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Foreword

This document represents a collaborative effort of representatives of education agencies
and associations at the local, state, and national levels who patrticipate in the National Forum on
Education Statistics. The Forum was initiated in response to the Hawkins-Stafford Education
Improvement Amendments (Public Law 100-297) which established the National Cooperative
Education Statistics System. The Cooperative System was created in 1988 to respond to
Congress’ desire to create a mechanism for states and the federal government to work together to
produce comparable and uniform education statistics for policymaking at all levels of
government. The Forum’s mission is to develop and recommend strategies for strengthening a
voluntary national education data system—one that fosters cooperation among existing local,
state, and federal systems—to support the improvement of public and private education
throughout the United States.

Early in its existence, the Forum developed a strategic plan. One of the major goals
described in the plan is:

“to develop a comprehensive core system of comparable local, state, and federal data
useful to policymakers and educators at all levels of government. The Forum will
identify and define the core data needed to operate schools and districts, to support
state and federal program reports, and to guide education policy at all levels.”

It was hoped that core data would be able to answer policy and program questions with
maximum efficiency and minimal extra burden on respondents.

In 1994, the Forum’s National Education Statistics Agenda Committee established a task
force to identify a comprehensive and dynamic core of data elements based on clearly-defined
criteria that meets the requirements specified in the goal stated above. This report contains the
recommendations of the task force for a sdiasfic data elementbhat provides the information
needed to operate schools and districts, support state and federal program reporting, and guide
education policy at all levels. Contained in this report is a set of student and staff level data
elements. Areas such as school finance and facilities are not addressed in this report. Additional
work will be done to identify data elements in these areas. In addition, the task force will
continue additional review of federal reporting data elements, taking into account the changing
data requests from the federal government. While this report does capture many of the data
elements needed for state and federal reporting, state and local data collectors still need to
examine and incorporate those data elements that are critical for state and local reporting
purposes.



Also contained in this report is a recommended process for identifying and periodically
updating the set of data elements to be maintained by a school, school district, state education
agency, or other education unit with a need for student and staff information.

This set obasic data elementidoes not include data elements more typically collected in
sample surveys or those reflecting unique local and state activities. The purpose lodisiese
data elementss to provide a common language to promote the collection and reporting of
comparable education data to guide policy and assist in the administration of state and local
education systems.



Acknowledgments

Leadership for this project was provided by a task force consisting of representatives from
state, regional, and national education agencies and associations. The persons who served on the
task force for one or more years include Thomas Soltys (Delaware), Chair from April 1994 to
April 1995; Dori Nielson (Montana), Chair beginning in May 1995; Ken Adler (Wisconsin);

Matthew Cohen (Ohio); Lynn Cornett (Southern Regional Education Board, Atlanta, Georgia);
Lavan Dukes (Florida); Gary Farland (Minnesota); Hal Robins (Utah); Ed Sloat (Arizona); and
Judith Thompson (Connecticut). Participating from the National Center for Education Statistics
were Carol Sue Fromboluti, Lee Hoffman and Mary Rollefson. Providing assistance to the task
force were Barbara Clements, Carol Lam, and Tom Szuba of the Council of Chief State School
Officers.

The task force is indebted to the numerous local, state, and national education agency and
professional organization representatives who served on focus groups, reviewed the draft
documents, and participated in round table discussions. Their comments on the feasibility of
implementing such a set basic data elementsre especially appreciated.



Table of Contents

(0] 1511 o] (o PP PP ii..
ACKNOWIBUAGMENLTS. ...ttt et e e ettt e e e e e e e e e e e e e e e s e nnnbebbnnrneeee e v
Section | EXECULIVE SUMMANY.......eiiiiiiiiiiiiie et e e e e e e e e e e e -1
Y= Tox 1o o 1 1 IR 01 1 o To [1 [ 1T IR -1
The Role of the Basic Data EIemMentS .........cccoiiiiiiiiiiiiiii e -2
Definitions of Data Elements and INAICAtOrS.............uuuuiiiiiiiiiiiiiiiiieeeeeeeeeeees -3
The Selection of the Basic Data EIements..............eciiiiiiiiiiiiiiiiicceeeie e -3
Contents Of ThiS REPOIT.......ccciiiieeeeeieies e e e e e e e e e e e e eeeneeanans [I-5
Section Il A Process for Selecting Basic Data Elements............cccoovvviiiiiiiiiieeeee, -1
Step 1: Identify Information NEEdS............uuuiiiiiiiiiie e, -1
Step 2: Identify and Define Data Elements That Generate the Information
AN =T=T0 = o PO PP PR -3
Step 3: Examine the Quality of Data Elements Using the Six Selection
(O3 1117 - PP PPPPPPPPPRPN -3
Step 4: Check the Efficiency of the Collective Body of Data Elements.............. -3
Step 5: Update Periodically the Set of Data Elements to Reflect Changes
in Information Needs such as Reporting Requirements or
Education Goals-ConditioNS............ooviiiiiiiiiiiiiiiiiiiieieeeeee e -3
Section IV Implementing the Basic Data Elements............ccccoeeviiiiiieeeciciiiee e, V-1
1. Adopt the Process for Selecting Basic Data Elements............ccccoeevieeieeeeenn. V-1
2. Incorporate the Process into All Data Planning and Development
ACTIVITIES .ttt ettt et e e e e e e e e e e e e e e e s e s bbb bbb e e e e eees V-1
3. Use the Contents of This Report To Encourage Schools and
Districts To Provide Better Quality Data ................ccvvvvviiiiiiiiiieeeeeeeeeeeeeeiiiiiane V-2
4. Provide Training and Support for Schools and Districts To Use
the Contents Of ThiS REPOI .........vvviiiiiiiiii e V-2
5. Advertise Compelling Reasons for Districts and Schools To Use
THIS REPOI ...t e e e e e e e e et e e e e e e e e aeaeeeeaeanennes V-2
6. Work With State and Local Software Vendors To Incorporate
the Basic Data Elements and Their Definitions ..............euvveviiiiiiiiiiniiiininnnnn, V-3
(©0] o Tod 1] (0] o RSP PPPRPUPRPPRPIN V-3

Vii



Section V

Section VI B

Appendix A

Exhibits, Figures, and Table

Figure I11-(A)
Exhibit 111-(1)
Figure IV-(A)
Exhibit IV-(1)
Exhibit A-(1)

