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* If you are viewing this as a PDF, and the links within the slide do
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Keryn G. Felder
Education Consultant
Keryn.Felder@ct.gov

* ED166 Help Site
» Search ED166 from the CSDE home page

Welcome Message:

Welcome to the ED166 Student Disciplinary Offense collection. This information
includes the same content presented at both live and virtual training sessions but
allows you to step through the information at your own pace. | encourage you to
reference this document when you are completing your collection. Note that if | get
questions during the school year or at training sessions this PDF version of this
document (posted online) may contain additional clarifying information in the
accompanying text so be sure you have the latest edition.

I encourage you to bookmark the ED166 Help Site as it’s a great resource and many
questions can be answered from information on the Documentation page. |
recommend beginning your collection early, as it will allow ample time to work
through any issues that may occur (missing data, records that require further
research, etc.).

If you have any questions, I’'m happy to help. The best way to reach me with questions
is via email.




- Keryn Felder

Slide Links

* Email: Keryn.Felder@ct.gov

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

* CSDE Home Page: https://portal.ct.gov/sde
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» General collection information + Laws
* Record Layout/User Guide » Help Site

* A closer look at reporting:  Application Walkthrough
» Multiple Incident/Sanction  Avideo demonstrating the
Types application is available on the
« School Based Arrests Help Site
CTRL 4 F

Press CTRL + F to search

This topics covered include the basics of the collection including the Record
Layout/User Guide document (these names are used interchangeably), applicable
laws, exploring the Help Site and an application walkthrough.

There are several pieces of reference material available on the Documentation page
of the Help Site that accompany this presentation, which you may wish to download
or print:

* 2024-25 Record Layout
» Multiple Incident Types/Sanctions Guide
* Reporting Arrests Flow Chart

If you are looking for a specific item in this document, click on CTRL + F keys to open a
search window. TIP: This command will work in other file types as well, such as
Word and Excel.

Slide Links
* ED166 Help Site: https://portal.ct.gov/SDE/Performance/Data-Collection-Help-
Sites/ED166-Help-Site
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* Collection Opens — Fall (email and web site notification)
» Charter School Submission: December 4, 2024 (required)
* Mid-Year: March 5, 2025

* Phase 1: July 9, 2025 Varies yearly, but within
- Phase 2: August 20, 2025 the same general time
frame

» Freeze Date: September 3, 2025
* Incident Date Range: July 1 — June 30 - Does not change

START YOUR COLLECTION EARLY

The ED166 collection opens in the Fall each school year, and your Reporting District
can begin uploading/data entry at any time. When the collection opens, an email will
be sent to everyone in the ED166 District Profile alerting you of the opening. The
collection will also be posted as “open” on the Home Page of the Help Site.

NOTE: The ED166 District Profile is a screen within the ED166 application. Be sure this
information is up to date as the individuals listed are the only ones authorized to
receive password information from the CSDE. These individuals are also automatically
on the ED166 mailing list.

The deadlines on this screen pertain to the ED166 Application, not your Reporting
District policy. Most LEAs enter incidents into their local Student Information System
daily.

These deadlines do adjust within the same general time frame each year. These dates
are posted on the Home Page of the Help Site, as well as on the left side of every
email sent about the collection. Note the Charter Schools have an additional
submission date this year.




The ED166 incident date range is July 1 —June 30 every year. It’s important to note
that the data can be entered at any time, you do not need to wait for the mid-year
collection deadline to approach to begin. You can report data at any interval you
wish, such as monthly or weekly. You can also group your batches in any way you
wish such as by school or grade level.

A best practice is to start your collection early, especially in Phase 2 as it is generally
more difficult to connect with colleagues during the summer months if you need to
learn more about an incident to clean up errors, etc. New users are encouraged to
start each portion early so there is ample time for assistance.
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* FERPA: Family Educational Rights and Privacy Act .

* FOI: Freedom of Information The terms District and
+ ISS: In-School Suspension LEA used

« LEA: Local Education Agency (your district) interchangeably in this
+ OSS: Out-of-School Suspension document

* PII: Personally Identifiable 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.

+ CSDE: Connecticut State Department of Education
+ SASID: State Assigned Student Identifier
» SIF: School Interoperability Framework

» SIS: This is your student information system such as Administrator Plus, Infinite Campus,
PowerSchool, etc.

This slide lists the acronyms referenced in this document.
The most used ones are:

* ISS: In-School Suspension

* 0SS: Out-of-School Suspension

* LEA: Local Education Agency or your district. The terms LEA and District are used
interchangeably in this presentation.

* 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 and receive their SASID.

* SASID: State Assigned Student Identifier — this number is generated by the PSIS
Register Module, is unique to each student, and stays with them throughout their
public-school career even if they change districts.

* SIS: Your LEA’s student information system such as Administrator Plus, Infinite
Campus, PowerSchool, etc.



Overall Process CONNECTICUT

Education

Administrator
Review &
Certification

Input Data Data Cleaning
(Mid-Year & Phase 1) (Phase 2)

A high-level view of this collection is inputting the required data, cleaning the data,
and then an Administrator should complete a final review of the data before
Certifying. This PowerPoint details the first step of the process.
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IT Specialists

Administrators/Directors

Guidance Counselors

Data Entry Personnel

School Resource Officers

Administrative Assistants

Each Reporting District is different and involves different parties. Be sure that all the
involved parties in your district have an adequate understanding of the collection. You
are encouraged to communicate regularly with all who are involved to ensure records
are reported in a correct and consistent manner.
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All offenses that result in:

* In-school suspension
 Qut-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 (consequence)
imposed. This means that if anything is listed in the Weapon Involvement or
Substance Involvement field (including vaping) the incident must be reported. All
Bullying Incidents must be reported.

A list of offenses categorized as “serious” is available on the Documentation page
of the Help Site

This collection is sometimes referred to as the “suspension and expulsion collection.”
While this is partially true, it is not a complete description of the collection.

LEA’s are required to report incidents to the CSDE that result in in-school-suspension,
out-of-school suspension, bus suspension and expulsion. In addition to that, all
offenses categorized as “serious” must be reported regardless of the sanction
(consequence) imposed. Note that all incidents involving a Weapon or Substance
must be reported as well as all Bullying incidents.

A list of offenses categorized as “serious” is available on the Documentation page of
the Help Site.

If your Reporting District reports an incident to CSDE that is not required to be
reported, it will not be saved on the CSDE end and not used in any CSDE analysis.
Upon data transmission to the CSDE non-required records will result in a warning
from the ED166 Application; however, no action is needed on the Reporting District
end.

As a reminder, the requirements above pertain to the ED166 application; follow your




local district policy when recording incidents in your Student Information System
(SIS).
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* Federal Data Collections

» State Data Collections
* Board Report

* EdSight

* Data Suppression Guidelines

* FOIl Requests
* Media
* Research
* Other

10

The data collected is used to satisfy federal data collections, state data collections
including our annual Board Report, and Freedom of Information (FOI) requests.
Discipline data is also publicly posted on EdSight, the SDE’s public longitudinal data
portal. Any publicly posted or released data follows all Family Educational Rights and
Privacy Act (FERPA) data suppression guidelines and no Personally Identifiable
Information (PIl) is included. This generally means that counts of 5 or less are
suppressed. More information on the data suppression guidelines is available on
EdSight.

Slide Links:

 EdSight: http://edsight.ct.gov

* Data Suppression Guidelines:
https://edsight.ct.gov/relatedreports/BDCRE%20Data%20Suppression%20Rules.pd
f

10
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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

11

There are several laws requiring CSDE to collect this information. This is an example
of some of them. Links to these laws are available on the Statutory References
section of the ED166 Help Site.

Slide Links:
Documentation Page of Help Site: https://portal.ct.gov/sde/performance/data-
collection-help-sites/ed166-help-site/laws

11
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Mid-Year Collection Phase 1
March 5, 2025 July 9, 2025
- E:Fvs;teil;r/ﬁqaur::je?/glﬂdents that occurred O Report all required incidents that occurred
O Ensure uploads are error free between 2/1 and 6/30 as well as any other
O Recommendation: Clear Data Cleaning Reports incidents your Reporting District may have missed
O Complete mid-year certification Ensure uploads are error free

o Thisis a checkbox, no password is needed
o Does not have to be completed by an
Administrator

Recommendation: Clear Data Cleaning Reports
Complete Phase 1 Certification
o This is a checkbox, no password is needed
o Does not have to be completed by an
Administrator

ooa

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

12

For the Mid-Year Collection your Reporting District should report all incidents that
took place from July 1 —January 31 of the current school year. If there was a summer
school incident that took place on July 15, 2024 for example, it should be included in
the current 2024-25 collection, not the collection pertaining to the prior school year.
Note that the mid-year dates are not hard dates, you can certainly go beyond January
31. The purpose of the Mid-Year Collection is for CSDE to obtain approximately half of
your school year’s incidents. All uploads must be error free. When your Reporting
District has finished reporting you must check the Mid-Year Certification checkbox.
Your Reporting District can continue to add, edit or delete records, you do not need
to clear the checkbox. It is also recommended that you begin clearing your Data
Cleaning Reports.

Phase 1 follows the same process as the Mid-Year Collection, except your Reporting
District is now reporting incidents that occurred from February 1 —June 30 as well as
any other incidents that may have been missed during the Mid-Year Collection.

12
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These items are covered in detail in Part 2 (Spring) training

Phase 2 Freeze
August 20, 2025 September 3, 2025
Input any additional records [0 Respond ASAP to any CSDE questions

Respond to Data Exceptions
Clear Data Cleaning Reports
Review other reports to ensure data accuracy
Administrator Review & Certification
o The Superintendents Certification code is
required (this is a 5-6 digit password)
o Must be completed by an Administrator

O Input any final changes and recertify immediately

ooooao

No changes can be made once
All items above are listed on the Certification the file is frozen
Checklist that is emailed and posted on the Help Site
at the beginning of Phase 2.

13

Phase 2 is the Data Cleaning and Certification stage. During this phase, your
Reporting District will input any final records. Your Reporting District will then review
the Data Exceptions which are variances in the data from the prior year.

All Data Cleaning Reports must be cleared. Your Reporting District should review the
other reports available within the application, and then a Certified Administrator
must input their Certification Code to indicate their electronic signoff of the data.
More details on each of these items will be emailed to you during Phase 2. A Phase 2
video and PowerPoint will be available. Once your Administrator has completed
Certification CSDE will review your data to see if there are any final items that need
attention.

During the finalization period please respond to any CSDE questions and re-certify as
soon as possible. Note that no changes can be made after the Freeze so please be
sure that all final changes have been made by this date.

13
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PSIS Registration Module

v

CT-SEDS

PSIS

Collections

* Register before reporting

* Check your dates

14

Many ED166 Application Managers also are responsible for the Public School
Information System (PSIS). If you are unfamiliar with the PSIS Registration Module,
this is the state application that assigns each student a unique 10-digit SASID (or State
Assigned ID).

