
    
   

 

Using Attendance and 
Staffing Reports to 
Maximize Your Funding 

Amy Sigler 

Education Technology Coordinator Regions I-III 

Supporting Schools and Students to Achieve 
SHERRI YBARRA, ED.S., SUPERINTENDENT OF PUBLIC INSTRUCTION 



   
 
     

  

  

    

Overview 

•Many staffing and attendance reports can be run 
after each ISEE submission 

•We will go over the parameters and what to look 
for on several of these attendance and staffing 
reports 

•Reports usually update 1-2 days after submission 
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Presenter
Presentation Notes
We have a lot to cover is this session, so I am going to jump right in.  We have quite a few staffing and attendance reports available to you to run usually 1-2 days after you have submitted your ISEE files.  When I worked for a district, we were told to run these reports, but we didn’t know how to run them and what to look for, so several years ago, we started presenting on them.  These are the same reports we have gone over at the Roadshow the last several years, but we still have many districts wanting to do last minute corrections to their data in late spring, so I thought it was important to go over these again.  



 

   
   

    

Report updates 

•Attendance can be updated with any submission 

•Staffing data will not update after the Dec. 6th 

deadline unless you ask for recalculation of 
snapshot data. 
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Reporting Periods 

3 reporting periods 

• Midterm – first day of school through 1st Friday of November 

(Feb. payment) 

• Includes Summer Alternative upload 

• 4th Reporting Period - November through February Data 

• Final Reporting Period – March through June Data 
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Presenter
Presentation Notes
Most of your funding comes from the Midterm Reporting Period.  The staffing reports are only reporting the data as of the snapshot 



 
  

   
  

   

Funding Basics 

• Approximately 90% of your funding 
is based on student attendance. 

• Nearly 80-85 % of your expenditures 
will be salaries and benefits. 
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Presenter
Presentation Notes
The majority of this funding is based on the midterm data.  Only about 2% comes from the best 28 weeks data.



 

   

 
    

Attendance/Enrollment Reports 

•Login to the ISEE Portal 
• www.sde.idaho.gov/tech-services/isee/ 
• Click on the SDE Applications Portal 

•Reports – Attend/Enroll 
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Presenter
Presentation Notes
To access these reports, log into the ISEE portal and look for Reports – Attend/Enroll

www.sde.idaho.gov/tech-services/isee


  

   
  

   

    

Attendance/Enrollment Reports 

• Greater than one ADA 
• Aggregated Attendance Detail Report 
• Net Enrollment 
• Building Level 
• Best 28 Weeks (end of year) 
• District Wide 
• Allocated Enrollment (snapshot as of Nov. 1) 
• Current Year Support Unit Calculation 
• Prior Year Support Unit Calculation (districts only) 
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Presenter
Presentation Notes
I am going to talk about the first 5 reports today



 
     

  
    

   
  

  

 
 

 
 

    

Greater than One ADA Report 

• Max ADA per student is 1 
• Lists students with attendance at more than one 

district/charter on a given day 
• Non-public students on a DR calendar should not be 

listed on this report – (they would not have >1) 
• DR is for Homeschooled students 

• If sharing students, Attendance will be split between
LEA’s 

• Or tuition agreement 
• Remove “no show” students before 1st submission 
• Juvenile Detention Centers trump districts and will 

receive all ADA 
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Presenter
Presentation Notes
This may be the only way you will know if you are sharing a student with another district…they may not have exited their no-shows.Homeschooled students should not show up on this report because they would not total more than 1 ADA.  We don’t see the homeschooled attendance.  Some “schooled at home” students are actually attending a public virtual school rather than being homeschooled.Tuition Agreement – if both parties agree with the allocated split, then nothing needs to be done.  If they do not, negotiations will need to be made about tuition or adjusting attendanceYou can choose to have the ADA split between districts or have a tuition agreement in place with the other district.  If you have a tuition agreement, then be sure that both districts are not splitting the ADA.  Only one district should get ADA in that case, which means that the district receiving the tuition should report 0 attendance for that student.If the split is okay with both districts/charters then leave it. JDC will get ADA and it will not be split.



