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EPSB Contact information

e LEAD support/guidance

 LEAD Help Desk
e toll free at 888-598-7667
e Cindy’s direct line at 502-782-2133

e EPSBLEADTEAM@KY.qovV

 LEAD/User login, user id, and password

e EPSB Help Desk
e toll free at 888-598-7667

e Certification Questions

e Division of Certification

e toll free at 888-598-7667
e Highly Qualified Questions

e EPSB HQ Team
e toll free at 888-598-7667
« EPSBHO@KkYy.govVv
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Important Dates 2015-2016

September 1

November 1

January 11

February 29

March 1 — 31

FALL

EPSB LEAD reporting system
activated

Deadline to digitally sign-off on your
Fall report to fully submit it

SPRING

EPSB LEAD reporting system
activated

Deadline to digitally sign-off on your
Spring report to fully submit it

HQ report tool will be available

NOTE: Principals will NOT be able to access the
HQ Reporting Tool via EPSB website until the
district LEAD coordinator has signed off on the
LEAD report






Pacing Timeline 2015-2016

September 18

September 30

Ongoing

October 1

October 5
October 9

October 19

November 1

November — January

FALL

Have first upload of export file completed by now
Run the 1st Preliminary Audit Report

All "Staff Warnings" (incorrect SSN, no courses)
should be resolved

Give staff listing pages of full report to schools for
verification

Have schools make assignment and content
corrections at the school level

Continue to export and upload to EPSB as necessary

Always re-run the Preliminary Audit Report to see the
newest updates

MUNIS data should begin to appear

DO NOT sign off until MUNIS data is in your
report.

Have most edits completed

Consult with your district KTIP coordinator if you have
outstanding SOE errors (KTIP deadline 10/15)

Give full reports to school level administration for
verification

Recommended deadline for switching from editing at
the local level to editing online only

Deadline to digitally sign-off on your
report to fully submit it

Update and verify roles in Kentucky Educator
Certification Inquiry (KECI)

Continue to pre-populate HQ status boxes in the SIS.
Use the online HQ calculator as necessary

Have principals carefully review Full Data reports
prior to Spring LEAD



Pacing Timeline 2015-2016

January 25

February 5

Ongoing

February 10

February 15

February 19

February 29

March 1 -31

SPRING

Have first upload of export file completed by now
Run the 1st Preliminary Audit Report

All "Staff Warnings" (incorrect SSN, no courses) -
should be resolved

Give staff listing pages of full report to schools for
verification

Have schools make assignment and content
corrections at the school level

Continue to export, and upload to EPSB as necessary

Always re-run the Preliminary Audit Report to see the
newest updates

Have most edits completed

Consult with your district KTIP coordinator if you have
outstanding SOE errors (KTIP deadline 2/15)

Get full reports to school level administration for
verification

Recommended deadline for switching from editing at
the local level to editing online only

Deadline to digitally sign-off on your
report to fully submit it

HQ report tool will be available

NOTE: Principals will NOT be able to access the
HQ Reporting Tool via EPSB website until the
district LEAD coordinator has signed off on the
LEAD report

Vi
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Content Areas

o KENTUCKY CURRICULUM ELEMENTS (Must select specific content) (0)
0 Art(76) (NCLB Art)
= AP History of Art (371) (NCLB Art)
= AP Studio Art (2-D Design) (390) (NCLB Art)
= AP Studio Art (3-D Design) (391) (NCLB Art)
= AP Studio Art Drawing (373) (NCLB Art)
= AP Studio Art General (372) (NCLB Art)
o Career and Technical Education (Must select specific content) (110)
= Agriculture (124)
e Ag. Environmental Technology (247)
e Agribiology for Life Science Credit (520) (NCLB Biology)
e Agricultural Math for the Math Elective Requirement (550) NCLB
Mathematics
e Agriscience for Life Science Credit (521) (NCLB Biology)
e Animal Science (226)
= Business (111)
e Business Economics for Economics Credit within Social Studies (522) (NCLB
Economics)
e Computer and Technology Applications (Advanced) (131)
e Financial Literacy for the Math Elective Requirement (551) NCLB
Mathematics
o Math for Business and Industry for the Math Elective Requirement (526) (NCLB
Mathematics)
e Touch Keyboarding (255)
o Web Page Design (308)
= Family and Consumer Sciences (112)
o Commercial Foods (280)
Consumer Economics for Economics within Social Studies (523) (NCLB Economics)
Culinary Skills (133)
FCS Life Skills/Health for Health Credit (532)
Money Skills for the Math Elective Requirement (552) NCLB Mathematics
Nutritional and Food Science for the Life Science Component within the Science
Requirement (528) (NCLB Biology)
= Health Science (CTE) (140)
Biomedical Science (554)
Health and Wellness for the Health Component within the Health Requirement (536)
Medicaid Nurse Aide (293)
Medical Science for the Life Science Component within the Science Requirement
(527) (NCLB Biology)
= Industrial Education (295)
¢ Industrial Safety (568)
Welding for Maintenance (569)
HVAC for Maintenance (570)
Machine Tool Technology for Maintenance (571)
HVAC Metal Fab (572)
Residential Maintenance Carpentry (573)
Residential Maintenance HVAC (574)
Residential Maintenance Masonry (575)
Residential Maintenance Plumbing (576)
Residential Maintenance Wiring (577)
Media Arts (578)
Emergency Services (579)



Air Conditioning Technology (125)

Automotive Technology (127)

Aviation Technology (182)

Building and Apartment Maintenance (128)
Collision Repair and Refinish Technology (126)
Commercial and Recreational Small Engine Technology (155)
Computer Aided Drafting (130)

Computer Aided Drafting for Geometry Requirement (524)
Construction Technology for Industrial Ed. Credit (357)
Construction Technology/Geometry for Geometry Requirement (525)
Cosmetology (132)

Dental (539)

Desktop Publishing (296)

Diesel Technology (134)

Drafting (179)

EMS Training (541)

Electrical Technology (135)

Electronics Technology (136)

Energy Technology (560)

Engineering Technology (542)

Environmental Technology (545)

Fire Service Technology (176)

Food Service (178)

Heavy Equipment Operation (544)

Heavy Highway Construction (543)

Industrial Automation Technology (297)
Industrial Chemical Technology (298)

Industrial Electronics Technology (299)
Industrial Maintenance Technology (143)

Law Enforcement (175)

Machine Tool Technology (146)

Major Appliance Technology (147)
Manufacturing Technology (360)

Masonry (149)

Metal Fabrication (151)

Mining (181)

Multimedia Technology (152)

Plastics Technology (300)

Plumbing Technology (180)

Printing Technology (301)
Residential/Commercial Carpentry (129)
Residential/Commercial Electricity (302)
Special Topics in Industrial Education (304)
Telemedia Technology (303)

Visual Communication Art Technology (157)
Welding (158)

Wood Manufacturing Technology (159)

= Information Technology (144)

Computer Science (96)

Digital Literacy (579)

AP Computer Science (214)

Computer Laboratory (508)

Computer and Technology Applications (Advanced) (131)



o Informatics (564)
e Programming (Advanced) (98)
o Web Page Design (308)
Leadership Dynamics (313)
Marketing (148)
Pathway to Careers (347)
Principles of Teaching (555)
Engineering and Technology (122)
e Advanced Manufacturing Technology (558)
e Aerospace Engineering (559)
e Engineering (557)
e Introduction to Engineering For Physical Science Elective Credit (531) (NCLB
Science)
e Pre-Engineering (548)
0 Elementary Education (160) (NCLB Elementary)
o0 English Language Arts (53) (NCLB English)
= AP English (211) (NCLB English)
Broadcast Journalism (71)
Composition (70) (NCLB English)
Debate (61)
Drama (66)
English 1 (56) (NCLB English)
English 11 (57) (NCLB English)
English 111 (58) (NCLB English)
English 1V (59) (NCLB English)
English as a Second Language (161) (NCLB English)
Introduction to Communication (348)
Journalism (62)
Literacy (502) (NCLB Reading)
Photojournalism (65)
Reading (55) (NCLB Reading)
Speech/Oral Communication (English) (60)
= Writing (69) (NCLB English)
0 Health Education (48)
» Integrated Health and Physical Education (6-12) (209)
0 Library (172)
0 Mathematics (32) (NCLB Mathematics)
= AP Calculus (199) (NCLB Mathematics)
AP Computer Science (214)
AP Statistics (197) (NCLB Mathematics)
Advanced Topics in Mathematics (204) (NCLB Mathematics)
Algebra I (34) (NCLB Mathematics)
Algebra Il (35) (NCLB Mathematics)
Analytic Geometry (46) (NCLB Mathematics)
Applied Mathematics (40) (NCLB Mathematics)
Calculus (39) (NCLB Mathematics)
Consumer Mathematics (43) (NCLB Mathematics)
Extended Topics In Algebra (Data and Measurement) (195) (NCLB Mathematics)
Finite/Discrete Mathematics (198) (NCLB Mathematics)
General Mathematics (42) (NCLB Mathematics)
Geometry (37) (NCLB Mathematics)
Informal Geometry (515) (NCLB Mathematics)
Integrated Mathematics 1 (200) (NCLB Mathematics)
Integrated Mathematics 2 (201) (NCLB Mathematics)
Integrated Mathematics 3 (202) (NCLB Mathematics)
Integrated Mathematics 4 (203) (NCLB Mathematics)



Middle School Mathematics (193) (NCLB Mathematics)
Practical Mathematics (41) (NCLB Mathematics)
Pre-Algebra (516) (NCLB Mathematics)
Pre-Calculus (38) (NCLB Mathematics)
Probability/Statistics (196) (NCLB Mathematics)
Programming (Advanced) (98)
Remedial Mathematics (184) (NCLB Mathematics)
= Trigonometry (45) (NCLB Mathematics)
0 Music (78) (NCLB Music)
= AP Music Listening and Literature (378) (NCLB Music)
AP Music Theory (377) (NCLB Music)
Band (79) (NCLB Music)
Choral Music (80) (NCLB Music)
Conducting (Instrumental) (376) (NCLB Music)
Conducting (Vocal) (375) (NCLB Music)
Instrumental Music (164) (NCLB Music)
Jazz/Stage Band (85) (NCLB Music)
Music History (82) (NCLB Music)
Music Keyboard (81) (NCLB Music)
Orchestra (86) (NCLB Music)
Theory of Music (84) (NCLB Music)
» Vocal Music (165) (NCLB Music)
o0 Physical Education (49)
= Dance (380)
= Integrated Health and Physical Education (6-12) (209)
0 Science (Must select specific content) (1) (NCLB Science)
= Conceptual Progression Science 1 (561) (NCLB Science)
Conceptual Progression Science 2 (562) (NCLB Science)
Conceptual Progression Science 3 (563) (NCLB Science)
Integrated Science (Non-High School) (553) (NCLB Science)
Integrated Science 1 (168) (NCLB Science)
Integrated Science 2 (171) (NCLB Science)
Integrated Science 3 (177) (NCLB Science)
Integrated Science 4 (185) (NCLB Science)
Life Science (26) (NCLB Science)
AP Biology (10) (NCLB Biology)
AP Environmental Science (192) (NCLB Biology)
Anatomy and Physiology (9) (NCLB Biology)
Biology (2) (NCLB Biology)
Botany (5) (NCLB Biology)
Ecology (6) (NCLB Biology)
Forensic Science (518) (NCLB Science)
Marine Biology (7) (NCLB Biology)
Microbiology (187) (NCLB Biology)
Nutrition (3) (NCLB Biology)
e Zoology (4) (NCLB Biology)
= Physical Science (23) (NCLB Science)
e Chemistry (27) (NCLB Chemistry)
0 AP Chemistry (31) (NCLB Chemistry)
o0 Biochemistry (30) (NCLB Chemistry)
o0 Forensic Science (518) (NCLB Science)
o0 Inorganic Chemistry (29) (NCLB Chemistry)
0 Organic Chemistry (28) (NCLB Chemistry)
e Earth Science (17) (NCLB Earth/Space Science)
o Astronomy (21) (NCLB Earth/Space Science)
o Earth-Space Science (18) (NCLB Earth/Space Science)



