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[bookmark: _Toc299261035][bookmark: _Toc452532286][bookmark: _Toc438639158]Executive Summary
The annual October Staff collection is one of the original Pennsylvania Information Management System (PIMS) collections, put in place during the 2007-08 school year. This data set uses a snapshot to summarize a school’s professional staff. The data set is designed to capture all professional-level positions and the people filling those positions in a Local Education Agency (LEA). October staff data is used in a number of ways:
· Inform Pennsylvania education support decisions.
· Provide summary statistics for display in School Performance Profiles (SPPs).
· Inform teacher certification processes with data describing experience.
· Fulfill federal reporting requirements.
· Provide the Pennsylvania Value-Added Assessment System (PVAAS) vendor with termination data for use in accounts management.
· Populate the Pennsylvania Educator Effectiveness Rating System (PEERS) system with demographic data, saving users substantial data entry time.
The October Staff data set contains several important pieces of information including:
· Positions in an LEA. This excludes vacancies.
· Salaries for all professional staff.
· Recent terminations (defined as leaving the LEA, regardless of reason).
· Demographic characteristics of employees, used in summary reports.
· Years of experience, both in an LEA and in the school system.
Accurate and complete data are crucial because of the significance this data set has on other data sets and programs. It is critical for the PIMS Administrator to submit, review, and edit the data prior to the closing of the collection one window. It is just as critical for the Chief School Administrator (CSA) to review and confirm the data are accurate prior to signing and submitting the Accuracy Certification Statement (ACS) to PDE.

[bookmark: _Toc452532287]Professional Personnel
[bookmark: _Toc452532288]Who Must Report
School districts, intermediate units, career and technical centers, charter schools and state juvenile correctional institutions must report October Staff data.
[bookmark: _Toc452532289]What Must Be Reported
LEAs must report all professional personnel who are employed, on long-term leave, or subcontracted from a non-PIMS-reporting entity on October 1st of the reporting year. Staff hired after October 1st are excluded.
This data set also includes staff terminated between the prior year’s October Staff report and this report. Staff terminated prior to October 1st of the current reporting year, but after October 1st of the previous reporting year are included in this data set.
This data set contains all positions listed in the PIMS Manual, Volume 2, Appendix B. It excludes these positions:
· Positions filled by temporary staff (day-to-day temp workers).
· Security staff.
· Support positions reported in the Support Personnel (SupPer) data set.
Only report the person who fills a given position, even if they are on long term leave. Do not report the non-permanent person filling the position while the regular employee is on leave. Substitutes are only included when those substitutes fill vacancies.
LEAs must also report all staff that were terminated for any reason since the previous October Staff snapshot. LEAs do not need to report assignments for terminated staff, except when terminated staff filled Pennsylvania Inspired Leader (PIL) assignments.  
1. What is the Pennsylvania Inspired Leadership (PIL) program?
The Pennsylvania Inspired Leadership (PIL) Program is a statewide, standards-based continuing professional education program for school and system leaders. The comprehensive, cohort-based program is focused on developing the capacity of leaders to improve student achievement.
Act 45 amended Act 48 for school leaders in certain school board approved positions. If a staff member is officially board approved in one of the positions listed below, they are required to earn 180 professional development hours in a five year period by participating in PIL-approved events. As before, they still must earn 180 continuing professional education hours within the five-year cycle. But now the hours must be Act 48 PIL hours. Staff can only earn Act 48 PIL hours by completing courses offered by PA Inspired Leadership or by completing PDE-approved courses offered by other providers.
1. What Assignment Codes are defined as PA Inspired Leadership (PIL) Positions?
	Code
	Staff Assignments

