVER Finalize, Submit, Modify and View Data
SDA~LEAUSER Submit, Modify and View Data
SDA~LEAVIEWER View Data

File Information

For the SDA data collection, thereare 4 separate files to be submitted. Information pertainingto (1) the file formats
allowedindatapipeline, (2) detailed information on each of the 4 files and (3) creating the filesis providedin this
section.

File Format
e Submitfileswith extensions of: csv; txt; xlIs;or xlsx
0 Pipeline onlyacceptsfield delimitersof:, | ~

e Include aheaderrow inthefirstrow of each file
e Includeleadingzeros (0) forrequiredfields (forinstance 01 or 02 for gender)
e Savefilesforreferenceand perhapsre-loading

e Do notinclude non-numeric/non-letter characters (exceptunderscore)in file names as they can cause problems
due to the fact that they have special system meanings. #isone of them.

e Do notinclude spacesinfile name
e Do noteditatextfile with Excel; you may lose preceding zeros
e Do notinclude anyblanklinesin file
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File Types

There are 4 separate data files for this collection. The file layout documentation and definitions are accessed at:
http://www.cde.state.co.us/datapipeline/schooldisciplineattendance. These files are listed and summarized below.
Please note, the files will now be required to be uploaded in the following order:

e DisciplinebyAction

e Disciplineby Student Demographic

e Firearm (GFSA) Discipline

e Attendance Data

Discipline by Action File
e Countof behaviors by school
0 Most severe action taken perbehavior
0 Only1 studentperbehavior
0 ReferralstoLaw Enforcementreportedin addition to mostsevere action taken if applicable
e Onlyreportthose behaviorsthat meet the definitions found inthe file layout documentation
e Each behaviorhasa code associated with it
0 Avrecordwill beincluded perbehaviorandschoolif applicable.
o [fthere were nodisciplinary behaviorstoreportfora school or schools, please reference No Reportable
Incidents

Discipline by Student Demographic File

e Onerecord persubsetof students disciplined by school

o Detailed demographicinformation on students disciplined:
0 Ethnicity/Race

Gender

Grade Level

IDEA/Special Education Status

Section 504 Status
O ELL Status

e Countof Students by Demographic Details and Action Taken

o [fthere were nodisciplinary behaviorstoreportfora school or schools, please reference No Reportable

Incidents

O o0O0oOo
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Firearm (GFSA) Discipline File
e Onerecord perschool and firearm weapon with counts of actions taken
e Expulsionsreported are asubset of Dangerous Weapon Expulsions reported

o |Iftherewerenofirearmincidenttoreportfora school or schools, please reference No Reportable
Incidents

e Firearm (GFSA) Discipline File Flowchart:

(A) Broughtor
Possessed at

School

(B2) Other
Discipline Action

(suspensions,
etc)

(B3) Remove
Other (death,
incarcerated,
etc)

(B4) No Action
Taken

(B1) Expelled

(C1) Less Than (C2) Full
MandatoryOne MandatoryOne
CalendarYear CalendarYear
(D1) Referredto (D2) Referredto
Alternative Alternative
School/Program School/Program

Attendance Data File

e Onerecord required perschool

e Partial dayscan be included

e Onedecimal pointisimpliedinall datafields. Forexample: 170days would be reported as 1700 daysin
the file toindicate 170.0 days. In addition, 165.5 days would be reported as 1655.

e Attendance DataRelationship Equation:

Student Student

Student Student
I Total Days Total Days o
-mtt?eln?j:/:ls 59| Excused 7| Unexcused == Tg:)asls?balgs
Absent Absent
> - >

e Habitually Truant—count of students who meet one of the descriptions below. A studentshould only
be countedin one category perschool if applicable.
0 Truancy: Fouror more daysin any one calendar month
0 Truancy: Tenor more daysinone school year
0 Truancy: Met both conditions
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File Creation

File layouts can be found at: All fields within the files must have avalid number orcode and cannot be left blank. These
files can be created by either: http://www.cde.state.co.us/datapipeline/schooldisciplineattendance.
o SystemVendor: Districts may have the availability of these datafiles created by avendorsystem, andin that
case, the district should reference theirvendor system userguide to create, save and review the datareports.

e Districts may have to create these files manually using Microsoft Excel. Excel filetemplates are available at:
http://www.cde.state.co.us/datapipeline/schooldisciplineattendance.