Environmental Science (24) (NCLB Science)
Geology (22) (NCLB Earth/Space Science)
Oceanography (20) (NCLB Earth/Space Science)
0 Soil Science (19) (NCLB Earth/Space Science)
e Intro to Chemistry and Physics (513) (NCLB Science)
e Physics (11) (NCLB Physics)
0 AP Physics (16) (NCLB Physics)

= Principles of Technology (Applied Physics) (366) (NCLB Physics)
0 Social Studies (99) (NCLB Social Studies)

= AP European History (216) (NCLB History)
AP Government (220) (NCLB Government)
AP Psychology (219)
AP U.S. Government and Politics (383) (NCLB Government)
AP U.S. History (218) (NCLB History)
AP World Geography (217) (NCLB Geography)
American Studies (369) (NCLB Government)
Anthropology (174)
Civics (108) (NCLB Civics)
Economics (103) (NCLB Economics)
Geography (107) (NCLB Geography)
Global Issues (517)
Human Geography (386) (NCLB Geography)
Humanities (Social Studies) (109)
Kentucky Studies (100)
Law and Justice (510) (NCLB Civics)
Political Science (106) (NCLB Government)
Psychology (105)
Sociology (104)
U.S. History (221) (NCLB History)
World Civilization (102) (NCLB Government)

= World History (385) (NCLB History)
0 Varies (509)

= Advisor/Advisee (6-12) (365)
Arts and Humanities/History and Appreciation of the Visual and Performing Arts (72)
Board Approved Elective (538)
Career Choices, Middle School (341)
Career Options, High School (343)
Computer Laboratory (508)
Cross-Age Tutoring (363)
Driver and Traffic Safety Education (51)
Jr. National Guard (556)
Life Skills (Special Education) (546)
Military Science (JROTC) (173)
Newspaper (64)
Non-instructional content (507)
Peer Tutoring (364)
Practical Living/Life Skills for Elective Credit (113)
Speech Therapy (547)
Study Skills (999)
Web Page Design (308)

= Yearbook (63)
0 World Language (Must select specific content) (87)
AP French (392) (NCLB French)
AP German (394) (NCLB German)
AP Latin (519) (NCLB Latin)
AP Spanish (397) (NCLB Spanish)

©0 oo



American Sign Language (93)

Arabic (549) NCLB Foreign Language
Chinese (167) (NCLB Foreign Language)
French (88) (NCLB French)

German (90) (NCLB German)

Greek (170) (NCLB Foreign Language)
Hebrew (94) (NCLB Foreign Language)
Italian (169) (NCLB Foreign Language)
Japanese (95) (NCLB Japanese)

Latin (91) (NCLB Latin)

Russian (92) (NCLB Russian)

Spanish (89) (NCLB Spanish)



Populations

Alternative (21)

Autistic (13)

Deaf/Blind (23)

Developmentally Delayed (11)
Emotional Behavior Disability (17)
English Language Learners - Extensive Support (22)
English Language Learners - Moderate Support (26)
Functional Mental Disability (5)
General (1)

Gifted (16)

Hearing Impaired (9)

Homebound (24)

Migrant (20)

Mild Mental Disability (4)
Multiple Disabilities (7)
Orthopedically Impaired (8)

Other Health Impaired (3)
Preschool (19)

Specific Learning Disability (2)
Speech Impaired (12)

Traumatic Brain Injury (14)
Visually Impaired (10)
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16 KAR 4:010. Qualifications for professional school positions.

16 KAR 4:010. Qualifications for professional school positions.

RELATES TO: KRS 158.782, 161.020, 161.028, 161.030
STATUTORY AUTHORITY: KRS 161.028, 161.030
NECESSITY, FUNCTION, AND CONFORMITY: KRS 161.028(1) authorizes the Education Professional Standards Board to establish standards and
requirements for obtaining and maintaining a teaching certificate and for programs of preparation for teachers and other professional school personnel, and
KRS 161.030(1) requires all certificates issued under KRS 161.010 to 161.126 to be issued in accordance with the administrative regulations of the board.
This administrative regulation establishes certificate qualifications for the positions in a local school district for which a specific certificate is not available.

Section 1. This administrative regulation shall not apply to a position for which a specific certificate is available under another administrative regulation
promulgated by the board in KAR Title 16.

Section 2. School Business Administrator. The qualifications for the position of school business administrator shall be one (1) of the following:
(1) Kentucky certification for school superintendent;

(2) A bachelor's or advanced degree in business; or

(3) Valid Kentucky certification for school business administrator issued prior to September 1, 1994.

Section 3. Director of Districtwide Services. A director of district wide services shall qualify for this position on the basis of certification either as a school
superintendent, supervisor of instruction, school business administrator, or principal.

Section 4. Director of Federally Supported Programs. A director of federally supported programs shall qualify for this position on the basis of certification
either as a school superintendent, supervisor of instruction, or school principal.

Section 5. Consultant. A consultant in elementary education, special education, or in an academic subject field shall qualify for the position on the basis of
the following:

(1) Option 1:

(a) Master's degree or nondegree fifth-year program;

(b) Certification in the appropriate subject field or service area; and

(c) Three (3) years of teaching experience in the appropriate subject field or service area.

(2) Option 2: Teacher leader endorsement as established in 16 KAR 5:010.

Section 6. Reading Program Consultant. A reading program consultant shall qualify for the position on the basis of certification as a reading specialist or as
an elementary consultant with a minimum of thirty-six (36) clock hours of professional development training in reading instruction as verified by the local
school district superintendent when the consultant application is submitted.

Section 7. Gifted Education Coordinator. A gifted education coordinator shall qualify for the position on the basis of the following:

(1) A master's degree or nondegree fifth-year program;

(2) A certificate endorsement for teacher of gifted education; and

(3) Three (3) years of teaching experience.

Section 8. Special Education Work Study Program Coordinator. A special education work study program coordinator shall qualify for the position on the
basis of certification as a teacher of exceptional children.

Section 9. Professional Development Coordinator. The professional development coordinator shall qualify for the position on the basis of certification as a
principal or supervisor of instruction.

Section 10. Instructional Television Coordinator. An instructional television coordinator shall qualify for the position on the basis of certification for
classroom teaching.

Section 11. Instructional Coordinator. The instructional coordinator shall qualify for the position on the basis of certification for supervisor of instruction or
school principal at the appropriate level.

Section 12. School Health Coordinator. A school health coordinator shall qualify for the position on the basis of certification for classroom teaching or
certification for school nurse.

Section 13. Chapter | Remedial Mathematics. A teacher holding a valid early elementary certificate, grades K-4, shall qualify for teaching mathematics in a
Chapter | program in grades 5-8.

Section 14. Teachers for Alternative Schools. A classroom teacher in an alternative school shall qualify on the basis of a certificate valid for classroom
teaching.

Section 15. Instructional Technology Director. An instructional technology director shall qualify on the basis of a certificate valid for classroom teaching.

Section 16. Federal Grant Coordinator - School Level. A federal grant coordinator at the school level shall qualify on the basis of a certificate valid for
classroom teaching.

Section 17. Job Training Partnership Act Teacher. A teacher in the JTPA Program shall qualify on the basis of a certificate valid for classroom teaching.

Section 18. Family Resource Center Director. A family resource center director shall qualify on the basis of a certificate valid for classroom teaching or for
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16 KAR 4:010. Qualifications for professional school positions.
administration.
Section 19. Migrant Advocate. A migrant advocate shall qualify on the basis of a certificate valid for classroom teaching.
Section 20. Home and Hospital Teacher. A home and hospital teacher shall qualify on the basis of a certificate valid for classroom teaching.
Section 21. Dean of Students. A dean of students shall qualify on the basis of an instructional leadership certificate - school principal.

Section 22. Testing Coordinator. A testing coordinator shall qualify on the basis of an individual intellectual assessment certificate, psychometrist
certificate, supervisor certificate, or guidance certificate.

Section 23. District Assessment Coordinator. A district assessment coordinator shall qualify on the basis of certification either as a school superintendent,
supervisor of instruction, or school principal.

Section 24. Highly-skilled Educator. (1) A highly-skilled educator shall qualify on the basis of qualifications established by the Kentucky Department of
Education pursuant to KRS 158.782 and 703 KAR 5:170.
(2)(a) Successful experience as a highly-skilled educator since July 1, 1998 shall be considered administrative experience for purposes of advanced
administrative certification.
(b) The Education Professional Standards Board shall review the certification qualifications established in this subsection if any of the following
requirements of the highly-skilled educator program are substantially revised by the General Assembly or the Kentucky Department of Education:
1. Selection criteria;
2. Training requirements; or
3. Functions and responsibilities.

Section 25. Athletic Director. An athletic director, if serving in a position paid from the certified salary schedule, shall qualify on the basis of a certificate
valid for classroom teaching or for administration. (SBE 42.510; 1 Ky.R. 501; eff. 3-12-75; Am. 5 Ky.R. 611; eff. 3-7-79; 19 Ky.R. 1139; 1539; eff. 1-4-93; 24
Ky.R. 176; 574; eff. 9-4-97; 28 Ky.R. 469; 869; eff. 10-1-2001; recodified from 704 KAR 20:165, 7-2-2002; 31 Ky.R. 1853; 32 Ky.R. 28; eff. 8-8-05; 34 Ky.R.
1079; 1689; eff. 2-1-2008.)
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Quick Reference Sheet for District Human Resources Personnel/LEAD Coordinators:
REVISED June 2012

DUAL CREDIT TEACHERS

I have students that take courses from a local college/university faculty member for dual credit.
How do | certify the college faculty member so these courses clear LEAD and the HQ Report?

