Sample Calendar 1 (continued)

perceptions). For each of the sources, list the data items by type and complete the rest of the columns for each item.

Collected Data Items

Pick one or two data sources that contain one of the data types previously discussed (student learning, demographics, school processes, and

Data Source

Data Item

Who Enters Data

Dates Data Entered

How Data Are Used

Who Uses
These Data

Reason for Collecting




Sample Calendar 1 (continued)

District:

Data Calendar Planning Form

External Reports/Data Submissions Planning

In the first column, create a list of the reports and/or data submissions for which your school or district is responsible. For each item in the
list, fill out the remainder of the cells as indicated in the example in the first row.

Report/Submission Person Responsible for Report/Submission Data Needed for Report/Submission
Report/Submission Deadline
State assessment scores Curriculum Coordinator June 1 Student ID, Grade Level, District, Building, Math

Score, Reading Score




Data Calendar Planning Form (continued)

Curricular Decisionmaking Planning

For each school building in your district, identify appropriate staff and the dates by which major curricular decisions (curriculum assignments,
remediation needs, special placements, etc.) are made and data needed to support those decisions.

Principal Name Other Curriculum Staff | Technology Support Date(s) Info Data Needed for Decision

Building Name
Staff Needed




Sample Data Calendar

Deadline Item Responsible Staff Data Source Data Reported To
July 2-12 Download last year’s state assessment Assessment Coordinator State Assessment Web
results data Site
July 20 Meet with data-entry staff for procedural Data Coordinator
suggestions
July 23 Print end-of-year attendance, discipline, Data Coordinator Student Information Administrative
GPA reports sorted by grade level and System (SIS) Team
building
July 25 Meet with Curriculum Coordinator, Data Coordinator
Special Ed Coordinator, and principals to
determine reporting changes
July 30 Deadline for sending state assessment data, | Data Coordinator SIS Specialist Data Warehouse
as well as end-of-year grades and Assessment Coordinator | vendor
enrollment data, for data warehouse
August 5 Load state assessment scores into SIS SIS Specialist Assessment Coordinator
August 6 Train new office staff on data-entry Data Coordinator
procedures
August 7-8 Train new teachers on SIS SIS Specialist
August 10 Load data into data warehouse Data Warehouse Vendor

August 10-25

Enter additional new students for coming
year into SIS

Building Secretaries

Registration Forms
(from building offices)

August 15 Run state-assessment reports by building Data Coordinator Data Warehouse Administrative
and grade level Team

August 15 Run homeroom and classroom rosters SIS Specialist SIS Teachers

August 20 Roster corrections submitted Data Coordinator Principals

August 21-23 Train new teachers on data warehouse Data Coordinator

August 23 Roster corrections entered into SIS Building Secretaries Principals

August 25 Run state-assessment reports by rosters Data Coordinator Data Warehouse Teachers




Sample Data Calendar 1 (continued)

Deadline Item Responsible Staff Data Source Data Reported To
August 26 School starts

August 26- Drop/Add period

September 15

August 30- Enter secondary schedule changes, Building Secretaries Drop/Add Forms (from

September 18

additional new students, and withdrawals
into SIS

guidance offices)
Registration/

Withdrawal Forms (from

building offices)

September 20-25 | Print changed rosters SIS Specialist SIS Principals
October 26 End of Marking Period 1
October 30- Enter marking-period grades into SIS Building Secretaries
November 1
November 2 Run report cards SIS Specialist
November 5 Send report cards home Building Secretaries Parents
January 26 End of Marking Period 2
January 30- Enter marking-period grades into SIS Building Secretaries
February 1
February 2 Run report cards SIS Specialist
February 5 Send report cards home Building Secretaries Parents
February 5-9 Print discipline reports sorted by name Data Coordinator SIS Teachers,

staff involved Principals
February 12-23 Corrections to discipline report submitted | Teachers, Principals Paper Reports Data Coordinator

February 26- Enter corrections to discipline report into Building Secretaries Correction Sheets

March 2 SIS

March 5 Print 1 semester attendance and discipline | Data Coordinator SIS Administrative
reports sorted by building and grade level Team