Table A

Basic Data Elements for Student Information Systems...............ccceeeeeeeeeee. V-1
Considerations When Selecting Data Elements..............ccovvvvivvviiiiiciiiiii e, V-1
Student Data EIEMENTS. ... V-2
Basic Data Elements for Student Information Systems..........ccccceeevveeeeeeenn. V-3
Definitions of Basic Data Elements for Student Information Systems .....V-11
ENUEY USES ..o e e V-11
Student Data ElementS.......ccoooivi i V-12
Attachments
V-(1) List of U S. States and Extra-State Jurisdictions and Cades....... V-(1)-1
V-(2) List of Countries and COdEeS..........ccevviuiiiiiiiiiiieee e V-(2)-1
V-(3) List of Languages and COdeS.........coouvviiieeiiiiiiiiiiiiiiii e V-(3)-I
V-(4) List of Selected Programs Funded by the Federal Government..V-(4)-I
asic Data Elements for Staff Information SyStems...........ccccvieiiiiiinnniiinnns VI-1
Considerations When Selecting Data Elements.............ccoovviviiiiiiiiiiiininneee e, VI-1
Staff Data EIEMENTS ........uuiiiiiiiiiiiiee e VI-2
Basic Data Elements for Staff Information Systems.............ccccccviiiinnnnnn. VI-3
Definitions of Basic Data Elements for Staff Information Systems........... VI-9
ENUEY USES ..ttt e e e e e e e e e eaannna VI-9
Staff Data EIeMEeNtS........ccoiiiiiiii e VI-10
Attachments
VI-(1) Listof U S. States and Extra-State Jurisdictions and Cades....VI-(I)-1
VI-(2) List of Regulated Occupations and Professions,
except SChool TeacChers. ..., VI-(2)-1
Policy Questions, Indicators, and Basic Data Elements..............ccccceeeeeviviiienene. A-1
A process for selecting basic data elements................ccooevviiivieeeiieiiiiiiiinnen, -2
Criteria for evaluating the quality of data elements..........ccccoovveviii. -4
A process for selecting basic data elements,
illustrated with specific examples ... V-5
Criteria for evaluating the quality of data elements,
illustrated with eXxamples............cccuiiiiiiiii V-6
Key Questions and Indicators in Four Major Domains
of Education INfOrmation ..............ccooiiiioe e A-2
List of key questions, indicators, and constituent
student-staff data elementS...........oouuuviiiiiiiii A-7

viii



Section |

Executive Summary



Basic Data Elements
Executive Summary

Since the creation of the National Cooperative Educational Statistics System in 1988, states
have joined with the National Center for Education Statistics to “produce and maintain ...
comparable and uniform education statistics.” Through the Cooperative’s guiding organization,
the National Forum on Education Statistics, states have met to develop and proposeasget of
data element#or voluntary use. Using thebasic data elementsill provide more comparable
and reliable education information for any educational system adopting the common
terminology. It will also reduce redundancy and alleviate burden on data collectors and
providers.

What Are The Basic Data Elements?

Thebasic data elementze building blocks for an education information system. The
implementation of theseasic data elementsan provide data for:

» education policy and decisionmaking for elementary and secondary education;

 the understanding, operation, management, and improvement of local and state
education systems and federal education programs; and

» comparable statistics at the school, district, state, and national levels.

Thebasic data elementacluded in this report wilhot meet every education information
purpose. Although this report captures many of the data elements that are needed for state and
federal reporting, additional review of federal reporting data elements will be continued by the
Forum on Education Statistics, taking into account the changing data requests from the federal
government. In addition, state and local data collectors must examine and incorporate those data
elements that are critical for state and local reporting purposes.

Policy Questions, Indicators, and Basic Data Elements

How well are our children learning? What is the cost of public education? Do all
students have the same opportunities to study challenging subject matter? Do students in the
U.S. learn as much as their counterparts in other countries?

People who have tried to monitor the progress of students in their school systems or
compare their education systems with another know that simple answers are hard to find. How
do we know the exact content covered in a course? Do the names given to staff positions in
different parts of the country have enough consistency to know what they really do? With
variations in terms, how can a district compare its students, staff, services, programs—not to
mention its effectiveness-with those in another district?



The most important use of this setbafsic data elements to help schools address the
needs of students. When these data elements are maintained at the school or district level they
can provide information for teachers to monitor student needs, parents to become aware of their
children’s performance and principals to make better decisions regarding their schools and to
ensure that students have qualified teachers and administrators. More comparable information
enables state and local government leaders and the public to gauge the effectiveness of schools
and how education dollars are being spent.

How To Use The Set of Basic Data Elements

A set of basic data elements should provide the means to answer the most frequently asked
guestions about the administration, status, quality, operation and performance of schools and
school systems. But comparable, reliable, valid, measurable, and regularly collected data have
not been available to do so.

This report is a first step to accomplish this task. The report contains

e a process for selecting and including new data elements into an information system,
making it more comprehensive and dynamic; and
¢ student and staff data elements that can be used to create information for
— conducting the day-to-day administration of schools and school districts;
— completing federal and state reports; and
— creating indicators that address questions about the success and functioning of
education systems.

Future Directions

The information needs of education systems are constantly changing and education
information systems must be modified to meet those needs.

This report contains a process for identifying the data needed to accommodate these
changes. Using the established criteria, items can be added and deleted over time. Moreover,
school systems can use the elements that are locally relevant and add their own items to
complement the set. The intent of this report is to assist in data collection and to facilitate the
sharing of information through commonly agreed upon definitions.
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Section Il
Introduction

Policy makers at all levels of the education system in the United States recognize the need
for comparable and complete information about public education. The lack of high quality data,
described irA Nation at Riskn 1983, is even more critical in this era of reform and greater
school accountability. The solution to our data needs must balance the desire for a greater
amount of local flexibility and freedom from regulations with the need to accurately monitor the
progress of the students served with public funds. Governors, state legislators, other state and
local policymakers, and the public want the capability to evaluate their schools by comparing
them to schools in other states and nations. Such comparisons, however, are problematic if the
information is not collected using comparable definitions, procedures, and time schedules.

In the United States, the public education system is decentralized. As a general rule,
schools, school districts, and state education agencies collect education data for their own
planning and operational needs. Most states do not share the same data requirements or systems
for collecting and reporting data. In order for American education at all levels to operate
effectively and continue to improve, a coordinated data system comprised of comparable and
comprehensive information first must be established.

