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[bookmark: Start]Getting Started Questions:[image: Anchor]
1. How do I start?

What do you want to do? Start with last year's data and modify OR import all new data from your staff (Human Resource) application. If you want to import a file from your HR application, you need to have that file saved on your computer. Click on the Import/Export tab.  The first step would be to export the current data from the HR application.  Save this file on your computer. This will give you a starting point in case something goes wrong.  If you are going to use last year's data and make changes, you would click on the District/Staff tab. This allows you to see the staff that were rolled over from the prior year.  You can add or delete staff.  You can also click on the salary radio button and enter data into the compensation fields.
[bookmark: Import][image: Anchor]Import Questions: 
1. Is there a different file format/validation for importing everything versus changes?  For example, would you accept a file with a header, multiple demographic records with just the record type, local staff id and salary fields entered and then a trailer record?
 
The format is the same for the full Replacement Import and the Update Import.  The Salary Import is different but can be generated by first exporting the salary data to a file (a function we provide that exports in an Excel-type format) which can then be updated (using Excel) and then imported back in (after saving the Excel file as a tab-delimited text file).  We would not accept a staff import file that was not complete.  You can however upload just the salaries with the salary import method described above.
 
2. Is it an option during the import process to delete all the old data first and then load just what is in the file being imported versus just saving changes?
 
Yes, there are two options for importing full staff data – a Replacement Import and an Update Import. The Replacement Import will delete all existing data for the district and replace it with the data on the import file. 
 
The Update Import will update the staff detail information (name, race, gender, salary, experience) and then REPLACE the Position/Program level and the Assignment level with the data from the imported file. Existing positions and assignments will not be retained, but will be replaced by the positions and assignments on the import file.
 
NOTE:  If for some reason a district wants to go back to the original data that was rolled-over from last year, we have provided a Starting Point Export that the district could run to generate a file with last year’s rolled-over data. This file could then be imported with a Replacement Import that would basically restore the original state of the data as we rolled it over from last year.
 
3. Could a school import only their non-licensed staff in a file and not have it wipe out all the BEDS data from last year for the licensed staff?
 
Yes, an Update Import will preserve the existing data (as long as none of the data on the import file matches on Local ID or Folder) and insert any staff records that are not matched. So if your import file just contained the non-licensed staff, then those records should be inserted while preserving the licensed–staff data.
 
4. Do blank fields in the import file overwrite non-blank fields in your database?
 
Yes.  A Replacement Import will replace all data for the district.  An Update Import will update all the fields in the Staff Demographic and Staff District portion (years of service and salary) and will replace the Position/Program data and Assignment data associated with that staff person.

[bookmark: Activities]Activities/Athletic Directors
1. How are Activities/Athletic Directors to be reported?  
Individuals holding an initial administrative license who are working under an administrative contract may use the experience as activities/athletic director to qualify for advancement to a standard administrative license. Activities/athletic directors meeting these criteria are to be coded as Administrator – Other (550) with an assignment of Activities/Athletic Director (40015).
Individuals performing duties of an activities/athletic director must hold a valid license (administrative or teaching). Post these individuals using the Director/Coordinator code (633) with an assignment of 50005.
All districts must post an Activities/Athletic Director assignment in the Fall BEDS Staff application. 

[bookmark: Directors]Directors/Supervisors/Managers

1. How are directors/supervisors/managers of various support services within a district to be reported?  
Directors for the identified support service areas are to be reported as follows:  Food Service Director (163), Transportation Director (167), Operations and Maintenance Director (168). Individuals identified not as a director, but functioning in the capacity of a supervisor or manager should be identified as Other Supervisors/Managers (139).

[bookmark: SAMS]School Administration Manages (SAMS) 

 1. How are School Administration Managers to be reported?  
Districts that have incorporated the concept of school administration managers into their administrative structure will identify these individuals with a position code of 550 (Other Administrator) and an assignment code of 40020 (School Administration Manager). Use this coding structure for those individuals who have an initial administrative license and want the SAM work experience to quality for standard administrative licensure.
For those School Administration Managers who are not on an administrative licensure track, use 650 (School Administration Manager) position code and 50050 (School Administration Manager) for the assignment code.

