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The October Student Data Set is the collection of student demographics that includes the reporting of low-income students, immigrant students, special education students, and English Language Learners. These data, which are mandated by the federal government, are collected for students who are educated by the local educational agency (LEA) on the first business day in October of the current school year. 

These data are essential for, but are not limited to, the Graduation, Dropout, and Cohort data set, the Teacher Cancelation Loan Forgiveness (TCLI) program, the Community Eligible Provision (CEP) program, the Economic Status (Food Program Participant), and the School Performance Profile (SPP). Data collected for the October Student Data Set are reported to the federal government, and are published to the Pennsylvania Department of Education (PDE) website.

Accurate and complete data are crucial because of the significance these data have on other data sets, programs, and funding. Therefore, it is critical for all LEA personnel responsible for PIMS-related data to be a collaborative data team, to review, edit, and submit the data prior to the closing of the data set collection 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.

Note: The October Student data elements that are used for the SPP are listed in the PIMS Manual, Volume 1, under the heading “School Performance Profile”.
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Collection Overview

The October Student Data Set is for the reporting of student data, including data on low-income students, migrant students, special education students, and English Language Learners. The data collected are mandated by the federal government, and are collected through the submission of data to the Pennsylvania Information Management System (PIMS). The PIMS administrator reports these data elements for the local educating agency (LEA) through the submission of the Student, Student Snapshot, School Enrollment, and Programs Fact templates to the PIMS. 

The data collected in PIMS are reported to the federal government, and are published to the Pennsylvania Department of Education (PDE) website. These data are essential for, but are not limited to, the Graduation, Dropout, and Cohort data set, the Teacher Cancelation Loan Forgiveness (TCLI) program, the Community Eligible Provision (CEP) program, the Economic Status (Food Program Participant), and the School Performance Profile (SPP). 

This data set is for the reporting of students who are educated by the LEA on the first business day in October of the current school year. This does not include students who were enrolled and withdrawn prior to this October date; or students who enroll at the LEA on, or after, the date after the given October date of the current school year, or Special Education students who are referred to another PIMS-reporting institution outside of the LEA. 

The LEA types, listed below, are required to submit data for the students who are educated by the LEA on the first business day in October. 
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1. School Districts
2. State Juvenile Correctional Institutions
3. 
4. Intermediate Units
5. Approved Private Schools
6. Charter Schools
7. Private Residential Rehabilitation Institutions
8. Career and Technical Centers


The data submission is a three-step process:
1. Two-week collection window; 
2. Two-week correction window; 
3. LEA Profile and ACS with School Performance Profile (ACS).
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The October Student Data Set consists of the Student, Student Snapshot, School Enrollment, and Programs Fact templates; the Student Snapshot, School Enrollment, and Programs Fact templates are dependent on the Student template. If the Student Snapshot, School Enrollment, or Programs Fact template is submitted prior to the submission of the Student template, a Data Quality Engine (DQE), error is generated preventing the data from entering PIMS. 

The following data are collected in the October Student Data Set, and are included in the School Performance Profile:
1. October Enrollment Snapshot
2. Promotion Rate – All Students
3. Percentage of Gifted Students
4. Gender
5. Race or Ethnicity
6. Low Income
7. English Language Learner (ELL)
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The Student template is the foundation for student reporting; it must be submitted to PIMS prior to submitting any template that requires student data. In addition to the October Student Data Set, the internal snapshots, taken throughout the school year by PDE, rely on the Student template’s accuracy. Therefore, updates should be submitted throughout the school year to ensure the internal snapshots are capturing accurate and complete data.
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Student Snapshot Template

Although the Student and Student Snapshot template collect the same data, they perform a different function. The Student Snapshot template captures the data on a specific date, whereas the Student template changes throughout the school year. The Student Snapshot template not only captures the data for the October Snapshot date, but also serves as the base for the Graduate, Dropout, and Cohort Data Set, the reporting of ELL, Teacher Loan Forgiveness Program (TCLI), and is an essential component of SPP. 
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The purpose of the School Enrollment template is to track the mobility of a student as the student transfers from one school to another or the student withdraws from school. The student’s mobility is tracked by entering the enrollment date and the withdrawal date every time the student moves from one school to another, or if the student drops out of school. A student who enrolls and withdraws several times in a school year will have multiple records in the template.