IF the teacher is paid and selected by the local district, apply for a Provisional Certificate for
College Faculty. Also mark the “Teaching method” in the SIS as Dual Credit — District Offered.

Per 16 KAR 9:020, college faculty working in such a capacity can receive a Provisional
Certificate. Through this certificate, the teachers will clear LEAD, and the course will be
identified as having a Highly Qualified instructor. This certificate is good for one year, and
may be renewed for one additional year. See below for application requirements and
instructions.

This classification does not apply to college faculty members teaching high school students under
the employment of the local college/university. (In this case, mark the “Teaching Method” in the
SIS as Dual Credit — College Offered. If the students go to the university also mark the
“Instructional Setting” as Offsite College. No additional certification is required for the college
faculty member and HQ is not required)

Requirements:

1. The faculty member shall hold either a Doctoral degree or a Master's degree with documented
expertise in the specific teaching or administrative assignment

2. Must be a regular, full-time faculty member at a regionally or nationally accredited institution of
higher education

3. Must have at least one year of teaching experience at the college level

4. Must be recommended by the local school district superintendent

5. Must also be recommended by the head of the faculty member’s unit at the college/university
where they are employed

Application:

1. Use Form TC-1

2. Section I:B — type of certificate requested is “Provisional One-Year Certificate for College Faculty”

3. Please include specific teaching area requested

4. Include a recommendation letter for the college/university department head verifying education
level, major, and years of experience in college teaching

5. Certification may be renewed for one year upon recommendation of the local school

superintendent AND the appropriate college/university unit head

Renewal Information:

1.
2.

This certification may only be renewed once

Persons desiring to continue after two years teaching under this provision may qualify for the
College Faculty Alternative Route to Certification Option 3 (Contact EPSB for more information on
Option 3)

Teaching experience acquired while holding a Provisional One-Year Certificate for College
Faculty can not be used to satisfy the beginning teacher testing and internship requirements

EPSB Contact

Additional information can be obtained by contacting an EPSB certification specialist at
1-888-568-7667
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How to Correct LEAD Errors - School Page

Error What does it mean? How do | correct?
No Courses for The file from IC did not have this 1. Check the teacher’s schedule to make
Staffmember teacher as the primary or sure the individual has been assigned to

additional teacher on any
courses.

one or more courses within the
instructional minutes

2. Collaborating teachers must be linked as
“teacher” or “section staff” on the courses
in which they collaborate

3. If the teacher does not have their own
group of students you can list them as a
collaborating teacher or assign them their
own course in the schedule, making sure to
manually assign a population.

4. This is an acceptable error if the
individual’s assignment at that location
ended after the start of school — email
EPSBLEADTEAM®@KY.GOV with their end
date

SSN Not found in
EPSB Database

The SSN in Infinite Campus does
not match the one in the EPSB
system

1. Check the SSN in IC against outside
documentation (payroll, etc) and make any
needed corrections

2. Look up individual by name in KECI to
ensure they have a listing at EPSB — contact
Cindy by phone if the SSN is wrong at EPSB

3. If the individual is a support person, the
error still must be resolved as it indicates
that they have been assigned as primary or
secondary teacher to one or more courses
—email Cindy and let her know to add the
SSN to the EPSB database

DO NOT EMAIL A FULL SSN!!

Certification Issue

The individual has an actual LEAD
kickout of some type — it may be
IC related or MUNIS related

Look at the individual teacher’s listing in the
report to see the error.
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How to Correct LEAD Errors - Teacher Page

Error

What does it mean?

How do | correct?

Holds Only
SOE/Must Submit
COE

The only valid credential held by
the teacher is a Statement of
Eligibility which is not considered
“certified” in and of itself

1. If the teacher is new, please file the Confirmation of
Employment with the KTIP office

2. If the teacher has completed KTIP, their current
certification has expired and additional steps need to
be taken.

Holds Only SOE —
KTIP Approved

1. The individual has been
approved to enter KTIP but the
internship certificate has not yet
been processed

OR

2. The individual has recently
completed KTIP but the final
report has not yet been
submitted by the District KTIP
coordinator

1. If this error appears for more than 1 week, please
contact EPSBLEADTEAM @ky.gov for assistance

2. Contact your district KTIP coordinator to verify
submission of the final report if KTIP was completed in
the previous year

Holds Only SOE —
KTIP Final

The individual has recently
completed KTIP and a final report
has been received but processing
is not complete due to one or
more missing items

Contact intern to see what needs to be submitted.
Check application status in KECI to see what needs to
be submitted

(Usually S35 fee)

Specify Content

The content for the course is
displaying as none due to a
missing or old state code OR a
state code that requires manual
final page of this section)

1. Correct the state code or select one. This error can
be prevented if the school runs the Missing or Invalid
State Code report in IC.

2. If the state code is one requiring a manual content,
assign one on the section tab

Specify Population

The population is displaying as
none because there are no active
students on the roster

DO NOT LEAVE THIS AS AN
ERROR

1. If it is a section that will not be used and has never
been used, delete the section

2. If it is a section that intentionally has no students on
the roster (e.g. ISS/SAFE) put a population in the
Population ID field on the section tab

3. If it is a section that had active students that have
now withdrawn put a population in the Population ID
field on the section tab showing who was in the section
when it was active

Out of Field

The content as assigned by the
state code does not match the
certification of the teacher

1. Verify that the correct state code has been used
2. Make teaching assignment changes as needed

3. Apply for the appropriate type of certification as
needed

18



mailto:EPSBLEADTEAM@ky.gov

Out of Population

One or more of the populations
of the students does not match
the certification of the teacher

* Remember — populations are
assigned based on the students
on the roster in the class and
cannot be changed using the
Population ID dropdown

1. If an FMD population in a general ed class, attach a
collaborating FMD teacher

2. If a small class normally designed for general ed
students but only has special ed or gifted students,
attach the appropriate collaborating teacher

3. If a SPED class with Gifted, ESL, or Speech Impaired
population (or vice versa) change the Special Type
indicator on the section tab

4. If a SPED class with SPED populations outside of the
teachers certification assign a collaborating teacher
(only if that teacher is truly collaborating) or apply for a
SPED waiver as appropriate

5. If a SPED class with General population check
students on roster for active special ed
enrollment/flags, locked IEPS, non-overlapping IEPS,
and file a support ticket with IC if no error is found.

6. Make teaching assignment changes as needed

7. Apply for the appropriate type of certification as
needed

Out of Grade Range

1. The grade range of the active
students on the roster does not
match the teacher’s certification

OR

2. There are no active students
on the roster so the grade range
has defaulted to that of the
school.

1. If arepeating or accelerated student, indicate this in
the Edit LEAD Data Comments field for EPSB manual
override.

2. If no students are active, edit the grade range in the
Edit LEAD Data tab right before sign off

3. Make teaching assignment changes as needed

4. Apply for the appropriate type of certification as
needed

Incorrectly Coded
(shows only on Edit
LEAD data page not
on Preliminary
Audit Report)

Section has “Specify Content” or
“Specify Population” error or
both

See above for how to resolve

Insufficient
Certification
(course)

The teacher's certification does
not match one or more
parameters of the course, but the
LEAD system is unable to identify
the specific problem

Carefully check each element of the section on the
preliminary audit report to verify match to certification
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Insufficient
Certification
(MUNIS)

The teacher/administrator
cannot clear this particular
jobclass with their current
certification

Reasons may be:

1. No valid certification

2. Incorrect Jobclass for job
duties

3. Not certified for job/jobclass
4. New Principal with SOE only —
need to activate

If the summary jobclass number is wrong, have your
finance officer correct the jobclass and contact KDE to
have the PSD/CSD file denied so they can resubmit.

If the principal has only an SOE, please complete the
COE on the back and submit it with a $50 fee.

State Codes that require manual assignment of a state code

165699 | Elementary School World Language Special Topics Immersion

499901 | Foundations of Energy

499910 | Industrial Education Co-op

499915 | Industrial Education Internship

909999 | School Defined Course

20
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KDE Student Information System
Contact information

e KDE SIS Support

e Lisa Keeter

e 502-564-2020

e Lisa.Keeter@education.ky.gov
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Frequently
Asked
Ouestions

General Questions
Course and Teacher Coding Questions



LEAD Frequently Asked Questions

General Questions

Populations
Q How are populations assigned in LEAD?

A The populations will automatically assign based on the students enrolled in the course.

A Assign collaborative teachers as an additional teacher on the section tab as needed.
(required for mainstreamed FMD students)

A If no students are assigned to the course, manually assign a population on the section
tab. (If there are students in the course, this field will be ignored.)

A Courses designed for non-general populations should have the special type indicated on
the section tab.

A General population will appear when a student does not have an active special enrollment
elsewhere.

Social Security Numbers

Q An employee’s Social Security number is incorrect. How do | correct it?

A Correct the SS# on the employee’s demographics tab.

Highly Qualified

Q How does Highly Qualified relate to my LEAD report?

A Course and teacher information is rolled over into the Highly Qualified report for
verification and correction using data gathered during spring LEAD reporting

A After the Spring LEAD report is finished, principals must verify each teachers’ HQ status
via the Highly Qualified Teacher Reporting Tool

A Using one of the three Highly Qualified options, pre-populate the HQ field in the SIS for
each teacher’s schedule on the section tab.

KDE Data Standards
Q Where can | find the KDE/Student Information System Data Standards?

A The KDE KSIS data standards are available on KDE’s website at
http://education.ky.gov/districts/tech/sis/pages/ksis-data-standards.aspx
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LEAD Frequently Asked Questions

Uniform Academic Course Codes (formerly State Valid Course List)

Q Where can | find the Uniform Academic Course Codes and how do they impact LEAD?

A The full State Course List is available on the KDE website at
http://education.ky.gov/curriculum/modcurrframe/Pages/Kentucky-Uniform-Academic-
Course-Codes.aspx

A Once a course has been linked its content will pull from the linked course not the core
content drop down.

¢ Do not assign content in your SIS except for those courses with a coding of “School
Defined Course” (code 909999)

¢ Only use state course code 909999 for those courses that do not match any other
courses within the state course code list

A All courses must be linked per 704 KAR 3:540.

A The same uniform academic course code may be used for multiple courses within the
district course master list

¢ Note: Separate district course numbers are required for courses with different
teaching methods. (i.e. direct instruction and digital learning provider)
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LEAD Frequently Asked Questions

Course and Teacher Coding Questions

Alternative Courses/Teachers

Q How should I assign alternative school teachers in a LEAD Report?

A You should report alternative school teachers at the school level in the alternative
school's SIS. You will list the appropriate courses, assign the appropriate state course
code to those courses through the valid course codes, and use Alternative for the
population. NOTE: if the teacher is responsible for delivering core content instruction,
they MUST demonstrate HQ status as defined by NCLB.