[bookmark: SBO]School Business Official (SBO)
1. Is each district required to identify an individual to fill the position (612) of School Business Official?
Yes. House File 2461 requiring an authorization for school business officials (SBOs) was issued by the Legislature and signed by the Governor in 2010. The authorization became effective on July 01, 2012.
· Standard School Business Official Authorization: three-year license
· Initial School Business Official Authorization: two-year license (unless a temporary was also issued; then a one-year license will be issued)
· Temporary Initial School Business Official Authorization: one-year license
2. I’m interested in applying for a school business official position.  What qualifications are required?
1. Initial School Business Official Authorization
· Applicants must have a minimum of an associate’s degree in business or accounting or 60 semester hours of coursework in business or accounting of which 9 semester hours must be in accounting.

2. Temporary Initial School Business Official Authorization
· Applicants must have a minimum of an associate’s degree in business or accounting or 60 semester hours of coursework in business or accounting of which 6 semester hours must be in accounting.

3. Will individuals need to continue their education in the field?
Yes.  

· To renew your Standard School Business Official Authorization:
· Four semester hours of credit or the equivalent contact hours will need to be completed within three years, along with the mandatory reporter training for child and dependent adult abuse.
· A list of currently approved courses can be found at Iowa Association of School Business Officials site (look on the home page for a link to Renewal Courses)

· To convert the Initial School Business Official Authorization to a Standard SBO:
· Completion of an approved SBO program and BOEE ethics training is required.  Verification of the completion of a mentoring program and fiduciary responsibility is also required (the school superintendent will verify).  

· To convert the Temporary Initial SBO Authorization to Initial SBO Authorization.
· Completion of an additional three college credits of accounting from a regionally accredited institution
· Verification of enrollment in an approved SBO program

[bookmark: Child]Child Care Programming
1. Will the Department of Education have oversight responsibilities?  
Based on HF 347, the Department of Education will no longer have oversight responsibility for child care programs located in schools. The Department of Human Services will have responsibility for the licensure and oversight of these child care programs effective January 1, 2016. DHS may begin implementation prior to January 1, 2016, to the extent necessary to transition to full implementation of the bill by the effective date. 
Preschool is not considered child care, and the Department will maintain oversight responsibility for state preschool programs and any preschool serving students with Individualized Education Programs.
During the transition, all child care programs located in schools should still be reported in BEDS.
1. Do you have child-care programs on school property?  
Even if child-care programs are not being operated by the school but they are on school property, they must be reported by the school as part of the BEDS collection process each fall and spring. 
2. What programs need to be reported?  
Data are to be submitted for Infant and Toddler Child Care, Preschool Child Care, Before and After School programs and Breaks and must be reported by all public and non-public schools. The “count date” for all programs is October 1st.
3. What is to be included in the submission?  
Buildings must provide a classroom identifier (i.e. room number or area, teacher’s initials) the type of program offered, the operating standards, DHS license number if applicable and the number of participants. These components are common to both Fall and Spring BEDS applications.

[bookmark: Operational] Operational Function Sharing
1. How long will Operation Function Sharing be available to districts?

The opportunity to include shared operational functions for supplementary weighting was and is available up to five years. The time period in the updated legislation is 2013-2014 to 2018-2019. While some sharing opportunities existed previously, since this is effectively a new sharing period, all approved sharing opportunities will start over with a fresh five-year period with funding starting in the 2014-2015 budget year.

2. What positions are currently eligible for Operation Sharing?

The shared operational functions that originally qualified for supplementary weighting were: 

• Superintendent Management 
• Business Management 
• Human Resources Management 
• Transportation Management 
• Operations and Maintenance Management 

HF 2271 includes the above, as well as: 
• Curriculum Director 
• School Counselor 

3. What were the other “key components” of the changes to Operation Function Sharing?

The original requirement of a 20 percent phase out each year was not included in the new legislation. The original requirement that the sharing partners had to be contiguous was changed to state that districts did not need to be contiguous. 

Sharing agreements can occur between any two or more political subdivisions, including school districts, cities, townships, counties, merged areas (community colleges), area education agencies, institutions governed by the State Board of Regents, or any other governmental subdivision. 

Districts will request supplementary weighting through the Fall BEDS submission. If districts were sharing under the previous statute, they will receive the last year of funding for those sharing opportunities during the 2013-2014 fiscal year. Any requests for sharing under the new statute were submitted for BEDS counts last fall, and the first funding will be received under the new statute in the 2014-2015 fiscal year.
 
