SCHOOL APPROVAL REPORTING PROCESS

General Reporting Instruction
PRELIMINARY SCHOOL REPORT

(S-file)
Preliminary School Report information should be entered on form and emailed or faxed to:

Marcy.Tidwell@tn.gov
Fax # 615-532-4791

Marcy Tidwell 

Tennessee Department of Education

Andrew Johnson Tower, 9th floor

710 James Robertson Parkway

Nashville, TN  37243

This report is due each year no later than October 1.  
The data submitted will be checked and schools will be notified if there is a deficiency.    The final date for correcting deficiency is November 1. 

School data must be submitted for all schools that have a school number assigned by the State Department of Education.

SPECIFIC INSTRUCTIONS BY ITEMS:

Item 1
SCHOOL TERM

Enter 'X' in the blank indicating the school term being reported.  Only block schedule schools will submit a spring semester file; block schedule refers to the 4x4 schedule.

Item 2
SYSTEM NAME



Enter system name.

Item 3

SYSTEM NUMBER



Enter four-digit system number. 

Item 4

SCHOOL NAME AND SCHOOL ADDRESS

Enter the full name of the school; do not use abbreviations.  Enter the complete address of the school including city and zip code.
Item 5

SCHOOL NUMBER


Enter the four-digit school number.  If you have a single digit, two digit or three digit school number, it is not necessary to add 0's preceding these digits to make the four digit school number.

Item 6

SCHOOL PHONE NUMBER


Enter the school's telephone number in the blanks provided.  The area code MUST be included.

Item 7

OFFICIAL LENGTH OF TEACHERS' DAY



Enter the official length (contract time) of the teachers' working day in hours and minutes.  Complete both blanks.

Item 8

OFFICIAL LENGTH OF STUDENTS' DAY



Enter the official length of the students' day in hours and minutes.  Complete both blanks.

Item 9

BLOCK SCHEDULE SCHOOL



Indicate if school operates on a block schedule.  (Block schedule refers to the 4x4 schedule.)  Information in this section will be used to determine reporting for second semester.

Item 10  
STAFF ASSIGNMENTS



Enter the number of professional staff filling full-time positions and the number of professional staff filling part-time positions.

Item 11  
TOTAL MEMBERSHIP



Enter the total membership in your school by race.  The total membership by race is the number of students actually enrolled on the day this report is completed.  Vocational Centers should not complete this section; their students should be counted in their base schools.

Item 12  
TOTAL MEMBERSHIP BY GRADE



The total membership by grades is the number of students actually enrolled in all classes on the day this report is completed.  Pre-kindergarten membership should include pre-kindergarten students in special education programs (excluding options 7-8-9), Title I programs, locally funded programs, and/or grant funded programs.



Special Education (SE) membership should include only those students who are special education options 7-8-9.  Students in resource, speech, or other pull-out programs should be counted in their grade levels.  
NO STUDENTS SHOULD BE COUNTED MORE THAN ONCE.



Totals in items 11 and 12  must equal.

Item 13  
NUMBER OF CLASSES BY GRADE



Enter the total number of classes for all grades in school.  


Pre-kindergarten, kindergarten, elementary, middle, and/or junior high classes that are self-contained should be reported as one class per teacher.



Elementary pull-out classes, i.e. art (major and minor portion of day), music (major and minor portion of day), physical education (major and minor portion of day), and computer technology (instructor) should not be counted in Item 13 - Number of Classes by Grade.



Elementary and secondary special education pull-out classes should not be counted in Item 13.



Middle and/or junior high classes that are departmentalized, but have students who move as a class unit from one teacher to another, should be reported as one class.



Middle and/or junior high classes which are departmentalized, but have students who move on individual schedules (not as a class unit) from one teacher to another, should be reported as individual classes just as 9-12 classes are reported.



Classes in typewriting, instrumental music and vocal music should not be included in Item 13.

Item 14 
CLASS SIZE



Class size is the actual number of students enrolled in each class on the day this report is completed.


49-1-104.  Maximum class size-Waiver-Split-grade classes.


(a) It is the intent of the general assembly that every LEA move expeditiously and 



and promptly towards the goal established in this section, and to that end,



effective four (4) years from the date the basic education program is fully



funded, neither the commissioner nor the state board of education shall grant



waivers from the maximum class sizes established in this section.  Every 



public local school system shall have as a policy that pupil-teacher ratios



should not exceed the averages prescribed in this section.  In no school



building shall the average size of any grade level unit prescribed herein



exceed the stated average, though any individual class within that unit



may exceed the average, provided that no class shall exceed the prescribed



maximum size.