PSIS Registration has several “hang-off” applications including the PSIS Collections,
TCS, CT-SEDS and the ED166. The data in a “hang-off” application relies on the data in
PSIS Registration to exist and be accurate. You will be unable to successfully report a
record in the ED166 unless a student has been registered in the PSIS Registration
Module.

14



Data Transmission Options ——

Education

Batch Upload

All records must be electronically reported. There are three ways to do this: Batch
Entry, SIF, or Manual Entry.

SIF - School Interoperability Framework

15
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* Export data from local SIS (built in feature), requires Reporting
District knowledge

* Multiple file types accepted: CSV or Fixed Width
* Opento ALL LEAs

* Can upload all records or by school

* GIGO - Garbage In Garbage Out

16

The most common type of data transmission is Batch Upload. This is when your data
is extracted from your local Student Information System and organized into a format
readable by the ED166 application (CSV or Fixed Width). Most SIS’s have a “state
reporting” feature that will automatically arrange your data according to the Record
Layout. Your Reporting District can also manually build a file following the Record
Layout — a template is available on the Help Site. All LEA’s can use this method of
transmittal, regardless of SIS. Each batch added via upload is appended to any data
already reported — unless the Incident Tracking Number is included (see page 24 for
more details on the ITN).

Two things to remember with this method is Garbage In Garbage Out — if there are
mistakes in your Student Information System there will be mistakes in the ED166. The
other item is that while CSDE can assist with the upload process and error correction,
we do not have knowledge of all the SIS’s and the processes to extract data from your
system. If you are unsure how to do that contact your SIS vendor.

16
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* Transmit data to ED166 directly SIF Contact Information:

* Available to PowerSchool LEAs

only Srinivasa (Reddy) Erigela

Srinivasa.Erigela@ct.gov

* Reporting District must be SIF

enabled
* Setup SIF

* Test the process early Set dat o
* Set date range

* GIGO i
* Troubleshooting

* Help Site

17

The second type of transmittal is SIF — the School Interoperability Framework. SIF
works as a link between your local Student Information System and the ED166. Note
that this method does not bypass error checks, and like Batch Upload, Garbage In,
Garbage Out applies. If there are mistakes on the Reporting District end, they will be
imported into the ED166.

Currently SIF is only available to LEA’s using PowerSchool, and your district must be
“SIF enabled” to use this mechanism. Many LEA’s who use SIF absolutely love it,
however there are some who have run into issues. If your Reporting District decides
to use SIF be sure to test the process early and complete the collection well before
the deadline so if you do run into SIF related issues you still have time to upload
directly to the system to make the deadline.

17
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* Hand type each record
* Opento ALL LEA’s
* Can combine with other types

* GIGO and human error

18

The final type of data transmission is manual entry, where each record is hand typed.
This method is open to all LEA’s regardless of size, however it is not recommended to
complete your entire collection this way unless you only have a handful of records to
report.

Like the other methods the data entered will only be as good as the data in your local
student information system, so once again GIGO applies. In addition, your Reporting
District is open to human data entry error. While this method is not the most
efficient, it can be combined with the other data entry methods. Therefore, if you
notice one record is missing you do not have to create and submit a batch to add the
data you can simply add it manually.

18
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KEY: . LEA Process . Application Process CSDE Process

LEA Extracts Data Transmit Data Review Error Complete
from local SIS (Mid-Year, Phase 1) Report Pre-Certification

o

CSDE FREEZE

e
Administrator
CSDE Opens Data Cleaning & . °
. Review &
Phase 2 Finalization e
Certification

19

This slide illustrates the steps of the collection process using a batch transmission, the
most common method of reporting. Note the item in green is a district-only process,
the items in gray are CSDE processes, and the remaining boxes in blue are
application-based processes.

The first step is for your district to extract the data from the student information
system. Most SIS have a “State Reporting” feature which automatically pulls the
required records in the correct format. Note that CSDE cannot assist with the data
extraction, we advise reaching out to someone in your district or the SIS vendor if you
need help with this step.

Next, your district will upload the file into the ED166 application. Next, review the
error report that automatically opens after your upload. If errors exist, the best
practice is to go back to your Student Information System, resolve the errors, extract
an updated file, and repeat the process.

If you do not have errors, the next step it to complete the appropriate precertification
checkbox. After that, you can begin reviewing your Data Cleaning Reports, or wait
until Phase 2 begins.

19



Once we open Phase 2, you will complete the data cleaning and finalization stage.
Then, to complete the report, your administrator should review the data for accuracy
and then electronically sign off. Separate training materials will be available for Phase
2.

19
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» September - Student enters LEA
* December - Incident occurs
» January - Student exits LEA

* February - ED166 data is uploaded

——  Report Incident

INCIDENT
OCCURS
DATA

STUDENT IS IN DISTRICT
Sep | [ oa | [ Nov | | Dec | [ Jan Feb

20

If you had a student who began the school year with your district, committed an
incident in December, and then left in January, the discipline record should be
reported in the ED166, and it will be accepted by the system if PSIS registration
accurately reflects the students Entry and Exit Dates AND the Incident Date took
place during the time the student was registered to your LEA.

20
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* Fields Collected

* Definitions

* Code Lists

+ Additional Information (reporting rules, etc.)

The Record Layout is available on the ED166 Help Site

21

The next section of this presentation is a review of the Record Layout document. The

Record Layout lists all fields collected, as well as definitions, code lists and reporting
rules.

The Record Layout is available on the Help Site.

Slide Links:

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

21
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Record Layout Page 1: It's recommended to have a copy of the Record Layout (either
physical or digital) open while you read through these slides. Note that if you keep a
digital copy open now or while completing your collection you can press CTRL + F to
open a search box to quickly find what you need within the document.

Before the content of the Record Layout is described, there are a few items to make
note of. First is the updated date in the upper right corner. An “updated date” is
included on all documentation so you can always be sure you are using the most
recent copy. Since this document is quite lengthy, items updated from the prior year
are highlighted in yellow. Changes to the file structure itself (number of fields, length,
etc.) are rare; however, new codes and definition updates do occur more regularly.
There is a change log listed on the Help Site, however there are generally no

significant changes made once a collection is open for a school year.

At the bottom of the page is a key: M—Mandatory, O—Optional, R-Recommended, C-
Conditional and D-Disallowed. The various shades of blue and white rows also

coincide with this key.

Note each of the column headers. After the field name there is the Excel column.

22



When reviewing errors, some LEA’s like to look directly in the batch, so the Excel
column is useful. The starting and ending column, as well as the maximum field
length is only needed when manually creating a file - the state reporting feature in
your SIS has already been set up to follow these rules.

Next is the Requirement column which is where the key referenced earlier is used.
After that is the Valid Values column so you can determine if a field is alpha-numeric,
yes/no, or uses a code table. Finally, there is a column to indicate the parameters for
a conditional field, such as requiring a Victim Type when a specific Incident Type is
reported.

22
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CONNECTICUT

FIELD DESCRIPTIONS (in order of appearance in the record layout} Education

State Assigned Student The unique ten-digit numeric code assigned Lo student in PSIS (Public School Information Systerm)
Identifier (SASID)
Date of Birth.

Student's date of birth in the format MMDDYYYY where "M = Month, “D” = Day, 'Y = vear. Note

that this date must match PSIS Registration.

Reporting District Three-digit code for the district the student is registered 1o in PSIS. This is your town code for: ail
students attending your schools; your students educated in private special education of residential

facilities, including out-of-state and your students placed in municipal detention centers or day

treatment facilities. For the purposes of this repoet, the American School for the Deaf is considered a

private facility. For a list of Reporting District Codes, see Table 8

M| Facility Code Seven-digit code of the school attended by the student where the incident took place. If the student

attends two facilities and the incident did not occur in Facility 1 input 9990199, See the Facility Code

section of this doc he instrustians. For 3 st of Faclty Codes vis

https//portal.cl.g: DE mas 6-Hel) e/Documentation
to download.

D | Local incident Number This field was retieed beginning with the 2D14-2015 school ear. A Biank coum should st be
included in this pos

M | Dateof incident The date occurred Be sure 1o use leading 2¢ros for fixed

width files when coding the mont :n[ xample: the Date of Incides nt of August 4, 2018 or 8/4/2018
would be reported as 08042018).

© | Time of Incident Indicate the time the incident accurred using either standard (HHMM am/pm) o military time
(HHMM). If standard time is supplied, you must include either am of pm (example: 1215 pm or 0830

am}. Be sure to include the time if more than one incident is reported for a student in the same day.
™M | Bullying Repeated negative behaviors intended to frighten or cause discomfort. For exampie, verbal o
written threats of physical harm (code 1810). All Bullying incidents must be reported regardiess of
Sanction. Your LEA must indicate if a protected class was invoived in the incident. For a list of Bullying
Codes see Table K.
M| Incident Type The type of incident committed by the student. The incident types and a brief description are
provided in Table C.
®  There are two fields for Incident Type [part 1 and 2). if more than one type of incident occurrel
he same time, please report both (example: a student was fighting while under the influence
alcohol).
€ | Weapon A weapon is any object that is designed, converted, or used to cause harm an individual or
individuals. A weapon offense may involve possession, use, and/or sale of an item. If 3 weapon is
used in combination with another offense, indicate the offense that was committed in one of the
“Incident Type” fields (example: battery), and use the "Weapon” field 1o report the weapon that was
used in that incident. All Weapons Incidents must be reported regardless of Sanction. For a list of
Weapon Cods ¢ Table D.
€ | Substance A substance offense is passession, use or distribution of tobacco products, illegal drugs, over the
counter medication, prescription medication, and/or alcohol. H a substance was involved in
combination with another offense, indicate the offense that was committed in the “Incident Type”
fields (example: sexual battery) and use the “Substance” field to report the type of drugs or alcohol
involvement in the incident. Allincidents involving a Substance must be reported regardless of
Sanction, For a list of Substance Codes see Table €

23

Some of the following definitions are brief, but there are additional slides with more
details on select fields.

Record Layout Page 2: The definition of each field begins on page 2 of the Record
Layout. You will notice that the first column again indicates if the field is mandatory,
optional, etc. and the same color-code is followed from the first page. The Code
Tables are at the end of this document.

* The SASID is the student’s 10-digit identifier which you may recall comes from PSIS
Registration. Next is the student’s DOB. These two fields must match PSIS
Registration exactly for the record to be accepted by the system. A common
upload error is that the SASID or DOB does not match PSIS Registration. These two
fields must be consistent so if there is a mistake in PSIS you (or your PSIS Manager)
may have to update PSIS Registration to resolve the error in the ED166.

* Next is your three-digit Reporting District. You can only report records for students
who are registered (or were registered) to your Reporting District on the date of
incident. If a student joined your district mid-year but they committed an incident
in their previous district that incident should not be reported by your district.