The original requirement for demonstration of cost savings did not remain in the amended legislation. Districts should continue to be sure to file the Fall BEDS data collection each year by the deadline so that the district or AEA can be eligible for requesting operational function sharing supplementary weighting. 

The calculation of the supplementary weighting has changed retroactive to July 1, 2013. The original calculation was 0.02 times the certified enrollment with the resulting FTE being a minimum of 10 and a maximum of 40; and with the AEA being a minimum of $50,000 and maximum of $200,000.

The new calculation of the supplemental weighting FTE is now a fixed number for each position shared:

Superintendent Management is eight (8) FTE’s
Business management, human Resource Management, Transportation Management and Operations/Maintenance Management are each five (5) FTE’s 
Curriculum Director and School Counselor are each three (3) FTE’s


The minimum for districts was removed and the maximum was set at 21 FTE’S. The AEA minimum is now $30,000 and the maximum remains at $200,000.

The requirement that each district have at least 20 percent of the normal, full-time contract hours for the position has not changed.

4. Will districts A and B qualify for supplementary weighting if district A shares part of their school counselor with district B, and district B shares part of their school counselor with district A? 

No. This arrangement seems to be an attempt to generate additional funding to cover existing staff members. That was not the intent of the legislation, and is prohibited by rule. 
 
5. If a district had been sharing a business manager for four years under the old law, under the new law would that district be eligible to request supplementary weighting for five years or only one more year? 

The old law ended and was replaced by new language. The district would have the opportunity to continue the supplemental weighting for five years. 
 
6. Two districts that didn’t have a school counselor before they entered into an agreement to share a school counselor who would be hired by one of the districts. Since this would be an increase in opportunities for students, would this arrangement qualify for supplementary weighting? 

Yes. Each district would get supplementary weighting, provided each district is sharing at least 20 percent of the normal, full-time contract hours for the position.

7. If a district shares a business manager in year one and in the second year shares a school counselor, will the district qualify for supplementary weighting for six years total, five for the business manager and five for the school counselor? 

No. Districts may qualify for supplementary weighting for five years total, no matter what positions are shared or when the sharing began. Each sharing agreement is discrete and funding for sharing each year is generated by the prior year’s Fall BEDS submission. If a district adds sharing after the first year, the supplementary weighting still ends at five years from the 2014-2015 budget year. 

8. In October 2012, a district included an operational function sharing arrangement for supplementary weighting and will get funding during 2013-2014. Is 2013-2014 the district’s first of five years of weighting under the new legislation? 

No. The district is receiving the final year of funding from the prior legislation in 2013-2014. The weighting requested in 2013 Fall BEDS will generate the first year of funding under the new statute in 2014-2015. 

9. If sharing is for a maximum of five years, is that measured from the first year that the district requested sharing supplementary weighting or is it a total of five years of requesting any supplementary weighting for sharing during the time period of the new legislation? 

It is for a total of five years of requesting any supplementary weighting for sharing during the time period of the legislation. It is still possible for districts to have a break where they don't share and then renew sharing after a gap, as long as they are still within the time period of this legislation.

10. Under the previous legislation, sharing a superintendent, using the .02 times certified enrollment, a district would qualify for the maximum weighting of 40 FTEs. Since the maximum has changed, would the district now get the 21 FTEs?

No. The new legislation states that the FTE allowed for a superintendent is eight.

11. The Aid & Levy Worksheet was distributed to districts with preliminary operational function sharing supplementary weighting included on line 3.9. Will that supplementary weighting remain or will it be adjusted?

The new legislation is retroactive to July 1, 2013. Once the BEDS data are analyzed in light of the new legislation, the operational function sharing supplementary weighting on the Aid & Levy Worksheet will be aligned to the new legislation. For example, if a district sharing only a school business manager previously qualified for a weighting of 30, the amount of weighting included on line 3.9 of the Aid & Levy will be adjusted from the 30 to five for this position by the Department of Management.

12. With the legislation being enacted retroactively to July 1, 2013, does that mean that our 2013-2014 funding for operational function sharing supplementary weighting will be reduced in the current year?

No. The first year of funding under the new legislation will be the 2014-2015 budget year.

13. If the total of all of a district’s eligible operational function sharing supplementary weighting exceeds 21, how will the Department adjust this?

The Department will total all of the qualifying operational function sharing FTEs and reduce that total to 21 FTEs if the total exceeded 21 FTEs. 