Checklist of Steps

1) Loginto Data Pipeline: https://cdx.cde.state.co.us/pipeline

The Colorado Department of Education

Improving
Academic
Achiesvameant

CDE Home For Educators For Administrators For Parents & Students

CDE Home > CDE Access Management >

Colorado Department of Education - Single Sign-On
Username:

Password: €— Username = email address

> Password = determined by you. Use the ‘I

S, forgot my password’ if needed.

WARNING: This computer system may be accessed only by authorized personnel and used only for official state
business. Unauthorized access or use of this computer system may subject violators to criminal, civil, and/or
administrative action. Inappropriate use may subject violators to criminal, civil, and/or administrative action. All use subject
to monitoring.

Any questions or commenis on the organization or operation of this site? Please contact the CDE VWebmaster. Last modified: August 19, 2013

wado Department of Education. All rights reserved.

er. Privacy.
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2) Make updatestothe “NoReportable Incidents” tab if applicable, meaningthere were either (1) No disciplinary
actionsto reportfor one or multiple schools and/or (2) Nofirearmincidents to reportfor one or multiple
schools. Althoughthisstepislisted atthe beginning of the process, this tab can also be updated throughout the
SDA process if needed. For more information; referto No Reportable Incidents. To make updates:

a. Clickon “SDA” then “No Reportable Incidents”:

= SDA

Status Dashboard

Add Record
Edit Record

File Extract Download

b. Select:School Year=2015-16 and your LEA, then “Search”:

School -~ District Select... -
Year*

c. Indicate the timeframe forany behavior counts related to the new behavior codes of 1) Marijuana, 2)
Sexual Violence/Battery (otherthan Rape) and 3) Rape or Attempted Rape by typingin a response for
each line.

d. Make updatestoeach school as needed:

Please answer the following questions in the table below.

1. Were there disciplinary incidents to report for any of the following schools within your district?

2. Were there any firearms brought or possessed at the following schools within your district?

(1) Disciplinary (2) Firearms
Incidents? Brought?

A
School Code School Name
All to Yes | | Allto No All to Yes | | All to No

e. Save changesbefore navigatingaway from page:

> 2

Page 1 of 2 | I< ‘ | 25 - PerPage Total No. of Records: 35
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Upload each applicable School Disciplineand Attendance datafilesin the following order (referto File
Typesfor more info): (1) Discipline by Action, (2) Discipline by Student Demo (3) Firearm Discipline and
(4) Attendance Data. Thereisnow a required order of files to be uploaded; to assist with validating the
data reported. If any of the filesare notto be reported (eithernoincidentsto be reported forthe
districtor no firearm datato be reported forthe district), then that file may be skipped and the nextfile
uploadedinthe appropriate order. Forexample, if there are no firearms to be reported, the district
would uploadinorder: Discipline by Action, Discipline by Student Demo, skip uploading the Firearmfile
and upload the Attendance Data last.

g. Select“File Upload”then “DataFile Upload”:

= File Upload
Batch Maintenance

Format Checker

Data llzﬂe Uaoaa
Validation Report Exception File [

+ Spedial Education Dataset* Select .

s+ Student Profile

File Type* Select. ~
+ Staff Profile L

+ EDIS School Year® Select.. ~
+ SDA OrganizationlLEA“ Select.. -
+ Teacher Student Data link
Locate File * Browse. .
s+ RITS
+ Dataset Administration Upload Type* Append © Replace

+ Data Maintenance

+ Pipeline Reports

Note: yo_u may upload data into “Format Checker” to see if the formatis correct for all four files first.