¢ The teachers must be assigned at least one course for each content area they teach.
Do not use one blanket "Alternative" course.

A If the course is being taught via an alternative method (i.e. self study curriculum or
computer based instruction), please indicate this on the course tab under “teaching
method.”

A Per KDE requirements, all courses must have the Special Type of “Alternative Classroom”

Computer Based/Distance Learning

Q How are distance learning courses and computer based instruction courses handled?

A Courses falling into each of these categories should be linked to the appropriate valid
course. Please note that they must be set up separately from courses taught via direct
instruction so schools can also mark the appropriate “Teaching Method” and/or
“Instructional Setting” indicator on the course tab.

¢ Please note that these courses require certified teachers.

A Do not use the "Type" indicator on the course tab unless these are courses that have no
'seat time'.

Consultant/Resource Teachers

Q How do | code curriculum consultants/coaches/resource teachers?

A Persons serving in these types of positions should not have courses unless they are
working with students. If they are working only with other teachers, do not assign them a
course in the schedule; they should have an employee type of “Other-Professional”.
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LEAD Frequently Asked Questions

Dual Credit/College Teachers

Q We offer dual credit courses; how do we code those courses?

A Enter the teacher’'s name and SSN and schedule in the SIS as you would any other
teacher. Make sure to link the course to the appropriate valid course number.

¢ Do not use one course for multiple content areas.

¢ Certification/HQ requirements differ based on who employs the college faculty
member — see the next two questions.

Q We have a college faculty member employed by the local university teaching a dual credit
course. Does that individual have to be certified and highly qualified?

A If the college faculty member is under the employment of the local college/university, no
additional certification is required for the college faculty member and HQ is not required.

¢ If you do not have access to the SSN because the instructor is not your employee,
use 333-33-3333

A Mark the “Teaching Method” as Dual Credit — College Offered.

¢ If the students go to the university also mark the “Instructional Setting” as Offsite
College.

Q We have a college faculty member employed by our district teaching a dual credit course.
Does that individual have to be certified and highly qualified?

A If the college faculty member is paid and selected by the local district, certification is
required as is HQ. Please apply for a Provisional One Year Certificate for College
Faculty. (See the Quick Reference sheet in this manual).

A Mark the “Teaching Method” as Dual Credit — District Offered

In School Suspension/SAFE teachers

Q How do | code SAFE / In-School-Suspension teachers?

A Schedule these teachers with at least one course and link to the appropriate course code
in the valid course list. Use General as the population.

¢ Please note that these are Teachers and are required to be certified.

ltinerate Teachers

Q Should itinerate teachers have courses at every school?

A Yes. Any teacher that sees students in that building should have at least one course or
be assigned as an additional teacher.
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LEAD Frequently Asked Questions

Preschool Courses

Q How are preschool assignments handled in LEAD?

A Link the course to “Preschool” in the valid courses, state code 700510; the population will
be Preschool. Make sure students are assigned to the courses so the grade range
displays correctly.

Psychologists, Nurses, and Social Workers

Q How do you report school psychologists, school nurses, and school social workers on the
LEAD Report?

A Do not assign courses to these individuals; use the employee type of “other”.

A If these individuals hold credentials/certificates from the EPSB, then they would be
considered paid from the “certified salary schedule”, and you can report them with the
appropriate job class code in MUNIS. If they are licensed with a state licensing agency
but do not have certificates with the EPSB, and the district has a contract with them, then
they should be considered classified employees and should have a classified MUNIS job
class code.

Speech Therapists/Pathologists

Q How do | code Speech Language Pathologists and Speech Language Pathology
Assistants?

A You can code both certified and licensed SLPs and SLPAs one of three ways:
¢ in the schedule with their own courses
¢ as additional teachers on courses where they collaborate

¢ with no courses as long as they have an employee type of “05 — Speech Therapist”
on the district assignment tab

A If you are assigning a course, use the appropriate state valid course number, 600206,
which gives a content of Speech Therapy. The population will be Speech Impaired.

A If these individuals hold credentials/certificates from the EPSB you can report them with
the appropriate certified job class code in MUNIS. If they are licensed with a state
licensing agency but do not have certificates with the EPSB, then they should be
considered classified employees and should have a classified MUNIS job class code.

A Courses coded for classified SLPs and SLPAs will kick out as an error until your district’s
MUNIS data is received. Once that information has been loaded, IF the individual is
coded correctly in MUNIS they will clear your report at that time.
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LEAD Frequently Asked Questions

Special Education Teachers

Q When should a special ed teacher be assigned as the “Primary Teacher” in the SIS?

A When that teacher has been assigned the responsibility for the student’s learning in a
subject/course; they are providing initial content instruction

Q Should collaborating special education teachers have their own courses in the schedule?

A No. We recommend that schools do not give collaborating special ed teachers their own
courses. This can cause serious issues for HQ reporting. If a schedule is in for tracking
purposes, code the state course code as 600299.

Career and Technical Education Courses/Teachers

Q How are career and technical education course assignments handled in LEAD?

A Each course must be listed as an individual course and linked to the appropriate state
code.

¢ Do not use one course for multiple content areas.
There are two ways to handle CTE teachers:

A Option 1. If the CTE teacher is a district employee OR you have their SSN, enter that
teacher and their courses in the SIS and code the appropriate state code for those
courses.

¢ This is the preferred/recommended method. If the teacher is in your building this is
the method that must be used.

A Option 2. If you do not have access to the CTE teacher’s SSN, code it as 333-33-3333 in
the SIS and code an administrator as an additional teacher. (Principal, vice principal,
guidance counselor — whoever is ultimately responsible for getting the students to/from
the school). Once a state course has been linked the content will be pre-assigned. Mark
the “Instructional Setting” as Offsite CTE.

¢ **Do not use 3rd Party Contract for CTE courses taught offsite.

¢ Districts can check to see if a teacher is certified, and check their permissions using
the Kentucky Educator Certification Inquiry (KECI) available on the EPSB website.
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LEAD Data Elements from Infinite Campus
(Elements in Bold are entered by local staff; elements in italics pull from data in the system)

Staff Data

Data Element

Location in Infinite Campus

Special Information

District Number and School
Code

System Administration

Staff member first and
last name

Demographics Tab

All staff members are included in the extract
file

Staff member SSN

Demographics Tab and Identities
tab

Staff member teacher Demographics Tab
number
Employee type (and District Assignment Tab Employees must have an active record on

alternative employee type
if needed)

both the District Employment Tab and the
District Assignment Tab

Course Data

Data Element

Location in Infinite Campus

Special Information

District Number and School
code

System Administration

SSN of teacher of record

Demographics Tab and Identities
Tab
Section Tab

This is based on the Primary Teacher
selection on the Section Tab

Course name

Course Master/Course Tab

Course ID number

Course Master/Course Tab and
Section Tab

This number is a combination of the course
number and the section number

Low and High grade of
course

Student information

If no students are enrolled, it defaults to the
grade range of the school

Number of students
enrolled

Class roster

Core Content number

Section Tab

This is ignored unless the state course
number is 909999 with a few exceptions

State Course number

Course Master or Course Tab

This number is used to assign the core
content in LEAD

Population ID

Student Enrollment Information
(default)

Section tab if no students actively
enrolled

Reflects population (general, special ed,
gifted, etc) of students enrolled in course

Multiple records possible per course
If no students are enrolled in the course, it

will default to “none” — enter on the Section
tab
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LEAD Data Elements from Infinite Campus
(Elements in Bold are entered by local staff; elements in italics pull from data in the system)

Course Data (continued)

Data Element

Location in Infinite Campus

Special Information

SSN of additional
teachers

Demographics Tab and Identities
Tab
Section Tab

Additional teachers are those that
collaborate with primary teacher of record

This is based on the Teachers and Section
Staff selections on the Section Tab

Multiple records possible per course

Term offered

Section Schedule
Placement/Calendar information

HQ status

Section Tab

Instructional Setting

Course Tab OR Section Tab

NOTE: An instructional setting can
be selected on either the Course
Tab or the Section Tab. A Section
Tab selection will override the
Course tab selection for that
individual section number ONLY

Defines where the instruction is happening

01-Onsite Classroom (default)
02-Offsite CTE

03-Offsite College
04-Home/Hospital

05-Online

06-Blended Learning

Teaching Method

Course Tab

Defines how the course is taught

01-Direct Instruction (default)
02-3rd Party Contract

10-Digital Learning Provider
11-Dual Credit — District Offered
12-Dual Credit — College Offered
13-Credit Recovery — direct
instruction

14-Credit Recovery — digital
learning provider
15-Transitional Course — KDE
curriculum

16-NAF Academy Course
17-NAF Academy Dual Credit —
District offered

18-NAF Academy Dual Credit —
College offered

19-District Provided self study
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LEAD Data Elements from Infinite Campus
(Elements in Bold are entered by local staff; elements in italics pull from data in the system)

Special Type

Section Tab

Use this drop down to indicate courses for
special groups of students

Selections should be based on the students
for whom the course is designed; do not
choose based on the teacher certification

01 — None (default)

02 - Alternative Classroom (Use for
all Alternative Classes — New
2013-14)

03 - ESL Classroom

04 - Gifted Classroom

05 - Special Education Classroom
06 - Speech Therapy

34




elep 354n0D)
e1ep JJe1S

sndwe) a)uljuj
WwoJj syuswa|? av3I



uollewJojul JUsW||oJud U3PNIS
gel UoI1d3S
gel 9s4no)
(pasn }lI) 4a1sey 3s4no)
elep 9SIN0))
gel Juswubissy 1011SIq o
del 1JuswAojdw3 11asIq o
gel S92111uUdP|
gel sdiydesbowa( -

BIEP JJBIS

O

o

O

o

36

sjusWa|3 e1eQ AV



ZlvEc888rd4z-Z/8620 4 2228-585185FY

aing vesiag

0l 21E1S UES
JBqUINY JJEIS [E20]
0l 31815 Wapms

Jaquny aessusg [

ISqUINY WSpN]S (B30

I4 peojdn SJUSWWOT

]

SWELYIIY

B ]
A u g ewbug

[ ] ] B
00435 SN PRJEUT S1B0 SN PJSUT SlBQ
B |
Aagunog yuig

sjEaypED YE

UMOUNUMHFD S UORELILIEIE] ASUYIg/E0ey

BIE(Q O} ouneoueday

Azlzaey

BIEQ ON :uopeubisaq |eiapa4

Aaiuylaieaey S1E1S
(1p3) Apouyy3jasey
L _ﬂ_ _ _> Ell=MEN _

Iaquiny 035 205 ajeq yug 1apusg,

-~ __ | L] | ngggHor
SWER N

abeul] op

ML SWEN =PRI FUEH 14,
E08EL Jluasizd

g 13204 ‘NOSHNHOT
Y AGNIN ‘NOSHHOT

NITTHLT ‘(s HOT
cgfinsay yolesg

UOHEWIOU] UOSIad
e1eQ =oydesbowsg m podsy fewwns _._am_m.n_m 81820 M aneg E
| suswuBissy popsig | uswAojdws puysig | seniuepy | soydesSowag

