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INTRODUCTION

There have been changes to the information requested for the annual State School Report Card.   Several fields have been deleted as we are able to take them from the information submitted via NJSMART and a few additional fields have been added to respond to ESSA reporting requirements. 
 It is critical to pay attention to the details of the data being submitted, so that reports on your schools contain accurate data.   Districts are expected to carefully examine and verify their own data submissions before finalizing. 
IMPORTANT NOTES
It is highly recommended to print out a copy of the information that you have entered.  
CONTACT INFORMATION.  Questions regarding any of these procedures or any of the data fields may be directed to Shannon Tootell by telephone at (609) 292-6037 or e-mail at reportcard@doe.state.nj.us   If using e-mail, please give as many details as possible.
INSTRUCTIONS ON USING THE APPLICATION
Access to the Report Card application on the homeroom website is assigned by your local web user administrator.  
1. Once you are signed into the application there are two buttons.  To access your school listing, click on “Enter Data”.  Once you have clicked on the “Enter Data” box, you will come to a list of your schools that were open for the 2016-17 school year.  When a school has been selected by clicking on the school id, it will take you to the input screen.  

2. On the input screen, enter all the information for your school, then click on the “Save Information” button to ensure that the data has saved.  

3. Once you have entered all the information for your school and the page is fully saved you can then click on “Check Validation” to run the information you have entered against a series of validation rules that we have created.  

a. If your information is within the parameters that we have set then you will see an OK listed next to the question.  
b. If you see the word Error, then you will need to go back to that specific question and fix the problem.  Use the Check Edits Page at the end of this document to see what edits are attached to which questions.  

c. Clicking on “Continue” will return you the input screen for that specific school where you can edit your responses.  

d. Repeat this Step 3 until Questions 1-4 all say OK next to them.

4. When all of your questions say OK next to them, click on the “Back to Welcome Page” to select a different school.

5. Once all of the information is inputted and error free for all schools, you may click on the “Finalize” box.  We strongly recommend that before you click on “Finalize” you confirm that all of the information you have inputted is correct as you will not be able to make changes after that. 

Tips:

Do not use the back button on your browser.    
INSTRUCTIONAL TIME PER DAY
INSTRUCTIONAL TIME PER DAY.  This is the amount of time per day students were engaged in instructional activities during the 2016-17 school year.  Enter in hours and minutes.  Homeroom periods may be counted where this time is used for structured activities under the supervision of a certified teacher that may include activities such as viewing specialized television programming (e.g., news programs), guidance activities, or student information activities (e.g., announcements).  For elementary/middle schools, a recess period may be counted where this time includes structured instructional activities under the supervision of a certified teacher such as physical education instruction.  Unstructured homeroom or recess time is not to be counted.  Do not include the time required for lunch or changing classes.  The entered time per day cannot be equal to or greater than the amount of time entered for length of school day.

STUDENT SUSPENSIONS & STUDENT EXPULSIONS
STUDENT SUSPENSIONS.  Answer Y or N to the question of “Did your school have any students suspended?”  If Y, enter the number of students who received:

(a) One or more suspensions of any type (TOTAL)

(b) One or more in-school suspensions

(c) One or more out-of-school suspensions

*Students who receive both in-school and out-of-school suspensions should be counted in (a), (b), and (c).

*Students who have more than one suspension should only be counted once per row

Definitions:

In-school suspension is an instance in which a child is temporarily removed from his/her classroom(s) for at least half a day for disciplinary purposes, but remains under the direct supervision of school personnel. Direct supervision means school personnel are physically in the same location as students under their supervision.

Out-of-school suspension is an instance in which a child is temporarily removed from his/her regular school for at least half a day (but less than the remainder of the school year) for disciplinary purposes to another setting (e.g., home, behavior center).  Out-of-school suspensions include removals in which no educational services are provided, and removals in which educational services are provided (e.g., school-provided at home instruction)
STUDENT EXPULSIONS.  Answer Y or N to the question of “Did your school have any students expelled?”  If Y, enter the number of students who were expelled from school at any time during the school year.  These are students for whom a D1 appears as a final status code in the School Register.  Expulsion constitutes a legal action taken by the local board of education ordering a student to leave school resulting in the discontinuance of educational services or the discontinuance of payment of educational services for a student.  
FACULTY ATTENDANCE
FACULTY ATTENDANCE.  The definition for staff absence is all staff absences excluding approved professional days, personal days, staff training days, bereavement days, jury duty, and extended illness in excess of five consecutive work days.  Faculty on long-term leave or disability should be removed from this calculation.  Faculty includes classroom teachers and educational support services personnel. Note: Faculty attendance does not include administrative personnel.
Sum of Days Present for All Faculty.  This is the cumulative number of days each faculty member was present during the 2016-17 school year.  Once this has been determined for each classroom teacher and educational support services personnel member assigned to the school, these numbers are summed and this value is entered.  The number is to include the grand total of faculty days worked, including actual days in the classroom, professional development and designated professional assignments.  The number appears on the data entry screen and printed report as a whole number.

Sum of Contracted Number of Days for All Faculty.  This is the cumulative number of days each faculty member has contractually agreed to be employed during the 2016-17 school year.  The contracted number of days for each classroom teacher and educational support services personnel member assigned to the school are summed and this value is entered.  The number is to be prorated, according to individual contracts. The number appears on the data entry screen and printed report as a whole number.

Classroom teachers and educational support services personnel members are those certificated personnel who reported staff assignments of 1000 through 4001.  These codes and their descriptions appear in the department’s “2016-17 Fall Report: Certificated Staff Status Coding Manual” publication. 

For the purposes of the report card, faculty is composed of all classroom teachers and educational support services personnel employed in your school.  

CHECK EDITS EXPLANATIONS
Question 1 – Instructional Time:

1)  Hours reported cannot be greater than 9.  Minutes reported cannot be greater than 59.

2) Instructional Time for full time students must be greater than instructional time for shared time students.
Question 2 – Student Suspensions
1) If Yes, than (a) students with any suspensions (TOTAL) must be greater than 0.
2) (a) Students with any suspensions (TOTAL) must be greater than or equal to (b) students with one or more in-school suspensions.

3) (a) Students with any suspensions (TOTAL) must greater than or equal to (c) students with one or more out-of-school suspensions

4) (a) Students with any suspensions (TOTAL) must be less than or equal to the sum of (b) students with one or more in-school suspensions and (c) students with one of more out-of-school suspensions
Question 3 – Student Expulsions

If Yes, then number of students expelled must be greater than 0.  

Question 4 – Faculty Attendance

Sum of Days Present for all Faculty cannot be greater than Sum of Contracted Number of Days for all Faculty.
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