14. If the district qualifies for sharing of a superintendent in the fall of 2013, is the district guaranteed five years of sharing based on the sharing it had in 2013-2014, or does the district have to qualify for sharing of the superintendent in each of the five years to receive five years of weighting?

The district would have to be sharing a superintendent in each of five years to receive five years of weighting and would have to submit that shared position on the fall BEDS report each year.

15. If the district is sharing a school administration manager (SAM) and that person has financial duties, can the district request operational function sharing for that position under business management?

No. A SAM is a specific position in the district, and that position does not qualify under business management.

16. In our fall of 2013 BEDS report, we indicated we were sharing a librarian. The initial aid and levy worksheet included that position as shared. Will we still get that sharing funded for next year?

No. The positions removed from the statute per HF2271 were School Administration
Manager (SAM), Social Worker, School Nurse, and School Librarian. Any of these shared positions listed in the BEDS report last fall will not generate funding next year.


[bookmark: TAG]Talented and Gifted Questions:
 
1. What is the holder of this endorsement authorized to do?

The holder of the talented and gifted endorsement is authorized to serve as a teacher or a coordinator of programs for the gifted and talented from the pre-kindergarten level through grade twelve. This authorization does not permit general classroom teaching at any level except that level or area for which the holder is eligible or holds the specific endorsement.
 
 2. What are the program requirements?
 
     Completion of twelve semester hours of coursework to include:
           a. psychology of the gifted
           b. programming for the gifted
           c. administration and supervision of gifted programs
           d. practicum experience in gifted programs
 
3. Will teachers in specific subject areas (i.e. science, math, history) be required to hold this endorsement if they teach gifted students in their respective endorsement areas?
 
       No.
 
[bookmark: ESL][image: Anchor]ESL Questions:
 
1. May a teacher teach in a bilingual classroom without the ESL endorsement?
 
Yes, the teacher must hold the proper content area and grade level endorsement, because Iowa does not have a bilingual education endorsement.
 
[image: Anchor]
[bookmark: MSE]Middle School Endorsement Question:

1. Who may teach in a Middle School?
 
An elementary teacher licensed before October 1, 1988, is authorized to teach in grades K-8 except in the subject areas of art, music, industrial arts, physical education, special education and reading.
 
An elementary teacher licensed after October 1, 1988, is authorized to teach in grades K-6 except in the above mentioned specialty areas. In grades 7 and 8, the elementary teacher must hold the specific content endorsement. For example, if the teacher holds the K-8 math endorsement, he/she can teach 7th & 8th grade math. However, that teacher could not teach 7th & 8th grade English because he/she does not hold the K-8 English endorsement.
 
The secondary level teacher licensed before October 1, 1988, is authorized to teach in grades 7 & 8 all subjects except the specialty ones noted above. In grades 5 and 6, the teacher must hold the specific content endorsement. For example, if the teacher holds the 5-12 math endorsement, he/she can teach 5th & 6th grade math. However, that teacher could not teach 5th and 6th grade English because he/she does not hold the 5-12 English endorsement.
 
The secondary level teacher licensed after October 1, 1988, is authorized to teach only in the content areas listed on the license. Thus this teacher can only teach math in grades 7 & 8 if he/she only holds the 5-12 math endorsement.
 
The person licensed with the 5-8 middle school endorsement may teach all subjects grades 5-8 except art, music, physical education, industrial arts, special education and reading.
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[bookmark: AtRisk]At Risk Questions:

1. How does the federal highly qualified teacher legislation impact alternative schools?
Highly Qualified Teacher Legislation in Alternative High Schools:

Teachers in alternative high schools must meet NCLB and IDEA 2004 requirements for highly qualified teachers. The legislation primarily focuses on the requirements of core content endorsement for every subject matter taught. For example, if a student in an alternative high school is receiving a math credit, the course must be taught by a math endorsed teacher.

Alternative high school special education teachers:

· A special education teacher with an appropriate core content endorsement (math endorsement for math instruction) in an alternative high school is highly qualified.
· A special education teacher co-teaching with an appropriately endorsed (math endorsement for math instruction) alternative high school teacher in an alternative high school is highly qualified.
· A special education teacher co-teaching with an alternative high school teacher who does not carry the appropriate endorsement for the subject is considered highly qualified if the special education teacher and the alternative high school teacher are having regular and frequent consultation with an appropriately endorsed teacher.

