blic Schools Webinar:

.
gi

o Navigate the OSSE SEATS

" Nov.17,2017

.

sion of K-12 Systems 'é‘nd Supports
Nonpublic Payment and Nonpublic Monitoring Te




SEATS

Special Education Attendance Tracking System

November 2017




Agenda

Charter

Program Highlights
Users and Functions
How SEATS Works
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Navigation and Web Pages
Demonstration
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Charter

SEATS is OSSE’s response to a need to create a systematic
method for collecting attendance information for DC
special education students who attend nonpublic
programs

* Create system of record for District nonpublic student attendance
data collection

* |nstitute a change management process that keeps attendance
tracking system up to date

e Support the inclusion of comments and supporting
documentation for attendance records.



Highlights

Web-based program access

Preloaded schools, campuses and student rosters
Supporting documentation and comments
Weekly automated reminders

Visual alerts when absence thresholds are met
Student entry date adjustments

Lock/unlock attendance function supporting change
management

Secure permission-based and password protected access
Attendance reports in SEATS and SLED
Data views in SLED for LEAs and OSSE
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==| Users and Functions

SEATS Nonpublic permissions include School (see all campuses under that school) and Campus
(only view a specific campus for attendance entry).

Nonpublic Local Education
Program

Record

Submit 1. Load student files _
Review 2. Unlock . Support
Recall 3. View . Improve

Request




How SEATS Works

Nonpublic campuses enter daily attendance codes, student
supporting documents and comments

— Visual alerts during entry for new student entry dates, student
withdrawal dates, and when student absence thresholds are reached

Record attendance Wednesday and Friday
— Auto-reminder on Friday if no Record is detected by SEATS

Submit attendance last day of the current month

Recall and edit up to the 5™ working day

System locks submitted attendance after 5t working day
Request for unlock must be sent to LEA if updates are needed
Data collected can be viewed in SLED by LEA
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Recording Attendance Entries

Recording Attendance — Bi-weekly action

* Occurs Wednesday and Friday each week

e Attendance records are saved

e Visible to LEAs and State Education Agency via SLED
e Can be amended

* Weekly reminders to complete attendance recording

Q\ Rec
_-__. o - : | "‘-...,___

il II.I
- Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Nonpublic Program

[12:00pm Friday]

“Missing Attendance
Week/y for School A
Reminders 2014 Week 2”

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

¢ _©

Nonpublic Program



Submitting Attendance Entries

Attendance Submission — Monthly action

* QOccurs the last weekday of the month

* “Final Submission” asserts that attendance data is accurate

* Visible to LEAs and State Education Agency

e Can be amended within 5 week days (Recall Period) after

submission

-\ A
—

Thu  Fri Sat Sun Mon Tue Wed Thu Fri Sun Mon Tue

| |

Last Day of Month Recall Period



Unlocking Attendance Records

Step 1 - Nonpublic user submits a request to unlock attendance via email or telephone to LEA
administrators

Step 2 - Nonpublic users identify the student record(s) and respective campus, LEA specific
Step 3 - LEA administrator unlocks attendance records for their students ONLY

Step 4 - Nonpublic user updates attendance and re-submits

Change
Request

Nonpublic

10



Navigation

» SEATS Login https://seats.osse.dc.gov
Special Education Attendance Tracking System 5':::::;I"i';lf:1:rf'I’:':Zf::: %

OSSE Special Education Attendance Tracking System (SEATS)

This new anline Attendance Tracking system is to be used by the DC nonpublic programs to more efficiently gather,
collect and electronically submit the attendance data for Special Education Students enrolled within their programs.

If you are a registered Nonpublic School user, enter your assigned username and password. If you do not have a login,

please email the QSSE Call Center or call 202-719-6500 and they will assign one to you.

Note: This website is best viewed on Internet Explorer version 9 or above. It is also supported by Chrome.