IRE T AT

qel saiydesbowaq - eieq Jjeis

.45 pac paoURADY

B 0L yieas

Jyeis uosiad
9 ew 01 paiinbay
AJuo siaquinu g Isn\

Jaquinu jjeis/aaydea |

gel Sallliuapl 9yl

uo NSS 9yl saydrew
gel soiydesbowap ayd
uo NSS 24l 2.ns e
uos.ad

yoeoa 01 anbiun ag 1sniy

paJinbal sj

o}

NSS

Blep SNSuU3)
9yl ul AJlua auo dAey
AJuo 1snw uosJad yoeqj

o}

dweN

37



219y 21D
‘punoy SiI ydlew ou jj

s

uonesUwpY Wajsks ,ﬁ ¥
Wewssassy [
uoeaumuwn s [

sitiasue) [ _w>®_ WHMHW H.m

Bupodzy 20y Eﬁ. ¥

=isCs S| AJOISIY JUSWIUDISSE

peapzy e

0 @C_SumwumeSmcm o
m____:_ugomw+ _UQHMU__O_S_U 10U

souepuayy

Bt S ) - 9|doad os Ailjenb
i eiep yim sdi|pH -
9pimarels ajdoad
pul} 01 NSS Sos1 -
P 101e107
anases }Jeis<snsud) :H1vd -

gdoay 1
1058220.4 Jsanbay :Emw C o m ‘— w Q

B Al

)

puezip snsuag B

38

<~ |21B3g

.;_ #8 g _Es@_ _u_ﬁmﬁm_

JBIS M) 218317 U0 $012 J0 18] 8U3 IO 4RI B JISIRS " D21 U 21 Spiay paumbal ‘pepiaoid spiay au) Bursn sndwe? u payaes Apeale Jjels B Joj yaissg m:mEM . .._. .&. .m H. m >\/ w —\_ m m C _ t t m
sy Y .
ETRE § |—
Uaieag Ll
_EE_EE_EEEH C w F\— >> :‘— O H..m U O

flotaly PILICY dioH | yaseas | kapuy L. L.“Hm: w _K_ H w m D ¢

& |00yog by XAug Jealg AJUn07 LOSUOWPT [0OLIS & 7))L JERA E

solydesbowaq - eieq jjeis




oO/G0 Apury aspos) Ag paipoy -

SUBLWOY

_ u_._._m_._ﬁ_z_
= I
A urAiug euduo

[ ] ] ] |
S{E2YIE] yHIg 120425 5 paijU3 21 SN PRI BIEQ

[ |

Aiqunog ypig

2] ovozwso

SCETIRETE]

UMOUYUM:ED CUoREUILLIS]S( AUDIuygseoey

BIEQ] O JouETRIVEdEIH
REIE]
BIE] ON uoeubisaq (elaps4
Ayauya/soey Sjelg
(1p3) Auaugpgaoey
o eeene FofisfmlE] ] [§ows
_mn_._.__._z 185 u_”_m a8 yug 18pUsg,
NTTHLYY | sauor |
é:_m suey m___u_u_: e 12U, SWEN 1287,
£095k aluasiad

uonewLIou] Hnuap

AUnag 30y LO0Z/L1ADL HIFTHLYH  HOSNHOr

Aunod 30 0LOZ/E0/S0 X NITTHLYM ' sauor
s sleq uuig 3120 3119343 jus.ung | Aypusp)

10}p3 SanuSp|

Map ﬂ 31320 W, sheg E

_ sjuawubissy 32143510 _a=thn_n_Em_ JP13sI0 _ s2a131juap] _ﬂ_.__..._EmnEvn_

gel S91111Udp| - BI1eQ JJIS

Soluapl ||e Xd9Yy>)
yolew gel
S91111U3pI 3yl pue gel
soiydesbowap ayl uo
S.NSS 24l 24ns e\ o
palinbal s o

NSS ¢
JUa.44nd se payjiew
10U dJe S3nuapI
SnoiAald ains e -
uolnewJojul abueyd
swieu Jalus 01 qe|
S91113UdP| Yl 3¥sn -
elep snsua) ayl
ul AJlua auo aAey Ajuo

343204 NOSHHOT ﬁ
H AQNIN NOSHHOT ﬁ
H3IFTHLYH NOSNHOr ﬁ

\m EnEsy yaless

25 pIOUBADY

}shw uosiad ydeg -
SWeN |

HEZ

‘B 0) yDJesg

39



- . (S1ayoeal

uoijeanp fulouss

I |O0YDS |[BUOIIBDOA
I g ‘9°1) 9oA0[dWID 1DIISIP
sz ® 10U oJe AS] JI UdAD
JUWAO|dW? 9AND®e
| Ue oABY 1SNW AsU]
oo g ‘9SINOD B UO JDYDEd)
Cmet|  lRUONIPPER/JBYIED)

;aﬁw commee | SB PI1SI| SI UOSII B J| <
. - wawAojdws
12111SIP dAIDE

NIFTHLYY ‘NOSNHOF ~ dieH | wees | sapu Ue dABY 1SN JJe1S [|V ¢

_..,. m_mn__m_mu__q_;_u._ﬁmu_} m_ﬁ_ﬁ_ﬁm__q___u_uﬁm_} 0160 Tm.ﬁ ﬁﬂ

T pewnn| 0L

40

ge] juswAojdw3 1014151Q - eyeq jjeis



..
Jpal 558 [ ’ 2.

E____|

20K) s=017 d Jadeiay

2pog uswubiesy  juswubiesy 0 114

o B

3L = g

ETEY
Jo0L25
uofewou) juawubissy juawhojdury

Juayedag

3001 304 9 -E
may D 30 ¥, g ﬂ

_ﬂ=w_._._==_mm..__ 1313510 T:wEEEEﬁ..EE _mw_.E:w_: _ﬂ_.__ﬁ_E_wE_._wn

[ EJnEsY Yoless

¢ DIBSS, PRIUBADY

20} yIeeg

\

‘9dA1 @9A0|dwa JenbHau
1191 ydlew pjnoys a|oJ 1eyd
uo adAl asAojdws aya ‘s|od
SLIID & Sey [enpiAlpul syl j| <
papaau se ueleaqi
90 pue 1sidesay |
yooads (g0 asn -
(S1aydeal "3°d pue dishw se
yons siaydea) Ssiie pale|al
pue siaydeal pa |eldads
buipnpui) Jaydea] : |0,
JO 9dA) 99A0|dwd ue aaey
pinoys jjeis buiydea ||y -
(sy1odau Jodud
uo dAl dN3) 2dAl asAo|dw]

UOoI1D3S
® U0 pailsi| ¢ 031 Juswubisse
9AI1DE UB dARY 1SN

1
<

gel 1uawubissy 10141s1Q - e1eq jjeis



1 &My - sdA) sssopdwg Burssp] wosaad _@

Jsquiny llels peaAu) uwosaad A,

aw31 £ =

s121]14 pases

110 607 [D)
§o ss200w [
sbumss wnoooy [
Supodsy s1e1s A [ =
Jsubissg sqng .
podx3 ejeq [
Jzping podsy AT
Jsubissg poday =M
ssubirsaqg a4 A
Suodsy sod v 7 = g
spleEpUElS £ Suipels SRy [+

(lenuelN Av3IT

ul aduepinb 99s) eyep gyl J1noA ul swa|qoud

asned [|IM eyl siaquiaw Jjeis Ajinuapl
01 suiodal doy pe g pado|aAap sey 3Q)) «

s110d3y D0H pV - eleq Jeis



Ko B | = O W

PRPUSUAGISI JOU B RICHL JOS0

|T|1|

(660E0T) Aeudiosipiaiy) LS
(£60TOE) n 2ouazsg paiesba)
(Z60E0E) 1| sousiag pajeibau|
(L GOEDE) | 2ouaing pejesbay

(EOE0L) "y2ew Bunewoy e 1Snpy|
(EE0E0.L) ensayxug Lewsws g
(0T0E0L) 2esnpy Aeusws)g
(2T0T0L) sruoyn fewaws|]
(LEQE0L) pueg Aeuaws|g
(E0T09¥) g2 | sunang 5 S2omag
(LLEOER) aumiesayy aaeedwos)
(TOT09L) L uuepuepy asauyD
(0L0E0E) Abojoigounsy

(EOT0LZ) (82 var b wayorey
ERLE RS |

m 32305 M|

[EETE e s ——

n_.:u_._

SRR,
Boyere puisag
GOsnInD) SRING D,

S{) JAEVRY ISIN0TY

spsep aminon man [ Bomes ssinog man [ sea s ases [

Soieies ssisawuy [ -F
Sojepen s [ -6

| sBojeres esanos [ _ diay _ youeag _ xapup

191SEJA 9SJN0°) - Ble d =2S1N0))

=nlwas [ET

(3O S! %) dWeU 3sIN0d 3Yy3 ul
uoirenidund Aue apnjduil 1o0u o

(qex
9s4no0d ale|ndod ||Im) buliaius

910J9( 9pP0D 31B1S UMOP >DI07
9|qe|leAe

MOU uopunj dnyooq -
(eaJe 123[gns) 1ullU0d

9yl ubisse 01 pasn s| -

(31I1Sgam

S, 30X U0 3|qe|leAe) 1sl| 3p0)

9SJN0D) dIwdpedy wJojiun

9yl woJj 3p0d 31els ubip

9 pPIljeA e aAey 1SNW S3SJ4n0d ||V

bhojeied 9su1n0od ISIPp B

}JO 9Sn Sspuawwodal gSd3/3a)

43



auog _._m
£ b

B LT e

sy | gpsrenanor 1esz g
A W00SSE() BYSUD (0 Al ONE NOH 2575782 [E

FUaS [BuDanuEy) AN NOH 1575782 [
LORIRAEU| 1924 2|0 Al ON3 TS L9z [ &

Paua Auyoea) AONT 15 LIERE R

U [] 0 0 I 9ha 515152 T
JUepUa)y I Falepuany m«mmzw_mg AaLjaea] |y m«mm.:wm: A0 o0y Il €3 L5 _‘mm_ﬂg +
» I O3 NOH 7512 1oz 5

Anry B AR ISMAHOH 1512 19z T &

o3 7516092 [ =

BilhL 193 151608 [

0 B F o 19N NOH 2519092 [ =

by asuel| S04 shUog MRk 1903 NOH 13- Eommﬂg +

0 1 - 1o 75-1z0se g

19N 151709 [
IS HLE 78827z T
IS HLE be-azze B

PING 03 SUORJ3S  Spoliad S3Npayas suia) Sapnis e Ao Bunpayas

” HEMoNg
Wauedaq 3P0 IS SAT S ZS-ZHO0Z )
A O I1ON3 J5- 51T SATH SW 1S-ZHO0Z I
BAITY  paserSplepUES o U HOHIHOS QW Zs00n LR &