Districts are encouraged to consider the spirit and intent of the NCLB and IDEA 2004 highly qualified teacher requirements and the DE guidance on “regular and frequent” consultation and “under the supervision of an appropriately licensed teacher” The intent of the legislation is that alternative high school students have the same access to the expertise of a content endorsed teacher as their counterparts in traditional high schools.

Use of Title IA and IIA Funds
 
Districts not meeting the criteria of 100 percent of Highly Qualified Teachers will be required to dedicate Title IA and Title IIA funds to ensure that teachers not meeting the criteria become highly qualified or provide evidence that Highly Qualified Teachers have been assigned and the district meets the Highly Qualified Standard.

School districts failing to meet the goal of 100 percent highly qualified teachers assigned to core content classes for two consecutive years will be required to develop a plan for meeting this requirement.  The plan will be kept on file locally.

2. What endorsement must an at-risk teacher hold?

 Since there is no specific endorsement for teaching students in at-risk programs, the licensure requirements indicate that the instructor must hold the endorsement applicable for the level of instruction if supervising or overseeing on-line or multiple subject credit recovery programs.

Therefore, a teacher who holds the general elementary classroom teaching endorsement is authorized to teach elementary level (grades K-6) students in at-risk programs and a teacher who holds a secondary level endorsement is authorized to teach secondary level (grades 7-12) students in at-risk programs.

A teacher who is responsible for the direct instruction of content (Math, Science, Language Arts, etc.) is required to hold the proper endorsement for the content being taught at the appropriate grade level. 

3. Is an at-risk coordinator required to be licensed?

 If the position is K-12 at-risk coordinator and does not involve direct instruction of students, the coordinator is required to hold a teaching license but is not required to be licensed on both levels.
Thus, if the K-12 coordinator organizes the program by working with the secondary teachers but instructs the elementary students, the coordinator would only have to hold the general elementary classroom teaching endorsement. 

4. What endorsement do I need to teach in a shelter or detention center for an AEA?

According to Iowa Administrative Code 281—63.14(1) Each teacher who is assigned to these programs shall hold Iowa certification either for multi-categorical special education or for behavioral disorders, or both, as appropriate to the grade level of the students served.


 
[bookmark: Sect][image: Anchor]Determining Number of Sections - Guidance:

Definitions:
 
Group: One or more students at the same time.
 
Pull-Out: Student leaves a regularly scheduled class for specialized instruction.
 
1. How do I count sections for my self-contained elementary classroom?
 
     General Elementary Classroom:

Report the number of sections based on the number of different groups of students per assignment that you teach.
 
2. How do I count sections for my pull-out classes?

Pull-Out Programs:  Report as one (1) section.
 
3. How do I count sections for my Special Education classes?
 
Special Education:

· If this assignment is for a pull-out program, then report as one (1) section.
· If this assignment is a regularly scheduled class, then report the number of sections based on the number of different groups of students per assignment you are working with.
· If the special education teacher is in a regular classroom with a regular education teacher (co-teaching), then the number of sections would be determined by the number of groups the special education teacher is working with.

4. How do I count sections for my middle school classes?
    Middle/High School:
Report the number of sections based on the number of different groups of students per assignment that you teach.

5. How do I count sections for my at-risk classes?

At-Risk:  Report as one (1) section.

6. How do I count sections for before and after school classes?

Scheduled before and after school classes:  Report as one (1) section if the student earns credit (ex: yearbook).
 
7. Do my sections need to add up to an 8 hour day, for example if I have a teacher that teaches 5 sections and has prep time, do I need to somehow include the prep time in the sections reported?
 
The number of sections only includes the number of different classes the teacher is teaching.  Do not report prep time as a section. We will know whether or not the teacher is full-time by the fte reported for that teacher.

[bookmark: Coach]Coaching and Advising Questions: 
 1. How do I report my volunteer coaches?
 
Athletic coaching requires a coaching endorsement or authorization and therefore would be included as certified staff. Zero compensation information may be entered for volunteer coaches, otherwise any stipend or salary data would be entered as extra duty pay if the individual is employed in another capacity (i.e. teacher, administrator, non-certified employee). If the coaching assignment is the only position the individual holds in the district, any stipend or salary would be posted to the Base Salary/Pay column.
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[bookmark: Sub]Substitute Questions:
1.  How do I report my Substitute Teachers?
 