March 19-21 Print student bar codes by roster Data Coordinator

March 22-23 Distribute bar codes to buildings Data Coordinator

March 26-30 Put bar codes on state assessment forms Building Secretaries

March 29 End of Marking Period 3




Sample Data Calendar 1 (continued)

Deadline Item Responsible Staff Data Source Data Reported To
April 2-4 Enter marking-period grades into SIS Building Secretaries
April 2-5 Distribute labeled state assessment forms to | Assessment Coordinator
assessment Monitors
April 5 Run report cards SIS Specialist
April 9 Send report cards home Building Secretaries Parents
April 9-13 State assessment given to students Monitors
April 18 Send in test answer sheets to State Assessment Coordinator
Department of Education
June 1-6 Final exams given
June 8 School ends
June 11-15 Report final grades Teachers Grade Books Building
Secretaries
June 13-20 Enter final grades into SIS Building Secretaries
June 19-22 Print final report cards SIS Specialist
June 21-26 Send home report cards Building Secretaries
June 25-27 Roll over student enrollment, registration, | SIS Specialist SIS N/A
and scheduling data to next year
June 25-July 13 Enroll new students and enter into SIS Building Secretaries Parents




Sample Data Calendar

| Deadline | Item | Responsible Staff | Data Source | Data Reported To |

End of Year

June 25-27 Roll over student enrollment, registration, | SIS Specialist Student Information N/A
and scheduling data to next year System (SIS)

July 23 Print end-of-year attendance, discipline, Data Coordinator SIS Administrative
GPA reports sorted by grade level and Team
building

New Year

June 25-July 13 Enroll new students and enter into SIS Building Secretaries Parents

August 10-25 Enter additional new students for coming Building Secretaries Registration Forms
year into SIS (building offices)

August 15 Run homeroom and classroom rosters SIS Specialist SIS Teachers

August 20 Roster corrections submitted Data Coordinator Principals

August 23 Roster corrections entered into SIS Building Secretaries Principals

August 26 School Starts

August 26- Drop/Add period

September 15

August 30- Enter secondary schedule changes, Building Secretaries Drop/Add Forms (from

September 18 additional new students, and withdrawals guidance offices).
into SIS Registration/

Withdrawal Forms (from
building offices)

September 20-25 | Print changed rosters SIS Specialist SIS Principals

State Assessment

July 2-12 Download last year’s state assessment Assessment Coordinator State Assessment Web
results data Site

July 30 Deadline for sending state assessment data, | Data Coordinator SIS Specialist Data Warehouse
as well as end-of-year grades and Assessment Coordinator | Vendor
enrollment data,to data warehouse

August 5 Load state assessment scores into SIS SIS Specialist Assessment Coordinator




Sample Data Calendar 2 (continued)

Deadline Item Responsible Staff Data Source Data Reported To
August 10 Load data into data warehouse Data Warehouse Vendor
August 15 Run state-assessment reports by building Data Coordinator Data Warehouse Administrative
and grade level Team
August 25 Run state-assessment reports by rosters Data Coordinator Data Warehouse Teachers
March 19-21 Print student bar codes by roster Data Coordinator
March 22-23 Distribute bar codes to buildings Data Coordinator
March 26-30 Put bar codes on state assessment forms Building Secretaries
April 9-13 State assessment given to students Monitors
April 18 Send in test answer sheets to State Assessment Coordinator
Department of Education
Communication and Training
July 20 Meet with data-entry staff for procedural Data Coordinator
suggestions
July 25 Meet with Curriculum Coordinator, Data Coordinator
Special Ed Coordinator, and principals to
determine reporting changes
August 6 Train new office staff on data-entry Data Coordinator
procedures
August 7-8 Train new teachers on SIS SIS Specialist
August 21-23 Train new teachers on data warehouse Data Coordinator
First Semester Report Cards
October 26 End of Marking Period 1
October 30- Enter marking-period grades into SIS Building Secretaries
November 1
November 2 Run report cards SIS Specialist
November 5 Send report cards home Building Secretaries Parents

January 26

End of Marking Period 2

January 30-

February 1

Enter marking-period grades into SIS

Building Secretaries




Sample Data Calendar 2 (continued)