BaYU d3jEe 2200 Ik gesiny| ¥ HIOHD HOS aw Ls-00v LR E
10}p] 38.N07

: 22 LB paaleApy
apEd ¥, m%mﬂ =
_m..___um._u ua_mo.__Eoan _m_u._m_u:mum..m_ _ _..E _mco___uu@ _ 3507 .
A UOIIa5aIn07)
_ SJUBLISSISEY ] _ suIegsU0) ping _ 5384 _ sany buinpayas
CREINTN

diay | yareas | xapu|
B0-30| 224 | (]

IM'ONT 1815192

A 1| 2RI | A TOOHIS HIH dilw2 MHAT | 19023 | A

sndwen

ge|] 951n0)) - eled =954Nn0))

uol12NJ1sul punogawoy JO ‘[euolledOA
‘9b3]|0d 218DIpUl 01 SIYY ¥S) ©
Wooisse|) aMsuQ, Sl }neyq -
Hu1119S [PUOIIDNIISU|

[enuiIA-9dA] Sse JoU ‘aiay padJdew
3q p|noYys 2wl 1e3dS, YIM S3SIno) o

("219 ‘49pinoud

buiutea| [e1bip *b'9) spoyisw
buiyoesl areudalje aledipul 01 SIYl1 asn -
Juolnoniisu| 1aJ1q, st ynejeq -
poyls\ buiyoes |

elep aviai

9yl ul seadde 10U S30pP 954N0D BY)
‘PO1DD[3S DJB DOUBWIOHD O |[BNUIA }|

(,oWI11 1edS, OU dARY 1BY) S9SSB|I)

Aep |ooyds ay1 burinp spunoub jooyds

34l UO udISIdA0/1ybne) 10U S3SIN0D
10} J01ed1pul [BNMIA 34l 3Sn ATNO
odA |

J91Sew 3SJn0d 3yl Woi} awod
9P0D 31r1S pue ‘sweu ‘Jaquinu 3sino)

R4

€

K

L

44



LEp RwEl B

ADOTONHIAL 9L 1) 5
gesn\1d/ad oL R+

205 601 +
s ooseor

Juawade|d LR A MY (€ ﬂm\/.

3INPayas UoRIAS Wy 3°Inaval iz @ C>>O_UO_O‘_ P
B | W d “WyHONE (1 & Syl SOSOLSH _uwucw‘_@ SI SS920¥ °9duepu=lle U0
E o s 9pedB ON -Ajuo sasodind Qy3T 10y siaydea)
m_zo:m_:.aon_ Wi NI (g 4.\) w>_H.m._OQ.m__OU 10 >._.m_ucouwm = “ n_..WHm CO_HUWW: 9
- m_az.s_ w3 °IN9vaLlz &

e

adf] |eadg
IVLNNVYHS AINLLIEE HLUNS
HICIGEIENETSS

W

wHONE (L @ 9dUBpUIIE pue Sapelb 01 SSIIJE YlIM

SD®ers SAIeI0qe|07 AIEpUODDS = SIUIERL,

.m_tm_zzq_nuﬂw,“” Ew__‘__._.zmmmﬂ,‘:_“mm —U.._OUUm .._.O L@—\_UM®|_| _ :n_wr_umwhl >n_m:\__.._n_: .
H > 3'3n9vaL(z B
HL38 AV zmmméflﬂ Pl OH =2y wpm_saoalw‘_n_ ‘suondo

WHONE (1 B
Jaydes) fewld

e _%m_ﬁwm@“ paiyienp AjybiH aa4yi ayl jo sauo buisn - o
1 oNav= 201 [ 954n0d JejndiJed
Eoo_mrrd wes|  bac fuw 1 Wi YIaavH (22 Amv _ .H .
’ b : i W NG SIUY) 01 pa1e|aJ SE Jayded) JO SN1e1S DH ¢

0 0 O ] o ¢

WNCDWNPY  WNODBN  WNODYOUNT  SIUSpMIS Xejy U3 3M0VAL(E pol a2d [euoildnJaisul
‘wHoNE (1 B : : :

uy

W NIV A
_ mEmz%_am_mE;umm.__ _mﬁ_:_:__._ uoijoeg, OYNaNYT LOL 7 = ue C_ _HUW_SUWSUW WQ “_.W:E $954Nn0>D Q<ml_ __< ©
HELE| :
quoroes R JUSWIAB|J JNPIAYIS UOIIIAS 7
10}1p3 uonaag << |2IE8S paouepy
VI [ Jepuajed e isnl1ou - |OOYIS © UIYyim

yseL Ag bujpess | aouepusny | se1soy | AsoisiH ye1s | uonsas _> ca:.n_mwh.mmsou_ HUC_HW__Q UO_ isnw w_wﬁ_ESC CO_HUQW —‘_Uﬁm o

B R o) - 19NN U013 !

SOILYINIHLYIN €-201 |43y | yoseas | xapu)

gel uolloe§ - eled 951n07>)



7 3 JauE] 9

ADOTONHOIL 9L TR =
1500Adi3d oLL R+
§310N1S 71008 604 T =+

Po1239|3S U3 AR
S9POD 9S4N0D 18IS AIRIUDWID|D 1BIPSWIIUI dWOS

w1 YIOOWH (22 @ 10 666606 SS|un pasoubl 3q [|Im umopdoup SIyl -
Wiy I NI (£ B p°129|9s U99(g sey 666606
SNP3LPS UoRIIS ‘Anovallz & 9P0I 9S4Nn0d 93e]s Jl _uw\__s_uw‘_ S11U91U0d °l0d Yy o
3 r,m_uﬂ%uzm_m_mw_m 1U21U0d 3y sapiroid
usuog) 8107 = _ i
_ T avH 22 B 9P0Id 9S4N0d 91kls 9yl — S9SeD 1SOW Ul jue|q aAeaT]
Q) uonejndog NI (£ B lU9lu0) 210) ¢
» BUON ‘InovaLlz &
adiL _m_u%m. yHoNIE (1 M o494
IYINNYHS ASNLLNE HUNS SOLVWIHIYH 201 9 = pa1edIpuUl 3¢ 1SNW paubISap S 3SIN0D dY) LYdIYM 104
s 5 00w 22 B uone|ndod 3yl ‘431504 Y} UO SIUIPNIS OU BB UYL J| -
" 3LIANNY ‘NYOWH wiy NI (€ B 191S0l O—\_H uo mHCO—USHm
R w3 3n9vaL(z B 9AI1DE 3Je 343Y) usym paioubi s| umop doup siyl
E%Mqu _,_Nmmq% s d WHONIE (B 191501
el SNILMMANYH 901 [ = NBIa SAPST
powEnD AIYBIH onw €01 [ # 9yl UO Sluapnls OuU aJe 949yl Ssojun jue|q 92Ae9] - ©
payleng AWBH. | - uolnlejndo K4
INIQYIY 201 |
I [ = Wy I ¥I0avH ANNM | d
wonJaLoH wea| bag Auumg ooy ) ( = Adeiayl yoaads 90 .
L o
0 0 0 08 o oI NSHVIME WooIsse|) uoneanpy jenads o -
WNOHYNPY  WNODSN  UNODUUNT  SSPMIS Xl wy33novaL(E B 004SS®|Y) PaLI
| R e i d WVHONIE (1 B WOOISSEID Pould +0 -
alwep Aejdsiq Jayoea]  Jsquinp uondes, S1Hv I9VNONYT LOL T 1= woolssed 1S3 €0 °
g_ch_%m v 56 -SHNSTY Yyoiess WOO0ISSe|D dSANNBUWIRYY 20 -
loyp3 uopaag <« IIESS PIILEADY (17Nv43Q) suoN 10 .
a1ppa K, anes [ _|ow | : _ ”mCO_HO_O o
Msel Ag buipeas _wuzm_uzwﬁﬂ _hwﬁs_ _?.Sm__._ ues _ uonIas _> :a_ﬁ.n_mmxmm_:au_ mu_\_w_usum
‘B 10} Y2IEag

W ‘NIHHYM 8yoes|

SoLLVIND i o | eos [59 Jo sdnoub |e1dads 10j paubisSap $9SIN0D SIJIIUIP| -

_ — 9dA] |eads !

"1JU0D gel uolldoe§ - eled 954n0)



'SS9I08
9ABY 10U Op }JB1S UOI1ISS Se pappe S|enpiAlpul <

"191S0J ddUBpPUINE
pue »ooq apelb s aaydea] Alewld a3yl
01 SS9JD® 3ABRY J3Yded| SE pIppe S[enpiAlpu| <
9JON <
‘Bujuies| s uspnis e
9seaJsdul pue 1oddns yeyl SaDIAIRS [euonippe
apinoad 01 Aljigisuodsal ayl paubisse usaq

Sey oym |enpialput uy = ]JP1S UOI1D3S, ‘€

IYLHNNYHS AINLLIHE ‘HLINS

‘bujuies| s uspnis e
9seaJdul pue uoddns 1eyl SI9JIAISS [eUOIPPE
apinoad 01 Alljigisuodsad sy paubisse

HEIS UDiaas map] : layoea // _.I_ L waﬁ_ m.m: o_\_>> _.ms_”u_>__”uc_ uy = :m.‘_wF\_U.WWLI: 4

| souepuspy | &

47

954n0>/103[gns e ul buluaes| s 1UdpNIS vyl 10}
Aljiqisuodsal pea| 9yl paubisse uaaq sey oym

| uapms Ag Dupess |seL Ag upess JYde) payed = _Jaydea| Alewlld, ‘|
Ml “NIWUY 8y3es] “ s
SOILYWIHLYIN €20} _ydea]
75 shdweD @ |~ T00HDS AYYLINIWITI TvaLh )_NE_._n_ e 9ABY 1SNW U0I1D3S >‘_®>m_

AJ01SIH }JB1S UO0I123S - BIR( 354N0D)



91ep PU3 OU pue 3lep 1iels e 3g
1Ishw 313yl ‘gy31 ul moys oy uonejndod e 1o
uolleonp3 |enadsg -
(d37) 3ua1d1y04d ysi|bu3z paywi -
PayID -
SJUDQWI||OJUD JUBPN]S
9Y1 WoJ} dWOod dy31 ul sluswa|a uolre|ndod ¢«
314 10eJ4IX3 9Y] Ul
pabueyd aq 10uued pue [00YdS 3yl JO eyl 01 S1jhejap
abueu apesb ayil ‘191504 9Yl UO dJE SJUIPNIS OU }| -
sse|d
9Y3 Ul SJUIPN1S 9yl woJ} sawod abuel spesn «

48

uollew.ojuj Juapnis - eyeq 3sJno)



Woarning/Error Report

The LEAD will produce an HTML format warning/error report when the report is generated
(using the “Generate Extract” button in the extract editor). This HTML warning report will
contain the data described in the table below.