 

    

Greater than One ADA Report –Adjusted ADA 
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Presenter
Presentation Notes
Large District may think they are getting full ADA for Daffy because they are reporting that the student attended every day but they are only getting 3 daysLarger District is only getting 



 

  
    

 
  

    
 

    

Aggregated Attendance Report 

• School Year – Defaults to current school year 
• Provider – Your district should be only option 
• Building(s) – select one or more buildings 
• Begin Attend Week – Select the week that includes the first day of school 
• End Attend Week – Select the week that includes the last day of the submission period 
• Current or Archive – You can choose the snapshot date or use the current data 
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Aggregated Attendance Report 

•Attendance by school, by calendar, by week, and 
by student 

•Potential problems to look for… 
• Multiple zeros – enrolled but 0 attendance 
• Unusual decimal (i.e.2.33) 

•Use grade grouping totals to identify bad weeks 
and/or calendar issues 
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https://i.e.2.33


 
 

    

    

Aggregated Attendance Report Issues 
Issues to look for 

Page: 1 

Current Or Archive: UseCurrent 

Idaho State Department of Education 
Attendance/Enrollment System 

Aggregated Attendance Detail Report 
7/11/2018 9:47:07 AM 

School Year: 2017 - 2018 
Effective Date: 7/11/2018 
Provider(s): '000  SCHOOL DISTRICT 
Building(s): All 
Begin Attend Week: 1 - 07/01/2017 
End Attend Week: 19 - 10/30/2017 

000 SCHOOL DISTRICT 
001 SCHOOL BUILDING 

Kindergarten 
Edu Id Name 28-Aug 04-Sep 11-Sep 18-Sep 25-Sep 02-Oct 09-Oct 16-Oct 23-Oct 30-Oct 
000000001 Student, Happy 1.50 2.00 2.50 2.50 2.50 2.50 2.50 2.50 2.50 1.50 
000000002 Two, Number 1.50 2.00 2.50 2.50 2.50 2.50 2.50 2.50 2.50 1.50 
000000003 Set, Sun 1.50 2.00 2.50 2.50 2.50 2.50 2.50 2.50 2.50 1.50 
000000004 Rise, Moon 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 
000000005 Roll, Rock 2.50 2.50 1.50 
Total Kindergarten 4.50 6.00 7.50 7.50 7.50 7.50 7.50 10.00 10.00 6.00 
Total Grade Grouping Kindergarten 4.50 6.00 7.50 7.50 7.50 7.50 7.50 10.00 10.00 6.00 
Tenth Grade 
Edu Id Name 28-Aug 04-Sep 11-Sep 18-Sep 25-Sep 02-Oct 09-Oct 16-Oct 23-Oct 30-Oct 
000000007 East, West 1.50 3.50 5.00 5.00 5.00 5.00 5.00 4.00 3.00 1.00 
000000008 North, South 3.00 4.00 4.50 5.00 4.00 3.00 4.50 4.50 5.00 3.00 
000000009 West, North 3.00 4.00 5.00 4.00 5.00 3.00 5.00 5.00 5.00 3.00 
000000010 Broncos, Go 3.00 4.00 5.00 5.00 2.00 0.00 5.00 5.00 5.00 3.00 
000000011 Things, Stranger 3.00 4.00 5.00 5.00 5.00 3.00 5.00 5.00 1.00 1.00 
Total Tenth Grade 13.50 19.50 24.50 24.00 21.00 14.00 24.50 23.50 19.00 11.00 
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Presenter
Presentation Notes
Moon Rise is enrolled in the district, but has 0 attendance.  This could happen if they are not enrolled in enough courses to total 150 minutes per day, or they are marked absent every day.  One district enrolled all online classes in one period so they were not totaling enough minutes.  Rock roll did not enroll until the week of Oct 16th.  Is that correct, or did they not enroll the student in courses until then.  



