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The purpose of this document is to provide detailed guidance on the Teacher-Course-Student (TCS) process.  The TCS data will be the backbone for the Educator Performance and Support System (EPSS), the Instructional Management System (IMS), and the Growth Model Visualization (GMV) tool, therefore, it is essential that teacher rosters are accurate.  If you have a question please visit the TCS webpage on the Providence Schools web site (http://www.providenceschools.org/tcs) or email TCS@ppsd.org for non-technology related questions or helpdesk@ppsd.org for technology related problems or questions.

This document includes:
Background Information 
Defining Roles (Teacher of Record vs. Contributing Educator)
Identifying Contributing Educators
Submitting Rosters (TCS Data Entry)
Roster Verification
Timeline (abbreviated for Principals and Teachers)
TCS Class Record for Principal Verification

BACKGROUND INFORMATION (FROM RIDE: “A PRACTICAL GUIDE TO ESTABLISHING TCS CONNECTIONS”)
Many of Rhode Island’s reform efforts require that teachers have accurate, timely, and easily accessible information. Teachers’ days are filled with competing demands for their time and attention. We expect them to know their students well and provide individualized instructional support based on each child’s unique learning needs. These high expectations must be buttressed with the technology supports to make the work more efficient, if not easier. Our administrators, concurrently, are expected to manage their schools in ways that ensure every student has an effective teacher and that staff assignments are made in the best interest of students. Further, with limited funding, administrators must be informed consumers of programs, strategies, and professional development offerings so that resources are used wisely. They, too, need access to data and information that can facilitate decision-making. 
Technology and data can support this work. However, they will be useful only when built on accurate data that supports the intended uses. The core of this process begins with clear Teacher-Course-Student (TCS) connections. The TCS data will allow us to populate the Instructional Management System (IMS) and the Educator Performance and Support System (EPSS) so that we can begin to use classroom-level data to inform our school, district and state-level decisions about policy, practice, and resources. To be clear, we will have the data and systems to answer questions such as: 
· How do patterns of math classes at the middle level impact success in high school algebra? 
· Which summer school courses lead to improved student achievement the following year? 
· Which students appear to be on-track for end-of-year proficiency? 
· How does a student’s growth on NECAP compare to that of his/her peers? 
In this environment, educators and technology coordinators must be equally informed about the purposes and uses of all data collections. The connections between teachers and their students are critical to using the Instructional Management System, determining growth scores for Median Growth Percentiles, and accessing the Educator Performance and Support System.
[bookmark: Defining_Roles]DEFINING ROLES
There are two important roles that need to be defined.  These roles will be used throughout this document and are extremely important to understand for successful completion of the TCS data entry and verification process. While the roles are mutually exclusive, there may be situations where one teacher may be a teacher of record for some students and a contributing educator for another group of students.  A teacher may be both roles but for different sets of students; this role delineation must be clearly designated.  
1. Teacher of Record: The “teacher of record” is the teacher designated on the class/course roster.  The teacher of record does not automatically mean you are a “contributing educator.”
2. Contributing Educator: The “contributing educator” is a teacher who has an assignment that is expected to contribute to the literacy or mathematics development of students. Many teachers may be identified as contributing educators for a course, class, group of students, or individual/specific students.

*For the 2011-2012 school year, the TCS data entry only applies to teachers who are identified as contributing educators in grades 3-7, in ELA or Math.