Username: | |

Password: | | case-sensitive

Reset Password

11



Navigation

* SEATS Home Page

District of Columbia Office of the

. . . State Superintendent of Education
SEATS Special Education Attendance Tracking System TS
——
Home Attendance Reports Help Change Password Logout Monitor,School: seatslookup

WELCOME Nonpublic School Users

The Office of the State Superintendent of Education (OSSE), Division of Specialized Education (SPED), developed the Special
Education Attendance Tracking System (SEATS) for our nonpublic special education programs throughout the country. All
roster updates are managed through our DC Statewide Longitudinal Education Data System (SLED).

Click the Attendance link above to start entering your SEATS data.

Attendance Tracking Highlights ,I.Wh What's New in SEATS

¢ Monthly Grid Displays for your student rosters. e SEATS now has a 5-day flag for unapproved absences from the

¢ Absence codes previously used will be available. beginning of the school year.

* Record attendance Wednesday and Friday. s SEATS allows users to adjust entry gray days when the student

*  Submit attendance monthly. shows up before or after the day we receive their start date.

* Easily make changes up to 5 working days before lock. e Two new reports have been added:

*  Correct Locked Attendance with LEA intervention. o Attendance Submission Status Report showing the

* Load Non-5chool Days easily with just a few key strokes. workflow of the attendance from recording dates to

¢ Add Attachments supporting student absences. submission dates.

*  Print copies of your files. o Absence Detail Report showing student absences and
reason codes for the absences.

12



Navigation

5 District of Columba Office of the
i i i Sta Supenin v of Educasi
SEATS Special Education Attendance Tracking System T %

Hima Atfendance  Repory Halp Thange Pasoword

School users see all assigned campuses; campus users see only their own campus. Current month
enrollment displays. Click Select.

e Schools and Campuses

Srinnl Mame C Campus Addrass Cumrent Monts Eweiimeni

i Gt
. . _—
i Salact |
| 3 | Skt |
Bz bt |

e Dashboard

Review dashboard for monthly submission status. Click current month Not Submitted total.

FrIPTT SRR MR B o o & b o —
Srheal Yenr: AN W 1 Wikl
s S buam ol KL o kad Piint &msmlance
1720348 Saptaimbiar B2 a2 1‘ a [: Erint
a017/z018 | Bugt | ag I ag 9 | a | o | Erint
uly 1 0L ! X rint
| - | | |
| una 87 1 a | S [
v ] fF Ll L 2 1 & ik
fay a4 n a 4 I
| Al &1 o a | @ . [ .
tMarch LE] 0 3 I
I [ ey . ™ . 1 . 3 I m . [ .
lamsary Bi I ] &0 |
IINIENET | Deecrmber | Bl | 1 | B [ F
| | | | | = | | =
26} 201 Hiviamiber 78 a 4 [ Bl
L1631 | Vi | 75 1 | a | " | | Print |
Selact & Srhenl Year bn uinw nnky the selectsd 5 months
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Navigation

* Attendance Code Entry

For each student and each school day, enter the appropriate attendance code into the attendance grid. Use Expand Roster button if
student roster contains more than five students in order to see 10 rows for completion of the attendance. This button will not be
available if 5 or less students are in the roster. The Record and Submit buttons will be unavailable if the prior month’s attendance was
not submitted.

Mode: Aflonddaide st D recordeil ssery Wedinssilay and Fedan ol the currant wesk.
Serwice Manse 1017 -Jaly EEIh ]
B Prossn) EM- Exoyaed Medics| El- Excuserd THiness - Excysed Berssvement EC- Excmaed Court ER- Excused Heligious Holiday T- LEA Tramspsriakinn
05 QutofSthool Suapengion U Umexogsed Shaence U Mos-Sckonl Dy EX-Eycused fboence W Shy
Shugsrd Pyme (11 pop LEAE: ALTHD et | er temd (res [wed [ree (e imeb et (e vt [vd e e | e | | mor i te ivwens el | w | e N PRI o ot = hpdr
=l e v e v 0 ot A0 et A [ Comment i
SN (S S T ERUER AT P RXTS, | e [ s [ i | e e o e |
e i i r s s e ir i r s mssir Camment |
Cammient |
e i i r s s e ir i r s mssir Camment |
e
L4 >
PMaad Hadp? Call 202-719-6500 {CI0 Call Camtar)
Facond Submil Frint Afandanta Cari ﬂEErDvEd Absence CDdES.
P — Present
Key: EM — Excused Medical
- 5th Unexcused absence reached throughout the school year. El — Excused lliness
- 10th Unexcused absence reached throughout the school year. ED — Excused Bereavement
- 7th Consecutive absence reached. EC — Excused Court
[ - sth Consecutive absence reached. ER — Excused Religious Holiday
- 10th Consecutive absence reached. T— Transportation
Il - 15th Consecutive absence reached. 05 — Out of School Suspension
- Attendance Not Applicable.
pp UA — Unexcused Absence