    

Building Level Report 
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Building Level Report 

• Export to Excel 
• One page/tab per calendar 
• Check correct Instructional Days per week 
• Check for emergency closure days 
• Look for weeks with low ADA 
• Use with Net Enrollment Report for % 
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Building Level Report 
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Presenter
Presentation Notes
Check for weeks with low ADA and verify if sickness, tournaments or bad data entry (i.e. A 4 day school with a 5 day week in session.)Bad weeks may not affect the Best 28 weeks dataEmergency  closures will show as emergency closures when the Effective Date is prior to the adjustments made by Finance (typically late March).  After the adjustments are made, Days in Session will be updated and average ADA will be added.



   

      
   

               

        
   

     

    

Net Enrollment 

School Year – Defaults to current year 
Provider – your district 
Building – deselect alternative, JDC and track schools when using to compare with the Unit Calculation Report 
Charters – Your choice to run with or without (if you have one in your district) 
Period – select “none” to enter your own dates, 1 is Midterm, 2 is Nov through Feb, 3 is Feb. through June,  4 is 
summer 
Begin Date – Auto populated if you select a Period. Needs to be the first day of school or earlier to include everyone 
End Date – Needs to be at least one day before the last day of school 
Current or Archive – reflects either the current data as of the last submission or you can choose a snapshot date 
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Presenter
Presentation Notes
Be sure to include the first day of school to capture all student enrollments.This report updates within 48 hours of submission except for the few weeks prior to a payment date (Februaty 15, May 15, July 15).



  
 
   

 

    

Net Enrollment Report 

• Enrollment by School and Grade Level 
• Verify enrollment counts 
• Use with Building Report to calculate % ADA 

• 95% common 
• <95% cause for concern 
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Net Enrollment with Building Report 

Total Enrollment Grades 1-3 from net enrollment Report 
Grades 1-3 ADA from Building Report 
Percent ADA 255.16/268 = 

268 
255.16 

95% 

Using Reports to Maximize Your Funding | 18 



  
  

     

    

Allocated Enrollment Report 

• Snapshot report: data as of the first Friday of November 
• Shows currently enrolled students only 
• Enrollment is split between districts based on number of courses taken 
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Presenter
Presentation Notes
This report shows the true enrollment count and where the student is taking classes.  The % of time the student is at a district if dual enrolled – student is only counted once and divided (allocated) between districts.Unlike the net Enrollment Report, which counts the student as enrolled at each school so may be counted twice (or more).  For dual enrolled, the student will show up on both districts reportAllocated Enrollment – Shows students dual enrolled (sharing ADA) listed on the first Friday in November.  It is a snapshot of those students, showing time in school, total time, class count, allocated enrolled time.  Pam using it for splitting students in Artech and Seitech. General Net Allocated Enrollment -  shows the students enrolled in each school and grade.  Used for calculating Exceptional Child Unit amounts. Snapshot of the first Friday in November.



    

  
 

 

    

Best 28 Weeks Report 

•Ranks the best 28 weeks in order of the greatest 
ADA 

•Used at the end of the year for funding 
•Run after end of year uploads to get an accurate 
best 28 ADA number 
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Presenter
Presentation Notes
The best 28 week funding is a small percentage compared with the funding received from the Midterm reporting



  

  
 

        
         

  
          

    

Current Year Support Unit Calculation 

• Important report for funding
• Mid-term and Best 28 weeks 
• Verify calendar days 
• Use with Prior Year Support Unit Report to compare 
• Contact Pam Brewer for one-on-one training 

Report Type - Use midterm until satisfied with the Feb 15 payment. Midterm attendance can be 
updated in any later submission and will be reflected in May 15 and end of year Midterm
payments. 
Best 28 weeks – use this at the end of school year for the best 28 week payment 
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Staffing Reports 
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Staffing Reports 