	1100
	Elementary Principal

	1101
	Assistant or Vice Elementary Principal

	1105
	Secondary Principal

	1106
	Assistant or Vice Secondary Principal

	1111
	Principal, K12 or Middle School

	1112
	Assistant or Vice Middle School Principal

	1150
	Superintendent

	1155
	Assistant Superintendent

	1160
	Intermediate Unit Executive Director

	1165
	Intermediate Unit Assistant Executive Director

	2300
	Director, Vocational Education




[bookmark: _Toc452532290]October Staff PIMS Templates
The core of this data set comes from two PIMS templates: Staff Snapshot and Staff Assignments. Both the Staff Snapshot and Staff Assignments templates are dependent on the Staff template. The Staff Snapshot and Staff Assignments templates have a one-to-many relationship in PIMS.  
Staff Template
The Staff template contains a list of LEA employees and contractors and their relevant demographic information. The specification for this template is in the Staff domain of the PIMS Manual Vol. 1. The template captures one person per record. When the identities and Professional Personal Identification (PPIDs) of contracted staff are known, the contracted staff members are to be reported individually.  Contractors without PPIDs or whose identities are not known may be represented in a single “catch-all” record using a fictitious PPID.
The Staff template is used in the PVAAS accounts management process described in the C6 PVAAS Data Set manual. The Staff template is not referenced in any summary statistics reports. 
Staff Snapshot Template
Like the Staff template, the Staff Snapshot template contains a list of LEA employees and contractors and their relevant demographic information. However, the Staff Snapshot template includes a snapshot date field, making this template a date-specific list of contractors and employees. The specification for this template is in the Staff domain of the PIMS Manual Vol. 1. The template captures one person per record. When the identities and PPIDs of contracted staff are known, the contracted staff members are to be reported individually.  Contractors without PPIDs or whose identities are not known may be represented in a single “catch-all” record using a fictitious Professional Personal Identification (PPID).
The Staff Snapshot template is used in several PDE reports, including published data files and SPP metrics. The most commonly used fields in this template describe years of experience, salary, and education. 
The Staff Snapshot template is also used to deactivate PVAAS accounts once per year. All staff reported as terminated in the snapshot will have accounts deactivated in PVAAS through this process. Note this process is not designed to replace local accounts management effort, but is instead an additional way to ensure PVAAS data is only available to those with an educational need for this information.
Staff Assignments Template
The Staff Assignments template contains a list of assignments held by LEA staff. The specification for this template is in the Staff domain of the PIMS Manual Vol. 1. The template captures one assignment per record.
The Staff Assignments template is used in several PDE reports, including published data files and reports to the US Department of Education. Many PDE reports group assignments into broader categories. Common categories include classroom teachers, administrators, or coordinate services staff. In some cases, PDE focuses on primary assignments in its reports. This is usually the case in reports focusing on averages.  

[bookmark: _Toc452532291]Timeline
[bookmark: _Toc452532292]September 1 – 15 Pre-Collection Data Preparation
· Check key field data twice – especially PPID
· Verify required fields filled with valid values
· Ensure non-terminated staff do not have “Exit Date” or “Termination Code” populated
· Check the submission file for the correct file name
[bookmark: _Toc452532293]Pre-Collection Sandbox Testing 
· Upload data to sandbox
· Run sandbox error reports
· Correct and upload data as needed
[bookmark: _Toc452532294]October 1 Collection Window
Submit the following templates to PIMS:
· Staff Template
· Staff Snapshot Template
· Staff Assignments Template
[bookmark: _Toc452532295]Follow-up, Review and Editing Window
· Run error reports: Public Folders ‎> eScholar Framework for Cognos - Production ‎> Staff Profile Reports ‎> Error Reports (listed in Reports to Run, below)
· Make any corrections necessary and test corrections in the PIMS Sandbox
· PDE may send out error reports via email notifying LEAs of additional errors that may need to be addressed during this window
[bookmark: _Toc452532296]Correction Window
· Upload data as needed to correct any errors identified in error reports
· Re-run error reports to verify that errors have been corrected
[bookmark: _Toc452532297]Post Correction Window
Run the Staff ACS report from Cognos and verify that the information contained within is correct. If it, along with the other included staff information (SupPer), is correct, sign, scan and return the ACS to PDE at the email address provided on the first page of the ACS.
It is critical for the chief school administrator to review and confirm the data is accurate prior to signing and submitting the staff ACS to PDE.  Accurate reporting and verification through this document ensures your LEA is represented accurately in all reports and that proper funding is allocated to your LEA.  This information can be audited and inaccuracies can result in published audit findings.

[bookmark: _Toc452532298]Cognos Reports
[bookmark: _Toc452532299]Reports to Run
Run Staff Snapshot & Staff Assignments Template Details Reports in Excel®
· No refresh needed
· Location: Production > Staff Profile Reports > Verify- Validation Reports >
Sort and use filters to analyze data
· Ensure all records processed correctly through ETL
· All schools and 0000 represented
· No classroom teachers reported at 0000
· Key administrators reported
· Valid data in all fields
Run Staff Profile Reports > Error Reports
· Professional Personnel Edits
· Termination Errors – LEA – Missing Data Element(s) or Other
· Termination Errors – LEA – Missing Termination for Current Year
Update LEA source system if errors are identified in the error reports
· Re-upload updated files into PIMS