U — Non-School Day
EX — Excused Absence
W — Student Withdrawn from School
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Navigation

e Add Comments

Click on the word comment to launch the text box. Type a message then when Record or Submit is clicked the
word “Comment” will be in red alerting the LEA that a comment has been entered.

Hote: Attendance must be reconded svery Wednesday and Friday of the cerrent wesh

Sarvics Month: BTy | Exni Horie || ]

Sehiel Mai Lot [T i Cafijrs ARiiEss [
P Preant EM- Excuced Haadical El- Excussd Iinsss ED- Excutad Bafeavdingsl EC- Excitcad Cosrl ER- Excused Raligions Holidey T- LEA Transportation
05~ (st of School Sispancon 1BA- Unesciised Alrano - Won-Schood Day EX- Extused Alisincs W- Stsdant Withdrawn fram School
e
Stedent Hems Y] oo LEAID | ALT I Wi CRT [GE Ba (M Tadl Mt B (M B e (M@ Tal Mt R R [l e (Mma TaE MR T R (A |k e [Comman APk Sspporing Decumematon
Comimant #
T | | T T ([ (T | = T T | | | [ L
[ | .|| | | . (| T | e | [ Comment e
IR | e | | | o | | T Commurd —  _ewm |

* Upload Supporting Documents

Hote: Attendance must be recorded svery Wednaydey and Friday of the carrent week

Serveos Month: 2M7-hiy | Exusdt Rawiar || ]

A chiel Maina [ Lt ja s PldiEw i Lajris ASdiss C sl
[T EM- Excuced Haadical El- Excuissd Ilness ED- Excutsd Hobeayu il EC- Excibeid Cowrt ER- Excused Religious Folidey T~ LE& Transportation
05 Clist of Sehool Siucsansson LA Ui it Ak u L= Won-School Day EX- Extuseil Alisinoe W Stsdant Withdrawn Prom Schood T ————
Sludenl Hame s Do LEAD ALT i LT (20} ("1 S (Ml Tat etk TR (Rl i M Tail (e WE PrA el e E MK T R e Ml | CNTEDANT Upkiad Ssppirtng OoCunsimnaion
Lommank
| [ [ | | | | | | [ [ | | | | | R (] [ | | | | | T | [ T
o | (| T (T (|| | | (T | | (| T (| | | o ([ Commert | — T
HIEiEEEE G o EE R S o R S | R Commurg  _eom |
Record Submit Print Attendance Cancel




Navigation: Code Adjustments

e SEATS will grey out days up to the first day the student appears in the roster.

e Sometimes the date we see the student on the roster and the date the
student actually arrives at school may not be the same.

— Type a valid code on the date the student arrives (before or after the grey
indicators)

— Click the Record button
— The grey days will adjust accordingly

P~ Pretonl EM- Exciifusd Manicnl El- Exciucasd Illnesc

EC- Excutad Baroaveiubt FC- Exciicad Cowrt ER- Excused Religious Holidyy

T- LEA Transporiation
05 Ot o School Stusghnsson LA Dl et Al - - Schood Dy

EX- Extirsad Alseno: W Slsdent Withdrawn From School
Stetenl e | LS i LEASD | MATTO |4 |Sad |G Med [md |med |m it e B pd (e S e (e eE R e (wE de (MwE (s (D wE pe s | | Cemman I gl uipganing D
s TP | [ | R | (| O (| (| || | (| T (O (TP ([ P T (T | L
[ (1| IR (| [ | O T | ([ T {0 | | | | T2 T e T (| (| T (| [ (e | T | =
------ | (| A | [ [ [ | [P 1 R E
L1 >
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Home

———
Attandanis  Meports Halj Changs Password  Lugeul
e

* Monthly Attendance Report

17

estrict of Columiia Office of the
State Suparintandant of Edication

User permissions apply to reporting. School (all campuses) and Campus (specific campus). Below are
examples of report output. All reports can be exported to PDF or Excel files.