• Idaho code 33-1004 requires all Public School 
District/Charters to report all positions employed 
on a regular basis and shall include sufficient 
identifying information to provide individual 
verification, education, teaching, experience and 
other district employment information 
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Staffing Reports 

•Login to the ISEE Portal 
• www.sde.idaho.gov/tech-services/isee/ 
• Click on the SDE Applications Portal 

•Reports – Staffing 
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www.sde.idaho.gov/tech-services/isee


 
  

  

    

Staffing Reports 

Corrections 

December 6, 2019 
To affect Feb 15 payment 

March 27,2019 
To affect May 15 payment 
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Presenter
Presentation Notes
Any corrections after the December deadline will need a letter of special circumstance from your superintendent stating what is being corrected and why and asking for your snapshot to be recalculated, and must be approved by Public School Finance.



 

 
 

 
   

 

    

SDE Staffing Reports 

• All Personnel Employment Info V6 
• Employment Placement schedule 
• Staff Salary Summary 
• Instructional FTE and Salary Report 
• Pupil Services FTE and Salary Report 
• Staff Assignment FTE Variance Report 
• Education and Experience Report 
• Assignment Credential Report 
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Presenter
Presentation Notes
Only the Assignment Credential Report will be updated after the December 6th deadline unless snapshot is recalculated



 

  
   

 

    

            
           

    

All Personnel Employment Info – V6 

Report Parameters 

School Year – Defaults to current school year 
Effective Date – Current date to capture changes in ISEE submissions (*See note below) 
Provider(s) – your district 

Export in Excel or PDF to see all data. 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or before the December 
deadline. Corrections submitted after the December deadline will only be reflected in the reports if approved by Public School 
Finance. 
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All Personnel Employment Info – V6 

Page 1 – All Certified Staff 
• Export to Excel 
• Verify all certified staff is reported 
• Check Salaries and FTE’s 
• Check Extra Pay Code 
• Salary <$35,800 will reflect <1 FTE 

• Warning R109743 - Mismatch between baseSalary1 and 
contractFTE1 

• Total FTE’s should match Staff Salary Summary-all funds 
• Assure all staff assignments and funding codes are correct.

• If an employee is paid from multiple funding sources, review the
allocations to assure the sum of the fund source percentages 
equals 100(%). 
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Presenter
Presentation Notes
Includes Instructional, Pupil Services & Admin...this is the data reported in your ISEE Staff Demographics fileEnsure data agrees with budgeted numbers and payroll recordsBusiness rules: staff employment status must be active on snapshot date – last Friday of SeptemberActive contracts must correlate with active assignmentsIf the contract FTE is greater than the base salary/minimum salary, then fte is reduced accordingly to the same percentageWarning R109743 - The ratio between baseSalary1 and contractFTE1 does not align to minimum base salary guidelines.



 

 
  

   
     

  

    

All Personnel Employment Info – V6 

•Page 2 – All Non-Certified Staff 
• Verify all non-certified staff is reported 
• Check Rate, Hours, Weeks and Salary 
• Check FTE’s and Funding Source (reported in ISEE as 

ncFundSource) 
• FTE equals (hours per week x weeks per years)/2080 hours 

Using Reports to Maximize Your Funding | 29 



 

    

All Personnel Employment Info – V6 
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Presenter
Presentation Notes
Arpin, Leonie – Two contracts that total 100%Camara, Susy needs a form 8Charlette, Rosina – FTE is reduced because salary is below minimum



 
         

 
        

   

      
        

 

    

Instructional FTE and Salary Report 

Report Parameters 

School Year – Defaults to current school year
Effective Date – Current date to capture changes in ISEE submissions (*See note below) 
Provider(s) – your district
Funding Source – Defaults to 10 General Fund. Now can run for all funds or choose another fund. 