h. Data File Upload Selections:
Dataset School Discipline Attendance
File Type Discipline by Action first
Discipline by Student Demo second
Firearm Discipline third
Attendance Datafourth

School Year 2015-16

Organization/LEA Selectyour District/BOCES

Locate File Browserand selectfile toupload

Upload Type Replaceif yourfile is complete within the

one file upload
Appendif you are adding additional datato
what has been previously uploaded

i. Select“Submit”
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3) Check Status Dashboard foreach file uploaded. This will provides confirmation the file uploaded and processed
withinthe system. Thiswill also provide the errorcountforthe file.
a. Tocheck the status dashboard select the “SDA” then "Status Dashboard”:

- SDA
No Reportable Incidents
Add Record
Edit Record

File Extract Download

b. Then, choose thefile type, school yearand LEA and select “Submit”

File o
0 9 Attendance Data - sf,::r"f 201415 , OrganizationlLEA -

Fields marked with * are mandatory

Data Exists| Data Exists=Y (dataprocessed); or N (data notprocessed)

L Validation Errors =count of errorsinfile
Validation Errors

Overall Status =P (pending); or S =Submitted; or N=no data

Overall Status| | 55t ypdated date = last date of upload M
LEA Comments State Comments

-~

Y -Yes |N - No |P - Pending |S - Submitted |A - Accepted

4) Review Errorsand Warnings— Using Cognos (OR Using Pipeline Reports, skip to Step 6):
a. Select“CognosReport”:

+ Pipeline Reports

+ Cognos Report

b. Thenchoose “School Disciplineand Attendance” by clicking onthe title:

B}  School Discipline and Attendance

c. Selectthe appropriate ErrorReportto view:
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i. For Disciplineby Action dataerrors: “Discipline Action Error Detail Report”

ii. For Disciplineby Student Demographicdataerrors: “Demographics Error Detail Report”
iii. For FirearmIncidentdataerrors: “Firearm Error Detail Report”

iv. For Attendance dataerrors: “Attendance Error Detail Report”

If there are no errors for yourdistrictfor the file ORthe file was not processed for your district yet, there
will be noerror reportavailable

e. Error reportscan be downloadedinto excel:

EE - mn ~ 2 Add this report ~
- - .
'athI] @ View in HTML Format age

b= View in PDF Format
View in XML Format
Bz View in Excel Options #

5) Reviewand CorrectEditErrors — Using Pipeline Reports (OR Using Cognos Reports, referto Step 5):

a. Select“PipelineReports” then “Error Report”:

Error Report

Dataset*  School Discipline Attendance - File Type *  Select..

School Year® Select.. ~ Organization/lLEA™ Select... ~

Error Type ™ Select... -

b. Selectthe following:
Data Set: School Discipline File Type:
Attendance Discipline by Action first

Discipline by Student Demo second
Firearm Disciplinethird

Attendance Data fourth
School Year: 2015-16 Organization/LEA: Select your District/BOCES
Error Type:Errors and
Warnings

c. Click “Search”
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d. Ifthereare no errorsforyourdistrictinthe file ORthe file was not processed foryourdistrict yet, there
will be noerror report available

Select All | Deselect All Excel
Select Error Code Error Type Error Message Count
SCO003 E Behaviors must contain a valid code. 13
SC062 E Disciplinary Incidents marked Y for these schools, but no data uploaded in file 10
SC063 E Irﬁghavior Incidents marked N for this school, but unexpected school data was uploaded in 6
SCO70 E Behaviors is mandatory 1

e. You may selectall orone at a time and then “View Details”
f. Thiserrorreportcan also be downloadedinto excel, by clicking on the “Excel” at the top of the error
report.
6) Make appropriate correctionstothe data file(s) with errors and re-upload the files
7) Onceall errors are corrected: Review and Validate Reports:
a. Select“CognosReport”

+ Pipeline Reports

+ Cognos Report

b. thenselect“School Discipline and Attendance”