[bookmark: _Toc452532300]Accuracy Certification Statement
Run the Accuracy Certification Statement often:
· Wait 90 minutes after refresh at noon or 5:30 a.m.
· Run the ACS after correcting errors identified by the error reports
· Review the ACS for accuracy
· Run error reports if you have errors in the ACS
Accuracy Certification Statement Submission:
· Do not submit the ACS if you have errors on the ACS or PDE feedback report
· Have chief school administrator, director or superintendent sign and submit when correct
· PDF format recommended 
· Email to: RA-EDACSsubmission@pa.gov
· Verify SupPer Collection is completed and accurate
· Run and submit the ACS by Dec. 1, 20XX, with no errors

[bookmark: _Toc431201003][bookmark: _Toc438478186][bookmark: _Toc452532301][bookmark: _Toc431201004]Sandbox Reports
[bookmark: _Toc425247438]All reports related to this data set are in one Sandbox folder: Staff. The reports include both error and validation/template detail reports.

[bookmark: _Toc452532302]Frequently Asked Questions
[bookmark: _Toc425247439][bookmark: _Toc452532303]Staff and Staff Snapshot Templates FAQs
1. How should the Staff and Staff Snapshot templates be submitted?
· All professional personnel and school security personnel should be reported in the Staff and Staff Snapshot templates.  Professional staff must be reported in the October snapshot; school security staff must be reported in the June snapshot.  See the Staff to Be Reported in PIMS section of the PIMS User Manual, Volume 1, for more information on which staff members should be reported.

2. Can an LEA decide to populate the Snapshot Date within the Staff template so that the format of this template is consistent with the Staff Snapshot template?
· Yes, LEAs can populate this field.  It will be ignored in the Staff template.

3. How are staff reported if they are not assigned to a particular school?
· Each LEA will use a generic location code of 9999 for staff working off-site.
· Use a generic location code of 0000 for LEA administrators that work at district offices and not directly with students, e.g. superintendents, business managers, home and school visitors, etc.
· LEAs with a single school location such as charter schools and AVTSs/CTCs should use the single school location for all staff instead of 0000.
· Psychologists, social workers, and school nurses may be assigned to the location where they spend most of their time.

4. What should be entered in the “annual salary” field if professional personnel are in negotiations working without a contract?
· Submit the most current salaries available and report “NO” in Field 63 (Local Contract).

5. What does annual salary include?
· If the employee is employed by two or more LEAs, enter only the salary for the reporting LEA and enter the percent of time employed within the reporting LEA only. For personnel servicing both elementary/secondary and adult programs, do not include salary covering the adult portion of the assignment.
· Do not include fringe benefits or extra pay for extra duties assumed voluntarily, such as coaching and student activity advising.
· Enter the full contract salary for personnel on leave and indicate the type of leave in the “Active/Inactive Indicator” column.  DO NOT prorate the salary of an individual on leave because they are only receiving a portion of their contracted salary. NOTE: Salary for a part-time employee is the yearly salary the employee is being paid.  It is not a per diem rate nor is it converted to a full-time salary.
· Salary for employees on charter school leave should be “0.” 
· Salary for employees on worker’s compensation more than one year should be “0.”
· Salary for terminated employees should be “0.”
· Do not report hourly rates. Calculate the annual salary based on the estimated number of hours that will be worked and the hourly salary. If necessary, update the figure at the end of the year when the actual amount is known.
· Substitutes are not included in this report unless they are filling a vacant position.

6. How shall I report the salary of administrators who serve multiple charter schools?
· Administrators, including the chief executive officer, chief school administrator, and all other employees who by virtue of their positions exercise management or operational oversight responsibilities, shall report their full salary from the school that issues their paycheck.
· Enter a zero salary for the other charter schools served by these administrators.  Ignore any corresponding feedback report warnings regarding these zero salaries.
· Continue to mark these administrators as part-time in the Staff and Staff Snapshot templates.  Divide their percent time assigned in the Staff Assignment template among all schools.

7. Should I include terminated staff in my staff snapshot?
· Yes, after they leave your LEA, terminated staff should be included in the following year’s Staff Snapshot template to allow reporting of their termination.

8. How do I report terminated staff?
· In the first PIMS Staff Snapshot after a staff member exits the LEA, report the following in Staff and Staff Snapshot templates (in addition to all required fields):
· Field 41, ACTIVE/INACTIVE INDICATOR – T (terminated)
· Field 36, the exit date
· Field 54, the appropriate termination code
· Field 52, ANNUAL SALARY should be 0.

