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Application Manager

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Keryn G. Felder
Education Consultant
Keryn.Felder@ct.gov

ED166 Help Site:
• https://portal.ct.gov/SDE/Performance/Data-Collection-Help-

Sites/ED166-Help-Site, or
• Search ED166 from the SDE home page (http://portal.ct.gov)
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Press CTRL + F to search

Contents
• General collection 

information (slide 5)

• Record Layout (slide 
20)

• FAQs (slide 35)

• Laws (slide 40)

• Help Site (slide 45)

• Navigating the 
Application (slide 52)
– A video demonstrating 

the application is 
available on the Help 
Site

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Acronyms
• ENDS: Electronic Nicotine Delivery Systems
• FERPA: Family Educational Rights and Privacy Act 
• FOI: Freedom of Information
• ISS: In-School Suspension
• LEA: Local Education Agency
• OSS: Out-of-School Suspension
• PII: Personally Identifying Information
• PSIS: Public School Information System – many of you may also 

work on this application. If you are not familiar this is the online 
application where all public-school students are registered.

• SDE: State Department of Education
• SIF: School Interoperability Framework
• SIS: this is your student information system such as Administrator 

Plus, Infinite Campus, PowerSchool, etc.

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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What Records are Required to be 
Submitted in the ED166?

All offenses that result in: 
• In-school suspension 
• Out-of-school suspension 
• Bus suspension 
• Expulsion 

In addition, all "serious" offenses and incidents involving Alcohol, Drugs 
or Weapons must be reported regardless of the type of sanction 
imposed. This means that if anything is listed in the Weapon 
Involvement or Substance Involvement field (including ENDS) the 
incident must be reported. All Bullying Incidents must be reported.

A list of serious offenses is available on the Documentation page of the 
Help Site (http://portal.ct.gov/SDE/Performance/Data-Collection/Help-
Sites/ED166). 

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Why is the SDE 
Collecting this Data?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Education of Individuals with Disabilities
20 U.S.C. 1418(a)

Safe & Drug Free Schools and Communities
20 U.S.C. 7101- 7165

Strengthening & Improvement
of Elementary & Secondary 
Schools: Gun Possession
20 U.S.C. 8921 
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What is the Data Used for?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

• Federal Data Collections
• State Data Collections

– Board Report

• EdSight (http://edsight.ct.gov)
• FOI Requests

– Media
– Research
– Other
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When does the collection open?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

• Fall of each School Year

How will I know when the 
collection opens?
– Email (sent to those on the District Profile)
– Help Site

8



When is the collection due?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

• Mid-Year: March 1, 2023
(required for all LEAs)

• Phase I: July 11, 2023
• Phase II: August 25, 2023
• Freeze Date: September 1, 2023

START YOUR COLLECTION EARLY
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What is Required for Each Phase?
Mid-Year Collection: Data Entry
 Report all incidents that occurred 

between 7/1 and 1/31 
 Ensure uploads are error free 
 Complete mid‐year Certification 

(checkbox) 
 Recommendation: Clear Data 

Cleaning Reports Recommendation: 
Clear Data Cleaning Reports 

NOTE: You may go beyond this date if 
you wish; 1/31 is not a hard cut‐off date. 
After you have completed the mid‐year 
collection you can continue to  add, edit 
or delete records as needed. You do not 
need to clear your certification.

Phase I: Data Entry
 Report all incidents that occurred 

between 2/1 and 6/30 as well as any 
other incidents you may have missed 

 Ensure uploads are error free 
 Recommendation: Clear Data 

Cleaning Reports 
 Complete Phase I Certification 

(checkbox)

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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What is Required for Each Phase?
Phase II: Data Cleaning & 
Certification
 Input any additional records 
 Respond to Data Exceptions 
 Clear Data Cleaning Reports 
 Review other reports 
 Have a Certified Administrator 

complete certification (5‐6 
digit password) 

All items above are listed on the 
Certification Checklist that is 
emailed when Phase II begins.

Freeze: Finalization
 No changes can be made after 

the freeze. Frozen data is used 
for all analysis and public 
reporting.