[bookmark: Identifying]IDENTIFYING CONTRIBUTING EDUCATORS
Principals will need to work with staff to identify their contributing educators.  For the purpose of the January 2012 TCS data entry, any teacher assigned students in REG will be designated the teacher of record and will automatically have those students uploaded through REG.  In the majority of cases, teachers of record will not need to do any TCS data entry but will be required to verify their October 1, 2011 and February 1, 2012 rosters between February 2-15, 2012.
The criteria listed below are to be used to identify your contributing educators.  Please be aware that students may be assigned to as many contributing educators as needed.  For example, one student may have multiple contributing educators supporting their English language arts/literacy development (and math too).  Anyone identified as a contributing educator will need to enter their TCS data.
As an example for middle schools, a student who is in a core ELA class and an intervention class such as Literacy Navigator will appear on the rosters for each Teacher of Record (one for the core class and then again for the intervention class).  The student will appear multiple times but there is only one teacher of record for each course.  This data will be automatically uploaded to RIDE and the teachers will only need to verify their rosters.
If the same student is taking a social studies course then the social studies teacher is considered a contributing educator.  All social studies teachers are being considered contributing educators for ELA/literacy (see criteria below). Unlike the other contributing educators however, because of the way scheduling is done in REG, they will not need to enter their TCS data – it will be automatically done for them.  They will need to verify their February 1st roster between February 2-15, 2012.  
As an example for elementary schools, the Teacher of Record is the homeroom teacher.  These teachers will have their class rosters automatically uploaded to RIDE for ELA and math.  In departmentalized elementary schools and where students may ‘walk to read,’ if a teacher providing the core or ELA instruction is not the teacher of record, then that teacher is considered a contributing educator and will need to enter their TCS data.  If the homeroom teacher in this scenario is not responsible for ELA instruction for any students, then because of the automatic upload, they will need to adjust their student assignments during the eRIDE roster verification process (and essentially remove all the students for which they are not responsible).  This applies to math as well.

Exclusionary criteria for being identified as a contributing educator
· Teachers of record who do not have a set of students they educate in addition to those already assigned to them by homeroom or course (i.e., you are only a teacher of record).  *PLEASE NOTE THAT TEACHERS OF RECORD WILL HAVE THEIR STUDENT ROSTERS AUTOMATICALLY UPLOADED TO eRIDE.  THESE TEACHERS DO NOT NEED TO COMPLETE TCS DATA ENTRY; ONLY THE TCS VERIFICATION PROCESS.
· School librarians are not contributing educators.
· Student teachers are not contributing educators.  The supervising teacher is the contributing educator if they meet the criteria defined in this document.
· Instructional coaches who work only with adults are not contributing educators.  

A TEACHER IS A CONTRIBUTING EDUCATOR IF THEY:
1. PROVIDE AT LEAST 30 DAYS OF ELA OR MATH INSTRUCTION (for any portion of the day, amount/length of time does not matter); AND
2.  MEET ANY ONE OF THE FOLLOWING CRITERIA

Overarching criteria
1. Teachers in grades 3 through 7 who teach English language arts/literacy are “contributing educators” (this includes core and intervention courses) for ELA.
2. Teachers in grades 3 through 7 who teach mathematics are “contributing educators” (this includes core and intervention courses) for Math.
3. Teachers in grades 3-7 who are responsible for any portion of a student’s ELA or math instruction are a contributing educator for that content area.
4. Substitute teachers are contributing educators if they have instructed in English language arts/literacy and/or mathematics.
5. Home instruction teachers (not home-schooled) who instruct in English language arts/literacy and/or mathematics are contributing educators for those content areas.
6. An instructional coach who works with students on English language arts/literacy and/or mathematics is a contributing educator for those content areas.
7. A teacher who supervises a student teacher who works with students on English language arts/literacy and/or mathematics is a contributing educator for those content areas.



Co-teaching educators
8. Two educators who co-teach English language arts/literacy and/or mathematics – the general education teacher will most likely be the teacher of record and the non gen-ed teacher will be the “contributing educator” for the same group of students. (Combinations may include general educators, special educators, ESL educators, etc.) 

Special educators
9. Special educators who provide specially designed instruction, teach intervention courses, and/or provide interventions based on a student’s IEP (regardless of location) are a contributing educator for the student or group of students receiving intervention in English language arts/literacy and/or mathematics.  
[Clarification:  Your special education case management list may not necessarily designate you as a contributing educator.]
[Clarification:  Self-contained teachers are considered the Teacher of Record for their subject area (either ELA/literacy or math) and their rosters should be automatically uploaded.]
10. Special educators who teach intervention courses and/or provide interventions for students with or without IEPs including ELLs are contributing educators for those students.

Reading or Math specialists
11. Reading specialists for English language arts/literacy are contributing educators.  This refers to teachers who are providing ELA instruction directly to students.
12. Math specialists for mathematics are contributing educators.  This refers to teachers who are providing Math instruction directly to students.
13. Intervention specialists (reading or math) are contributing educators.  This refers to teachers who are providing instruction directly to students.