Maximum Class Size

	Grade Level
	Average
	Maximum

	K-3
	20
	25

	4-6
	25
	30

	7-12
	30
	35

	Voc Ed
	20
	25


(e)(1) No local school system shall establish split-grade classes for the purpose of complying with this section. This subsection (e) does not prevent school systems from using transitional, ungraded or unstructured classes.


A.  EIA GRADE LEVEL AVERAGE



EIA grade level averages are listed for the respective grade level in Column 



A - EIA Grade Level Average.



Grade Level Average does not apply to pre-kindergarten, ungraded (multi-



age) and special education (self contained/CDC).


B.  SCHOOL GRADE LEVEL AVERAGE



The number of students in each designated grade level class reported in



Item 13 must be totaled and divided by the number of classes at the respective 



grade level to determine the grade level average.  The average should be



carried two decimal places (EXAMPLE:  19.59) and entered in the

corresponding grade level box under Column B - School Grade Level Average. 

PRELIMINARY STAFF REPORT

(T-file)

Preliminary Staff Report (one per teacher) information should be entered on form and emailed or faxed to: 

Marcy.Tidwell@tn.gov
Fax # 615-532-4791

Marcy Tidwell 

Tennessee Department of Education

Andrew Johnson Tower, 9th floor

710 James Robertson Parkway

Nashville, TN  37243

This report is due each year no later than October 1.

The data submitted will be checked and schools will be notified if there is a deficiency. The final date for corrected report is December 1.  

ALL PROFESSIONAL PERSONNEL, FULL-AND PART-TIME, PERFORMING DUTIES IN THE SCHOOL MUST BE ENTERED IN THE PRELIMINARY TEACHER FILE.  UNIVERSITY TEACHERS TEACHING CLASSES PHYSICALLY LOCATED IN THE SCHOOL SHOULD BE INCLUDED IN THE FILE.  

SPECIFIC INSTRUCTIONS BY ITEM:

Item 1

SCHOOL NAME



Enter the full name of the school; do not use abbreviations.

Item 2

SCHOOL NUMBER

Enter the four-digit school number.  If you have a single-digit, two-digit or three-digit school number, it is not necessary to add 0's preceding these digits to make the four-digit school number.

Item 3

NAME



Enter teacher name as it appears on the Tennessee Teacher License, with the 



following exception.  If new teacher, please enter the middle initial.  

Item 4   
TEACHER LICENSE NUMBER

Enter teacher number as it appears on the Tennessee Teacher License.  Teacher numbers contain only numbers, NO LETTERS.  All numbers should have no spaces between the numbers.  EXAMPLE:  Teacher Number 111223333 should appear in this format.  

Item 5

Enter License Type (s) such as 03, 22, 17 etc., AND Endorsements, such as 001,105, 401 etc.  Enter the expiration date of each license type.
Item 6

Check if full time or part time teacher.

Item 7
   If there is a need for teacher to teach outside area of endorsement, check yes



and enter course name and course code that will be taught as the outside of endorsement course.
Item 8
   This field must be recorded if teacher does not have a license number. Please 



check appropriately.
Item 9
If a waiver has been requested for teacher, please enter yes.

Item 10
Please put an “X” by all courses assigned for school year.  
Item 11 
Check yes if a self-contained class and record number of students in class

Item 12
COURSE CODE

Enter the appropriate course code per each class/assignment for all professional personnel.  This includes administrators, guidance counselors, librarians, and teachers.  Principals, assistant principals, guidance counselors and librarians must have a course code entered.  Do not include educational assistants, custodians, cafeteria workers, etc.,

Refer to the 2012-2013 Correlations of Course Codes and Endorsement Codes for entering classes and assignments.  These course codes may be accessed from the Department's Web Site at:

http://www.tn.gov/education/districts/correlations.shtml
Enter ALL four numerals of the course code for each different class/assignment of the employee.  For special education teachers, when a class has more than one type of exceptionality, enter the course code reflecting the exceptionality of the majority of the students.

If the class is an unstructured adult high school class, use the course code listed in Grades 9-12, Specialized Assignments.  If the class is a structured adult high school class, use the specific course code for the class taught.


Eight different course codes may be entered per employee.


  
NUMBER OF STUDENTS

Enter total number of students enrolled in all classes with the same course code.  Student numbers should not be entered for full-time administrators, guidance counselors, and librarians.

Teacher must sign and date that all information reported is accurate.

Principal must sign and date that all information reported is within the curriculum requirements of the State Board of Education as specified in the Rules, Regulations and Minimum Standards (0520-1-3).  