9. What termination code shall I use to report staff who will no longer be reported but who still work for my LEA?
· Use Termination Code 08 (Other) in Field 54 in the Staff and Staff Snapshot templates to indicate that staff who still work at the LEA will no longer be reported. This designation is applied to someone reported in a prior year that does not meet reporting requirements, such as support staff.

10. What termination code do I use to correct invalid staff IDs that cannot be deleted?
· Use termination code 15 in Field 54 in the Staff and Staff Snapshot templates to report staff that were uploaded with an invalid ID.  This code should only be used when directed by PDE for specific cases in which a staff record could not be deleted.

11. What happens if an LEA has no directly employed or contracted school security staff?
· If an LEA has no directly employed or contracted security staff, a record indicating this must be entered in the District Fact template during the June reporting window. Please refer to the District section of the PIMS Manual, Volume 1. In this case, no school security records should be submitted in the Staff, Staff Snapshot, Staff Assignment, or Staff Development Fact templates.

12. Do staff that provide security services at extracurricular activities such as sports need to be submitted?
· No, these staff do not need to be submitted to PIMS.

13. How do I report staff employed as non-supervisory dean of students?
· [bookmark: _Toc425247440]Use Code 9900, “Other Not Listed Above (certificated personnel).”

[bookmark: _Toc452532304]Staff Assignment Template FAQs
2. [bookmark: _Toc425247441]Are itinerant elementary teachers, who are reported as teaching physical education, music, computers, and art, required to be reported at all schools at which they teach?
· Yes. The Staff Assignments template allows for LEAs to submit one record per staff member per location and assignment. This means that one staff member can have an unlimited number of location and assignment combinations. Report itinerant teachers at every relevant location.
· NOTE: Percent of time for full-time staff should be 100 percent. The values of the Percent Time Assigned fields in all of the staff members’ Staff Assignment records may add up to more than 100 percent in rare cases.  Please check with PDE if you have staff with more than 100 percent.
· For part-time staff, the total must be less than 100 percent.

3. Can a staff member have records for both a certified and non-certified assignment code?
· Yes. Certificated staff can be associated with both certificated and non-certificated assignment codes. If a staff member has more than one position, it is possible one is certificated and one is non-certificated. For example, in charter schools it is common for a person to be both the chief administrative officer (non-certificated) and a principal (certificated).  Also, a computer teacher (certificated) could be the school computer technology specialist or director of management information systems (both non-certificated).

4. How are staff reported if they are not assigned to a particular school?
· Each LEA will use a generic location code of 9999 for the staff working off-site, such as Intermediate Unit staff teaching at another LEA’s building. NOTE: Programs located outside a specific building due to lack of space or separate student populations are not necessarily “off site.”  Staff should be reported at the appropriate school number. Contact PDE for guidance.
· Use a generic code of 0000 for LEA administrators assigned to district offices, who do not work directly with students.  Some examples are superintendents, curriculum coordinators, business managers, home and school visitors, etc.
· Psychologists, social workers, school nurses and other itinerants may have multiple assignments reflecting different locations.

5. How do I choose an assignment code? 
· Report the assignment code(s) which best reflect what each employee does.  All elementary/secondary professional assignments must be reported.  NOTE: A professional certificate is the credential an employee holds. Certification codes and assignment codes do not necessarily match. DO NOT report the number found on the professional certificate.

6. Do I need to report assignments for terminated staff?
· No, you do not need to report an assignment for terminated staff. Report only for active staff and those on leave.

7. Should I report substitutes?
· Substitutes are reported only when they are filling a vacancy.  Do not report day-to-day substitutes or long-term substitutes replacing staff on leave.

8. What happens if an LEA has no directly employed or contracted school security staff?
· If an LEA has no directly employed or contracted security staff, a record indicating this must be entered in the District Fact template during the June reporting window. Please refer to that section. In this case no school security records should be submitted in the Staff, Staff Snapshot, Staff Assignments, or Staff Development Fact templates. 

9. Do staff that provide security services at extracurricular activities such as sports need to be submitted?
· No, these staff do not need to be submitted to PIMS.

10. In the past I used a start date of July 1 of the current school year for any assignment that began before the current reporting year. Has that changed?
· Yes. You must now enter the true start date into Field 6 of this template.  NOTE: You may not change this field after you upload it the first time. Field 6 is still a key field, so uploading a record with an updated (different) start date will create a duplicate record.