* After thatis the seven-digit Facility Code for the facility where the incident took

23



place. In 99% of the cases this will be the student’s Facility Code 1 in PSIS. If the
student did commit an incident while attending their Facility Code 2 instructions
for reporting are available on the Documentation page of the Help Site and linked
above.

The Local Incident Number is no longer used; however, a column needs to be left
in the record layout to maintain the file structure.

The Date of Incident is when the incident took place — remember this date must
be within the timeframe that a student was registered to your district.

Time of Incident is Optional but must be included if a student had two or more
incidents on the same day.

Bullying is a separate field (not an Incident Type) that must be completed for
every record to indicate if it was a Bullying incident.

Next is Incident Type. There are two Incident Type fields that can be used to
describe each incident. More information on using both fields is on slide 34.
After that are the Substance and Weapons fields. Remember that all incidents
involving a Substance (including vaping) or Weapons must be reported regardless
of sanction (consequence).

23



There are five victim fields. Each field requires a response of "¥* for yes or "N* for no. For offenses
invelving more than one victim t nmluduumhabmmn
Other Student - Any in a public or private school.

Substitute Teacher = A short- of long-term substitute teacher.

Other Staff - Any other staff member indluding Paraprofessionals, Support Staff, Cafeteria
Workers, Custodial St etc.
Non-School - An indi layed by or attending the school, such as a Parent,
Volunteer, Contractor, Non-Student Youth, etc.

The following Incident Types require ™" for at least one Victim field:

TABLE L: incidents Requiring a Victim Type
Code Name Code | Name.

1420 Robbery 1822 | Foreign Substance in Food/Drink - Blegal Drugs
1760 Fighting/aiercation] physical aggression 1823 | Foreign Substance in Food, Drink - Other (O, Ciay,

Cravons, etc)
1730 Batery/Assaut 1822

1730 Theowing an Object 1835 | w

1780 Se t t 1900 |

1800 Harassment (Non-Sexual) 1910

1810 L [Verbal Harassment 1920

1813 g 2000

1818 T 2100

1817 2200

1818 2300 | Kidnapping (Abduction]
1820 510 | Destruction of Personal Property
1821
T the Bullying field has 3 vaiue of 02 Or 03 you must Indicate “yes~ for a1 1east Goe VIctim feld regardiess of Incident Type.
M| School-Based Arrest Report if 2 Schook-Based Arrest occurred. PA 15-168 defines School-Based mmmas.nmm for
conduct that occurred on school property ot at a school-sponsored event |f you are unsure how or
if to report an arrest, please see Appendix A
™M | Location of Incident The location where the incident occurred. Locations are categorized a s r off schoot grounds.
School grounds includes the sc sch

n.n:dc!mlo« rs ata
st of Locat

stadiums/gymnasiums and other facilities. |f a lden
school-sponsored event off campus, it must be reported. F see

™M | School Sponsored indicate If the incident occurred at a school sponsored activity regardiess.of the location. fan
incident took mm at another school during a sports actiity, or during a field trip it s considered
school sponsored. Incidents that took place in the school or nns(hnnl[m unds during the regular

school day are considered

M | Education Provided Repuuh wpeofenm tion the stu ﬂe Nt received during t| he a cw Education provided must be
included if one of the following Sanctions is reported for the

1000- Expo uision

1001 - Suspended Out-of-School Pending Expulsion Hearing

1002 - Expulsion Reinstated

1005 - Suspended Out-of.School Pending investigation

1010 - Out-of-School Suspension

1020 - in-School Suspension

For alist of Education Provided codes see Table G

H

Education

::r:r:::'s;l’t F::u-ll ied staff mem t: su rbas.\h.nh(-r Counselor, Psychologist, CONNECTICUT
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Record Layout Page 3:

Next are the Victim Type fields. Some Incident Types require at least one Victim Type
to be reported. CSDE does not require specific information on the victim, or how
many victims there are, but we do require the category of the victim. The categories
are Other Student, Certified Staff, Substitute Teacher, Other Staff and Non-School
individual (such as a parent, etc.).

Here you can see a list of Incident Types that require a Victim Type.

If an Incident results in a School-Based Arrest it must be reported. Note that a
School-Based Arrest is an arrest that took place due to an incident that took place on
school grounds during the school day or at a school-sponsored event. More
information on School-Based Arrests is on slide 36.

Location of Incident is where the incident took place. There is a code for online (22)
as well as a location code for an accumulation of incidents (50) since those are not
specific locations.
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School Sponsored is used to indicate if the incident took place during the school day
or at a school-sponsored event (such as an evening concert or sporting event).

Education Provided is the type of education a student receives during their sanction.
This field is especially important for expelled students.
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Education

for Sanction Type, | Number of Days Served, and Number of Days to Carryover
Part 1 of each field is See

‘more information on using these fields.

M/C | Sanction Type (part 1 and
2 b

M/C | Number of Days
Sanctioned (part 1 and 2)

M/C | Number of Days Served
{part 1and 2) -

0 the next school ye the number of days to be

o
M/C | Number of Days to ifa e
e ryover- Part 2 must be completed only if Sanction Type -

Carryover (part 1 and 2)

90 Minute Rule

nlo

of
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Record Layout Page 4: On page 4 you will see there are two fields available for the
Sanction. There are three additional fields associated with the Sanction
(consequence) fields: Days Sanctioned, Days Served, and Days to Carryover. The
number of Days Sanctioned is the total number of days the student is supposed to be
sanctioned, the Number of Days Served is the actual number of days the student
completed the sanction (example: student transferred to another Reporting District
mid-suspension), and the Carryover Days are the number of days that the student will
be sanctioned the next school year (example: an incident took place at the end of the
school year in June and the sanction could not be completed that school year).

All three of the “Days” fields must be reported in increments of .25 or one quarter of
a school day. Note that any amount over .5 is considered over 90 minutes. 90 minutes
is an important parameter because once a student is removed from class for 90
minutes or more that is legally considered an ISS. If a student is sitting outside of the
principal’s office for 91 minutes, by law, that is considered an ISS. See slide 39 for
statute information.

Referring Party is the person who reported the student while Party Taking Action is
the person who sanctioned the student.
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Memo is an optional field where your Reporting District can include a few sentences
about the incident. This field is not used for analysis.

The ITN or Incident Tracking Number is a unique number assigned by the ED166 once
an incident is successfully reported. The ITN number is used if you are trying to batch
update records that have already been reported in the ED166. To update a record
this number must be included in the batch, otherwise the system will recognize the
record as a new record.

The District ID is the local ID number used by your Reporting District which is often
shorter and therefore easier to work with than the SASID.

The Reserved Field is a placeholder field that will be used for any future updates
needed.

Finally, the End of Record Marker is simply the letter X. This marker signifies to our
database to move onto the next line to read the next record. Your state reporting
feature will automatically populate this field.
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CODE TABLES

The fallowing code tables are also availble or download a tp -Collection Help CONNECTICUT

://portal.ct
Help-Site/Documentation. Dueto the length of the Facility Code list (Table A) please visit the Help Site to download or view the codes.

Education
eporting Dist
TowN:
001_| Andover 057 | Greemcn 136 | Putnam 20| Regiona
002 Ansonia %58 [ Griwoid 117 | Redding 305 | hegions
003 Astfora 055 | Groton 118 | Rogeneid 306 | Region©
04| Avon 60| Guiford 119 | RockyHll 207 Region 7
005 | Barkhamsted 062 | Hamden To1 | Salem 208 Fegion&
007 [ Berin 063 | Hampton 12 | Salisbury 300 | Region8
005 | Bethany 064 | Hartiord 125 Scotfana 210 Region 10
09| Bethl 65| Hartland 124 Seymour 211 Region 11
011 Bloomfeld %7 [ Tiebron 125 [ Sharon 217 Region 12
012 | solton 068 | rent 126 shetton 213 | Region 13
013 | Bowran 069 Kilingly 127 | Sheman 214 Region 14
014 [ Branfora 071 | Letanon 128 | Smsbury 215 | Region 35
015 | Bridgeport 072 [ Ledyard 129 | somers 216 Region 16
017 | pristal 3 [ Lisbon 131 southington 217 hegion 17
018 | Brooifiaid 4| Lechfion 133 South indsor 216 Region 18
015 | Brookiyn | Madison 133 | Sprague 215 Region 15
021 [ Canan 7| Manchester 134 Stafford 231 Goodwin Uni Ed Services
022 | Canterbury 5| Mansfiela 135 | Stamiord 71
675 | Eanton 5[ Marborough 136 | Stering 24| EdAdvance
024 [ Chapin 0| Meriden 137 Stoningion 23
025 [ chesnire 083 | wiadietown 138 [ suatiors 22| aces
26 [ Chester 84| Wiford T30 [ Suffied 75 [ B
027 085 | Mo 140 | Thomaston 251 | gAsTCONN
28| Colehester 036 [ Monnvile 141 | Thompson 261 | Jumoke
02| Cotebrook 068 | Naugatuck 142 Tolland 263 | Odyssey
030_| Columbia 85| New Brtan 143 | Torrington 264 integrated Bay
31| Comwalt 050 | New Canaan 144 | Trumbul 265 | 1SAAC
63| Coventry 051 | New Fairfield 145 | Union 368 | Common Ground
55| Cromwel 07 | Newnartiord 136 [ Vemon 75
034 | Danbury 053 | Newnaven 147 | Voluntown 270 sie by side
35 [ Darien 094 Newington 118 | Wallngford 771 bxglorations
036 | DeepFiver 35| NewLondon 151 | Waterbury 279 | Amistad
037 [ Derby 096 | NewMilford 153 [ Watertord 280 | New Beginnings
039 | Easttord 057 | Newtown 153 | Watertown 283 | Park City Prep
010 | Esxt Granby 098 | Norfolk 154 | Westbrook 285 | AF. Bridgeport
041 | East Haddam 035 | North branford 155 286 Highwile
032 | East Hampton 300 North Canaan 356 | West Haven 388 | AF. Hartord
043 | EastHartiord 01| North Raven 157 | Weston 285 | Eim City College Prep
014 East aven 302 North Stonington 158 | westport 250 | bras iy
005 [ Eastiyme 103 | Norwalk 155 | Wetherstieid 351 fim City Mortessor
016 Esston 304 Norwieh 160 | willngton 254 Great O Charter
017 | East Windsor 106 | 0ld Saybrook 161 | Wilton 355 | BookerT. Washington
04| Elington 107 | orange 162 | Winchester 296 | Stamford Charterforx
01| Enfiela 108 | Oxtord 163 | Windham 367 Capital Prep Harbor
050 | Essex 109 | Plainfie 164 | Windsor 337_| onHes
51| Farfeld 110 | Plainvile 165 | Windsorodks 347 Unified School Bt
52| Farmington 311 Plymouth 166 | Wolcort 500
053 | Frankiin 313 | Fomirer 367 | Woodbridge 561 NorwichFree Academy
054 | Glastonbury 113 | Portiand 169 | Woodstock 502 The Gilbert School
056 | Granby 314 ] preston 303 | Regon 1 503 | Woodstock Academy 26

Record Layout Page 5: The code tables begin on page 5 of the Record Layout. First is
Reporting District. Remember that this can only be your Reporting District.