The School Enrollment template is a required submission when the Student template is submitted, unless one of the following applies:
1. If the grade is an Adult Affidavit Program (AAP);
2. If the Graduation Status Code (field 65) is an “S”, indicating a Summer Special Education graduate that was reported as a graduate in the prior school year but exited Special Education after July 1;
3. If the Special Education Referral (Field 167) is “Y” and student has an active IEP. This situation indicates that the student is not being educated by the district of residence but has been referred elsewhere for special education services; or 
4. If District Of Enrollment (Field 217) is not equal to District Code (Field 1). This situation indicates that the district reporting employs the staff teaching a non-enrolled student.
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In accordance with non-regulatory guidance issued by the U.S. Department of Education, Office for Civil Rights, on May 13, 2016, regarding the rights of transgender and gender non-conforming students under Title IX of the Education Amendments of 1972, a student or parent/guardian may request a change of the student’s listed gender, first name or middle name on their records.  If this request occurs, the LEA may report the student’s preferred information using the following guidelines:
1. The change must first be made in PAsecureID.
2. The PIMS data (first name, gender, and date of birth) must match what is reported in PAsecureID.
3. The student’s name and gender information reported in prior school years will not be updated.
4. The student’s PAsecureID will not be changed.
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Report all Special Education students in the Student templates.  For these students, the LEA should report his/her grade level as is indicated on the IEP.  Do not report grade level by age of the student or number of years in school.

If a student is receiving Special Education services, then Special Education (Field 38) must be “Y” for Y – has IEP.  If a student exited his/her IEP less than two years ago, then Field 38 must be “E” for E – exited IEP < 2 years.  If the student falls into one of these statuses, then Challenge Type (Field 34) is required.  Fields 70 and 167 also depend upon this one.
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All students in CEP schools are to be reported as food program eligible (Field 131), regardless of their economic status.  For CEP students, do not use free and reduced price lunch eligibility to fill Economic Disadvantaged Status Code (Field 88) since all of these students are to be documented as eligible for free and reduced price lunch, as stated above.
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Any student not born in the United States or whose native language is other than English and comes from an environment where a language other than English is dominant; or is a Native American or Alaska Native who is native resident of the outlying areas and comes from an environment where a language other than English has had a significant impact on such an individual’s level of English proficiency; or is migratory and whose language is other than English and comes from an environment where a language other than English is dominant; and has sufficient difficulty speaking, reading, writing, or understanding the English language and whose difficulties may deny such individual the opportunity to learn successfully in classrooms where the language of instruction is English or to participate fully in our society, is considered to be a Limited English Proficiency/English Language Learner (LEP/ELL) student.

LEP/ELL Status (Field 41) in the Student template collects status and LEP/ELL Eligibility (Field 95) is conditionally required for those students whose status is “current ELL”.  Date First Enrolled in a U.S. school (Field 110) is also required for ELL students.
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[bookmark: _Toc456688564][bookmark: _Toc456689065][bookmark: _Toc429667430]To qualify for Teacher Loan Forgiveness Program (TCLI), a teacher must teach full-time for five consecutive years at a designated Low-Income school.  Economic Disadvantaged Status Code (Field 88) is used as the official low-income count for eligibility. 
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The timeline for the October Student Data Set begins with the webinars that are conducted prior to the collection window opening on October 1, or the closest business day after October 1 of the current school year.
1. August – October
a. Update Student Information System
b. Listen to pre-recorded October Student Snapshot webinar
c. Submit data to PIMS Sandbox, utilize available reports
2. October
a. Collection window opens on the first business day in October
b. Run reports to verify data submitted is correct
· Correct data in student information system (SIS) and in templates
c. Submit data to PIMS Production if data is successfully accepted in PIMS Sandbox
d. Collection window typically closes two weeks after the open date
e. Submissions will close at noon the last day of the collection window to allow time for processing DQE exceptions, help desk tickets, and overrides
f. Run reports to verify data submitted is correct
· Correct data in SIS and in templates for resubmission during correction window
3. November
a. Correction window opens
b. Run reports to verify data is correct
· Correct data in SIS and in templates and resubmit 
c. Signed ACS due by end of correction window
d. Correction window typically closes two weeks after the open date
e. Resubmissions will close at noon the last day of the correction window to allow time for processing DQE exceptions, help desk tickets, and overrides
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LEAs should run these verification reports throughout the collection and correction windows, prior to submitting a signed ACS. 
1. Student Template Details
2. Student Snapshot Template Details
3. School Enrollment Template Details
The verification reports are located in PIMS Reports at: Public Folders ‎> eScholar Framework for Cognos - Verify ‎> Validation Reports ‎> Template Verification‬