11. How should the Percent Time Assigned field be populated?
· This field is the ratio between the hours of work expected in a position (those hours actually worked) and the hours of work normally expected in a full-time position in the same setting, expressed as a percentage.  Please see the following table for examples.

	Scenario No.
	Scenario Description
	Data to be Reported

	1
	A business manager is employed by the LEA full-time for the entire school year.
	One record for this staff member should be submitted in the Staff Assignments template.
· Location Code = 0000
· Assignment Code = 9910
· Percent Time Assigned = 100
· Primary Assignment = Y

	2
	A principal is employed by the LEA full-time for the entire school year.  This principal is assigned half-time to the high school and half-time to the middle school.
	Two records for this staff member should be submitted in the Staff Assignments template, one for each school.
Record 1:
· Location Code = Middle School Number
· Assignment Code = 1111 (Principal, K-12 or Middle School)
· Percent Time Assigned = 60
· Primary Assignment = Y
Record 2:
· Location Code = High School Number
· Assignment Code = 1105 (Secondary Principal)
· Percent Time Assigned = 40
· Primary Assignment = N

	3
	A kindergarten teacher works half-days at one school for the entire year.
	One record for this staff member should be submitted in the Staff Assignments template.
· Assignment Code = 2843
· Percent Time Assigned = 50
· Primary Assignment = Y

	4
	A Russian teacher works half-days at one location for only the first semester of the school year.
	One record for this staff member should be submitted in the Staff Assignments template. 
· Assignment Code = 4480
· Percent Time Assigned = 25
· Primary Assignment = Y

	5
	An elementary music teacher works full-time at five different locations for only the second semester of the school year.
	Five records for this staff member should be submitted in the Staff Assignments template, one for each school. For each record the assignment code will be the same, 7201.  The “percent time assigned” will be 10 for each record.  (The teacher’s total percent time assigned is 50 percent...full-time for half the school year.)
· One record must be chosen to have: ‘Primary Assignment = Y’
· The four subsequent records must have: ‘Primary Assignment = N’
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[bookmark: _Toc431201005][bookmark: _Toc312921665][bookmark: _Toc452532306]Appendix A – PIMS Elementary/Secondary Collection Calendar
The dates for the collection and correction window and the due date for the Accuracy Certification Statement are available in the PIMS Elementary/Secondary Collection Calendar located on PDE’s website.
To access the PIMS Elementary/Secondary Collection Calendar:
1. Go to the PDE website: (www.education.pa.gov)
2. Click Teachers & Administrators
3. Select PIMS
[image: ]
4. Scroll to PIMS Reporting Dates
[image: ]
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The PIMS Elementary/Secondary Collection Calendar is located on PDE’s website.
2015 / 2016 PIMS Manual Ver 1.1.1 > Support Personnel Domain
[bookmark: _Toc431201007][bookmark: _Toc312921667][bookmark: _Toc452532308]Appendix C – Contact
PIMS Application Support (questions related to PIMS uploads): 1-800-661-2423.
· Monday - Friday 8 a.m.- 4 p.m. (closed on holidays)
· www.education.pa.gov > Help & Contact Info > Submit a Ticket
PIMS Data Collection Team:  RA-DDQDataCollection@pa.gov.
PIMS October Staff Data Set questions:
· PIMS website resources
No access to PIMS or PIMS Reports:
· LEA’s PIMS Security Administrator
· eGrants Help Desk (ra-eGrantsHelp@pa.gov)
Non-PIMS staffing and certification issues:
· LEA’s human resources staff
· Bureau of School Leadership and Teacher Quality
· Assistance with TIMS
· PDE Website > Teachers & Administrators > Certifications
Revised October 2016 		4
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PIMS REPORTING DATES

« PIMS Elementary/Secondary Collection Calendar 2014-2015 rev 2.0 (PDF)

« PIMS Elementary/Secondary Collection Calendar 2014-2015 rev 2.0 (Excel)

* PIMS Elementary/Secondary Collection Calendar 2014-2015 Summary rev 2.0 (PDF)
* PIMS Elementary/Secondary Collection Calendar 2014-2015 ACS rev 2.0 (PDF)

* PIMS Elementary/Secondary Collection Calendar 2013-2014 v5 (Excel)

* PIMS Elementary/Secondary Collection Calendar 2013-2014 v5 (PDF)

PIMS HELP

If you have a question that is not answered in the FAQ list or Knowledge Base, click the Help Request Form
link to submit a help request to the PIMS Help Desk. The form lets you provide a detailed description of your
issue or question.