In recent years, the leadership for identifying and promoting “best practices” in the area of
education data collection has come from the National Forum on Education Statistics, which
consists of representatives from state education agencies, the U.S. Department of Education
(especially the National Center for Education Statistics (NCES)), and professional education
associations. The Forum, established by the National Center for Education Statistics in 1989 to
assist with the implementation of Public Law 100-297 (the Hawkins-Stafford Education
Improvement Amendments), has established various task forces to focus on issues related to data
policy and cooperative data improvement at all levels of education governance.

This report presents the recommendations of one such task force. This document contains
a set of recommenddxhsic data elementbat, if maintained at the school, district, and state
levels in a standard format, will inform key decisionmakers charged with the responsibility for
ensuring that schools meet the education-related needs of children.

The focus of this report is on early childhood, elementary and secondary education. The
set ofbasic data elementgflects data needed for education-related activities. The set does not
contain data elements on social services received by children or on juvenile detention activities.
Data maintenance and reporting requirements in these areas vary considerably from site to site;
therefore they were not included in the set.
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Thebasic data elementscluded in this document witiot meet every education
information purpose. Although this document does capture many of the data elements that are
needed for state and federal reporting, additional review of federal reporting data elements will
be continued by the National Forum on Education Statistics, taking into account the changing
data requests from the federal government. In addition, state and local data collectors must
examine and incorporate those data elements that are critical for state and local reporting
purposes.

The data elements included in this report were selected, in part, because they can provide
answers to current key questions about the status, quality, and performance of the education
system. Questions change over time. In addition, there are changes in data needs for reporting
and for managing an education system. Thus, this report includes a process for identifying
additional basic data elements as existing data systems are updated, or new ones established.

The National Forum on Education Statistics presents this report as a tool to guide state and
local school systems in selecting the basic data elements that logically comprise an information
system. Theskasic data elementsan be used whether in a paper-based or computerized system
or a combination of these media. Use of these recommendations is voluntary and the report does
not imply that all of the listed data elements should be maintained by any agency. Each
education agency must determine the extent to which specific data are needed.

The Role of the Basic Data Elements

Thebasic data elementse building blocks that can be used to create comparable
education information at all levels of the school system. The most important use of this
information is to help schools address the needs of students. Ideally, maintaining a
comprehensive set of basic data elements (such as the set included in this report) at the school or
district level provides the information needed for teachers to monitor student needs, parents to
become aware of their children's performance, and principals to monitor students' performance
and ensure that students have qualified teachers. Superintendents, boards of education, and the
public can use the information to monitor the effectiveness of the school system and to know
where education dollars are spent.

Many of thesdasic data elementdready exist in school, school district, or state
education agency data systems. However, they are often defined differently from site to site and
from year to year. In addition, these data elements may be maintained in more than one place
within a school or school district using different definitions or collected on systems that cannot
be linked. This report promotes the use of a common vocabulary, which will increase
comparability, reduce redundant data collection, and promote communication across
jurisdictions.
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Much information on students and staff relates to courses/classes, and this information is
often kept in a school’s information file, rather than in an individual student or staff member’s
file. Atthe time this list was identified, the task force did not address what data should be kept
in a school file; however, consideration was given to what information must be maintained about
a student or staff member and go with the person when transferring schools or employment.

Definitions of Data Elements and Indicators

Data elementsare the basic units, or fields, in a database. Data elements can provide
information about many entities: students, teachers, schools, and others. On a paper form or
guestionnaire, data elements are the individual blanks that must be completed.

Some data elements describe characteristics that rarely or never change, such as a student’s
name or date of birth. Other data elements, such as a student’s grade assignment or a teacher’s
years of experience, reflect conditions that change over time.

There is also a distinction between simple data elements that cannot be broken down into
component information (gender, for example) and data elements that are aggregated or computed
from others. Examples of the latter are a student’s grade point average or a school’s average
daily attendance. The setlmdsic data elementacludes both stable and changing information,
and computed as well as simple data elements.

Indicators are data elements, or combinations of data elements, that provide information
about the status of the education system. They are measures of “health” or progress in a system.
Student assessment results answer questions about whether student performance is improving.
Statistics on the number of discipline incidents at a school can address whether or not schools are
safer than they were a decade ago.

The indicators discussed in this report are typically aggregate counts (such as the number
of students with Individualized Education Programs or IEPs) or computed rates (percentage of
students dropping out). The indicators used to identify elements for inclusion in théastof
data elementdo not refer to individual students or staff members, but are derived from
individual records. For example, the number of students taking advanced placement (AP)
courses is an indicator of school quality that is created from data about individual students. A
database may contain indicators as data elements, or the components for indicators can be
maintained in individual records, allowing the indicators to be computed when they are needed.

The Selection of the Set of Basic Data Elements

The set obasic data elementontained in this report was selected by education
professionals at the local, state and national levels as essential to the operation, management, and
improvement of local and state education systems and to the development of education policy at
all levels. The first release of this report contains data elements related to student and staff
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members, particularly teachers. Data elements on school finance and facilities (and other
identified areas) will be included in subsequent releases.

Several assumptions were made by the task force overseeing this project during the
selection of thdasic data elements

1. Individual student and staff administrative records are maintained for administrative
reasons at the school or district level and contain most of the basic data elements.

2. The selected data elements may reflect data collected on subgroups of students and
maintained in specialized records systems.

3. Using identified standard definitions, formats, and collection procedures for the data
elements (such as those from 8tadent Data Handbobland theStaff Data
Handbook) enables data to be aggregated to provide comparable statistics at the school,

district, state, and national levels.
4. The identified elements are applicable for data collection and reporting activities of both

public and private education.

The selection of the set basic data elementavolved a process similar to the one
presented in Section Il of this report. Three atiég were completed by the task force.

e Questions about the success and functioning of the schools were identified, followed
by the selection of indicators that provide at least partial answers to those questions.
Data elements needed to create the indicators were then identified. (See Appendix A
for the list of key questions and indicators identified by the Task Force.)

e Student and staff data elements for completing reports to be submitted to federal
agencies (and some state agencies) were identified.

e Data elements needed for the day-to-day operations of schools and school districts
were identified.

Once the data elements were identified, the task force screened eachasichdata
elementghrough criteria established at the beginning of this process.

e The data element should be collected on a regular and timely basis.
e The data element should be reliable.

