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Before we get started… 

• During the webinar, participants are 
encouraged to ask questions by typing in the 
question box. 

• A follow-up email will be sent to all 
participants that will include the link to the 
recording. 

 



Introduction and Purpose 

• The U.S. Department of Education requires the annual 
collection of faculty and staff data. The Department of 
Education uses this data primarily for the Non-Fiscal 
Surveys of the Common Core of Data. Other offices as 
well as local departments of education use this data for 
reporting requirements.   

 

• This data collection pertains to school and LEA SY15-16 
rosters of faculty and staff, their titles, and full-time 
equivalent percentages. This list of employees will 
become the basis for other reports on teachers, 
principals, teaching assistants, and support staff.   

 



Instruction Guide and Template 

LEA School Leaders and HR/Data Points of Contact  will 
receive the Instruction Guide and Template on 
November 2, 2015.   



What’s New This Year? Changes from Previous 
Data Collections 

 District of Columbia Staffing Collaborative 
 
To assist LEAs with meeting the goal of attracting and 
retaining excellent teachers, OSSE is offering a voluntary 
collaborative of LEAs that will partner with a research 
organization to collect and analyze information on teacher 
pipelines and the retention of great teachers. To reduce the 
administrative burden, LEAs who will participate in this 
project will only report staffing data to the research partner, 
and will be released from other staffing reporting 
requirements   

 
If you are interested in participating or hearing more, please 
contact Etai Mizrav, Manager of Education Policy and 
Compliance at 202-727-3666 or etai.mizrav@dc.gov. 

 

mailto:etai.mizrav@dc.gov


What’s New This Year? Changes from Previous 
Data Collections 

Data Collection Template Formatting 

The template provided to LEAs for inputting data 
will no longer permit the renaming, removing, or 
altering of the worksheets.  

 

Changes to Staffing Definitions 

 The definitions for Paraprofessionals and Teachers, 
 ungraded, were revised.  



Faculty and Staff Data Collection Timeline 

• Collection opens and webinar 
is presented and recorded 

Phase I 

11/2/2015 

• LEAs complete and upload 
data to QuickBase  

Phase II 

12/2/2015 

• OSSE reviews data. Reaches 
out to LEAs for clarification 

Phase III 

(Ongoing as data is 
submitted.) 

• OSSE returns data to LEAs via 
QuickBase 

Phase IV 

(Ongoing as data is 
submitted.) 



What is Collected from LEAs?  

• LEA and School Information 

 

• Staff Demographics  

 

• LEAs’ Employee Titles 

 

• Federal Roles for Employees and Contractors 

 

• FTE percentages for all Employees and Contractors 

 

 



Determining Federal Faculty and Staff Roles  
  

LEAs are asked to align the LEAs employee’s title 
with the following federal categories  

 

 

  

Administrative Personnel 

Paraprofessional 

Special Education Support Staff 

Support Staff 

Teacher 



Which Employees to Exclude? 

Volunteers 

Short-term Substitute Teachers 

Vacant Positions 

Do not report an occasional role filled by administrative 
staff as a substitute. However, if an administrative 
employee routinely teaches a class, they would have a 
secondary role as a teacher. 



LEA’s Titles and Roles 

 

• The Federal categories and roles are located 
on a tab in the template 

 

 

 

• Detailed definitions of each role may be found 
in the instruction guide for this data collection 

 



Alignment of 
Roles 

To assist LEAs with aligning titles 
used in their schools to the 
federal roles, the federal 
categories are provided.   

 

The federal category is used as a 
reference and is not reported in 
this data collection.    



Calculating Full Time Equivalent Percentages 

 
• LEAs are to report employees in terms of FTE percentages for each role at 

each school.  
 
– If an employee has only one role, then the FTE percentage will be 100% if they 

are employed full-time.  The FTE percentage will be less than 100% for part-
time staff.  The FTE is based on the amount of hours out of a given work day 
that a teacher spends in a given role. 

  
• The FTE percentage may go over 100% if the employee routinely works 

overtime or if a LEA uses 100% for a 9-month schedule and the employee 
works a summer schedule. 
 

Examples: 
 
If a teacher works 3 hours out of an 6 hour work day her FTE percent is = 50% 
If a teacher works 2 hours out of an 6 hour work day  his FTE percent is = 33%  

 
 



Splitting the FTE into Various Roles 
 

When do you split FTE percentages?  
 
When an employee:  
• Has multiple roles   
• Is located at more than one campus  
• Supports both general education and special education  
 
See the example below 



QuickBase Application 

• Completed spreadsheets are to be uploaded to the 
QuickBase application. To access QuickBase, see the 
instructions below:  

Log-in to QuickBase at 
https://octo.quickbase.com with 
your username and password 

http://www.octo.quickbase.com/
https://octo.quickbase.com/


QuickBase Application 

• Once logged-in, click on the “Faculty and Staff Data” 
app 

 



QuickBase Application 

Click on the Edit icon, represented by a pencil icon to the left of 
the record   

 

  

 

Click “Choose File” next to “Roster Upload”   

 



QuickBase Application 

Browse through your system to identify the file to upload and 
then click on that file  

 

Click “Open” or double-click on the file name 

 

Click “Save” (the record should now appear for your review)   

 



Things to Remember 

• Be mindful of the spelling of names and titles 

 

• Try to be consistent with staff titles  

 

• This data collection is used for numerous 
reports, providing accurate and complete 
information is essential  

 



Thank you 
If you need assistance with QuickBase, or with the data elements and processes for this 
data collection, please contact 

  

Data Elements and Processes   

Division of Data, Accountability, and Research 

Leah Diggs Gnatiko, Paralegal Specialist 

Leah.diggs-gnatiko@dc.gov  

  

Division of Data, Accountability, and Research 

Dr. Karmen Rouland, Director  

Karmen.rouland@dc.gov  

  

If you are interested in participating in the staffing collaborative, please contact   

  

DC Data Staffing Collaborative   

Education Policy and Compliance 

Etai Mizrav, Manager   

 Etai.mizrav@dc.gov 

 