ESL/Bilingual/Dual Language educators
14. ESL, Billingual, and Dual Language teachers who teach in English any portion of English language arts/literacy are contributing educators for ELA.
15. When ESL, Billingual, and Dual Language teachers are teaching mathematics, regardless of language of instruction, they are contributing educators for Math.
16. All ESL and Bilingual teachers who push into an English language arts/literacy class are contributing educators for ELA.
17. All ESL and Bilingual teachers who push into a mathematics class are contributing educators for Math.

Social Studies educators
18. Social Studies teachers are contributing educators for ELA. *PLEASE NOTE THAT SOCIAL STUDIES TEACHERS WILL HAVE THEIR STUDENT ROSTERS AUTOMATICALLY UPLOADED TO eRIDE.  THESE TEACHERS DO NOT NEED TO COMPLETE TCS DATA ENTRY; ONLY THE TCS VERIFICATION PROCESS.
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SUBMITTING ROSTERS (TCS DATA ENTRY)
IF A CONTRIBUTING EDUCATOR LEAVES BEFORE A DATA ENTRY POINT, THE SCHOOL IS STILL RESPONSIBLE FOR ENTERING THE DATA.
A TCS data entry tool has been created in the REG Teacher Module (called ‘Contributing Educator System’).  The Contributing Educator System is online and is accessible from any computer that has internet access (using Internet Explorer).  Teachers will be able to enter data at their school or from home if they choose.  For schools where teachers have limited access to functioning computers, it is suggested that principals reserve certain computers at specific times to allow teachers to enter their TCS data.  
A series of 5 training videos will have been created by the Office of Technology to assist with the data entry process by January 5, 2012.  These training videos will be posted on the TCS webpage.  These 4 to 5 minute videos demonstrate how to get started with data entry, how to add students by individual student, by homeroom, by class, and how to delete students in the Contributing Educator System.
To get to the Contributing Educator System, teachers can visit the TCS webpage and click on the link to the REG Teacher Module (https://regteacher.ppsd.org).  If any user has a log-in issue they should send an email to the helpdesk.  Please include ‘REG Teacher Module’ in the subject line.
Upon entering the REG Teacher Module the teacher should select their school on the middle-right side of the webpage.  Then select ‘Contributing Educator’ from the list of links on the bottom-center of the webpage.  This will take you directly into the Contributing Educator System.
*For teachers who have instructed a student who has been sent to an alternative education program (for example, the Interim School) and returned multiple times, you can enter the different start and end dates for the student and the student will appear twice (or multiple times) on the list with the different dates.  At this time, there is no way to capture in the TCS data entry or verification process that a student spent time at an alternative education program (AEP).  Students sent to an AEP typically remain on the teacher roster and the teacher is responsible for entering a grade.  This issue will be addressed for the 2012-2013 school year.
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ROSTER VERIFICATION
IF A TEACHER OF RECORD OR CONTRIBUTING EDUCATOR LEAVES BEFORE A ROSTER VERIFICATION POINT, THE SCHOOL IS STILL RESPONSIBLE FOR VERIFYING THE ROSTER.
Teacher roster verification will occur from February 2-15, 2012.  All identified teachers of record and contributing educators are responsible for entering the eRIDE site to complete the roster verification process.  Teachers will confirm their class rosters and will indicate students who were never in their class, students who were in the class at some point but not on either October 1 or February 1, and add students who were in the class.  This process will be repeated in June.
Teachers of record must verify their October 1, 2011 and February 1, 2012 rosters using the roster verification tool on eRIDE.  These rosters will have been automatically uploaded to eRIDE and will reflect what was in REG on those dates.
Contributing educators must verify their February 1, 2012 rosters.  Because these individuals are not teachers of record for some students, they did not have their data automatically uploaded.  Only the data entered during January will be available for verification.
*Because of the automatic upload of Teacher of Record rosters and the departmentalized nature of some elementary schools, it will be extremely important that Teachers of Record carefully review their student assignments in the eRIDE verification site.  Elementary school teachers of record who do not provide any ELA instruction should remove those students from their roster on the verification tool.  This also applies for math.
*REG will automatically track any changes to the teacher of record if that data is entered.  If for some reason a teacher of record is replaced during the course of the year with another hire who takes over as teacher of record, then this should be captured in REG.  The old teacher of record will have an end date and the new teacher of record will have a start date.  This information will be accurate if elementary principals ensure that they update the REG Homeroom teacher data.  The same is true for secondary principals who need to keep the master schedules up-to-date when teachers change.  In the future when the district switches to K-12 scheduling, all schools will need to update their teacher start and end dates in the master schedule to reflect who is in the classroom on a day-to-day basis.
Principals will verify teacher rosters from February 23 through March 8, 2012.  Principals will see all edits made by teachers and will have the option to accept/reject edits as well as make edits of their own.  Once the principal signs-off on the list it is considered final pending any later appeals.  This process will be repeated in June.
RIDE will provide guidance and instructions in January 2012 to assist and support the roster verification process including:
· Training and guidance to help teachers and principals understand the impact of TCS and the role they play in ensuring accurate data;
· Training on the roster verification process and how to use the roster verification tool; and
· RIDE Help Desk support throughout the roster verification process.
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TIMELINE
	Due
	Teachers
	