! Student Data Handbook: Elementary, Secondary and Early Childhood Education, National Center for Education Statistics,
Washington, DC, 1994.

2 Staff Data Handbook: Elementary, Secondary and Early Childhood Education, National Center for Education Statistics,
Washington, DC, 1995.
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The data element should be valid.

The data element should be quantifiable or measurable.

The data element has been consistently defined by a recognized body.

The set of data elements taken together provides for valid measures of desired
indicators.

Following the selection, various state and local educators were asked to review the set of
basic data elementsSubsequent work will be done to analyze the feasibility of implementing
the set by local and state education agencies, and to determine what types of assistance may be
needed to promote implementation and maintenance of comparable data across education
systems.

Contents of This Report

This report provides two major types of information for use by the reader. First, Section Ill
describes a process that can be used by local or state education agencies to identify the data needs
of the agency and to select the data elements. This process can be used by an education agency or
school that is moving from paper records to automated records. It can also be used by those
planning to revise or update their systems.

Section IV contains a description of how local and state education agencies can use this
document to promote the maintenance of more comprehensive and comparable data for use in
decisionmaking. The ideas contained in this section go beyond simply maintaining the set of
basic data elementnd include suggestions that support the development of a sound and useful
information system.

Sections V and VI contain the specific data elements identified for inclusion in the set of
basic data elementsThese data elements are presented as a “first cut” or starting point for
establishing and revising data systems. It should be remembered that use of this set is voluntary.

Furthermore, data requirements change, just as our ability to maintain data efficiently and
securely changes. The setasic data elementsill need to be revised over time in response to
emerging policy needs and innovations in information technology, just as an education agency’s
set of data elements should be periodically reviewed and revised.
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Section Il
A Process for Selecting Basic Data Elements

This section describes the steps that can be used in developing a set of basic data elements
useful to a school, school district, or state education system. The process helps produce
agreement on a set of basic data elements, which in turn can reduce costly data collection
redundancy, lessen the data reporting burden on respondents, and increase data comparability
across systems. Though not all education systems share the same requirements or needs for
collecting and reporting data, there is considerable commonality in education goals, objectives,
and services across all levels and regions of the United States. When common definitions and
formats are used for the data elements, aggregate data will provide comparable statistics at the
school, district, state, and national levels.

The steps of this process are illustrated in figure IlI-(A). These steps can be used to
identify a basic set of data elements for an education data system that will meet various needs.

Step 1 Identify Information Needs

Information is not without cost, and no data element should be collected unless a clear and
specific need for it has been identified. All relevant parties—policy makers and other data users,
potential providers, and data system specialists—should be included in the process of selecting
data elements for a data system. The process should begin with an examination on a wide range
of information needs. Three major areas for which education information is needed are: program
administration, state and federal legislative and program reporting mandates, accountability, and
policy planning.

(a) Identify information needed to administer programs

In general, schools, school districts, and state education agencies collect education data to
meet their own planning and operational needs. For instance, principals need data about the
number of students enrolled by grade level to plan for appropriate staffing and services.
(b) Identify state and federal legislative and program reporting mandates

A basic set of data elements should be applicable to the data collection and reporting
responsibilities of the education system. For example, if the state legislature requires a report of

the number of students participating in state-funded programs for gifted and talented students,
then such information must be included in a school or school district database.
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Figure I11-(A).—A process for selecting basic data elements

Step 1 Identify information needs

—>
(a) ldentify (b) Identify (c) ldentify key
information state and federal guestions or
needed to legislative and indicators on
administer program reporting education
mandates conditions

I B

Step 2 Identify and define data elements that comprise
the information needed.

l

Examine the quality of data elements using the
six selection criteria.

l

Check the efficiency of the collective body of

l

Step 5 Update periodically the basic data set to reflect
— changes in information needs such as reporting
requirements or education goals—conditions.

data elements.
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(c) Identify key questions or indicators on education conditions

Questions should be identified that are central to administrative or policy needs, help to
monitor educational outcomes, and lead to formulation of effective education policies. Indicators
that answer key questions concerning education conditions should also be identified. For
example, student retention rates, together with students’ attendance patterns, suspension and
expulsion rates, and mobility rate, are indicators for answering the question “Are students in
school, that is, what are the patterns of participation in school activities?”

Step 2 Identify and Define Data Elements that Generate the Information
Needed

This step calls for identifying and defining specific data elements to provide the needed
information. For instance, individual student’s enrollment status, entry date, entry level, and
exit/withdrawal date are data elements needed to generate the information concerning the number
of students enrolled by grade level.

Step 3 Examine the Quality of Data Elements Using the Six Selection
Criteria

The data elements identified are to be screened by the six selection criteria for technical
guality and feasibility. (See exhibit IlI-(1))

Step 4 Check the Efficiency of the Collective Body of Data Elements

Review the efficiency of the overall set of chosen data elements. When taken as a whole,
does the basic set of data elements provide a net savings in data collection and reporting efforts
or a net gain in availability and utility of information? For example, student’s entry level does
not need to be collected separately to calculate both the “student enrollment by grade level” and
“student retention rate by grade level.”

Step 5 Update Periodically the Set of Data Elements to Reflect Changes in
Information Needs Such as Reporting Requirements or Education
Goals—Conditions

The set of data elements should be dynamic. As policymakers move in new directions,

new information about the education system will be needed. A set of data elements should be
updated periodically to ensure that it meets the information needs of the education system.
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Exhibit I11(I).—Criteria for evaluating the quality of data elements

1.

The data element should be collected on a regular and timely basishe data element shol
be one that is gathered and used on a regular basis. There is no efficiency in standardiz
element that reflects a one-time need or an unusual bit of information. In addition, the cg
of this data element should occur at a time that is appropriate for the intended users.

The data element should be reliableThe data should be a consistent measure for every ¢
(such as individuals, schools, or districts) and from one time to another.

The data element should be validThe data should measure what they purport to measuré.

data element should reflect a logical and meaningful description of an entity, for example
individual, a school, or school district, and it should not be easily subject to distortion.

The data element should be quantifiable or measurableThe data to be collected can be
defined, listed, codified, or otherwise described in a consistent, readily interpretable man

The data element has been consistently defined by a recognized bodfe data element
should have a standardized definition so that data can be collected in a reliable manner.
definition should be one that is available from a legitimate professional source and is gen
accepted by the field as appropriate.