Long-term substitute teachers are individuals teaching regularly scheduled classes for 30 or more consecutive days in the same assignment. Post these individuals to Fall BEDS Staff using a position code of 729 if they are employed on October 1st. All other substitutes working on a short-term basis need not be reported.
	
2.  Do I still report the teacher on leave of absence?

Yes, when you report the long-term sub using position code 729, you will be asked if the sub is substituting for a teacher on long-term leave.  You will answer yes to this question. You will then be required to enter the folder number of the teacher on leave. The teacher on leave must be entered first or you will get an error message.
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Mentoring Questions:   
1.  How is a beginning teacher defined?
 
“Beginning teacher” means an individual serving under an initial, Class A, exchange, or intern license, issued by the board of educational examiners under Iowa Code chapter 272, who is assuming a position as a teacher. For purposes of the beginning teacher mentoring and induction program created pursuant to Iowa Code section 284.5, “beginning teacher” also includes preschool teachers who are licensed by the board of educational examiners under Iowa Code chapter 272 and are employed by a school district orarea education agency.
 
2.  How is a Mentor defined?
 
“Mentor” means, with respect to a beginning teacher, an individual employed by a school district or area education agency as a teacher or a retired teacher who holds a valid license issued under Iowa Code chapter 272. The individual must have a record of four years of successful teaching practice, must be employed on a nonprobationary basis, and must demonstrate professional commitment to both the improvement of teaching and learning and the development of beginning teachers. With respect to a beginning administrator, “mentor” means an individual employed by a school district or area education agency as a school district administrator or a retired administrator who holds a valid license issued under Iowa Code chapter 272. The individual must have a record of four years of successful administrative experience and must demonstrate professional commitment to both the improvement of teaching and learning and the development of beginning administrators.
 
3.  Who is eligible for the Iowa Mentoring and Induction program?
 
Beginning teachers employed by districts and by AEAs, including preschool through grade 12, guidance counselors, teacher librarians, long-term substitutes who are under contract with the school district or AEA, and any new teachers/educators who hold any of the following teaching licenses should be in a Mentoring and Induction program. These individuals can be identified by the license they hold. Employees holding an SPR, also issued by the BOEE, are NOT eligible for Mentoring and Induction. 

A beginning teacher for purposes of the mentoring program are defined as an individual serving under an initial, Class A, exchange, Class G, or intern license, issued by the board of educational examiners under Iowa Code chapter 272, who is assuming a position as a teacher. 

     1. Regional exchange (for those individuals who have one year, or less, of 
         out-of-state or nonpublic teaching or counseling experience).
     2. Initial
     3. Intern
     4. Class A
     5. Class G
 
[bookmark: PBldg][image: Anchor]Primary Building:
1. How do I determine the Primary Building?

The primary building is the building in which the teacher spends the most time.
 
2. How do I determine the Primary Building if the person spends equal amounts of time in more than one building?

Report staff that spend equal time in more than one building in the building in which
they start their day.
 
[bookmark: GrdLev][image: Anchor]Grade Levels:
1. If I have an 8th grader in a 9th grade English course, do I report grades 8-9 or just 9th grade?
 
Report the grade levels based on the curriculum, so if there is an 8th grader in a course designed for grades 9-12, only report grades 9-12.  There is no need to add another assignment for the 8th grader.
 
[bookmark: FTE][image: Anchor]FTE:
1. How do I calculate FTE?
 
Calculating FTE for Certified and Non-certified Staff:
 
The FTE reflects the portion of full-time employment for each certified and non-certified staff person employed by the district. It is based on an eight hour workday or a forty hour work week. To calculate an FTE for an individual, determine hours worked during the day/night and divide by the standard district workday or the hours worked per week and divide by the standard district work week. The decimal number obtained represents the FTE for that individual. The typical FTE for a full-time licensed or non-licensed staff person would be 1.0; however, there are unique situations whereby an individual may be reported as having an FTE of greater than 1.00, but any licensed individual cannot have a licensed position of greater than 1.00. Only if they have a licensed and a non-licensed position can they have an FTE greater than 1.00.
FTE = the number of hours per day assigned to a specific position/ the number of hours in a regular workday. 
All entries should be rounded to the nearest hundredth.
Example: 
 
1.   A person employed full-time in the district who works 3 hours a day as a public transportation person (bus driver) and 5 hours a day as a maintenance person would calculate FTEs as follows. The work day is eight hours.
 