After reviewing the verification reports and correcting the data, if applicable, the LEA should run these reports. 
1. Duplicate Students Reported – Details – With Other LEA – Verify the student is not incorrectly enrolled at the LEA
2. Enrollment Verification – Review prior to submitting the signed ACS
3. October 1 Enrollment, Low Income, and LEP Data LEA Profile and ACS with SPP Data 
The enrollment reports are located in PIMS Reports at: Public Folders ‎> eScholar Framework for Cognos - Production ‎> Enrollment Reports‬ ‎> ACS and Enrollment Verification Reports‬‬
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The dates for the collection and correction window and the due date for the ACS are available in the Elementary/Secondary Data Collection Calendar located on the PDE website. 
To access the Elementary/Secondary Data Collection Calendar:
1. Go to PDE website at www.education.pa.gov
2. Click TEACHERS & ADMINISTRATORS
3. Select PIMS
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4. Scroll to DATA REPORTING DATES 
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[bookmark: _Toc429667433][bookmark: _Toc461800518][bookmark: _GoBack]Frequently Asked Questions
[bookmark: _Toc429667434][bookmark: _Toc461800519]Student and Student Snapshot

1. How do I enter a student’s last name that is hyphenated? 
a. In all cases of entering a student’s last name, whether hyphenated or not, the legal last name is to be used. If a student’s name changes, legal documentation should be requested for verification.  First and middle name may be changed without legal documentation in the case of transgender and gender nonconforming students, as referenced under Reporting Student Gender on page 3 of this document.  The student and student snapshot template must match what is in PAsecureID.
2. What students should be included when submitting the Student and Student Snapshot templates? 
a. The Student template should be submitted by LEAs in a cumulative fashion (all students enrolled in the school on a year-to-date basis). When submitting the Student Snapshot template, only include students being educated by the LEA on the date specified by the snapshot.
b. The end of year Student template submission must be a cumulative submission including all students enrolled throughout the entire school year. 
c. For the Special Education Collection ONLY – The Special Education Snapshot template should be submitted by the school district of residence, NOT by educating LEA, IU, APS, County Prison, CTC, or other entity. 
d. Exceptions:
· Students enrolled in a charter school are reported by the charter school. 
· 1305 (Foster Home) – these students are reported by the school district in which the student resides with the foster parents. 
· Students educated in state adult and state juvenile correctional facilities are reported by the PA Department of Corrections Education. 
· Students designated as Wards of State in county prisons are reported by the school district in which the prison is located. 
· Gifted students are not included in the Special Education submissions. 
· PIMS will limit the AUNs to those LEAs permitted to submit data to the Special Education data set. This AUN should be identical to the AUN in District Code (field 1) of the Special Education template. 
e. A corresponding Student template record must exist for each student record in the Special Education Snapshot. The DQE will determine if a student record has been submitted by the Special Education Reporting LEA for the current school year. If no student record exists, an error report will be generated. The student records on the error report must be submitted in the Student template before the corresponding Special Education Snapshot records will be accepted. 
f. Special Education (field 38) must equal “Y – has IEP.” The only exceptions are those students who transferred from Special Education to Regular Education. In these instances Special Education (field 38) must equal “E – Exited IEP < 2 Years.” Reason for Exiting Special Education (field 52) must equal “05 – Returned to Regular Ed.” Special Education (field 38) must be changed to “N” two years from the actual date the student exited special education. 
3. How do I use field 217 and the School Enrollment template in the following situations?
a. A student is enrolled and attends school at his district of residence, and is taking one class at your high school, taught by one of your teachers. 
· Report the Student template
· Report the School Enrollment template
· Report the District of Residence AUN in field 217
b. A student is receiving the vocational and academic portions of his education at your CTC. 
· Report your District Code in Field 217 