Error 1: Missing Social Security # / Employee Type Error

Error text: “Error: The following records do not have SSN, EMP TYPE or Both and will NOT
be included in the final report”

Selection Criteria:

e Primary or Secondary teachers without a social security number, Employee Type, or both
are included in the error report. These teachers, and any courses for which they are the
assigned as the Primary teacher, will NOT be included on the final extract.

e Other than SSN, the staff members included in this report otherwise meet the criteria for
the LEAD extract staff component.

Sort Order: Sorts by PersonID

Data Elements:

Data Description
Element

SchoolCode | school number

SSN Social Security Number
Tnum Teacher Staff Number
Lname Last Name

Fname First Name

® How to correct:
® Check the demographics tab and the identities tab to make sure the SSN’s
are both there and both match; check all identities
® Retype SSN on demographics tab and resave
Check census list for duplicate entries for the staff member
Check all district assignments for a valid employee type (including CIITS

roles)
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Error 2: Duplicate Social Security # Error
Error text: “Warning: The following staffs have duplicate SSNs. (Number of Records:14)”
Selection Criteria:
o Staff members who appear in the staff component of the LEAD file and who share a
social security number with another staff member on the list.

e Other than SSN, the staff members included in this report otherwise meet the criteria for
the LEAD extract.

Sort Order: Sorts by PersonID

Data Elements:

Data Element Description

SchoolCode school number

SSN Social Security
Number

Tnum Teacher Staff
Number

Lname Last Name

Fname First Name

® How to Correct:
® Check census list for duplicate entries for the staff member
® Ensure each staffmember has a distinct SSN
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Error 3: Emp Type 01 Not Assigned a Course/Section
Error text: “Warning: The following EMP TYPE 01 staff are NOT assigned to a course section”

Selection Criteria:

1. Includes a list of staff with EMP TYPE (employee type) = 01: Teachers who are not
assigned to a course section as a Primary Teacher, Secondary Teacher or Section Staff in
the Staff History tab at any time during time period defined in the extract editor.

2. Staff member must have a District Assignment that overlaps the time period defined in
the extract editor to be considered for this warning.

Sort Order: Sorts by school code, then by Last Name, First Name.

Data Elements:

Data Element Description

SchoolCode school number

SSN Social Security
Number

Tnum Teacher Staff
Number

Lname Last Name

Fname First Name

® How to Correct:
® All teachers must have courses or should be assigned as an additional teacher
® Gifted, homebound, special ed teachers must have courses or be assigned
as an additional teacher
® Curriculum coaches and others that work ONLY with teachers should not
have an employee type of 01-Teacher
® Do NOT change the employee type to make the error clear if the individual is a

teacher
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Error 4: Core ID / Alt CNUM both blank
Error text: “Warning: The Core ID and ALTCNUM are both blank”
Selection Criteria:
e Includes a list of course names and section numbers where both the Core ID (core content
indicator) and ALTCNUM (state code) are null.

Sort Order: Sorts by course number, then by section number.
Data Elements: Full course record is displayed

® How to correct:
@ Assign a state course number
® |f the state course code is 909999 must also assign content

® Check the KDE website for the Kentucky Valid Course List to verify numbers
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Error 5: Primary Teacher not active on last day of section

Error text: “Warning: The most recent Primary Teacher for the listed sections has a staff history record
end dated prior to the last day of the section. These sections will still report on LEAD. Most recent
Primary Teacher is listed below with each applicable course.”

Selection Criteria:
e Includes a list of course names and section numbers where the Primary Teacher’s staff
history record has been end dated prior to the last day of the section.
e Section must have had at least one Primary Teacher assigned at some point during the
course to pull on this warning. Sections with no teachers assigned at any time during the
section will not pull on this warning.

Sort Order: Sorts by course number then by section number.

Data Elements:

Data Element

DTG VERSION
DISTRICTNUMBER
DISTRICTNAME
SCHCODE
ACAD_YR_ENDING
SEQUENCENUMBER
CNUM
TERMOFFERED
CORE_ID

TNUM

SSN

LNAME

FNAME

EMPTYPE
ALTCNUM

® How to Correct:
® Ensure the current teacher for the course is listed as the Primary Teacher
® The Primary Teacher cannot be left blank if the position is being filled by

a substitute
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Error 6: Section has no primary teacher

Error text: “Warning: The sections listed below have never had a Primary Teacher assigned. These
sections will not report on LEAD.

Selection Criteria:
e Includes a list of course names and section numbers where no record exists on the Staff
History tab for a Primary Teacher at any time during the section.

Sort Order: Sorts by course number, then by section number.

Data Elements:

Data Element

DTG VERSION
DISTRICTNUMBER
DISTRICTNAME
SCHCODE
ACAD_YR_ENDING
SEQUENCENUMBER
CNUM
TERMOFFERED
CORE_ID

ALTCNUM

® How to Correct:
@® Ensure the teacher for the course is listed as the Primary Teacher
® The certified teacher serving as facilitator for courses offered through

digital learning providers must be listed as the Primary Teacher
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Scheduling Standards
Elementary

NOTE: This can be done with either one or two periods (as in the sample below). The 3 important
criteria are 1) all courses are in an instructional period, 2) all courses have a content specific state

code, and 3) the students are assigned to sections based on who is actually delivering content.

Elementary — 2 periods (both instructional)

The student should be scheduled in the course with the teacher(s) who are actually teaching the students in each
content area.

e Homeroom and self-contained courses scheduled across both 1% and 2" period

e The homeroom state code will vary based on self-contained (701010 or 702010) vs.
departmentalized (703001)

¢ Aslong as the one class where attendance is taken spans both periods, attendance will only

be taken once

ECalendar I Eﬁrade Levels I E&heﬂul& Structure I ETerrns I Eperindﬁ I E&hlﬂﬂ Months I

[ Save Period Schedules [ ] New Perind Schedule 3 Delete Perind Sched/Perinds
Period Schedule/Periods Editor

REG

PeriodSchedule Info

*Mame *Sequence Ingtructicnal Standard Day  School
BEG 1 Minutes Minutes Day
330 420 420

Warning: Values in existing attendance records will be updated if you add or delete a period, modify a
period’s start or end lime, or check or uncheck Standard Day. You may experience a delay upon gaving these

changes.
Period Info
Name Sequence Start Time End Time Mon Instructional Mon Instructional Standard
Time Period Day
> 1 08:00 AM 12:00 FM 40 [l
PO o 12:00 PM 03:00 FM 0 [l
X K3l 3 03:01 PM 03:02 FM 0 [l

Add Period

¢ Allinstructional courses will be placed in the second period. The attendance check box should
be left blank.

e All specialty classes (art, music) should also be included in the second period. The attendance
check box should be left blank.



%&dﬂmur&el

[ save ¥ Delet=
Course Editor

“Humber *Name Standardz-based  Active
1061504 2R | |
Subject Type
| "]
Stete Cods Dapartnant
[s00715 I v

Schedule Load Priorty Max Sludenis

Sectionz
Temmre  Schedules Ferieds 10 Bk
(I I o O o CH
CFA Welght Ecnus Poiniz Tranacript Required
0 O
Twpe
Difficulty Level Aty
| 5 | C
Hemesroom Alow requsets Allpwe teacher requesta Atendancs Unit Attsndance
[l L] 1 ]
Teaching Mzthed

| 01: Direct hatruction
Instructional Settng

| 01: Onaitz Clazaroom %
A e

When adding the primary teacher to the instructional courses (i.e. reading, math etc.) please

indicate the teacher that is actually providing the content instruction for the student, not just the
homeroom teacher.

Additional/collaborating teachers can be assigned as needed using the “Teacher” or “Section
Staff” options on the staff history tab.

106-1 HANDWRITING

Teacher: Easter, Nick
5e.ct.un| S‘tal:flishnrvl Rnsl:erl nttenda-m| GralﬁigﬂyTasl(I Q-a.h-gﬂystuimrtl Rnsl:erSett.nI le:erﬂa‘l:dlElitI
| ] Mew Primary Teacher | ] New Teacher | ] New Section Staff
Staff History

Start Date End Date District Assignment

Primary Teacher
Easter, Nick

Johnson, Candy
Section Staff
Godsey, Cindy

Definitions:

Primary Teacher - Certified teacher who has been assigned the lead responsibility for the student’s learning in a
subject/course

Teacher/Section Staff — An individual who has been assigned the responsibility to provide additional services
that support and increase a student’s learning.
Note:

Individuals added as Teacher have access to the Primary Teacher’s grade book and attendance roster.
Individuals added as Section Staff do not have access.
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Scheduling Scenarios
Middle School Rotation

Middle School Rotation Classes that result in one full year grade

e Set up a distinct course using the appropriate state course code for each content that is a part
of the rotation
e Primary Teachers must be assigned to courses linked to the state course code for the content
that they are teaching.
e Students must be scheduled into individual sections of each course
0 Note: You can no longer schedule related Arts class under one course number. These
courses must be distinct and identifiable by course content. If a composite grade is
required to make an all year course, please see the KDE manual below for guidance on
setting up grading tasks to accomplish this.

o0 Scheduling Rotating Courses Manual
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http://education.ky.gov/teachers/HiEffTeach/Documents/Manual%20for%20Composite%20Grading%20for%20Rotating%20Classes%20in%20Infinite%20Campus.pdf
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Basic Terminology

Extract

Full Data Report

LEAD

LEAD file/LEAD Extract File

Preliminary Audit Report

Report/LEAD Report

Run Report

Sign off

Staff Warning

Submit or Finalize

Upload

Data Elements

Content
(CORE_ID)

Employee Type

Instructional Setting

Jobclass

Population

State Course Code
(ALTCNUM)

Special Type

Teaching Method

LEAD Glossary

The process in Infinite Campus for generating a LEAD file to upload to the EPSB
website.

A document showing all data submitted through the LEAD process.

Local Educator Assignment Data

The file generated during the extract process in Infinite Campus.

The primary tool for working through LEAD data. This report should be generated by
the coordinator after every upload. It will display only those individuals with unresolved
LEAD issues.

The generic term used when referring to all things LEAD.

Generating the PDF of the Preliminary Audit Report. This does not indicate a new
upload is necessary.

Entering ones user ID, password, and full name to indicate completion of the LEAD
report/LEAD process.

Comments appearing in red (other than "certification issue") on the school page of the
preliminary audit report. These warnings must be corrected on the preliminary audit
report but can be disregarded on the full data report.

Finishing the LEAD report by using the sign off feature. Submitting indicates that work
on the LEAD report is complete and all errors are either clear or are understood to be
true certification issues. Once submitted/finalized, a district cannot access the LEAD
data for further editing.