The first column contains
the Incident Type Code,
followed by the name of the
code and then a description

The Incident Types are
listed by category, which are

1 s

00 1700 | Fighting/alercation]
physicalaggression

1720 | Battery/assauit

1740

iy
1800 | Harassmen t(Non-Sexual)

harassment

1810 | Threat/intimidation/verbal

BT | Racial slurs/hate crimes

% Bullying (formerly 1812)

separated by the blue rows. 15 | roag

The ten categories are

consistent

Wlth the Way Category 1710 Physical altercation
data is publicly reported on I
EdSight. S

1814 | Teasing

1817 | Threats of bodily harm

1818 | Physical intimidation

1713 | Accessory to fight

1730 | Throwing an object (serious] | n

uuuuuu

of the

nmes
e consent of his/her custodial

2 Victim to be reported

wiix C for more information on CGS 10-233¢.(g).

There are two important
indicators for each code:

Other, which indicates if
the code is Serious or
requires a Victim. All
Serious incidents must be
reported regardless of
Sanction.

The second is “OK Under
PK-2 Law”. This indicator is
explained in more detail in
the Laws section.
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Record Layout Pages 6-10: These pages contain the
Types are listed by category. Note that the first column contains the Incident Type
Code, followed by the name of the code and then a description. There are two

important columns at the end. The first is Other, which indicates if the code is Serious
or requires a Victim. Remember all Serious incidents must be reported regardless of

. The Incident

Sanction. The last column is “OK Under PK-2 Law”. This law is explained in more
detail on slide 37.

The Incident Type categories are:

Fighting/battery

Personally threatening behavior
Physical/Verbal confrontation

Property Damage

School Policy Violations. Notice that this category has the most Incident Types.
This category also does not contain any “Serious” incidents so these Incident Types

should only be reported if only ending in an ISS, OSS, Expulsion or Bus Suspension.

Theft/Theft Related Behaviors

Sexually Related behavior

Violent Crimes Against Persons

27



* Weapons
* Drugs

These categories are consistent with how the data is publicly reported on EdSight.

27
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Foreign substance onto 8 ‘Spraying or otherwise placing a foreign substance on a persan with the Education
person intent of causing harm or making a person uncomfartable (e g, itching
powder; spraying mouthwash into persons face; placing gum or other

substance into hair).
1825 | Intentionally endangering an | The intentional cause of Immediate danger to persons of person such as T
individuals) contact with a caustic substance (latex gloves, peanuts, etc.)

2000 Homicide slaughts RGO
fvier

2050 | Attempted suicide Requiring psychiatric evaluation; sanction must be cansistent with incident
060 | Selfinjurious behavior Behavior leading 1o the immediate remaval from school/ciass. Requiring
psychiatric evaluation; sanction must be consistent with incident

2061 | Paychotic episode Behavior leading o the immediate removal from school/class. Requiring
psychiatric evaluation; sanction must be consistent with incident.

2062 Psychotic break Behavior leading to the immediate removal from school/class. Requiring
psychiatric evaluation; sanction must be consistent with incident.

2100 Stabbing The intentional puncturing of the skin using some type of sharp instrument. ’g""ﬁ:ﬂ‘li
The type of weapon used (knife, pencil/pen) must be indicated. =
7200 | Blacmal “The extortion of money o other valuables from a threat of exposing 3 TG0
criminal act or other discreditable behavior. Law enforcement must be e
notified.
2300 Kidnapping (abduction) To seize, transport, and/or detain a person or aminor against their will either | Sthous)
by force o fraud {taking a hostage, leaving school grounds without L
permission with 8 minor).

7700 Threat | Any , written o BleCtronic] by 3 person o bomb of use other | LW
substances or devices for the purpase of exploding, burning, causing damage
0.2 school building, propesty, or harm to students and/or staff (bomb
threat, chemical/biological threat, terror threat), Police/security personnel
must be invalved.

Weapons

3700 | Weapon only [ Use this code to report a weapon-related offense. | Tsecusi

D

[ 3800 [ Drugs/aleohol/tobacco only [ Use this code to report a substance-related offense. [ BERGusT

Code Weapon Type Additional

0000 ane. [ No ived.

Knives and

3701 inife - 2 % Inches or Greater Steak knife, hunting knife, etc

3702 Keife - Less than 2 % Inches Pen knife, scout knife, etc.

3703 Box Cutter A small 100! that s made for opening cardboard boxes and that has 3 very sharp biad
that can be pushed in and out of its case.

3780 Butter knfe_ A blunt knife made of metal. Use 3701 for a steak knie,

3781 Plastic knife [}

3782 Switch Blade Alknife Jtton is pressed.

3705 Razor Blade. Athi e into a razor.

3708 knif Alarge knife with a wide blade.

3710 Shank Hom

3755 Axe ‘An object with a handle and blade on one end such a5 an axe, tomahawk, or hatchet

28

Record Layout Page 10: Notice that there is only one code for both Weapons and
Drugs (3700 and 3800) in the Incident Type table. This is because there are separate
fields with additional code lists. For example, if a student was in a fight and has a
substance on them you may choose to use a fight code as the Incident Type and then
use the Substance Involvement field to provide that additional piece of information.

The Weapons categories are:
* Knives and Bladed Objects
* Guns of Any Type and Related Items
» Explosives/Incendiary Devices
* Projectiles and Related Items
* Other Weapons
* Everyday Objects
* Other Weapon Related Offenses



L H
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Education

Guns of Any Type and Related Items.

3 Handgun® Any authentic firearm that can be held and fired with one hand such as a revelver or 3|
pistol

3712 Rifie/Shotgun* A gun that has a long barrel.

3713 Toy Gun Any type of toy gun including water guns and cap guns.

3714 Pellet Gun ‘Any type of air gun including pellet and BB guns as well as homemade blow guns or

717 Stun Gun A hand-held weapon that fires an electric charge when held against a person and
activated.

3718 Paint Gun An air gun for firing paint capsule

3719 Facsimile of Gun Facsimile of gun.

3744 Nail Gun A i for driving nails into an object by the force of compressed air.

3751 Flare gun A gun used o launch flares.

3716 “Ammunition “Any bullet or bullet-like object that can be fired from 3 weapon.

*=Requires an expulsion hearing

iz ices

3720 Explosive Devices® Pipe bomb, chemical bomb or other types of explosive devices meant to kill or harm.

3721 Stink Bomb A small bomb made to emit a foul smell or smoke

372 A small and a fuse ina pape ing, exploded to make noise
and/or firework

3723 Facsimile of Bomb Facsimile of a bomb.

3724 Flame Thrower Homemade flame thrower, such as an aerosol can and flame.

3793 Lighter/matches A device used to produce a flame. If reported as smoking paraphernalia use code

3835 in the Substance field instead.

“=Requires an expulsion hearing

Projectil items

s slingshot A Y-shaped stick with an elasti strip between the prongs for propelling stones and
other small objects.

3731 ‘Any projectile (high risk) ‘Any object that can be thrown such as rocks, bricks, etc. These objects generally can
cause an injury.

EZT) Any projectile (low risk] ‘Any object that can be thrown or used to project such as a rubber band, crumpled
paper, etc. These objects generally cannot cause injury.

Other Weapons

3780 Martial Arts Device Any tool or in martial arts, nun chucks, , ete

3741 Brass knuckles A band of metal with four holes that fits over the upper fingers and that is gripped
when a fist is made, used for increasing the effect of a blow with the fist.

742 Baton/Billy club A heavy stick that is generally carried by police officers and is used as 3 weapon

3730 Defensive Spray lient, mace, chemical/pepper spray

379 Blackjack A leather covered bludgeon used as a hand weapon.

Everyday Objects

3760 Sports equipment or objectwith | Any type of sporting equipment or any object with a stick companent such as an

astid umbrella

3771 Wiedical Equipment ‘Any type of medical equipment such as crutches, a cane, etc

3773 Handbag Any type of book bag, gym bag, backpack, or purse.

3704 Pencil/Pen if used ina stabbing incident use code 2100.

3750 School supplies CODE REMOVED. Use 3733 or 3734 instead.

TSee Appendix C TGS 10-233c (@),
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Record Layout Page 11: Page 11 begins with the Guns of Any Type and Related Items
and Explosives/Incendiary Devices categories.

Note there are red boxes around the following codes:
e 3711 - Handgun

» 3712 - Rifle/Shotgun

* 3720 - Explosive Device

If you report a record with one of these weapons the Gun-Free Schools Act of 1994
indicates that states receiving federal funds require a law where an Reporting District
must expel a student who was determined to have brought a weapon to school. If
your district does not code a record in this way, we will reach out to you to verify your
coding prior to freezing the file.
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TABLE D: Weapon Involvement (continued)

Weapon Type

Additional Information

Any supply that has a sharp or pointed edge such as thumb tacks, scissors, a compass,

Any supply that does not have a sharp or pointed edge such as a stapler, books, etc

School furnish h as a desk, chair, table, etc

‘Any non-metal material that can be used 1o tie, strike, o therwise harm an
individual.

A "joy buzzer” type of practical joke.

Any metal material that can be used to tie, strike, or otherwise harm an individual.

Multi-tool pliers, wrench, hammer, dye tap, etc

bits, seam ripper, sewing tools, meat thermometer, screwdriver, letter opener,
corkscrew.

Personal grooming instruments such as tweezers, nail Clippers, a nail file, etc.

A small pointing device that emits an intense beam of light and used during
utitems on visuals

Any clothing or accessory considered dangerous or could possibly be used as 2
weapon such as a studded necklace, studded bett, etc.

[ incluc the Memo field.

y

3733 Office/School Supplies (Sharp)

3734

3735 Furniture

376 Belt/Rope

3737 Pen

3738 Chain/chain wire

3743 Tools - Blunt

3726 Tools - Sharp

3745 Grooming Instruments

3752 Lser Painter

3795 Clothing/accessory considered
dangerous/possibly a weapon

Oth Offenses

3791 | Facsimile of a Weapon

3794 | Suspicion of weapon possession

| Use this code when there is suspicion of weapon possession.

3798 Other CODE REMOVED. Contact CSDE to determine appropriate code.
for

Ces 10233 ).

TABLE E: Substance Involvement
Code | Substance

Additional Information

0000 | none | None

‘Alcohol

3801 Alcohol — Distribution ‘CODE REMOVED. Use Code 3806. Contact CSDE ifa minor is not involved.

3802 ‘Alcohol = Suspicion of Suspicion of the sale, intent to sell, or distribution of alcohol
Distribution

3803 Alcohol — Use The use of alcohol.

3808 Alcohol — Suspician of Use Suspicion of alcohol use

3805 Alcohol = Possession Having alcohol on one’s person, in a bag, locker, car, etc

3806 ‘Alcohol — Distribution to minor_| The sale, intent to sell, or distribution of alcohol to a minor.