I4

Monthly Attendance Report

4 [ Jof22 b bl &

Schoaol:

Campus:

120
179
120
181
175
120
am
175
109
186
156

am

am

—TT R S

Fun by seatslockup at 8122017 10:07:00 AM
School Code: 1048 Total £ of School Days: 22

Month: Year: 2017

P EM E F‘ P P E E F‘ U P P P F‘ PP P UA F‘ P P EM P

P P P l.EI F EM P qu.n u P P P llp P P P P l.n P P P P
e  Hdddd HdAdd  Sdddd EdSs
ua P EC..EI F P UA P .. u waF P ..unp P P P ..F‘ F F P P

P P P F‘PEMPF‘ U EM P P F‘PF‘PEI F‘PF‘PF‘

ua P LA P P
.EMUF‘PF‘..F‘PF‘PF‘..
..UAU P P LIA..EI B E E LI.A..
HEEEEEEEENEEEEEEEEEE ‘D
HEEEN’ Illllllllllllllll’2
HERE
P PP
wWowW W

P P P PP P P P

P P P P P

- - ) e = =) - -

. -
.
* N

= bl

o
o

p

P ..F‘PEMPF‘ o
w..wwwww 0

H]
5= ®
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Reports

* Attendance Summary Report
ATTENDANCE SUMMARY REPORT

Select School/Campus Name: | v

Select Date Range: (0310172017 ”1 [ 0313172017 ’j

L] All Schools/Campuses Generate Report | Cancel |

4 4 [1 of1 I ell @ | Find [Nt Ho- @

Attendance Summary Report siookup f /122017 10:12:17 AM

StartDate: 372017 12:00:00 AM End Date 312017 12:00:00 AM
ol e O e o Nl el il
Ansent
19 ] 0 0 0 0 0 0 3 1 0 ] 19 3
19 ] 1, 0 0 o 0 0 2 1 0 [ 19 3
19 ] 0 0 0 0 0 0 3 1 0 0 19 3
17 3 1, 0 0 o 0 0 1 1 0 [ v 5
6 ] 0 0 0 0 0 | 15 1 0 0 6 16
18 1 2 0 0 o 0 0 1 1 0 [ 18 4
0 ] 0 0 0 0 0 0 0 1( 0| 22 0 ]
0 ] 0 0 0 o 0 0 0 1( 0| 22 ] ]
4 0 0 0 0 0 0 0 18 1 0 0 4 18
1 ] 0 0 0 o 0 0 2 1 0 [ 1 21
11 1 1. 0 0 0 0 2 T 1 0 0 11 11
0 ] 0 0 0 o 0 0 0 1( 0| 22 ] ]
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Reports

* Flag Report

FLAG REPORT

School/Campus Name: | : ¢ ; k.- i

Select Year: 2017 v
Month:

L] All Schools/Campuses Generate Report | Cancel |

4 4 [1 ofzz b bl & ( Find | Net M- )

Flag Report Fun by seatslookup at 12/2017 10:12:13 AM
LEA Stuinent um ALT D School [ | 1 ConBSCullve
m mm : m“"‘
001 24102002 /2472017 o X
2472000 X
8172008 X
124601598 30172017 X
2047
152047
31202017
BMS2003 x
BE2000 3242097
3272017
3292017
S232001 X
BMT2000 3072047
3132017
34772017
31242017
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Reports

e Attendance Submission Status

Nonpublic Attendance Submission Status Report

Select LEA: [ " v v
Select School: [ E
Select Campus: [ _V|
Select Dates: [W thru [W
by =
Select Action: [All Transactions v|
Generate Report |