The data elements together provide for valid measures of desired indicatorBesired

indicators include measures of student or institutional performance, equity, and efficiency.

Id
ng an
llection

ntity

an

her.

This
erally

A school, district, or state education agency (SEA) could use this process to select the data
elements to be included in a student information system. A SEA could also use this process to
identify what aggregate or computed data are needed from schools or school districts. The SEA
could then work with the schools and districts to ensure that the data elements have uniform
definitions and the data are obtained using comparable collection procedures.

-4



Section IV

Implementing the Basic Data Elements



Section IV
Implementing the Basic Data Elements

Adopting the contents of this report (or adapting it to local conditions) should increase the
capacity of an education agency or school to respond to the questions of educators, the
community, and parents about the functioning and effectiveness of schools. However,
implementation requires the commitment of all those involved in providing, collecting,
maintaining, reporting, and using the data. In this section are some general activities
incorporating the set dfasic data elementbat state education agencies can use to support the
development of a more effective information system at the state and local levels.

1. Adopt the Process for Selecting Basic Data Elements.

The process described in Section Il of this report provides for varying perspectives to be
included in the selection of data elements needed for an information system. Allowing for
considerable participation in the identification process can help to reassure participants that their
perspectives are being taken into consideration and to build the commitment of participants to the
final product. For instance, state education agencies (SEAs) could bring together representatives
of schools and districts within the state to discuss information needs and ways to collect and
record the information. If a SEA intends to collect individual student or staff data, district and
school personnel should help to decide what data elements should be collected, when they should
be collected, how the data elements should be defined, and how the data will be used. If a SEA
does not intend to collect individual student or staff level data but wants to improve the
comparability of data it collects in the aggregate, it could use the process to work with school and
district personnel to develop a consensus on what data must be collected by all schools and
districts within the state and what definitions and collection procedures should be used by all.

2. Incorporate the Process into All Data Planning and Development
Activities.

SEAs can use this report to review the contents of their existing information systems and
the processes used to collect, analyze, and report data to education decisionmakers and the
public. Data elements may be dropped from existing systems because they do not meet the
criteria described in the review process. SEAs can look at where there is redundant and
conflicting data collection, and bring data collectors and users together to ensure that data
collection is done more efficiently and effectively. SEA staff can provide feedback to legislators
on what data are available, and what it would take to get additional data to meet legislative needs
for information. SEA staff can then review and select new software and hardware in light of
information needs after they have completed the selection process.
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Data obtained through a more coordinated and efficient information system should be more
useful, and the state should have better information for making decisions about such issues as
merging districts, building new schools, and revising school or program structures.

3. Use the Contents of This Report To Encourage Schools and Districts To
Provide Better Quality Data.

SEAs that adogBasic Data Elementsom this report along with the definitions and
selection process can use this report to help evaluate the quality of the data provided by schools
and districts and encourage districts to adopt more comparable data sets. For instance, SEAs can
return data to schools and districts if they do not comply with the definitions and collection
procedures specified by the state. SEAs can use the comparable data from schools and districts
to inform the public. Schools and districts that do not comply with data collection and reporting
requirements would not be included.

4. Provide Training and Support For Schools and Districts To Use the
Contents Of This Report.

Many SEAs meet regularly with SEA, local education agency (LEA), and school personnel
responsible for collecting, reporting, and using data. These gatherings provide an excellent
opportunity for local educators to learn what is desired by the SEA and where they might not be
meeting reporting requirements. SEA personnel benefit from these meetings because they can
learn what problems local educators are having in the collection and reporting of data, provide
training and technical assistance, and build commitment to the provision of better quality data.
SEA personnel can use the contents of this report to provide training to school and district
personnel about how to make their information systems more effective and efficient. For
instance, in their training materials, SEAs may include specific examples to illustrate the process
of selecting basic data elements (Figure B on page 22) and to show how the six selection criteria
can be used to evaluate the quality of data elements (Exhibit 2 on pages 23-25). SEAs can
identify whichBasic Data Elementthey consider most essential, provide definitions for the data
elements, and describe data collection procedures to ensure that schools and districts are
providing comparable data.

5. Advertise Compelling Reasons for Districts And Schools To Use This
Report.

State education agencies should share the contents of this report with schools and school
districts, since educators at those levels also need to develop information systems to answer
important questions of educators, the community and parents. Schools and districts are held
accountable for the performance of their students. Local ability to address accountability issues
depends on having good quality data available; therefore the process proposed in this report and
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the data elements recommended for inclusion in a data system can help schools and districts to
ensure that needed data are available, interpretable, and useful.

Schools and districts can use the process and data element definitions included in this
report whether or not their information systems are automated. These guidelines are relevant to
paper-based systems as well as automated systems. Schools and districts with paper-based
information systems can use this report when they review how they are currently collecting data
to make improvements, and the guidelines can help them make changes that will position them
for movement to automated information systems in the future.

An information system designed using the guidelines included in this report can result in a
reduction in data burden and data duplication as well as improve the quality and availability of
the data. The use of common data elements across school sites will allow for information to be
compared so that outstanding programs or programs in need of assistance can be identified.
Schools and districts with similar characteristics can be encouraged to share ideas that work with
their students.

This report captures many of the data elements that are needed for state and federal
reporting. However, additional review of federal reporting data elements will be continued by
the National Forum on Education Statistics, taking into account the changing data requests from
the federal government. In addition, state and local education agencies must examine and
incorporate those elements that are critical for state and local reporting purposes.

6. Work With State and Local Software Vendors To Incorporate the Basic
Data Elements and Their Definitions.

State and local education agencies can use this report to assist them as they review the
contents of various administrative software programs to seeifabie Data Elementare
included. In addition, the process can help educators at all levels of the education system to
encourage software vendors to provide products that meet the various analysis and reporting
needs of schools and districts. By promoting the inclusion of the data elements as they are
defined in this report, education agencies can ensure that the formats used will provide flexibility
and address data collection issues in ways that will meet educators’ information needs in the
future.