3811 Drug = Possession Having illegal drugs on one’s person, in a bag, locker, car, etc

3812 Drug—Use Druguse

3813 Drug — Suspicion of Use Either prescription or llegal

3814 Drug — Distribution Drug sale/intent to sell/distribution. Requires an expulsion hearing.

3815 Drug — Suspicion of Distribution_| Suspicion of drugsale

3816 Drug ~ Facsimile Substance represented as an illegal drug (e &, oreganc]

3817 Drug - Paraphernalia Rolling papers, pipes, clips, etc.

3818 Drug = Solicitation Attempting to purchase 3 drug.

3819 Drug ~ Discussion use, sale, Grugs

3825 Drug — Association with Others | In the company of persans in possession of iegal drugs

3 65 10-233¢ {g).

CONNECTICUT

Education

30

Record Layout Page 12: Remember that all substances must
of Sanction. Like the previous tables they are categorized:

* Alcohol

* lllegal Drugs

* Prescription Drugs

* Over the Counter Drugs

be reported regardless

* Tobacco and ENDS - Electronic Nicotine Delivery Systems, better known as vaping
or e-cigarettes. Both Tobacco and e-cigarettes are highly underreported. Note that
the ENDS codes only pertain to tobacco based vaping device. Be sure to use the

marijuana codes if applicable.
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TABLE F: Sanction Type
Code Description
i

Suspension

* 1000 EXp ulsion 1000 Expuision Th tudent was explled rom s o her replr scholsting. Any edcatosl seices e 1001 Sus pen ded

provided must be indicated

1001 Suspended Out-of-School Pending | This code must be updated after the expulsion hearing outcome. Your LEA will be unable to . .
Expulsion Hearing certy the ED366 unt ths code s updte. Pending Expulsion
1002 Expulsion Reinstated A previously expelled student violated probation and the expulsion was reinstated.
1008 Suspended Out-of-School Pending. This code should be used when there is cause to immediately remove a student from the
Investigation classroom until an investigation of an alleged incident is complete.

1010 Out-of-School Suspension The student is removed from his or her regular classroom) classes and banned from school

. 1 01 O OSS grounds for a specific length of time. Any educational services provided must be indicated . 1002 Expulsion

in the Education Provided field.

1020 in-School Suspension The student is removed from his or her regular classroom/classes and assigned (0 an in- instat
Reinstated
1030 | Bus - suspension | The student is prohibited fram riding on the school bus for a specific length of time.
1035 | Bus—Assigned seating | The student i assigned to a specific seat for a length of time.
. 1 020 ISS 1036 | Bus - Change | The student is assigned to an alternate bus. .
e *+ 1090No'S
1060 Detention - Saturday As defined by LEA policy. 0 Sanction
1062 Detention - Office As defined by LEA policy
1063 Detention - Lunch ‘As defined by LEA policy’
1064 Detention— After School As defined by LEA policy’
Counseling or Professional Assistance
1050 « As mandated by Party Taking Action.
1051 Drug AS mandated by Party Taking Action.
1052 Substance Abuse Counseiing ‘As mandated by Party Taking Action.
1053 ‘Confiict Resolution/Anger ‘As mandated by Party Taking Action
1054 Behavior Intervention A strategy that can help to replace problem behaviors with positive anes.
1055 Wediation As mandated by Party Taking Action.
1056 Smoking Cessation Program Requires reporting the number of days in the program
1011 Psychiatric Review For a General Education student if student has not already been referred, a Child Find PPT

should be scheduled. For a Special Education Student, this review may include the
of a Safety Plan.

Restitution and Community Service

1040 Communtty Service The student i assigned to perform community service such as cleaning up litter, etc.

1065 Removal from Class ‘A student may be removed from class for Up to 80 minutes. By law (C.GS. Sec. 10-233a (b)),
removal from ciass for a length of 90 minutes or more s considered anin-

1069 dean-up The student i assigned “in-house” cleanup such s the cafeteria, art room, etc.

1066 Loss of Privileges The student s prohibited from specified privileges such as recess, field trips, etc.

1077 i As defined by LEA policy.

1078 Restorative Justice Collaborated with thase who have a legitimate stake in the incident, including the victim(s),

offender(s), community members to right the wrong based on accountability, community
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Record Layout Pages 13-14: Next is the Sanction Codes table. The most common
ones are:

* 1000 Expulsion

* 1010 0SS

* 10201SS

In addition to these it’s important to be aware of:
* 1001 Suspended Pending Expulsion
* 1002 Expulsion Reinstated

These two are important to note because the code Suspended Pending Expulsion will
need to be updated prior to Certification unless the expulsion hearing is continued
into the next school year. Expulsion reinstated is used if your Reporting District has a
student who was expelled and then was allowed back in school as part of an
agreement plan, and then that student then violates agreement.

One other Sanction Code to note is 1090 No Sanction. This code is used if your
district is reporting a serious incident that did not end in a sanction.
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TABLE G: Education Provided
ode ided

1010

1015

e
1020 ' vided by the LEA 10 students e been expelled, other than the LEA's
a for Educational Opportunities for Students Who

any student age 1618 Who &

the LEA can
The alternative program should be a full-

to was expelled. This
for Students
for

for mare details
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Record Layout Page 15: On page 15 are the Education Provided codes. These codes
are especially important when reporting Expulsions. At the bottom of this table are
footnotes pertaining to Expulsions. By law, LEA’s are required to provide an
appropriate alternative education to any student who is under the age of 16 and
expelled or and any student 16-18 who is expelled for the first time and wants to
continue their education. There are links to documentation detailing appropriate

alternative education both at the bottom of this table and on the Help Site. The codes

that fulfill the appropriate alternative education definition are identified in the
definitions.

See slides 38-39 for statute information.
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TABLE H: Party Taking Action

03 Dean of Students

04 Vice Principal/Associate Principal

05 Discipline Officer

[ Board of Education

Local or regional Board of Education

|note: Aschaol student.
8

7] Hallway

03 Stairwell

7] Gym

[5 Classroom

06 Athletic fields

07 Lavatory/Restroom

08 Parking ot

05 Auditorium

1a Playground

15 Library

17 Office

18 Locker Room

21 Outside the building, but on school grounds
E2) in-School: Staff Location

OFF CAMPUS

10 Bus stop

) On School bus

2 ‘Another schoal within the district
FE) Another district

16 Off-Campus/Off School Grounds
21 Field Trip Location

OTHER

50 | of Sanctions - No Location

22 | Online -The incident took place online and it is believed that the anline activity did not occur on school grounds.

L H

CONNECTICUT

Education

Record Layout Page 16: On page 16 is the Party Taking Action code list — this is the
individual that sanctioned the student. If a student is expelled a hearing must take
place and an administrator cannot expel a student.

The next table is the Location of Incident. These codes are categorized by On-
Campus, Off-Campus, and then Other. Other includes online as well as if a reportable
incident took place because of an accumulation of incidents.

EXAMPLE: a student was suspended after numerous detentions not served.
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TABLE J: Referring Party
Code Person/Party Additional
o1 School admir

Local or regional Board of Education (BOE)
Specially appointed by the BOE

03 Yes — Non-Protected Class Thi
above.
NOTE: Socioeconomic status, academic status, and physical appearance are not protected classes.

based on one of the protected classes listed
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Record Layout Page 17: The Referring Party is the individual who reported the
student. Note that there is a code for an anonymous tip as well as a parent.

The final table is the Bullying codes. Remember that all incidents must have the
Bullying field completed so you must indicate if each incident was a bullying incident.
If a Bullying incident did take place your Reporting District must select if the incident
was Bullying of a Protected Class or Bullying Non-Protected Class. Protected classes
include incidents based on Race, Color, Religion, Ancestry, National origin, Gender,
Sexual orientation, Gender identity or expression, Mental/Physical
/developmental/sensory disability, or the victim is associated with a group with one
of these characteristics.

EXAMPLE: If there is a student who does not have a physical disability, but they are
friends with a group of students who do have physical disabilities and are
subsequently bullied because of that relationship the incident would fall under
Bullying of a Protected Class (since the student was associated with a protected
class).

An Incident Type code is required in addition to saying yes in the Bullying field.
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Common Incident Type codes for Bullying incidents are:
¢ 1800 — Harassment (non-sexual)

¢ 1810 — Threat/Intimidation/Verbal Harassment

e 1814 — Teasing
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Field Combinations CONNECTICUT

8

One Incident Type and two Sanction
Types

(@
@

Two Incident Types and two Sanction
Types

One Incident Type and one Sanction
Type

Two Incident Types and one Sanction
Type

35

Recall that there are two Incident Type fields and two Sanction Type fields in the
Record Layout. Think of each set of ovals as one all-encompassing event. The gray
portion is the Incident description, and the blue portion is the Sanction description.

A record can consist of:

1. oneincident type and one sanction type or
2. oneincident type and two sanction types or
3. twoincident types and one sanction type or
4. two incident types and two sanction types

This can get confusing, so it is useful to follow the description on the next page while
viewing a full page printed or downloaded copy of the Multiple Incident
Types/Sanctions Guide.
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Q TIP:
Download the

Multiple Incident

Using Multiple Incident Type

and Sanction Type Fields
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SCENARIO #1

SCENARIO #2 SCENARIO #3 SCENARIO #4 SCENARIO #5
N G
\
1 Incident Type 2 Incident Types 1 Incident Type 2 Incident Types 1 Incident Type
1 sanction Type 1 Sanction Type | 2 sanction Types 2 Sanction Types, J 1 Sanction Type
b 4 = p e

EXAMPLE: >

Types/Sanctions
Guide PDF from

the Help Site

Astudent was ina physical
altercation (1710) and received 2

A student was in a physical
altercation (1710) and made an

Astudent was in a physical
altercation (1710) . The student

A student was in a physical
altercation (1710) and made an

A10:00a.m. a student wasina
physical altercation (1710), and

(sanction Type - Part 2):

days 0SS, obscene gesture (3621) during the|received 1 day 1SS and 3 days 0SS.| obscene gesture (3621) during the| received 2 days 0SS. At 2:00 p.m.
altercation. The student received altercation. The student received |  the student made an obscene
2 days 0SS for fighting and 1 day 2 days 0SS for fighting and 1 day |gesture (3621) and received 1 day
0SS for the obscene gesture. 1SS for the obscene gesture 0SS.

ED166 Fields: {

Incident Type - Part 1: 1710 1710 1710 1710 1710

Incident Type - Part 2: 3621 3621

sanction Type- Part 1; 1010 (0SS) 1010 (0SS) 1020 (1SS) 1020 (15S) 1010 (0SS)

# of D«?ys Sanctioned 3 5 i i 5

(Sanction Type - Part 1):

Sanction Type - Part 2: 1010 (0SS) 1010 (0SS)

# of Days Sanctioned 5 5

Note:

The Primary Sanction is not tied
to Incident Type - Part 1 and the
Secondary Sanction is not tied to
Incident Type - Part 2 field. Since
the same type of sanction was
given for both incident types the
days are added together.