 Respond ASAP to any CSDE 
questions

 Input any final changes and 
recertify immediately 

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Who is involved in this collection?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

• IT Specialists
• Directors
• Guidance Counselors
• Superintendents
• Data Entry Personnel
• Principals
• School Resource Officers
• Administrative Assistants
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How is the Data Transmitted 
to the SDE?

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Types of Data Transmission

Batch Upload
Export data from local SIS

Can be CSV or Fixed Width

Open to ALL LEAs

Can upload all records or by school

GIGO

Knowledge of data export needed

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Types of Data Transmission

SIF
Transmit data to ED166 directly

Available to PowerSchool LEAs

GIGO

LEA must be SIF enabled

Test the process early

CONNECTICUT STATE DEPARTMENT OF EDUCATION

SIS

ED166

SIF
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SIF Contact Information

Srinivasa (Reddy) Erigela 
Srinivasa.Erigela@ct.gov

• Set up SIF
• Set date range
• Troubleshooting

• Help Site: https://portal.ct.gov/SDE/Performance/Data-
Collection-Help-Sites/SIF

• Or search SIF from the SDE home page 
(http://portal.ct.gov)

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Types of Data Transmission

Manual Entry
Hand type each record

Open to ALL LEA’s

GIGO, human error

Can combine with other types

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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PSIS Connection

PSIS Registration Module

PSIS
Collections

ED166CT-SEDSTCS

CONNECTICUT STATE DEPARTMENT OF EDUCATION

• Register before reporting
• Check your dates
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Importance of Accurate 
PSIS Registration

• September - Student enters LEA
• December - Incident occurs
• January- Student exits LEA
• February - ED166 data is uploaded

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Record Layout

• Fields Collected
• Definitions
• Code Lists
• Additional Information (reporting rules, 

etc.)
The Record Layout is available on the Help Site: 

https://portal.ct.gov/SDE/Performance/Data-
Collection-Help-Sites/ED166-Help-Site

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION

90 Minute Rule
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Frequently Asked Questions

• How do I report an Incident with 2 Sanctions?

• How do I know if I should report an arrest?

• What if a student was reported as Suspended 
Pending an Expulsion Hearing and now the 
hearing is complete?

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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CONNECTICUT STATE DEPARTMENT OF EDUCATION

How do I report an Incident with 
2 Sanctions?

 TIP: 
Download 

this 
document 
from the 
Help Site
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CONNECTICUT STATE DEPARTMENT OF EDUCATION

What if a student was reported as Suspended 
Pending an Expulsion Hearing and now the 

hearing is complete?

Sanction 1: 1001

ORIGINAL RECORD

Sanction 1: 1010 (OSS)
Sanction 2: 1000 

(Expulsion)
UPDATED RECORD

Sanction 1: 1010 (OSS)
Sanction 2: blank

UPDATED RECORD
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Laws to Be Aware Of
• PA 15-96 – an update to CGS 10-233c.(g): 

Expulsions and OSS of PreK – grade 2 
students
– Exclusionary discipline allowed only “if the 

behavior was of a violent or sexual nature that 
endangers persons” 

– Resources: Report, Data Exceptions, Record 
Layout

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Laws to Be Aware Of
• CT General Statutes Sec. 10-233d. Expulsion 

of pupils

– LEAs are required to offer an alternative educational 
opportunity to (1) any student under 16 years old who 
has been expelled (regardless of the reason); and (2) 
any student between 16-18 years old who has been 
expelled for the first time and wishes to continue his 
or her education if the student complies with 
conditions established by the 

– LEA Resources: Data Exceptions or Report

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Laws to Be Aware Of
• CT General Statutes Sec. 10-233 (a-n) -

Suspension of Pupils

– Defines Removal (90-minute rule), In-School 
Suspension, Suspension, Expulsion and School-
Sponsored Activities

– Resources: Data Exceptions

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Laws to Be Aware Of
• Public Act No. 15-168 - An Act Concerning 

Collaboration Between Boards of Education 
and School Resource Officers and the 
Collection and Reporting of Data on School-
Based Arrests

– "School-based arrest" means an arrest of a student 
for conduct of such student on school property or at a 
school-sponsored event. 