c. A student is taking vocation courses at your CTC, and taking academic courses at a school district. 
· Report the District Code in Field 217
d. One of your teachers teaches a course to students from several districts as part of a consortium. 
· Since you will be reporting these students in the Course data set, you must submit them to the Student template. 
· Identify the sending LEAs in field 217. 
e. Your LEA provides space for an IU-run classroom for special education students in one of your schools. One of the students participates in courses taught by your teachers at that school. 
· Since you will be reporting this student in the Course data set, you must submit the student to the Student template. Identify the IU in field 217. 
4. If data for a student on some particular element is missing, or if that element does not apply, what should be done? 
a. Rules for loading records: 
· All key fields (those marked with a “K" in the templates) must have a value or the record will fail to load. 
· All mandatory fields (those marked with an "M") must have a value if the record is new. If the record is an update of an existing record, mandatory fields need not have a value. 
b. Rules for record validation after records are loaded: 
· Required fields without a value will be listed on the validation report. 
· Conditionally required fields need to have a value only if they apply. 
· If the field is not required, no value needs to be submitted. 
c. Make sure the delimiter (e.g., tab, comma) is submitted in the template file as a placeholder for fields with no value. 
5. There are multiple first and last name fields within these templates. Which of these fields should LEAs use?
a. LEAs must populate the First Name Long and Last Name Long. 
6. How do I report a student who has only one name? It is not listed on any official document as a first, middle, or last name. 
a. A student who has only one name should be reported with NFN in the first name field and the official name in the last name field.
7. The student’s name is entered incorrectly (e.g., suffix is included in the Last Name field); how is this fixed in PAsecureID?
a. It is imperative that incorrect entries in PAsecureID are edited, not corrected through the creation of a new record. 
b. To edit an error in PAsecureID, follow these steps:
· Go to PAsecureID 
· Select ENTER INDIVIDUAL STUDENT 
· Enter existing PAsecureID
· Failure to populate existing PAsecureID will result in the creation of a new (duplicate) ID number for the student 
· Enter appropriate data in all fields
· Click ASSIGN STATE ID  
· Resolve NEAR MATCHES, when applicable 
8. Can an LEA decide to populate the Snapshot Date in the Student template so that the format of this template is consistent with the Student Snapshot template?
a. Yes, LEAs can populate this field. It will be ignored in the Student template. 
9. How should students participating in off-site preschool programs be entered in PIMS? 
a. Each school district and charter school should submit enrollment data for students at any of the LEA offsite programs. A generic offsite location will be created with a generic Location ID of “9999.” Students participating in off-site programs should be associated with this location. The specific class of the student should be entered in the Homeroom field (Field 13) on the Student template. 
10. Who is considered an LEP/ELL student? 
a. A student who is not born in the United States, or whose native language is other than English and comes from an environment where a language other than English is dominant; or is a Native American or Alaska Native who is a native resident of the outlying areas and comes from an environment where a language other than English has had a significant impact on such an individual’s level of English proficiency; or is migratory and whose language is other than English and comes from an environment where a language other than English is dominant; and has sufficient difficulty speaking, reading, writing, or understanding the English language and whose difficulties may deny such individual the opportunity to learn successfully in classrooms where the language of instruction is English or to participate fully in our society.
11. What Location Code of Residence (Field 165) do I use for a foreign exchange student? 
a. Foreign exchange students, with a foreign exchange company and using a J-1 visa, are considered residents of the district where they are living. 
12. Who is considered an immigrant student? 
a. A student who:
· Is age 3 through 21
· Was not born in any state; and 
· Has not been attending one or more schools in any one or more U.S. state for more than three academic years.
b. Students from Puerto Rico are not considered immigrants.