Export in Excel or PDF to see all data. 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or
before the December deadline. Corrections submitted after the December deadline will only be reflected in the
reports if approved by Public School Finance. 
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Presenter
Presentation Notes
You are only funded for staff paid from your general fund (10), but you may want to run it for all funds to ensure data is correct for staff paid from all funds



  

 
   

  
  
  
 

 

    

Instructional FTE and Salary Report 

• Fund 10 for staff funded by SDE 
• Part 1 – Columns to note 

• Current Career Ladder Placement 
• Blank rows – Out-of-State cert or gap in employment? Need

Form 8 submitted 
• CTE Allocation 
• Contract FTE – should match assignment FTE 

• Less than 1 – Salary reported <$38,500 
• Less than 1 – multiple fund sources 
• Less than 1 – Part-time employee 
• Greater than 1 – check assignment FTE for accuracy 
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Presenter
Presentation Notes
Available now to run for all fundsR109743 - Mismatch between baseSalary1 and contractFTE1R109878 - Sum of Assignment FTE's <> Sum of Contract FTE's



   

Instructional FTE and Salary Report 
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Instructional FTE and Salary Report 
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Presenter
Presentation Notes
Notice cohort year data (left side) as well as current year data.



 
         

 
       

   

      
        

 

    

Pupil Services FTE and Salary Report 

Report Parameters 

School Year – Defaults to current school year
Effective Date – Current date to capture changes in ISEE submissions (*See note below) 
Provider(s) – your district
Funding Source – Defaults to 10 General Fund. Now can run for all funds or choose another fund. 

Export in Excel or PDF to see all data. 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or
before the December deadline. Corrections submitted after the December deadline will only be reflected in the
reports if approved by Public School Finance. 
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Pupil Services FTE and Salary Report 
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Presenter
Presentation Notes
Pupil services cohort FY16.No  CTE allocation



 

    

Pupil Services FTE and Salary Report 
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Presenter
Presentation Notes
Pupil services cohort FY16.No  CTE allocation



 

 
   

        
    

     

    

Staff Assignment FTE Variance 

Report Parameters 

Provider(s) – your district 
School Year – defaults to current year 

Export in Excel 

*This report updates within 48 hours of the October and November submissions and any 
resubmissions on or before the December deadline. Corrections submitted after the December 
deadline will only be reflected in the reports if approved by Public School Finance. 
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Staff Assignment FTE Variance 

• Check that Contract FTE total matches Assignment FTE (for Summer 
School if applicable) 

R107878 - Sum of Assignment FTE's <> Sum of Contract FTE's 
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Presenter
Presentation Notes
Teacher A – Contract FTE is probably under-reportedTeacher B – Assignment FTE’s are probably under-reported – missing assignments?Teacher C - Contract and Assignment FTE’s don’t match so need further investigation.



   
     

 
     

  

     

            
           

    

Employment Placement Schedule 

Report Parameters 

School Year – Defaults to current school year
Effective Date – Current date to capture changes in ISEE submissions (*See note below) 
Provider(s) – Your district 
Funding Source – Fund 10, but may run for all 
Report Type – Administrative or left blank 

Export in Excel or PDF to see all data. 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or before the December
deadline. Corrections submitted after the December deadline will only be reflected in the reports if approved by Public School Finance. 
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Presenter
Presentation Notes
Since Administrative is the only option for the Report Type you can leave the field blank and it will run.Choose Fund 10 to tie to the Salary-based Apportionment report



 

    

Employment Placement Schedule 

Administrative Placement 
• Business Managers check for accuracy 
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Presenter
Presentation Notes
Make sure all your administrative staff paid from the general fund code 10 are listed on this report with accurate education, years of experience and index placement.If data is incorrect or missing, review the All Personnel Employment Report for possible discrepancies.Please contract Brandon Phillips for one-on-one training for this report.



    
 

 

      
        

 

    

Education and Experience History 

Report Parameters 

School Year – will report the year chosen and 2 previous years
Effective Date – Current date to capture changes in ISEE submissions* 
Provider(s) – your district 

Export in Excel 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or
before the December deadline. Corrections submitted after the December deadline will only be reflected in the
reports if approved by Public School Finance. 