Sending the LEAD file to EPSB via the LEAD website once the file has been
generated during the extract process in Infinite Campus.

The subject area of the course. This is assigned via the valid state code number. If
incorrect, the state course code should be changed.

The type of job held by the individual as indicated on the District Assignment tab in
Infinite Campus. All employee types are included in the LEAD file.

The indicator used to identify courses taught in a location other than the onsite
classroom.

The four digit number used in MUNIS to identify the job title of an individual.

The indicators used to identify students special ed category or other identifier (i.e.
homebound or alternative). Students with no identifier will have a population of
"General. The population is based on the active students enrolled in the course
through the end of that course and cannot be changed.

The six digit number used to identify the state valid course related to the course being
taught.

The indicator used to identify courses designed for special groups of students (i.e.
alternative, gifted, or special ed).

The indicator used to identify courses taught via alternative methods such as a digital
learning provider or college provided instruction.
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Report Comments

Certification Issue

Holds only SOE/Must
Submit COE

Incorrectly Coded

Insufficient Certification
(course)

Insufficient Certification
(MUNIS)

KTIP Approved

KTIP Final

No Courses for
Staffmember

Out of Field

Out of Grade Range

Out of Population

Specify Content

Specify Population

SSN Not Found in EPSB
Database

LEAD Glossary

There is an error with one or more of this individual's courses or with their MUNIS
jobclass code. This comment is not always indicative of a problem with the individual's
certificate; it usually indicates a miscode of some kind.

The only valid credential held by the teacher is a Statement of Eligibility. If the teacher
is new, please file the Confirmation of Employment with the KTIP office. If the teacher
has completed KTIP, their current certification has expired and additional steps need
to be taken.

(This error comment will only appear on the Edit LEAD Data Page). The content or the
population is currently displaying "none." Supply the needed information to correct.

The teacher's certification does not match one or more parameters of the course, but
the LEAD system is unable to identify the specific problem.

The teacher/administrator cannot clear this particular jobclass with their current
certification.

This comment can indicate 2 different things: 1.) The individual has recently
completed KTIP but the final report has not yet been submitted by the District KTIP
coordinator; 2.) The individual has been approved to enter KTIP but the internship
certificate has not yet been processed.

The individual has recently completed KTIP and a final report has been received.
Processing is not complete due to one or more missing items (usually $$).

STAFF WARNING - this indicates that someone with an employee type of "Teacher" is
not assigned as primary or secondary teacher on any course in the LEAD file. All
persons with an employee type of "Teacher" should be assigned as primary or
secondary teacher on at least one course.

The content specified for the course does not match the teacher's certification area.

The grade level (s) of the students enrolled in the course does not match the teacher's
certification area.

The population specified for the course does not match the teacher's certification area.

The content is currently displaying "none." To correct this, assign a valid state code on
the course tab. If the state code of 909999 has been selected, assign the appropriate
content on the section tab.

The population is currently displaying "none" indicating there are no students enrolled
in the course. To correct this, either assign students to the section or assign the
appropriate population on the section tab.

STAFF WARNING - this indicates that the SSN as it appears in Infinite Campus does

not match any SSN on file with EPSB. Should be addressed for all employee types as
it indicates they are attached to a course.
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Sample Preliminary Audit Report and Full Data Report Key

[ ) P 3
o0 A - Date of last file export. Check to make sure it is the correct date
0 B - File Summary. Includes:
= School Year
= District name and number
= Version of SIS
=  Number of staff
=  Number of courses
= Number of content areas
0 C - School summary box. Includes:
= List of all schools
= School code and grade range
= Number of courses for that school
= Number of staffmembers for that school
= Number of certification (course related) issues
=  Number of MUNIS (job class related) issues

0 A - Sample of “No courses for Staffmember” error. MUST be corrected.
= Option 1 — make sure they have courses assigned in the SIS
= Option 2 — add them as an additional teacher to courses where they collaborate
= Option 3 — change employee type if they are not a teacher
=  Option 4 — remove them from the SIS if they are no longer employed
0 B - Sample of SSN not found in EPSB database. Two digits in SSN are transposed — correct at
the school level
0 C - Sample of SSN not found in EPSB database. “Dummy” SSN has been entered (consecutive
numbers). Correct at school level
0 D — Certification Issue. Look at detail page for error
o P.5&6
0 MUNIS and Course error (p.5)
=  MUNIS will always say “Insufficient Certification” for error
= Look at comments column for reason for course related error. Only courses with errors will
show
0 MUNIS box will be blank if there is no MUNIS related error once MUNIS has loaded (p.6)
e P. 9 (Full Data report staff list review)
0 A - Sample of EPSB name not matching SIS name; same person, different last name
0 B - Sample of EPSB name not matching SIS name; two different people — SSN needs to be
updated in SIS
0 Cand D — Samples of people in LEAD report via MUNIS only; SIS name, teacher # and Employee
type are missing
e P.10
o0 Individual with no courses in SIS — only schedule and MUNIS listing appear
0 Individual with all courses and MUNIS cleared. Also shows sample of additional teacher listing
e P.11/12
o0 Full course and MUNIS listing for teacher with some course errors. Same person as on P. 7
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HQ notes for principals

Content areas

The following content areas require an HQ teacher (status must be HQ or Not-HQ unless all content is
delivered via online/distance learning):

Elementary Education

English;

reading/language arts (Kentucky’s “reading/writing”)*;

mathematics;

science;

foreign languages;

civics and government (Kentucky’s “political science”), economics, history, and geography (all of which
fall under Kentucky’s “social studies”)**; and

e arts (Kentucky’s “art” and “music”)

*Courses in speech, journalism, yearbook, drama, theater, and debate are not required to be taught by HQ
teachers.
**Courses in sociology, psychology, humanities, and debate are not required to be taught by a HQ teacher.

HQ status is not required for teachers of content in physical education, health education, career and technical
education, or driver education; teachers collaborating in the instruction of gifted or special education students;
preschool teachers; or librarians, unless they also teach a core academic subject. (Most of these should be
marked as “HQ not required” if they appear in the report)

Certifications

Teachers holding the following certificates cannot be considered HQ for the course assignments covered by
these certificates:

Emergency

Conditional

Temporary (6-month for testing)

Waiver

Adjunct

Statement of Eligibility (not considered a certificate — certification comes with KTIP)

Special situations

¢ New to the profession teachers (internship certificate, Temporary Provisional) — these teachers must
have either a major in the content area or have passed the content area Praxis to be HQ; they cannot
use the HOUSSE index.

¢ Alternative school teachers ARE required to demonstrate HQ status for any course where they are
delivering core content instruction.

e Special education teachers are required to demonstrate HQ status for any course where they are
delivering core content instruction. Please note that the special education tests required for certification
do NOT make one HQ for a content area.

e Moderate/Severe Disability teachers where all students are on the alternate assessment — these
teachers must demonstrate HQ status to the level of an elementary teacher.
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STEP
1.

2.

6.
7

8.
9.
10.

Quick Reference — LEAD Process Steps
1 — Create the LEAD extract file in Infinite Campus

Go to the LEAD Extract page in Infinite Campus: PATH: Index > KY Reporting > LEAD
Extract
Enter the Date Range for the report
a. For the Fall submission the Date Range should be from the start of school to the end
of December
b. For the Spring submission the Date Range should be from the start of school to the
scheduled end of school in May
Select “Fall” or “Spring” as the reporting period
Select a report Format. For LEAD extract, select XML as the format
Select the Calendars to include on the report
a. Select “Active Year”
I. To review smaller data sets you can select one school or multiple schools
using the Ctrl key — make sure to select all calendars within one school.
ii. When doing the final LEAD report, all calendars must be selected by using the
Shift key to select multiple calendars
Click “Generate Extract”

. If an error report is generated, review the errors — continue even if errors are not clear the

first time (will need to be cleared before the final upload)
Select “Click Here” to generate final extract
Save the xml file (preferably to a LEAD folder on your desktop)
Zip the xml file
a. Find the file that was just created
b. Right click on it
c. Select “Properties” and verify the created date (make sure you've got the correct file)
d. Right click again and select Send To>Compressed Folder

STEP 2 — Upload the file to the EPSB website

1.

w N

ok

Go to the EPSB LEAD application
a. www.epsb.ky.gov, log in and select LEAD OR
b. https://wd.kyepsb.net/EPSB.WebApps/LEAD/ to go directly to the application after log
in
Select “Upload Files” from the top bar
Click “Browse”
a. Select “Desktop” and then the folder where you saved your LEAD file
b. Click the zipped file created during the extract process (file will have the zipper icon -

0,
Click “Upload”
Once screen says “Back,” your upload is complete

After the first upload only: have the schools review the staff list for inaccuracies using the full
data report

(Continued on next page)
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Quick Reference — LEAD Process Steps

STEP 3 — Open and review the report

PowbdPE

5.

While still in the LEAD application, select “Reports” from the top bar

Click the PDF icon beside the district name in the “Preliminary” Column

Check the File Export date in the File Summary

Review the first page of each school for “SSN” and “No Courses” errors (Staff warnings).

a.

These must be resolved before final submission

Review each teacher’s individual listing for any LEAD issues

STEP 4 — Correct issues

1. Once you have identified Staff Warnings and LEAD certification issues, go back to Infinite
Campus

a.
b.
C.

Make needed corrections
Contact teachers about certification issues
Contact the district finance officer for MUNIS jobclass code corrections

2. Repeat Steps 1, 2, and 3 as many times as needed

STOP HERE — these steps will be repeated multiple times. Do not move on until most

corrections have been made using Infinite Campus

3. Final edits can be done in the LEAD application (do not go to this step until all possible
corrections have been made in Infinite Campus and uploaded through the LEAD

4.

application)
a. Go to the EPSB LEAD application (see Part 2 for the web address)
b. Select “Edit LEAD Data” from the top bar
c. Click a teacher's name
d. Scroll to the course with the error
e. Click “Edit” and make the corrections in the pop up box
f. Click “Save” — NOTE: ERROR WILL STILL SHOW UNTIL REPORT IS RUN
g. Once all corrections have been made, select “Reports” from the top bar — DO NOT

h.

UPLOAD A NEW FILE
Click the PDF icon beside the district name in the “Preliminary” column

IF you upload a new file after changes have been made using the “Edit LEAD Data” page,
those changes will be lost

STEP 5 — Submit the report

1.

2.

o gk

Take one final look at your preliminary audit report to make sure all staff warnings and
certification issues have been corrected

Send the link to the reports page to the school principals and have the school verify the full
data report is accurate (VERY important in Spring before Highly Qualified!)

Share a copy of the Preliminary Audit report with your superintendent if there are
outstanding issues

Select “Signoff and Submit Final LEAD Data” from the top bar

Enter your user ID, full name and password

Select “Click here to agree and digitally sign”
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