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•Update special education 

employees module

• Run the sped employee listing 

report in eSchool

• Select registration from the menu 

• Click on sped employee listing 

from the 3rd column and run

• Identify who needs to be removed

• Identify what changes need to be 

made to remaining staff

SPECIAL EDUCATION EMPLOYEE MODULE







•DELETE ALL STAFF FROM THE MODULE WHO ARE NO LONGER 

WITH THE DISTRICT.

•MAKING THEM INACTIVE IN STAFF INFORMATION DOES NOT 

REMOVE THEM FROM SPED EMPLOYEE

•MAKE ADJUSTMENTS TO STAFF RECORDS FOR THOSE STILL 

WITH THE DISTRICT

•ADD ALL NEW STAFF, DISTRICT EMPLOYEES AND CONTRACTED 

PRIVATE PROVIDERS, TO STAFF INFORMATION

•THEN ADD THEM TO THE SPED EMPLOYEE MODULE

SPECIAL EDUCATION EMPLOYEE MODULE















• LINK THE LEAD TEACHER AND SPEECH PATHOLOGIST TO THE 

STUDENT RECORD. 

• THESE INDIVIDUALS USUALLY CHANGE ANNUALLY AND YOU MUST 

UPDATE ANNUALLY. 

•UPDATE THE EDUCATIONAL ENVIRONMENT/PLACEMENT

•UPDATE THE DISABILITY CATEGORY IF NEEDED

•UPDATE ALTERNATE ASSESSMENT CODE FOR SCHOOL AGE

•UPDATE THE ASSIGNED GRADE IN SCHOOL AGE

STUDENT RECORD UPDATES











ASSIGNED GRADE
• There is a utility in eSchool under 

administration>utilities 

• This should be ran after rollover 

to synchronize the grade and 

assigned grade field

•Assigned grade MUST be 

manually updated id the grade in 

demographics is EE, SM, or SS

• Incorrect data effects the 

assessment file loads



ASSIGNED GRADE AND TESTING PORTALS

If you use a non-graded code in the assigned grade field 

instead of a valid K-12 code

•It will cause students not to load into the testing portals.

•Testing portals do not recognize EE, SM, or SS as a 

valid grade.











ALTERNATE ASSESSMENT CODES

• ABOTH: ALT ENGLISH LANGUAGE PROFICIENCY AND ALT LITERACY, MATH & SCIENCE (GR 3-10)

• AELP: ALT ENGLISH LANGUAGE PROFICIENCY (GR K-2 OR 11-12)

• ALMS: ALT LITERACY, MATH & SCIENCE (GRADES 3-10)

• NA: NOT APPLICABLE

• PAAHS: PREVIOUS ALTERNATE ASSESSMENT IN HIGH SCHOOL. STUDENT TOOK DLM IN 9-10 AND 

ARE CHECKED FOR ALTERNATE PATHWAY GRADUATION, NO RETEST (GRADE/ASSIGNED 

GRADE IS 11-12) 























Early Childhood Reporting of Resident 
LEA and Physical Address

•Resident LEA is tied to the physical address of where a child lives

•In January cycle 4 review, districts must verify the physical 

address is in their district boundaries

•Corrections have to be coordinated between district and co-op or 

within district

•Charter Schools cannot be a resident LEA



It is critical that Early Childhood reporting of 
Resident LEA and Physical Address is accurate 
for it has multiple applications

•Funding: Federal and state allocations to the resident LEA

•Significant disproportionality

•SmartData dashboard nightly updates