Deadline Item Responsible Staff Data Source Data Reported To

February 2 Run report cards SIS Specialist

February 5 Send report cards home Building Secretaries Parents

Discipline and Attendance Reports

February 5-9 Print discipline reports sorted by staff Data Coordinator SIS Teachers,
involvement Principals

February 12-23

Corrections to discipline report submitted

Teachers, Principals

Paper reports

Data Coordinator

February 26- Enter corrections to discipline report into Building Secretaries Correction sheets
March 2 SIS
March 5 Print 1 semester attendance and discipline | Data Coordinator SIS Administrative
reports sorted by building and grade level Team
Second Semester Report Cards
March 29 End of Marking Period 3
April 2-4 Enter marking-period grades into SIS Building Secretaries
April 2-5 Distribute labeled state assessment forms to | Assessment Coordinator
assessment Monitors
April 5 Run report cards SIS Specialist
April 9 Send report cards home Building Secretaries Parents
June 1-6 Final exams given
June 8 School ends
June 11-15 Report final grades Teachers Gradebooks Building
Secretaries
June 13-20 Enter final grades into SIS Building Secretaries
June 19-22 Print final report cards SIS Specialist
June 21-26 Send home report cards Building Secretaries




Sample Data Calendar

Deadline

Item

Responsible Staff

Data Source

Data Reported To

July 2-12

Download last year’s state assessment
results data

Assessment Coordinator

State Assessment Web
Site

July 30 Deadline for sendmg state assessment data, | Data Coordinator SIS Specialist Data Warehouse
as well as end-of-year grades and Assessment Coordinator | Vendor
enrollment data, for data warehouse

August 5 Load state assessment scores into SIS SIS Specialist Assessment Coordinator
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August 10 Load data into data warehouse Data Warehouse Vendo

August 10-25

Enter additional new students for coming
year into SIS

Building Secretaries

Registration Forms
(from building offices)

August 15 Run state-assessment reports by building Data Coordinator Data Warehouse Administrative
and grade level Team

August 15 Run homeroom and classroom rosters SIS Specialist SIS Teachers

August 20 Roster corrections submitted Data Coordinator Principals

August 23
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Roster corrections entered into SIS

Bulldmg Secretarles

Principals

August 25

Run state-assessment reports by rosters

Data Coordinator

Data Warehouse

Teachers




Sample Data Calendar 3 (continued)

Deadline Item Responsible Staff Data Source Data Reported To

‘ August 26 School Starts

August 26 Drop/Add period

September 15

August 30- Enter secondary schedule changes, Building Secretaries Drop/Add Forms (from

September 18 additional new students, and withdrawals guidance offices).

into SIS Registration/
Withdrawal Forms (from
building offices)

September 20-25 | Print changed rosters SIS Specialist SIS Principals
‘ October 26 End of Marking Period 1

October 30- Enter marking-period grades into SIS Building Secretaries

November 1

November 2 Run report cards SIS Specialist

November 5 Send report cards home Building Secretaries Parents
‘ January 26 End of Marking Period 2

January 30- Enter marking-period grades into SIS Building Secretaries

February 1

February 2 Run report cards SIS Specialist

February 5 Send report cards home Building Secretaries Parents

March 19-21 Print student bar codes by roster Data Coordinator

March 22-23 Distribute bar codes to buildings Data Coordinator

March 26-30 Put bar codes on state assessment forms Building Secretaries




Sample Data Calendar 3 (continued)

Deadline Item Responsible Staff Data Source Data Reported To
‘ March 29 End of Marking Period 3

April 2-4 Enter marking-period grades into SIS Building Secretaries

April 2-5 Distribute labeled state assessment forms to | Assessment Coordinator

assessment Monitors

April 5 Run report cards SIS Specialist

April 9 Send report cards home Building Secretaries Parents

April 9-13 State assessment given to students Monitors

April 18 Send in test answer sheets to State Assessment Coordinator

Department of Education

Final exams given

School ends

June 11-15 Report final grades Teachers Gradebooks Building
Secretaries

June 13-20 Enter final grades into SIS Building Secretaries

June 19-22 Print final report cards SIS Specialist

June 21-26 Send home report cards Building Secretaries

June 25-July 13 Enroll new students and enter into Building Secretaries Parents