You do not need to have two
Incident Types to use both
Sanction fields.

The Primary Sanction is not tied
to Incident Type - Part 1 and the
Secondary Sanction is not tied to
Incident Type - Part 2 field. It does|
not matter what order the
incidents and sanctions are listed
in,

‘When two incidents take place on
the same day but at different
times, they should be recorded as
separate incidents. The time of
incident must be included since
both incidents occurred on the
same day. The example above
illustrates only the 10:00 a.m

incident.
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This document covers 5 scenarios. Each includes an example situation and then the
appropriate Incident and Sanction fields to use.

Scenario #1 — 1 Incident Type, 1 Sanction Type - A student was in a physical
altercation (1710) and received 2 days OSS (1010).
* Incident Type — Input 1710 in the first Incident Type field and leave the

second Incident Type field blank.

* Sanction Type — Input 1010 in the first Sanction Type field and leave the

second Sanction Type field blank.

Scenario #2 - 2 Incident Types, 1 Sanction Type - A student was in a physical
altercation (1710) and made an obscene gesture (3621) during the altercation. The
student received 2 days OSS (1010) for fighting and 1 day OSS (1010) for the obscene

gesture.

For the Incident Type use both fields — but then only one sanction field. The second

sanction field must remain blank, even though the student received 2 days of OSS for

part of the incident and an additional day of OSS for the other part of the incident.
Since it was the same sanction, the days are combined.
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* Incident Type — Input 1710 in the first Incident Type field and 3621 in the
second Incident Type field

* Sanction Type — Input 1010 in the first Sanction Type field and leave the
second Sanction Type field blank.

Scenario #3 - 1 Incident Type, 2 Sanction Types - A student was in a physical
altercation (1710) . The student received 1 day ISS (1020) and 3 days OSS (1010). In
this instance use one Incident Type field and both Sanction Type fields. The other
incident field remains blank. You do not need to have two Incident Types to use
both Sanction fields.

Scenario #4 - 2 Incident Types, 2 Sanction Types - A student was in a physical
altercation (1710) and made an obscene gesture (3621) during the altercation. The
student received 2 days OSS for fighting and 1 day ISS for the obscene gesture. In this
case all four fields are used. The Primary Sanction is not tied to Incident Type - Part 1
and the Secondary Sanction is not tied to Incident Type - Part 2 field. It does not
matter what order the incidents and sanctions are listed in.

Scenario #5 is a little different - At 10:00 a.m. a student was in a physical altercation
(1710) and received 2 days OSS. At 2:00 p.m. the student made an obscene gesture
(3621) and received 1 day OSS. When two incidents take place on the same day but
at different times, they should be recorded as separate incidents. The time of incident
must be included since both incidents occurred on the same day. The example on this
handout illustrates only the 10:00 a.m. incident.

A few rules to remember are at the bottom of this sheet:

* Incident Type - Part 1 and Incident Type - Part 2 should be viewed as one
all-encompassing description of an incident regardless of if one or two Sanction
Types are imposed.

* Sanction Type - Part 1 and Sanction Type - Part 2 should be viewed as one
all-encompassing sanction for an incident regardless of if the incident is described
in one or two Incident Types.

* Incident Type - Part 1 CANNOT equal Incident Type - Part 2.

* Sanction Type - Part 1 CANNOT equal Sanction Type - Part 2.

As mentioned earlier this section this can get confusing! Please reach out to CSDE if
you are unsure how to code a multi-part incident.

There is a data cleaning report built into the ED166 that will help you identify records

that have been potentially miscoded. More information on this report will be
available in Phase 2 Training.
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School Based Arrest Flow Chart

Did the incident take place on campus? See Location Codes below for more information.

QTIP: . 5

Download
the

Reporting
Arrests PDF
from the
Help Site

ool enter the
Sponsored | | -0 Incident Type 3600 (School Policy | | incigent in
Violation)

the ED166.

S School-Based Arrest: N
| Sponscred School Sponsored Activity: N
Activty: ¥

Schoal 37

Sponsored

Activity: N

This slide details when your Reporting District should report a student arrest in the
ED166. As with the last slide it is recommended to follow this description with a
printed or downloaded copy of the Reporting Arrests document as it will likely be
easier to see.

Recall that only School-Based Arrests (SBA) should be reported in the ED166. This
only includes incidents that took place on school grounds or at a school-sponsored
event.

Note the series of questions in blue and the green “yes” arrows and red “no” arrows.
All the situations that end in yellow will instruct you to report the arrest as School-
Based, while the orange boxes will not be reported as a SBA, and the light blue boxes
result in the incident not being reported in the ED166 at all. At the bottom of the
page are several pertinent definition as well as the location codes.

EXAMPLE #1: A student robbed a convenience store on the weekend with a weapon.
The student was arrested on school grounds on Monday and subsequently suspended
from the school district due to the severity of the arrest. How and should that be
reported?
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* Start at the top of the chart...Did the incident take place on campus? No, it did not,
move to the right and down to the next question.

* Did the incident occur on a field trip? No, again move right and down to the next
qguestion.

* Did the incident occur on a school bus, No, again move right and down to the next
qguestion.

* Did the incident occur at the school bus stop? Note that a bus stop is only
considered a bus stop during drop-off/pickup times. In this case no, again move
right and down to the next question.

* Was the student suspended/expelled? Yes. Following the guidance in the orange
box, note that the incident should be reported, but not as a SBA. Use incident type
3600 — which is a school policy violation where a “sanctionable” arrest took place.
The incident is not coded as a robbery and the weapon is not reported. The
school-sponsored activity field is coded as no.

EXAMPLE #2: A student shoplifted merchandise from a convenience store on a
weekend. The student was arrested on school grounds on Monday, but no sanction is
given by the LEA. Stepping through the chart all the answers are the same as the
previous example except for the last one. The student was not suspended/expelled.
This is an example of when a non-SBA took place, and nothing needs to be reported
in the ED166.

Many other situations are more straight forward — arrests that occurred due to fights
during the school day or at school football game etc. In each of those cases the SBA
field should be marked “yes” as well as School Sponsored Activity field. The Incident
Type would be coded as the actual incident that took place, and include any weapon
or substance involved.

See slide 40 for statute information.
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* 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 shall be offered such an alternative educational
opportunity if he or she complies with conditions established by his
or her local or regional board of education

. L . More information on Reporting
o .
Reporting District Review: District Review items is available in
* ED166 Report the Phase 2 Training

* Alternative Education information linked from the Help Site

The next set of slides pertain to the discipline laws related to this collection.

10-233 (d) covers alternative education for expelled students. Recall that additional
information is also linked at the bottom of the Alternative Education Provided table in
the Record Layout and in the Links section of the Help Site.
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* CT General Statutes Sec. 10-233 (a-n) -
Suspension of Pupils

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

* Resources: ED166 Data Exceptions

10-233 (a-n) defines several of the terms used in reference to discipline including the
“90 Minute Rule” referenced earlier.
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* 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 ata
school-sponsored event.

* Resources: Reporting Arrests flow chart, Data
Exceptions, Report

PA 15-168 defines School-Based Arrests, which was discussed on slide 36.
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* Public Act 24-45 Sec. 14 revises the standard for determining when
a school may issue an out-of-school suspension for Kindergarten
through Grade Two students. An out-of-school suspension is
permissible only if it is determined that it is necessary based on
evidence that the student’s conduct (on school grounds)
constitutes behavior that causes physical harm. School
suspensions for such students cannot exceed five consecutive
school days.

This is an update to a law that has been in place since July 1, 2015. The law prohibits
exclusionary discipline for students in grades PK-2 unless the behavior causes physical
harm. Refer to the last column in Table C (Incident Type codes) to determine if a code
falls within the law.

A report housed within the ED166 identifies records that may not follow the law. If
the records below do not accurately describe the incident that occurred, your district
should recode them before the data is frozen. This report is live, so it will be updated
as you make changes to the data.
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T About the Collection: ED166

s > [ LEGACYLOGN |
FAGQ ?

Statutery Referances
Links

New User Information

Training

Search Department of Education

Important Dates*

Phase | Phase Il
Charter 2
Collection ~ Open schicel Mid-Year (Timety - (Accurate -
Date § Collection Submission Final Revision  Date

Submitsion Deadiine} Date)

Freeze

cLOSED

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

42

This is the ED166 Help Site Home Page. Note that there is a link to the application

login page in the upper right. In the bottom center of the page the deadlines are
listed.

There are several links on the left side menu. The next few slides will highlight the
most referenced pages.

Slide Links:

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

Page Mem

43

The Documentation page is the most important pages as everything needed for

reference is here. The page starts with General Information such as the record layout

as well as the change log — recall that this is where any updates are listed. There is
information on the phases and error messages. Next there is Coding Information.
This is where the documents covered in this PowerPoint are all posted. After that is
the Data Cleaning Report Information. Those reports will be covered in the Phase 2
PowerPoint, but you are encouraged to begin reviewing them early. Next is the
Communication section. Since you are reviewing these instructions you may be new,
so if you just joined the mailing list or haven’t yet been added to the profile, here is
where you can catch up on the emails that have been sent this collection year.

When Phase 2 opens additional information will be posted in the Phase 2 Information

section. If you need prior year documentation you can check the archive page (linked
at the top left side of the screen but not visible on this screen shot).
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FAQ

TOPICS: General | Bullying | Certification | Coding | Security | Uploads

General
What incidents must be reported to CSDE? All offenses that resultin;

* In-schoo! suspension

= Outof-school suspension

n, all offenses categorized

eported reg;

Substance field (including elect
Incidents must be reported.

Alist of serious offenses is available on the Documentation pag

Should my district report disciplinary offenses for autplaced students, or does the facility where

the student is currently attending report it?

les 50 the LEA wha reports the student in PSIS should report the

When reporting a Bullying incident the ED166 also requires an Incident Type to be reported.
What code should | use?

hat best describes the

ete list of Incident Types is ava

44

The Frequently Asked Questions page lists the most common questions and is
updated as additional reoccurring questions emerge.
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ve educational oppartuni

specific characteristics.

45

The Links page brings you to documentation on alternative education for
expelled students, information on bullying and harassment, as well as a link to
EdSight, our public data warehouse.
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Statutory References

Federal.

46

The Statutory References page links to the laws pertaining to the ED166
including those covered on the slides.
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Training Vil P

In-Person Training:

Posted Training Material (2023-24 updates forthcoming)
For Application Managers:

December 4, 2023 - LEARN {

Online Training

not yet been scheduled, but will take place prior to the mid-year

Working Days:

a7

The Training page lists any upcoming live sessions as well as prerecorded
videos and PowerPoint training such as this one. When live sessions are
scheduled, you will be notified via email if you are listed as an ED166 Contact.