4 4 [1 of2? Il ] [ Find | Next [~ (%)

Nonpublic Attendance Submission Status Report Run by seatslookup at 8/12/2017 10:15:01 AM
LEA ID: oo

School Code: 2

School Name:

March 2017 ben.dedman@accotink.com
2017-03-10 (Fri) ben.dedman@accotink.com
2017-03-24 (Fri) ben.dedman@accotink.com
2017-03-28 (Tue) ben.dedman@accotink.com
2017-03-29 (Wed) ben.dedman@accotink.com
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Reports

 Absence Detail Report

School ] Campus

Year | 2017 l V| Month | September I_V |

4 4 of27 K @ |:| Find | Next B, ~ (G3) -

(115 ] ALT 1d Lot _Mseme [First_Mame LEA_Code Schaol _Code dod ABSFHT DATE Absent Oode Abrsent Do Dremsc

A Unexoused Absence

2017 ¥ 20 W27 U Unexcused Absance

207 9 21 Wi2mr L& Unexrused Absance

2017 92 a1 HE/207T LA Unexrused Absence

2017 3 20 e2017 U4 Unexrused Absanee

2017 3 20 S/ef2017 us Unexcused Absence

o7 k| 19 o5

2017 5 20 Ye 2007 LA Unexcused Absenes

2017 3 20 SE2007 LA Unexeused Absence

017 3 I8 Sfe2017 T LEA Transpartatan

017 - 20 U4 Unescused Absance

2017 5 20 9 UA Unexcused Absansg
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Help: Troubleshooting

|F:

e Students appear on the roster but are no longer at your school:

— Contact the sending LEA, they will need to exit the student from their student
information system (SIS).

— Enter a “W” for the dates the student(s) were no longer enrolled.

e Students are not showing up on your roster:
— Contact the sending LEA to initiate the transfer to your school thru SEDS.

* When launching the roster, there are no Record or Submit buttons:

— The previous month’s attendance must be submitted before the current
month can be completed.

22



Help: Troubleshooting

|F:

* When launching the roster, the system does not respond:
— The application must be used with Internet Explorer 9 or above; or Chrome.

* The roster is locked and more changes are needed:
— Contact the sending LEA of the student needing edits
— The LEA will unlock the record for their students only
— Make the changes then Submit again
— Submit will take the roster back to the Locked status.
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Help: Change Password

Dhissreet of Codambia Odfice of the
5 EATS Special Education Attendance Tracking System iz nepeaniombent it Bdotntion %

Pammwoid,

Hew Paazacer
Corfirm New Passsond:
Charge Paavwned Cancal

Pogpveord munt b 7 charscter: o benpth includimg ona spacial character 10, &%, 4
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Help: General Information

Special Education Attendance Tracking System

SEATS

Home Attendance Reports Help Change Password Logout

SEATS Help
0OSSE Call Center

For Technical issues related to SEATS please call 202-719-6500. Technicians are standing by Monday through Friday 8 a.m. to 5 p.m. to
answer your technical questions.

SEATS Quick References

To open and save a copy of the SEATS Quick Reference for using the system, click SEATS
To open and save a copy of the SEATS Report Quick Reference, click SEATS Reports

SEATS FAQs

To open and save a copy of the SEATS Frequently Asked Questions document, click SEATSFAQ
LEA Codes and School Names

To view a list of LEA codes and school names used in this application, click LEA Search

OSSE SEATS Resource Team

Technical Assistance & New User Access Requests

Jacqueline Corsey Linda Callahan
Program Analyst SEATS Administrator
202-724-2157 (0) 202-744-3007 (C)
jacqueline.corsey@dc.gov linda.callahan@dc.gov
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Help: Access & Contacts

If you are a new SEATS user, please email linda.callahan@dc.gov and provide
the following information:

User Name (email address):
School Name:

School or Campus role:
Campus Name (if campus role):

Application Access: OSSE Customer Service Center osse.callcenter@dc.gov
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