Using Reports to Maximize Your Funding | 42 



        
 

   
    

       

Education and Experience History 

This report will show the last 3 years of information uploaded for an employee in ISEE
• Check the Idaho K-12 experience to make sure the years have increased 
• Check degrees and credits for accuracy 
• Admin funding is based on years of experience 
• Career ladder placement was based on ID experience Using Reports to Maximize Your Funding | 43 

Presenter
Presentation Notes
Classified may show up on this report with zeros all the way across



 

   
     

 
           

     

            
           

    

Staff Salary Summary 

Report Parameters 

School Year – Defaults to current school year
Effective Date – Current date to capture changes in ISEE submissions (*See note below) 
Provider(s) – Your district 
Funding Source – Run for fund 10 and tie back to Salary-based Apportionment Report, Run for all funds and tie back to 
All Personnel v6 

Export in Excel or PDF to see all data. 

*This report updates within 48 hours of the October and November submissions and any resubmissions on or before the December
deadline. Corrections submitted after the December deadline will only be reflected in the reports if approved by Public School Finance. 
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Presenter
Presentation Notes
Choose Fund 10 to tie to the Salary-based Apportionment report



 
 

 
   

    

Staff Salary Summary 

•This report is a summary by activity of the All 
Personnel Employment Report. 

•Make sure you have the correct number of 
employees and FTE in each category 
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Presenter
Presentation Notes
Total certified are all certified positions.  If an employee holds more than one position, they will be counted in each category for which they hold a position. The FTE column shows the split between the positions as reported in ISEE.



    

Staff Salary Summary 
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Presenter
Presentation Notes
Total certified are all certified positions.  If an employee holds more than one position, they will be counted in each category for which they hold a position. The FTE column shows the split between the positions as reported in ISEE.



 
     

    
     

       
         

    

Assignment Credential Report 

Report Parameters 

School Year – current year 
End Date – Use current date to capture changes made in recent ISEE submissions 
Provider – Your district 
Building(s) – Select All or choose a specific building 
Show only Active Employees – Choose No to run the report for all employees for the school year selected. 
Show only Current Assignments – Choose False to run for all assignments for the School Year 
Show Only deficiencies – Choose True to run for only those staff with assignment deficiencies.  Choose False to 
run for all staff. 
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Presenter
Presentation Notes
Updates in 1-2 days



  
  

  
 

  
   

  

    

Assignment Credential Report 

•Teacher Certification uses the Assignment 
Credential Report to ensure that 
districts/charters and educators are in 
compliance with Idaho Statute Title 33-1201 

•Educators must hold the appropriate 
certificate/endorsement for the assignments that 
they are “coded” for. 
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Presenter
Presentation Notes
Link to the Assignment Credential Report – Be sure to use the current year’ manual.



    

Assignment Credential Report 
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Contact Information 

Region 1 - 3 
• Amy Sigler (208) 332-6981 
• asigler@sde.idaho.gov 

Region 4 - 6 
• Roger Evans   (208) 332-6982 
• revans@sde.idaho.gov 

SDE Help Desk 
• SDE Support  (208) 332-6987 
• support@sde.idaho.gov 

Attendance/Enrollment 
• Pam Brewer (208) 332-6844 
• pbrewer@sde.idaho.gov 

Staffing 
• Brandon Phillips 
• bcphillips@sde.Idaho.gov 

Certification 
• Cina Lackey (208) 332-6936 
• clackey@sde.idaho.gov 
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Questions? 

Amy Sigler| Education Technology Coordinator 
Idaho State Department of Education 
650 W State Street, Boise, ID 83702 
208 332 6981 
asigler@sde.Idaho.gov 
www.sde.idaho.gov/tech-services 

Supporting Schools and Students to Achieve 
SHERRI YBARRA, ED.S., SUPERINTENDENT OF PUBLIC INSTRUCTION Using Reports to Maximize Your Funding | 51 
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