	Principals

	Dec. 15, 2011
	
	
	Principals receive TCS data entry guidance document that defines and supports the identification of “Contributing Educators.”

	Jan 4, 2012
	
	
	Elementary school principal mandatory meeting from 3:30-5:30 in room 126 at Central HS to review TCS data entry process.

	Jan. 5, 2012
	
	
	Middle school principal mandatory meeting from 3:30-5:30 in room 105 at Central HS (RPA Office) to review TCS data entry process.

	Jan. 5, 2012
	An online instructional support document or presentation will be available to teachers to help them with TCS data entry via the REG Teacher Module.   
	
	

	Jan. 9 – 31, 2012
	Contributing Educators enter TCS data.  PPSD TCS data entry screen will be available on the Reg Teacher Module:
· “Contributing Educators” in grades 3-7 for ELA and Math as defined in the guidance document will be required to assign their students using the TCS data entry tool via the REG Teacher Module.
	
	

	Jan. 2012
	RIDE provides training and support to districts on data quality and Roster Verification process. Target audience unknown at this time.

	Feb. 2-15, 2012
	Teachers of Record and Contributing Educators complete the Teacher Roster Verification process on eRIDE.
· Teachers of Record in ELA and Math in grades 3-7 must verify Oct 1, 2011 and Feb. 1, 2012 class rosters.
· Contributing Educators (non-TOR) for ELA and Math in grades 3-7 must verify their Feb. 1, 2012 class rosters only 
	
	

	Feb. 23 – Mar. 8, 2012
	
	
	Principal Roster Verification process.  Principals review and sign-off on all teacher rosters.  Only for principals in schools with grades 3-7.

	Spring 2012
	RIDE provides support throughout Spring 2012 to LEAs to improve data quality of TCS in preparation for end-of-year verification and for 2012-2013 school year.

	Jun. 2012
	Roster verification for ELA and Math grades 3-7 to verify end-of-year rosters.

	Aug. 2012
	K-12 scheduling. Rosters are established using course scheduling and automatically uploaded.
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TCS CLASS RECORD FOR PRINCIPAL VERIFICATION OF CONTRIBUTING EDUCATORS
THIS IS AN OPTIONAL FORM.  This form is to assist principals in gathering the information they will need to verify their teacher TCS rosters.  Teachers can add names as the year progresses.  This will also allow your clerks to help with data entry (principal discretion).  
Teacher Name:  
	
	Student
last name
	Student
first name
	Grade
level
	Course/ Class
or program
	Entrance
Date
	Withdrawal
Date
	TOR 
vs. 
CE
	Put a check mark or Y if you provided instruction to this student

	
	
	
	
	
	
	
	
	Oct 1
ELA
	Oct 1
Math
	Feb 1
ELA
	Feb 1
Math
	June
ELA
	June
Math
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