   3 hours/8 hours= .375 FTE as Pupil Transportation (171)

   5 hours/8 hours = .625 FTE as Operation and Maintenance (181)

 
2.   A part-time food services person who works 4 hours per day 5 days a week
would be a .5 FTE.

    4 hours/8 hour day = .5 FTE as Food Service (136)

3. A person employed part-time in a district as a security guard (Security – 191) works 3 hours 
  
    3 hours/ 8 hour day= .375 FTE 
    3 days/5 day week = .6
   .375 * .6 = .225 FTE .

                     OR
           
   3 hours per day * 3 days a week = 9 hours
   8 hours per day * 5 days a week = 40 hours
   9/40 = .225 
 
[bookmark: SPED][image: Anchor]Special Education Delivery System:
  1. What is the Special Education Delivery Method?
Delivery Method checkbox system on the “Add Position/Assignment” form is used to ensure that staff are appropriately licensed or are working with someone who is appropriately licensed. The Fall BEDS application checks the license/endorsement of licensed staff with their assignments to assure that the requirements of Chapter 12 and the Board of Educational Examiners, as well as NCLB are being met. The delivery methods are as follows:

1. Services provided through the consultative model;
2. Academic core content delivered in a special education setting by a teacher endorsed to deliver content;
3. Core content delivered in special education classroom with alternate assessment.
Please Note:
· Check boxes will appear when special education is identified as the “Subject Area.”
· At least one of the three options must be selected, with the option to choose more than one.
· If core content is selected, teacher must have a core content assignment.
· f core content is selected, endorsements must match the core content assignment that is delivered.
2. What are the delivery method choices and what do they mean?
Special Education – Consultative Model (2 Approaches)
· Consultative: Content-endorsed teacher provides content instruction and the special education teacher provides strategy and skill instruction to students with IEPs outside of the general education class. The special education teacher also serves as a consultant to the general education teacher in such areas as IEP accommodations, application of skills in the general education setting, goal progress, and several other areas.
· Co-teaching: Special education teacher and general education teacher are both physically present in the classroom to meet the content and skills needs of students.
Special Education – Core Content Model
· Special education teacher carries the appropriate endorsement to teach core content (math, science, etc.). If core content is selected, teacher must have a core content assignment.
Special Education – Alternate Assessment Model
· Teachers of students who are assessed against alternate standards are considered highly qualified if they carry the appropriate special education endorsement for their student population (Strategist II, etc).
Special Education – Reverse Consultation:
· All special education teachers are considered highly qualified if they provide services through the consultative model and are appropriately licensed by the state of Iowa. The model calls for the majority of students with disabilities to receive core content instruction in the general education setting from core-content endorsed teacher, with the special education teacher providing consultative or co-teaching services. For the small number of students with more significant disabilities (who are expected to achieve at district standards rather than alternate standards), the consultative model allows for delivery of instruction in a segregated setting by the special education teacher with the core content teacher providing consultative services.
· Guidance to the school and AEA administrators and teachers has been that this small group of students typically consists of 10 to 15 percent of the IEP population. The percentages are provided as guidance rather than as formula standards that must be met. The students typically have significant cognitive or behavioral disabilities, but are in district assessments rather than alternate assessments. A reading disability would not constitute a cognitive disability in and of itself. In order for this type of consultation to meet the integrity and spirit of NCLB and IDEA 2004 HQT requirements it must be implemented in the following manner:
The special education teacher and core content endorsed teacher must have “regular and frequent” consultation. The phrase “regular and frequent” is not measurably defined; however, it would certainly occur in a variety of settings (regular meetings, staff development activities, before and after school, etc.) and would be frequent enough for both teachers to be able to articulate what the other is doing in the respective classrooms and how those classrooms reflect the same standards and comparable curriculum. Additionally, the curriculum is considered under the supervision of the core content endorsed teacher, while the special education teacher is responsible for IEP progress and appropriate instructional strategies.
· In reverse consultation, general and special education teachers jointly assess the progress of the student and both names should appear in district documentation for the student’s earned credit (course transcript, report cards, or other official documentation).
Differentiation between Core Content and Special Education Teachers
Core Content Teacher
· Content expert
· Assigns student grade with special education teacher
· Assures progress in course
· Certifies student has met course requirements
Special Education Teacher
· Strategy expert
· Ensures student makes progress toward IEP goals
· Ensures student receives IEP services
· Ensures appropriate accommodations  
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