In addition to training, we have Working Days in the spring/early summer. It is highly
encouraged for new users to attend these. These sessions give districts a chance to
work on their collection and receive live help as needed. The goal of these sessions is
to complete your collection or to understand what else is needed to successfully
complete your collection.
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e url: http://edsight.ct.gov/ cfdil,gn,{" -

* Go to Students = Discipline

EdSight, CSDE’s public information portal, has been mentioned on a few slides. The
website is linked from the Help Site, or you can go directly to http://edsight.ct.gov/.
To view the discipline data, go to Students = Discipline

There are four sections of discipline data: Bullying, Incidents (where the data counts
by category are displayed), Sanctions, and Suspension Rates.

You can view trend data, which shows a five-year range, or select a specific year. You
can view district wide data or view a specific school. On the Suspension Rates Page,
you can also drill down by subcategory (gender, grade, etc.).

Note that no Personally Identifying Information (PIl) is posted on EdSight. You may
notice some tables contain an asterisk instead of a number following our Data
Suppression Guidelines

(https://edsight.ct.gov/relatedreports/BDCRE%20Data%20Suppression%20Rules.pdf).

Calculation information on each of these reports are available in the Report Notes
section.

EdSight also contains links to our Annual Board Report on Discipline.
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Legacy Portal

One password per Reporting District — may be shared | One password per person. Do not share passwords,

as they see fit create a new account for every user.

One role per Reporting District — anyone with the Multiple roles available. Functions are based on roles
password can add, delete, etc. (access to editing data, certification, etc.)

Contact CSDE to reset your password Password can be reset online

oz

Visit the Data Collection Applications page for a list of each Performance Office application with its type.
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CSDE has two types of applications, legacy and portal. The ED166 is a legacy
application, so there is only one username and password per district — and districts
may share this with whoever they feel is appropriate on their end.

Slide Links:
Data Collection Applications: https://portal.ct.gov/SDE/Performance/Data-
Collections-Guide/Data-Collection-Applications
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w State of Connecticut

Department of Education

... assisting those in the education and related communities to succeed in helping all Connecticut students become effective lifelong learners..."

Remember my credentials

oK | cancel

<) 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.

CONNECTICUT

50

The next set of slides are screen shots from the application and include tips in the
blue boxes on the slides. This is a quick overview of each page, not comprehensive
instructions. Visit the Training section of the Help Site to view a video demonstrating
how to upload or manually enter data in to the ED166 Application. The next set of
slides has been included so you can take additional notes on each screen as needed
when you watch the video or when you upload.

To log onto the ED166 go to http://www.csde.state.ct.us/
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Select a menu option below by clicking on it.
® Performance Office
@ PSIS: Public School Information System
PSIS Contact List
@ Early Childheod Outcome (ECO)_data collection
@ ED-156 Fall Hiring Survey

@ ED-162 Non-Certified Staff Data Form — The replacement application "Noncertified Staff" is in the New Data Collection Portal at https://csde.ct.gov

@ ED-400 Career & Technical Education Report

@ ELL Database Application

@ Evaluation Timeline Compliance

@ K-3 Reading Data Portal

@ SEDAC: Special Fducation Data Application and Collection

51

After entering the first password select ED166 Disciplinary Offense Application.
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. - ED166 Disciplinary Offense Data Collection
W 2gov

" STATE OF CONNECTICUT

Keryn Felder keryn.felder@ct.gov

<) 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

52

Enter the ED166 specific password. If you need password assistance, contact CSDE.
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Home
H Data Entry
= New Incident
= Edit Incident
* Delete Incident
Batch File Upload
B Downloads
= Incidents
* Codes
Reports

Case Management

Data Exceptions.
certify
B Tools

* District Profile
Help
Exit

ED166 - Home Screen

ED166 Disciplinary Offense Data Collection (2023-2024)

o )
% S0
= ,_“- 1.-.- STATE OF CONNECTICUT

Demo School District

Keryn Felder keryn.felder@ct.gov

Welcome to the ED166 Disciplinary Offense Data Collection application.

Please select an option from the menu on the left.

| Collection: |2023-2024 v|

The 2023-24 collection is OPEN.

<) TIPS & REMINDERS:

* You can select a prior year on the Home screen. This
can be useful to review data by comparing it to

previous year data.

L H
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On the ED166 Home Screen you can select a prior year in the drop-down menu to
review reports or download data from a different collection year.

The next slides will step through each of the menu item on the left side of the screen.
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o - ED166 Disciplinary Offense Data Collection (2023-2024)
| 1 Demao School District
Agov

8\ STATE OF CONNECTICUT Keryn Felder keryn.felder@ct.gov
Add New Incident
Record

Please enter the Incident Date and then either a SASID, District Student ID or the name
of the student and then click Search.

Home
B Data Entry

ARl [ncident Date: 10/01/2023 | (Mm/DD/YYYY)
* Edit Incident —_—
5 : SASID: W | Search |
Delete Incident ———— e
Batch File Upload District Student ID: | Clear |
B Downloads MName(Last,First): ‘Smurf \| || Close |
* Inddents
= Codes 'SASID
Reports Select 74652123155 SMURF, PAPA 08/27/2007 9990199 05
Case Management
Data Exceptions
Certify
o T"f's - < TIPS & REMINDERS:
District Profile . . .
* When manually entering a record, you must include the Incident Date and then SASID

Select 9275865419 SMURF, SMURFETTE 09/30/1995 9990299 11

Help
Exit or Name
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To manually enter a record, select New Incident. Next enter the date of the incident
and the students SASID, District Student ID, or Name. A list of potential matches will
appear. Select the appropriate student and the Individual Entry screen will open.



L H

ED166 — Manual Entry Step 2 CONNECTICUT

Education

STUDENT DEMOGRAPHIC INFORMATION:
District Name:
School Name:
SASID: District Student ID @ TIPS &
Last Name: First Name: PAPA
Middle Inital: Gender: Male REMINDERS:
Race/Ethnicity: 0098 | DOB.(HMMYY/YY) 08/27/2007 ° Demographic
Grade 05 To Change Student -> . . .
CPFENSE TNFORATION: information is
Local Incident Number: [ state assigned =
Date (MM/DD/YYYY): 00172023 e Gt | populated
Bulling tnadent? \ <] from PSIS
Incident Type 1: [ v]
Incident Type 2: [ v registration.
Cwe. ved?

] School-Sponsored?
| Victims: [ Student 1 Certified Staff ) Substitute Teacher Other Staff  (_/Non School
SANCTION INFORMATION:
Referring Party: | School-Based Arrest? [ v

Party Taking Action: )

v] Educationprevided: [ v]

pe
ione [ Days Served: | Days Served Next Year: [0 ]

A — r
jones Days Served: Days Served Next Year: [0

Record has been expunged per district guidelines
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The top of this screen contains locked (“grayed out”) fields with demographic
information for the selected student. If the data in any of these fields is incorrect, it
must be edited in the Public School Information System (PSIS) Registration Module.

Complete the form and select Save. An error message will occur at the top of the
screen if there is any missing or inconsistent information. You will not get an error
report for manually entered records as the error check occurs upon saving.
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- ED166 Disciplinary Offense Data Ci fon (2020-2021)
dgoy Demo School District <) TIPS & REMINDERS:
R o conmcncr eyt | eyt o * Your prior uploads

e plond will be listed here.
e e S * This is where you
Gz M access your error
See Error Report repo rt.

* Max errors = 500

Upload History

LW 21055 2/9/2021 1:49:37 PM  Error processing 520 500
21028 1/26/2021 11:06:00 AM  Error processing 52 2

Error processing 52 2

Error Report Errors by Type
Error Report Errors by Type
Error Report Errors by Type
Error processing 53 106 Error Report Errors by Type
20939 11/12/2020 Error processing 52
20938 11/12/2020 7:54:35 AM  Error processing 52
20937 11/12/2020 7:54:32 AM  Error processing 52

2
3
3
20936 11/12/2020 7:51:11 AM _ Error processing 52 2
3
a

[
[
0
[
0 Error Report Errors by Type
0 Error Report Errors by Type
0 Error Report Errors by Type
0 Error Report Errors by Type
20935 11/12/2020 7:49:05 AM  Error processing 52 o Error Report Errors by Type
20934 11/12/2020 7:40:50 AM  Error processing 53 0
20933 11/12/2020 7:39:51 AM _ Error processing 53 56 0
20932 11/12/2020 7:37:54 AM  Error processing 53 106 0
20931 11/12/2020 7:37:34 AM _ Error processing 53 06 0

Error Report Errors by Type
Error Report Errors by Type
Error Report Errors by Type
Error Report Errors by Type
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All uploads for the school year are listed as well as corresponding error reports. There
is also a report that indicates the number of errors by type, which can be useful to
identify systematic issues. If you enter records manually, they will not be reflected on
this page.
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Error Validation Report for Batch 20934
Demo School District

Summary -derror(s)  and 0 warning(s) reported.

(Please note that only the first 500 errors are displayed)  Priied - 292021

Pried- 2072021
Errors by Type for Batch '21060'

Error Description Total Errors
g

[Facilty Code - 5000111 [

10
[

Error(s)
[Student - FLINTS TONE, FRED &

(ncident Date - 100172020

[Facility Code - 5005111

[Student - GRIFFEN, CHRISTOPHER

Incident Date - 100172020 [LocaiiD -

[Studen - SIMPSON, BARTHOLOMEW

[Incident Date - 100172020 [CocallD -

[Facility Code - 5006111
Error(s)

[Student - [DOB - 05

Incident Date - 100172020 i [LocaiiD -

<) TIPS & REMINDERS:

e Alist of Error Messages &
correction information is on the
Help Site

* 500+ errors are generally same
error on every record
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The Error Report identifies records that did not pass the ED166 validation checks. The

best practice is to correct errors in your LEA’s Student Information System (SIS),

create a new extract, and upload again.

These errors cannot be corrected manually within the ED166 application.
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ED166 - Download Incidents Screen CONNECTICUT

Education

Lol E ED166 Disciplinary Offense Data Collection (2023-2024)
| Demao School District
W 2gov

A STATE OF CONNECTICUT Keryn Felder keryn.feldergic
e

Download Disciplinary Offense Data

| Add Header
No Offenses to Download.

® CSV - Comma Separated Values
No Successfully Processed Batch Files This Year.

<) TIPS & REMINDERS:
e ole * It can be useful to retain a copy of your complete batch

Help

et * Prior year data is also available

58

The downloads section of the application provides extracts of your data and system
codes, both of which can be helpful with internal analysis or recordkeeping.