– Resources: Reporting Arrests flow chart, Data 
Exceptions

CONNECTICUT STATE DEPARTMENT OF EDUCATION
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Help Site

• url: https://portal.ct.gov/SDE/Performance/Data-Collection-Help-Sites/ED166-Help-Site 

• Or go to https://portal.ct.gov/SDE and search for ED166
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EdSight

• url: http://edsight.ct.gov/
• Go to Students  Discipline
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 TIPS & REMINDERS:
 Add sdect\ before your username
 Use the same username/password used to access other collections such as PSIS
 If you are unsure of the username/password please contact our IT office at (860) 

713-6681. Ask for the “enter button” password. 
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 TIPS & REMINDERS:
 There is one shared password per LEA
 The password will only be released to those listed on the 

District Profile
 The password provides users with full access
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 TIPS & REMINDERS:
 You can select a prior year on the Home screen. This can 

be useful to review data.

55



 TIPS & REMINDERS:
 When manually entering a record you must include the Incident Date and 

then SASID or Name
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 TIPS & 
REMINDERS:

 Demographic 
information is 
populated 
from PSIS 
registration.
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 TIPS & REMINDERS:
 Your prior uploads 

will be listed here.
 This is where you 

access your error 
report.

 Max errors = 500
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Error Report Errors By Type

 TIPS & REMINDERS:
 Error messages & correction info is on the Help Site
 500+ errors  same error on every record

59



Extract Data 
from SIS

Upload File

Certify as 
Needed

IF DATA 
IS 

ERROR 
FREE

IF ERRORS 
EXIST

Upload Process Best Practice
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 TIPS & REMINDERS:
 It can be useful to retain a copy of your complete batch
 Prior year data is also available
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 TIPS & REMINDERS:
 Code lists can be helpful for internal analysis
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 TIPS & REMINDERS:
 Data Cleaning Reports must be cleared prior to final Certification

63



64



 TIPS & REMINDERS:
 Data Exception information will be covered in the Phase II video.
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 TIPS & REMINDERS:
 Check this box to complete the 

Mid-Year Collection
 An Administrator is not 

required to complete this step
 You do not need to uncheck 

the box to add/edit/delete 
data

Mid-Year Certification



 TIPS & REMINDERS:
 Passwords are only released to those on the profile
 Once you are added to the profile you are automatically on the 

email list

67



A single record in the ED166 can “look” 
any of the following ways:
• 1 Incident Type, 1 Sanction Type
• 1 Incident Type, 2 Sanction Types
• 2 Incident Types, 1 Sanction Type
• 2 Incident Types, 2 Sanction Types

THE MOST IMPORTANT SLIDE
Help Site (Record Layout, FAQs, Instructions): 

https://portal.ct.gov/SDE/Performance/Data-Collection-Help-Sites/ED166-Help-Site

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Deadlines:
Mid-Year: March 1, 2023 

-All LEAs
Phase I: July 11, 2023
- All data must be input and  

batches error free
Phase II: August 25, 2023
- All Data exceptions must be
resolved and data certified

Reminders:
• A student must be 

registered to your 
district in the PSIS 
Registration Module 
on the Incident Date. 

• If you report the 
student in PSIS you 
report the student in 
the ED166

• Update your District 
Profile

What incidents must be reported to 
CSDE?

• All offenses that result in: 
• In-school suspension 
• Out-of-school suspension 
• Bus suspension 
• Expulsion 

In addition, all "serious" offenses and 
incidents involving Alcohol, Drugs or 
Weapons must be reported regardless 
of the type of sanction imposed. This 
means that if anything is listed in the 
Weapon Involvement or Substance 
Involvement field the incident must be 
reported. All Bullying Incidents must 
be reported.

FREEZE DATE: SEPTEMBER 1
ABSOLUTELY NO CHANGES CAN BE MADE 

AFTER THIS DATE

 START YOUR
COLLECTION EARLY
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Questions? Suggestions?

CONNECTICUT STATE DEPARTMENT OF EDUCATION

Keryn G. Felder
Keryn.Felder@ct.gov

Additional Training Opportunities:
• May – New User Phase II Training – online
• July – Working Day Sessions – in person
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