B School Discipline and Attendance

c. Selectreportsforreview:
i. Attendance and Truancy Data: provides attendance and truancy rate calculated foreach school.
Data is generated usingthe Attendance file.

ii. Summary of Behaviorby Action: provides each behavior reported by school with the count of
actionstakenfor each. Data isgenerated usingthe Discipline by Actionfile.

iii. Summary of Discipline by DemographicFile—All incidents reported with all student demographic
data provided. Datais generated usingthe Discipline by Student Demographicfile.

iv. Summary of Disciplinary Actions by Federal Race/Ethnicity —Count of Disciplinary Actions
reported forall students by Federal Race/Ethnicity and School. Datais generated usingthe
Discipline by Student Demographicfile.

v. Summary of Disciplinary Actions by Gender—Count of Disciplinary Actions reported forall
students by Genderand School. Datais generated usingthe Discipline by Student Demographic
file.

vi. Summary of Disciplinary Actions by Grade — Count of Disciplinary Actions reported forall
students by Grade and School. Data is generated usingthe Discipline by Student Demographic
file.
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8) LEAAPPROVERTrole:Finalize Uploaded Data (if datareports are accurate):
a. Ensurealldatareportedineachfileisaccurate and can be finalized by reviewing appropriatereports.
b. Select“SDA” thenselect “Status Dashboard”

= SDA
MNa Reportable Incidents
Add Record
Edit Record

File Extract Download

c. SelectAttendance File to be finalized; school year and LEA, then click “Submit”

File Type* Select... - School Year® Select.. - Organization/LEA ™~ Al -

Fields marked with * are mandatory

d. Clickon “Submitto CDE” to finalize

Data Exists Data Exists =Y (data must be processed)

Validation Errors =0 (must be 0 inorder tofinalize)
Validation Errors | Overall Status = Will be updated to “S” once finalized

Last updated date =last date of upload
Overall Status

LEA Comments

Y-Yes | N -No|P -Pending |S - Submitted |A - Accepted

e. Downloadthe Verification Form. This willneed to be reviewed and signed by the superintendentand
thensentto Annette Severson, viaemailat Severson a@cde.state.co.us orfax at 303-866-6888.
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No Reportable Incidents

In the eventthata school(s) had noincidentstoreportto CDE, the No Reportable Incidents tab can be utilized. Inthis
tab, a school can be reported as having 1) No Disciplinary Incidents and/or2) No Firearms to report. This tab is
accessible within the Data Pipeline screen, under “SDA” and can be updated throughout the SDA process. If marked as
“No” initially, this can be updated to “Yes” fora school if needed and vice versa, until the datais finalized.

Selectthe appropriate responseforeach school, orchoose “All to Yes” or “All to No” to update all schoolslistedinthe
page at once. Click on Save for each page updated.
e  Firstcolumn of “(1) Disciplinary Incidents”:
0 “Yes” indicates:
The schoolis includedin both the Discipline by Action file AND the Discipline by Student
Demographicfiles.
0 “No”indicates:
= Theschoolis notincludedineitherthe Discipline by Action file or the Discipline by Student
Demographicfiles.
= Ifall schoolsinthe districthave thisindication, thenthe LEA will not upload eitherthe Discipline
by Action file orthe Discipline by Student Demographicfile.
e Second column of “(2) Firearms brought”:
0 “Yes”indicates:
= Theschoolisincludedinthe Firearm (GFSA) datafile uploaded.
0 “No” indicates:
= Theschoolis notincludedinthe Firearm (GFSA) datafile uploaded.
= Ifall schoolsinthe district have thisindication, then the LEA will not upload the Firearm (GFSA)
datafile.

Additional Resources

File Layouts, Excel Templates, Business Rules and Trainings:
http://www.cde.state.co.us/datapipeline/schooldisciplineattendance

Contact for Questions:
Annette Severson-severson a@cde.state.co.us - 303.866.6824
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