Incidents — records reported can be downloaded by batch, or combined. There is an
option to include the field names in the download (select “Add Header”).
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ED166 - Download Codes Screen

CONNECTICUT

Education

Keryn Felder keryn. felderd ct.gov

Lol E ED166 Disciplinary Offense Data Collection (2023-2024)
| Demao School District
W 2gov

A% STATE OF CONNECTICUT
-~

o Download Code Tables
ome
B Data Entry
e Inciaat SELECT the code table below: \ Download
* Edit Incident = =
+ Delete Incdent ® Incidents
Batch File Upload Weapons
B Downloads ) Drugs

* Incidents

* Codes
Reports
Case Management
Data Excaptions
Certify

B Tools
* District Profile

Help

Exit

_ Location of Incident
Sanctions
Education Provided

(' Party Taking Action
' Referring Party

<) TIPS & REMINDERS:

* Code lists can be helpful for internal analysis
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Codes — Each of the code tables is available for individual download.
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ED166 — Reports Screen CONNECTICUT

Education

Review and Compliance Reports: ——
The information on the reports in this section should be shared with General Reports - District Level:
and reviewed by an Administrator. ion and ion Counts by Facility:
Lists the suspension and expulsion counts by facility by sanction
Bullying Count Summary_by_Facility:

Data Review Report:

S.ummar'v of the discipline data reported for current year. This report Lists bullying incident counts by facility by type
provides you a once page look at the total number of records reported by offense Detail Report:
your LEA to ensure all records have been reported. Lists all records by Inciden th student name and Sanction

Incident Count Comparison by School: PK-Grade 2 i Di ne C i Report:
Lists the total number of reportable incidents for this year Lists all records reported where a student in PreK-Second grade
compared to last year by facility received an 0SS or ExDL\\SiDn and the offense does not meet the
Expulsion Education Provided Review: iriteria/of. C6510,233¢.(0):
Lists all expulsions where the appropriate Alternative Education may General Reports - School Level:
not have been provided Offense Summary by Facility:
Data Cleaning Reports - Action Needed: L Meatt Tynes counks by BN
; i i Offense Details by Facility,
Suspended Pending an Expulsion Hearing Lists Incident and Sanction information by facility by student
Lists records where 'Suspended Pending an Expulsion Hearing' was Location Summary by Facility.
indicated as Sanction. Update the record with the outcome of the Lists the Location of Incident counts by facility
hearing prier to Certification. See the Help Site for details ion and ion Counts by Facility by Grade
Potential Duplicates And Multi-Part R d: Lists the suspension and expulsion counts by facility, by sanction and

that by grade
Students with Substance Offenses
Lists all records where a substance is reported by facility by student
Weapon Offenses

Lists records identified as potential duplicates or records
should be combined into one record.
Removed From Class Over 90 Minutes

Biskes vl Sopiodielt Wit balwiioe [WpRADAS - Bpminit Sl s all records where a weapon s reported by facility by student
Class and the length of the sancticn was over 90 minutes. Bull Incidents by Student
Arrest Reported - Not School Sponsored Lists all records where bullying was reported by facility by student

These records have been reported as School-Based Arrests; Student Arrests

however the Location and/or School Sponsored status are not Lists all records where an arrest was reported by facility by student
consistent.

General Reports - Student Level:
A TIPS & REMINDERS: Offense Details by Student
* Lists Incident and Sanction information for a specified student

¢ Data Cleaning Reports must be cleared prior to final Certification Qut of School and ion Summar 60

There are many reports available within the ED166. These reports are live, and
therefore immediately updated upon data charges.

Review and Compliance Reports

These reports are encouraged to be shared with administrators as they provide a
high-level record review, as well as student level records that may be out of
compliance with CT disciplinary laws or have been reported incorrectly.

Data Cleaning Reports
The Data Cleaning Reports identify records that must be updated prior to Phase 2
Certification.

General Reports
Several general reports are available to help your Reporting District review the data
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submitted.
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ED166 — Data Exceptions Screen

e

Home
B Data Entry
* New Incident
*+ Edit Incident
*+ Delete Incident
Batch File Upload
B Downloads
* Incidents
* Codes
Reports
Case Management
Data Exceptions
Certify
B Tools
= District Profile

Help

Exit

STATE OF CONNECTICUT

.

L H

CONNECTICUT

Education

ED166 Disciplinary Offense Data Collection (2023-2024)

Demo School District

Keryn Felder keryn.felder@ct.gov

DATA EXCEPTIONS

Your district has no EXCEPTIONS.

<) TIPS & REMINDERS:
e Data Exception information will be covered in Phase 2 training.
* Data Exceptions are not generated until Phase 2.

61

Variances in counts will generate a data exception that must be addressed by your
LEA. Fluctuation in counts can naturally occur due to redistricting, changes in
enrollment/administration, etc. or can be indicative of errors in data reporting.

An explanation of the logic used to identify Data Exception Types is available on the
Help Site. Data Exceptions are not generated until Phase 2 begins and detailed
information will be available in Phase 2 training.
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H

ED166 - Certification Screen CONNECTICUT

Education

R SR o < TIPS & REMINDERS:
L] Check this box to indicate that your district has input all reportable disciplinary incidents that .
occured between 7/1 and 1/31 of this school year. * Check this box to complete the
Mid-Year Collection
Phase T Cortfication * An Administrator is not
Check this box to indicate that your district has input all reportable disciplinary incidents that required to Comp'ete this Step
occured between 7/1 and 6/30 of this school year. This checkbox is not available until 6/1. .
* This data cannot be certified until on or after 6/01/2025* YOU ClO not need to uncheck
the box to add/edit/delete
data

Phase II Certification

Your LEA cannot certify until all of the following reports have a Record Count of 0. To
view the reports go to Reports > Data Cleaning Reports. Information on how to clear
each report is available here.

Cleaning Reports
Arrest Reported-Not School Sponsored (1]
Potential Duplicates and Multi-Part Records ]
Removed From Class Over 90 Minutes ]
Suspended Pending and Expulsion Hearing U]
* This data cannot be certified until on or after '8/13/2025' *
Enter Code

Mid-Year Certification — consists of a checkbox indicating that incidents which
occurred between 7/1 and 1/31 of the school year have been reported. This box does
not need to be unchecked to make any additional edits and does not need to be
completed by an Administrator.

Phase 1 Certification — as with Mid-Year Certification this consists of a checkbox
indicating that incidents which occurred between 2/1 and 6/30 of the school year
have been reported. This box does not need to be unchecked to make any additional
edits and does not need to be completed by an Administrator.
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ED166 - District Profile Screen CONNECTICUT

Education

el . ED166 Disciplinary Offense Data Collection (2023-2024)
[ Demo School District
W Lgov

A" STATE OF CONNECTICUT

Keryn Felder keryn.felder@ct.gov

PART I - CONTACT < TIPS &

H Data Entry INFORMATION: *%¥*You may be prompted to update this information periodically***%
RLC R EEEUN | o that the primary contact below is that of 3 person who is knowledgeable of your districts disciplinary REMINDERS:

* Edit Incident offenses. Do not report your technology coordinator unless he or she is also familiar with the reportable data. The
ERSmRp RN | State Department of Education will be contacting this individual with any questions regarding your submission. * Passwords are onIy

Batch File Upload Name Title Email Address Phone Number released to those
H Downloads Primary Contact: | Keryn Felder ||csDe || keryn felder@ct.gov || (860) 713-6833 J .
i ncdens The primary contact will be sent all ED166 emails. Alternate contacts may indicate their on the prOfIIe
* Codes email preference below.

Reports Alternate Contact1: | Il i |
Case Management .

Once you are
added to the
profile you are
automatically on
the email list

[CIcheck box to receive ED166 emails.

Data Exceptions
Certify Alternate Contact 2; | Il i [ J

B Tools -

1 i i
* District Profile | Check box to receive ED166 emails.
Help

Exit

Maximum Sanction e
180
Length |__7|

[ Save ] | Delete ] | Close

63

Passwords are only released to those on the profile. Once a user is added to the
profile, they are automatically on the email list and will receive training invitations,
collection reminders, and other pertinent information.

The Maximum Sanction Length is also stored on this page. This number is used to
validate the length of expulsions reported by your LEA.
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What Can |1 Do Now? CONNECTICUT

Education

» Step through the Record Layout to familiarize yourself with the
codes

* Review last years data — in the ED166 as well as on EdSight
* Query your SIS (check for missing data, etc.)

* Upload afile (can upload at any interval) or enter data

64
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THE MOST IMPORTANT SLIDE  connecricur

Education

Bookmark the Help Site (Record Layout, FAQs, Instructions): https://portal.ct.gov/SDE > Search “ED166”

What incidents are required to be Deadlines Reminders:
reported to CSDE? Mid-Year: March 5, 2025 * A student must be registered to your district in
All offenses that result in: - partial data the PSIS Registration Module on the Incident Date
* In-school suspension - checkbox to certify (no Admin needed) to report them.

Out-of-school suspension Phase 1: July 9, 2025 * Review the Reporting Arrests flowchart to
© Bus Sufpe"SiO" - all remaining data determine if a School-Based Arrest should be
* Expulsion - checkbox to certify (no Admin needed) reported
In addition, all "serious" offenses and Phase 2: August 20, 2025 * Be sure to update incidents with an expulsion
incidents involving Alcohol, Drugs or - resolve Data Exceptions hearing pending (do not add a new record)
Weapons must be reported regardless - clear Cleaning Reports * Update your District Profile as needed

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 any of the following ways:
reported. All Bullying Incidents must 1 Incident Type, 1 Sanction Type
be reported. Questions: Keryn.Felder@ct.gov *  1llincident Type, 2 Sanction Types

- review Certification checklist

- Administrator Certification
A single record in the ED166 can “look”

N
=

@

2 Incident Types, 1 Sanction Type N Y
__________________ ¢ 2Incident Types, 2 Sanction Types | ‘ l
* START YOUR % | | FREEZE DATE: SEPTEMBER 3, 2025 || Details available on the Help Site |
COLLECTION EARLY L ABSOLUTELY NO CHANGES CAN BE MADE AFTER THIS DATE 1

This slide highlights the biggest takeaways:

* What s, and what is not, a reportable incident

* Areminder about the link between the ED166 and PSIS

* The four ways a record can “look” using 1-2 Incident Type fields and 1-2 Sanction
Type fields

* The link to the Help Site

* The deadlines

* Areminder to start your collection early
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Questions? Suggestions? CONNECTICUT

Education

Keryn G. Felder
Keryn.Felder@ct.gov

Additional training opportunities for the 2024-25 collection:
* January/February — New User Phase 2 Training — online

* May/June — New User Phase 2 Training — online

* July — Working Day Sessions —in person

Closing Remarks:

I hope the printed version of this information was helpful to you. Be sure you are
viewing the most recent version of this document as the training sessions above will
be updated as they are scheduled.

Once again, | recommend beginning your collection early, as it will allow ample time
to work together through any issues that may occur (missing data, records that
require further research, etc.). If you have any additional questions, I'm happy to help,
and if you have any recommendations on the collection itself (new reports, etc.) let
me know. As always feel free to email me with questions.

- Keryn Felder
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