Conclusion

There are many ways in which state education agencies can work with schools and school
districts to improve the collection and use of high quality data. This report addresses issues
related to the selection of data elements to include in an information system that provides
information for administering the schools, providing instructional services to students,
monitoring the quality and progress of the education system, and completing reporting
requirements. Through a collaborative process for reaching agreement on the inclusion of data
elements in an information system, such as is described in this report, states can build
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commitment to the availability of high quality, useful data on schools. In addition, education
systems can adjust to changing data needs as they promote improvement in the provision of
services to students.
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Figure IV-(A).—A process for selecting basic data elements, illustrated
with specific examples

> 1 Identify information needs:

(b) Identify state and federal
legislative and program reporting
mandates:

E.g., Number of Students
Participating in Individualized
Education Program

(a) Identify information
needed to administer
programs:

E.g., Number of Students
enrolled by Grade Level

(c) Identify key questions or
indicators on education
conditions:

E.g., Student Retention
Rate by Grade Level

v v ;

2 Identify data elements (DEs) that comprise the information needed:

DE'’s Enrollment Status; DE’s: Individualized Program Type DE’s: Entry Level;
Entry Date; Entry Level; Nonpromotion Reason
Exit/Withdrawal Date

and define data elements:

Data Element No™.: Data Element No.: 314 Data Element No.: 083; 158
073; 080; 083; 104

'

3 Examine the quality of data elements using the six selection criteria:

(i) The data elements should be collected on a regular and timely basis;

(i) The data elements should be reliable;

(iii) The data elements should be valid;

(iv) The data elements should be quantifiable or measurable;

(v) The data elements have been consistently defined by a recognized body, such as the Student Data
Handbookz;

(vi) The data elements selected in Step 2 provide for valid measures of desired indicators listed in Step 1.

’

4 Check the efficiency of the collective body of data elements:

« To reduce redundancy, the overall set of data elements needs only one data element for student’s “Entry Level,”
though the data element is needed to calculate both the “student enrollment by grade level” and “the student
retention by grade level.”

« The overall set of data elements would be: “Enrollment status, Entry Date, Entry level, Exit/Withdrawal Date,
Individualized Program Type, and Nonpromotion Reason.”

* These data elements are defined at the individual student level from where non-personally identifiable information
could be aggregated for local, state, and federal program administration, required reporting, and education condition

indication.

Update periodically the basic data set to reflect changes in information needs such as reporting

requirements or education goals—conditions.

1 As used in th&tudent Data Handbook: Elementary, Secondary and Early Childhood Edydditional Center
for Education Statistics, 1994, Washington, DC.
2 |bid.
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Exhibit IV-(I).—Criteria for evaluating the quality of data elements,
illustrated with examples

1.

The six criteria for evaluating data elements are illustrated by examples of data elements
possibly meeting or not meeting the criteria.

The data element should be collected on a regular and timely basiEhe data element
should be one that is gathered and used on a regular basis. There is no efficiency in
standardizing an element that reflects a one-time need or an unusual bit of information. In
addition, the collection of this data element should occur at a time that is appropriate for the
intended users.

Example: Student enrollment

v/ Data elements such Egit/Withdrawal Date and

Exit/Withdrawal Type (e.g., transfer, graduation,
illness, expulsion, dropping out) are maintained
throughout each school year. These data can be

aggregated at the end of a school year for reporting texample of such data elements woulchbeber of

the district or state.

X Occasionally, there are one-time collections of da

on particular activities of interests. These data

elements, however, might not be considered basi¢

individual student or staff record systems. An

hours students report watching television

2.

fa

The data element should be reliableThe data should be a consistent measure for every
entity (such as individuals, schools, or districts) and from one time to another.

Example: Student learning

¢/ Student's attendance status in a clagzovides

reliable information about student's presence at of
absence from each class period while school is in
session. Compilation of these data results in tota
time spent in the class.

X Information ontime spent on homework or

relevant educational activities outside of schoas
most likely obtained through surveys to parents.
Data of this kind tend to be subjective in nature.
particular data element does not provide a consis
measure for every student.

This

ent
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3.

The data element should be valid.The data should measure what they purport to

measure. A data element should reflect a logical and meaningful description of an entity, for
example, an individual, a school, or school district, and it should not be easily subject to

distortion.

Example: Teacher qualification

v/ A valid data element to reflect whether an individy
is authorized to teach a certain subject is the
Teaching field or area authorizedby an active

& Time spent in past school year teaching a
particular subject matter area does not specify
whether the individual is authorized to teach a ce

teaching credential that the individual holds.

subject-matter area.

4.

r|tai n

The data element should be quantifiable or measurableThe data to be collected can

be defined, listed, codified, or otherwise described in a consistent, readily interpretable manner.

Example: Professional development activities

v/ Number of Credits Earned by an individual who
completes a course or activity could be a quantifi
and measurable data element for a staff record.
(Another data element on thgpe of creditsor units

X Quality of a professional development activityis
\bledifficult to measure. There are still no data on
professional development activities that are

comparable across states.

of value awarded for the completion of a course npay

be needed to specify whether the number of cred

Units, or other types of credits.)

ts

earned refers to college credit, Continuing Educa]ion

5.

The data element has been consistently defined by a recognized bodye data

element should have a standardized definition so that data can be collected in a reliable manner.
This definition should be one that is available from a legitimate professional source and is
generally accepted by the field as appropriate.

Example: Uses of technology in schools

v/ In general, all data elements listed in NC&ident
andStaff Data Handbooksan meet this particular
criterion. The definition of the data element
Principal Medium of Instruction can be found in
the Student Data Handbool.isted options of this
data element include computer-based instruction
distance learning, and interactive

X On the other hand, consistent definitions concern
students' access to the Internet or computers in
schoolsare yet to be established.

telecommunications.
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6. The data elements together provide for valid measures of desired indicatorBesired

indicators include measures of student or institutional performance, equity, and efficiency.

Example: Student achievement information

v “Average subject area proficiencies by grade level
an indicator of how well students do on state or lo
tests. Here a list of six data elements may be nee
to provide the information for this indicator. They

"X Given the same indicator, if any one of these six

tal indicators is missing, there might not be sufficient
dedinformation for answering what the average subje
area proficiencies by grade level are. For examp

are:assessment conter(e.g., arts, math, a foreign
language)subtest type(e.g., reading comprehensig
vocabulary) grade level when assessed

administration date, score results andreporting

the data elememrade level when assesseuas

missing, we would not know which grade level the

student was in when he or she took the tests. As
result, we may be able to know what the average

method (the measure in which results are presents
e.g., letter grade, normal curve equivalent, percen
rank, pass-fail).

d, subject area proficiencies are, but we may not be

taken the tests.

lile to know them by grade level of students who havd

Ct
le, if

able
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Section V
Basic Data Elements for Student Information Systems

This section contains a listing of thasic data elementdentified for inclusion in student
information systems. These data elements represent essential information about students that
could be maintained at a school or district level by teachers or others with whom the student
comes in contact. Definitions for thasic data elementwe provided to promote comparability
in data collection and maintenance in a paper-based or electronic information system. If these
data elements were part of a student record system, they would provide information for:

e making day-to-day decisions about the provision of appropriate instruction and services
to students;

e determining and acting on operational needs of schools and districts for students; and

e completing most reports required by local, state, and federal education agencies.