c. Official migrant data will be sourced into PIMS from MIS2000, the official source. Therefore, submission of migrant data in the template is optional beginning in 2009-10.
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1. Must enrollment information be submitted for all students? 
a. Yes, enrollment records must be submitted for all students enrolled at any time during a school year. Refer to Volume 2 of the PIMS User Manual for a complete list of Enrollment Codes for both entry and withdrawal transactions. 
b. Exceptions: 
· If the grade is AAP; 
· If the GRADUATION STATUS CODE (Field 65) is an S, indicating a Summer Special Education graduate that was reported as a graduate in the prior school year but exited Special Education after July 1; 
· If the SPECIAL EDUCATION REFERRAL (Field 167) is Y and student has an active IEP. This situation indicates that the student is not being educated by the district of residence but has been referred elsewhere for special education services. 
· If DISTRICT OF ENROLLMENT (Field 217) is not equal to DISTRICT CODE (Field 1). This situation indicates that the district reporting employs the staff teaching a non-enrolled student. 
2. Do I have to submit all enrollment records for a student? 
a. Yes. If, for example, a student enrolls and withdraws from a particular school twice during a school year, PIMS must receive four enrollment records for that student – two entry transactions and two withdrawal transactions. 
b. It is not sufficient to send only the most recent transaction.
3. How do I report a Special Education student who was reported in the October 1 Student Snapshot template with Special Education Referral (field 167) as “N” and in the School Enrollment template with enrollment code E01 who is now being referred out to another LEA?
a. First submit the School Enrollment record with the appropriate Withdrawal Code.
b. After submitting the School Enrollment template with the appropriate Withdrawal Code, submit the Student template with Special Education Referral (field 167) as “Y.”
c. Do not submit the Student template prior to submitting the School Enrollment template with the withdrawal code; it will generate a Data Quality Engine error.
d. Do not resubmit the student in the School Enrollment template when submitting the Student template with Special Education Referral (field 167) as “Y”; it will generate a Data Quality Engine error. 
4. How do I delete a school enrollment record that was submitted incorrectly?
a. A School Enrollment record that is reported incorrectly must have a duplicate record submitted with DELETE in Enrollment Comment (field 8). This will remove the incorrect School Enrollment record so the correct School Enrollment record can be submitted. 
b. The DELETE record and the correct record can be submitted at the same time as long as the correct record is listed after the DELETE record in the School Enrollment template. 
5. How do I correct an overlapping School Enrollment Location Code or Grade Level error?
a. The School Enrollment template Location Code and Grade Level must match the Location Code and Grade Level reported in the Student template. If a student is in a new location, or moved to another Grade Level, submit the appropriate School Enrollment Withdrawal Code in the School Enrollment template.
b. After the Withdrawal Code (WD__) is submitted, report the Enrollment Code (E01) with the correct Location Code and Grade Level.
c. If the Location Code or the Grade Level needs to be changed in the Student template, submit the Withdrawal Code in the School Enrollment template before changing the data in the Student template. 
6. How do I correct an overlapping Enrollment or Withdrawal Code error? 
a. Only one Enrollment or Withdrawal Code can be active at a time. If a code is submitted in error, submit a DELETE record, and then submit the corrected code. 
b. If the correct code is already in PIMS, remove the record from the current submission and resubmit the template.  
7. How do I receive funding for special education students who are referred outside of my LEA if I do not report the student in the School Enrollment template?
a. Although some of the codes may be the same for the School Enrollment template and the Student Calendar Fact template, they are reported differently. The School Enrollment template is to track the mobility of the student; the Enrollment and Withdrawal codes are submitted in the template. 
b. The Student Calendar Fact template is for reporting student membership; the codes are not submitted in the template but are used in the LEAs SIS to generate the Student Calendar Fact template. 
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