All of the data elements selected were assumed to be needed and, therefore, maintained at
the school or school district level. Thus, school or district personnel should review the set of
basic data elements determine if the data elements fit their information needs. Some of the
data elements may not be needed because of the level of the students or other characteristics of
the school or students. It is expected that additional data elements beyond this set will be needed
to meet local needs. The setafic data elements presented as a set that should be consistent
across school sites and districts in order to provide important information for decisionmaking at
the local and state levels.

Some states choose to maintain individual student records at the state level, and many of
the data elements in this set are included in state-level databases. However, it is not
recommended that all of tiasic data elementse maintained at all levels of an education
system. It is important for a state education agency to determine whether it needs to collect
individual student data, and if so, what specific data elements should be maintained.

Considerations When Selecting Data Elements

The set ofbasic data elemenftsr student information systems includes some data
elements that do not need to be maintained about all students. For federal and state reporting,
schools and districts must maintain data about student participation in state or federally funded
programs. Not all students participate in these programs, therefore, program participation data
will not be needed for all students. For example, data on Individualized Education Programs
(IEPs) should only be maintained for those students participating in special education programs
requiring IEPs.
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Not all data must be maintained in the same paper file or computer file. Some data
elements about a student may be maintained in a separate filing cabinet or computer. In order for
the data to be maximally useful, however, the data should have a unique identifier for a student
that can be linked with data on that student maintained in another file or computer. In addition,
such a system of linked files can reduce data redundancy and burden by recording the
information once in a system that can be accessed by all those who need it. This is particularly
true with computerized information systems. By maintaining the data elements in a single
location, there is a higher probability that data will be comparable, and not recorded with
different definitions and formats.

Thebasic data elementacluded in this section were taken from Stedent Data
Handbook on Elementary, Secondary, and Early Childhood Educaléeeloped by the
National Center for Education Statistics. Btadent Data Handboatontains a comprehensive
listing of data elements that could be kept in a student information system. A major focus of this
handbook is on standardizing data element formats for computer systems. The data elements
reflect a consensus of persons in education as to the best and most flexible way to maintain
student data. The data elements in the handbook are recommended, not mandatory. Itis
understood that many student records currently may not use the definitions or the exact formats
included in the handbook. For instance, the handbook recommends the use of individual data
elements for the various components of a student’s name. basiedata elementfour of
those data elements for “name” were considered essential: First Name, Middle Name,
Last/Surname, and Generation Code. Some schools, districts or state education agencies may
choose to have a single data element for a student’s name, rather than four. The use of four data
elements provides more flexibility in a data system; however, is not necessarily essential for
comparable data. In identifying the sebakic data elementbere was a special focus on the
need for comparability in how data are collected and reported. Users of this report may choose
other data elements than those included in this recommended set; however, they should be
sensitive to those data elements for which comparability is essential.

Student Data Elements

Included in the following are lists of:
e Basic Data Elements for student information systems; and
e definition of the Basic Data Elements for student information systems.

Data element numbers and definitions used in the lists are taken from [S€E8Hht Data

Handbook: Elementary, Secondary and Early Childhood Educatimiormation on formatting
of data elements for information systems can also be found Btalent Data Handbook

V-2



Basic Data Elements For Student Information Systems
A. PERSONAL INFORMATION

Name
No. Data Element Entity Uses’
001 First Name* Student
002 Middle Name* Student
003 Last/Surname* Student
004 Generation Code* Student

Background Information

No. Data Element Entity Uses
013 Identification Number* Student
014 Identification System* Student
015 Race/Ethnicity* Student
017 Sex* Student
018 Birthdate* Student
022 State of Birth Student
023 Country of Birth Student
026 Country of Citizenship Student
027 English Proficiency* Student
028 Language Type Student
029 Language Student
032 Migratory Status* Student

! Data element numbers as they appeared iStingent Data Handbook: Elementary, Secondary and Early Childhood
Education National Center for Education Statistics, Washington, D.C., 1994.

2 Definitions are listed in the next subsection titled “Definitions of Basic Data Elements for Student Information Systems” in
order of the identifying number shown in the far left column.

3 Entities refer to persons, places, events, objects, or conbepitsvehich data can be collected. Definitions for the listed entity
uses are also included in the next subsection on page V-9 titled “Definition of Basic Data Elements for Student Information
Systems.”

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Address/Contact Information

No. Data Element Entity Uses
037 Street Number/Name* Student
038 Apartment/Room/Suite Number* Student
039 City* Student
041 State* Student
042 Zip Code* Student
043 Country* Student

Parent/Guardian

No. Data Element Entity Uses
001 First Name* Parent/Guardian
002 Middle Name* Parent/Guardian
003 Last/Surname* Parent/Guardian
004 Generation Code* Parent/Guardian
066 Relationship to Student* Parent/Guardian
067 Life Status* Parent/Guardian
028 Language Type Parent/Guardian
029 Language Parent/Guardian
037 Street Number/Name* Parent/Guardian
038 Apartment/Room/Suite Number* Parent/Guardian
039 City* Parent/Guardian
041 State* Parent/Guardian
042 Zip Code* Parent/Guardian
043 Country* Parent/Guardian
071 Employer Type Parent/Guardian
072 Highest Level of Education Parent/Guardian
Completed*

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Sibling(s) or Other School-Age Children in Household

No. Data Element Entity Uses

011 Name of Individual* Sibling(s) or Other School-Age Children Living
in Student’s Household

066 Relationship to Student* Sibling(s) or Other School-Age Children Living
in Student’s Household

018 Birthdate* Sibling(s) or Other School-Age Children Living

B. ENROLLMENT

School Information

in Student’'s Household

No. Data Element Entity Uses

073 Enroliment Status* School

012 Name of Institution School

013 Identification Number* School

014 Identification System* School

012 Name of Institution Local Administrative Unit
013 Identification Number Local Administrative Unit
014 Identification System Local Administrative Unit

Entrance Information

No. Data Element Entity Uses

080 Entry Date* Student

082 Entry Type Student

083 Entry Level* Student
Membership Information

No. Data Element Entity Uses

100 Number of Days of Membership* Student
Attendance Information

No. Data Element Entity Uses

101 Daily Attendance Status* Student

102 Class Attendance Status Student

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Exit/Withdrawal Information

No. Data Element Entity Uses
104 Exit/Withdrawal Date* Student
105 Exit/Withdrawal Status Student
106 Exit/Withdrawal Type* Student
110 Expulsion Cause Student
111 Expulsion Return Date Student

C. SCHOOL PARTICIPATION AND ACTIVITIES

Session Information
No. Data Element Entity Uses

117 Session Type School

Course Information

No. Data Element Entity Uses
013 Identification Number* Class

014 Identification System* Class

122 Subject Matter Area or Department* Class
123 Instructional Level* Class

124 Descriptive Title* Class

131 Number of Credits Attempted Class
133 Number of Credits Received Class
136 Grade Assigned Class

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Performance Information

No. Data Element Entity Uses
142 Credits Attempted: Given Session Student
144 Credits Attempted: Cumulative Student
146 Credits Received: Given Session Student
148 Credits Received: Cumulative Student
150 Grade Points Received: Given Session Student
152 Grade Points Received: Given Cumulative Student
154 Grade Point Average (GPA): Given Session  Student
156 Grade Point Average (GPA): Cumulative Student

Progress and Honor Information

No. Data Element Entity Uses
158 Non-promotion Reason* Student

D. ASSESSMENT

Assessment Information

No. Data Element Entity Uses
188 Purpose* Assessment
189 Assessment Type* Assessment
190 Assessment Title* Assessment
191 Assessment Content* Assessment
192 Subtest type* Assessment
193 Level (for Which Designed) Assessment
194 Grade Level when Assessed* Assessment

Administrative Issues

No. Data Element Entity Uses
200 Special Adaptation Assessment
201 Administration Date* Assessment

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Score/Results Reporting

No. Data Element Entity Uses

205 Norm Group Assessment
206 Norm Year Assessment
207 Norming Period Assessment
208 Score Range Assessment
209 Reporting Method* Assessment
210 Score Results* Assessment

E. TRANSPORTATION

Transportation Information

No. Data Element Entity Uses
213 Transportation Status* Student
215 Transportation at Public Expense Eligibility*  Student
216 Special Accommodation Requirements Student

F. HEALTH CONDITIONS, SPECIAL PROGRAM PARTICIPATION /STUDENT
SUPPORT SERVICES

Disabling Conditions

No. Data Element Entity Uses
269 Primary Disability Type* Student
271 Secondary Disability Type* Student
272 Tertiary Disability Type* Student

Immunizations

No. Data Element Entity Uses
276 Immunization Type* Student
278 Immunization Date* Student
279 Immunization Status Code* Student

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Referrals

No. Data Element Entity Uses
281 Referral Purpose Student
283 Referral Date Student

Other Health Information

No. Data Element Entity Uses
294 Emergency Factor* Student
295 Related Emergency Needs Student

Identification Procedure

No. Data Element Entity Uses

302 Identification Method Student

303 Identification Results Student

304 Program Eligibility Indicator Program/Service
305 Program Participation Reason Program/Service
306 Program Participation Identification Date Program/Service

Early Childhood Program Patrticipation

No. Data Element Entity Uses

307 Caregiver/Early Childhood Program Program/Service
Provider*

308 Caregiver/Early Childhood Program Program/Service
Location*

311 Early Childhood Program Sponsorship* Program/Service

Individualized Education Program Information

No. Data Element Entity Uses
314 Individualized Program Type* Student
315 Individualized Program Date Type Student
316 Individualized Program Date Student

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Special Program and Student Support Service Participation

No. Data Element Entity Uses

318 Special Assistance Program Type Program/Service

320 Program Funding Source Program/Service

321 Instructional Program Service Type* Program/Service

322 Student Support Service Type* Program/Service

323 Transitional Support Service Type* Program/Service
Special Program/Services Delivery

No. Data Element Entity Uses

327 Care/Service Intensity Program/Service

328 Care/Service Duration Program/Service

329 Care/Service Beginning Date Program/Service

330 Service Setting* Program/Service
Program Exit

No. Data Element Entity Uses

334 Care/Service Ending Date Program/Service

335 Program Exit Reason Program/Service
G. DISCIPLINE
Nature of Offense

No. Data Element Entity Uses

336 Offense Type* Student

338 Offense Occurrence Date* Student

339 Offense Occurrence Location Student
Disciplinary Action

No. Data Element Entity Uses

340 Disciplinary Action Type* Student

*— indicates a data element (for the associated entity uses) that may be needed for indicators to answer key policy questions;
see table A "List of key questions, indicatars] constituent student—staff data elements” in appendix A for detail.
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Definitions of Basic Data Elements for Student Information Systems

Entity Uses"

Assessment-A tool, instrument, process, or exhibition composed of a systematic sampling of

behavior for measuring a student’'s competence, knowledge, skills or behavior. An assessment can be
used to measure differences in individuals or groups or changes in performance from one occasion to
the next.

Class—A setting in which organized instruction of course content is provided to one or more students
(including cross-age groupings) for a given period of time. (A course may be offered to more than one
class.) Instruction, provided by one or more teachers or other staff members, may be delivered in
person or via a different medium. Classes that share space should be considered as separate classes if
they function as separate units for more than 50 percent of the time.

Emergency Contact—An individual who is to be notified in the event of an emergency involving a
student when the appropriate Parent/Guardian cannot be contacted.

Local Administrative Unit (LAU)—AnN administrative unit at the local level which exists primarily to
operate schools or to contract for educational services. These units may or may not be coextensive
with county, city, or town boundaries. Public school LAU's are often referred to as Local Education
Agencies (LEA’s).

Parent/Guardian—An individual having parental or legal guardianship responsibility for a student.
Program/Service—A program or service that supplements the regular school program or serves as
early childhood education and care for children prior to reaching school-attendance age. These
programs and services are often, but not solely, available through federal, state, or local agencies,
non-profit organizations and/or other community-based organizations (or assistance provided by these
entities). Services may be instructional or non-instructional in nature and may be provided within or
outside of a school building.

School—An institution that prov