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OVERVIEW 

This guide serves as a comprehensive reference for identifying which local education agencies (LEAs) and Nonpublic 
Points of Contact (POC) roles have access to specific applications within the Office of the State Superintendent of 
Education (OSSE). It is designed to enhance clarity and efficiency by outlining the appropriate POCs for application-
related inquiries, facilitating streamline communication and issue resolution.   

HOW TO USE THIS GUIDE   

This guide is designed to help users understand the POCs that have access to specific applications within OSSE. It 
provides a structured view of each POC role, including its responsibilities and associated applications, ensuring that 
each user can easily determine the appropriate POC for the application access and support. 

 For each POC role you will find the following information: 

 

 

 

 

 

If a POC role is not assigned to any applications, the below message will be displayed.  

 

 

 

 

DATA SYSTEMS  

This guide will provide the POC assignment for Qlik, .Net Applications, and the Integrated Data Submission (IDS)Tool.  

ALL STAFF DATA COLLECTION 

The LEA Data Manager will enter the staff information into the All Staff Data Collection located in the Faculty and Staff 
application and assign all necessary roles to grant the staff access to the required applications. The data managers is 
responsible for adding/modifying staff in the All Staff year-round.  

  

DESCRIPTION OF ROLE  
A brief overview of the role responsibilities and is reference to application 
access.  
 
THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION 
Displays an application table that lists the applications available to that 
role. 

This role does not receive any special permission but can be assigned to 
the staff member. The user may receive targeted communications and 
may be granted access to applications that are available to all LEA users.  

 

https://data.osse.dc.gov/faculty-and-staff/#/login
https://data.osse.dc.gov/faculty-and-staff/#/login
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Nonpublic staff are added into the Integrated Data Submission (IDS) Tool. See section Nonpublic Access  for further 
guidance.  

 

LEA ALL STAFF CONTACT TYPES AND FEDERAL ROLES 

In the All Staff Data Collection, LEA data managers can assign staff to contact types and federal roles for staff. In terms 
of granting access to applications, a subsect of Federal roles is used for access to Special Programs. Federal roles are 
used by OSSE for federal reporting during the Faculty and Staff data collection. For more information, the Faculty and 
Staff Data Collection is available at https://osse.dc.gov/page/faculty-and-staff-data-collection.   

 
Screenshot 1: All Staff for LEAs 

SINGLE SIGN ON (SSO) OR SLED CREDENTIALS 

The applications below require SSO credentials. The rest of the applications require SLED Credentials. Information on 
obtaining SLED Credentials and obtaining SSO credentials is available at 
https://sled.osse.dc.gov/DOCS/LMS_SLED.Training.pdf  

• OSSE Learning Management System (LMS) 
• School Health Profiles  
• Special Programs  
• Qlik 

Note: If a user has access to Qlik, they will automatically receive access to the applications in Table 1: Qlik Applications  
in accordance with their LEA and school-level access, regardless of their assigned role in the All Staff Data Collection.  

Name of Application 
Entity Management 

GED 

LEA Attendance 

Chronic Absenteeism  

Table 1: Qlik Applications 

  

 
Nonpublic Data Managers  

LEA Data Managers 

Figure 1: Location of All Staff for Non publics Figure 2: Location of All Staff for LEAs 

https://osse.dc.gov/page/faculty-and-staff-data-collection
https://sled.osse.dc.gov/DOCS/LMS_SLED.Training.pdf
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LEA CONTACT TYPE POCS AND PERMISSION LEVELS 

LEA-level access grants staff the ability to view data across the entire LEA, whereas school-level access restricts data 
visibility to only the school assigned to the user within the application.  
 The table below lists all of the LEA contact type POCs as of the publication date. Staff access is categorized as either 
LEA-level or school-level, indicating the scope of data they can view within the respective application. 

No. Name of Point of Contact LEA or School Level 

1.  ACCESS for ELLs Assessment Coordinator LEA 

2.  ADT Technical Manager LEA 

3.  Assessment Support Staff LEA 

4.  Attendance Monitor LEA & School  

5.  CFSA POC LEA 

6.  Chief Financial Officer LEA 

7.  Counselor School 

8.  Course Collection POC LEA 

9.  CTE Data Manager LEA 

10.  DC CAPE Assessments Coordinator LEA 

11.  Dual Enrollment Coordinator LEA 

12.  Dyslexia Training POC LEA & School 

13.  Early Childhood Transition Coordinator LEA & School 

14.  ELL/LEP Coordinator LEA 

15.  ESY LEA Viewer School 

16.  Faculty and Staff POC LEA 

17.  Head of School LEA 

18.  Health POC LEA & School 

19.  Immunization POC LEA & School 

20.  LEA 504 Coordinator LEA 

21.  LEA Approver LEA 

22.  LEA Assessment Manager LEA 

23.  LEA Climate Survey Coordinator LEA 

24.  LEA Data Manager LEA 

25.  LEA Discipline Manager LEA 

26.  LEA Enrollment Audit POC LEA 

27.  LEA Finance/Grants Manager LEA 

28.  LEA Homeless Liaison LEA 

29.  LEA Special Education Data Admin LEA 

30.  LEA Special Education POC LEA 

31.  MSAA/DLM Assessments Coordinator LEA 

32.  Nonpublic Special Education Coordinator School 

33.  Nutrition POC LEA 

34.  Pre-K Special Ed POC LEA & School 
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No. Name of Point of Contact LEA or School Level 

35.  Principal School 

36.  Proxy Head of School LEA 

37.  Proxy Principal School 

38.  Related Service Provider School 

39.  Related Service Provider Supervisor LEA & School 

40.  School 504 Coordinator School 

41.  School Approver School 

42.  School Climate Survey Liaison School 

43.  School Discipline Manager School 

44.  School Enrollment Audit POC School 

45.  School Garden Coordinator School 

46.  School Health Profile POC School 

47.  School Homeless Liaison School 

48.  School Safety Point of Contact School 

49.  School Special Education POC School 

50.  Special Education Teacher School 

51.  Transportation Manager LEA & School 

52.  Undesignated Emergency Medical Administration LEA & School 

LEA FEDERAL ROLES AND PERMISSIONS 

The table below contains the Federal Roles that receive access to Special Programs. All roles have school-level access.  

No. Name of Point of Contact LEA or School Level 

1.  School Administrator - Principal/School Leader (designate ONE 
per school) 

School 

2.  Special Education Support Staff, Audiologist School 

3.  
Special Education Support Staff, Counselor/Rehabilitation 
Counselor 

School 

4.  Special Education Support Staff, Medical/Nursing School 

5.  Special Education Support Staff, Occupational Therapist School 

6.  
Special Education Support Staff, Orientation and Mobility 
Specialist 

School 

7.  Special Education Support Staff, Physical Therapist School 

8.  Special Education Support Staff, Psychologist School 

9.  Special Education Support Staff, Social Worker School 

10.  Special Education Support Staff, Speech Language Pathologist School 

11.  
Special Education Support Staff, Recreation and Therapeutic 
Recreation Specialist 

School 
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NONPUBLIC ACCESS  

The Nonpublic Data Manager will enter the staff information into the All-Staff Data Collection in the Integrated Data 
Submission Tool (IDS) and assign all necessary roles to grant the staff access to the required applications. Data 
managers are responsible for adding/modifying staff in the All Staff.   

NONPUBLIC PERMISSION LEVELS  

The nonpublic data manager grants staff the ability to view data across the schools assigned work at. Nonpublic users 
only have school-level access which restricts data visibility to only the schools assigned to the user within the All Staff.  
 The table below lists all of the nonpublic POCs as of the publication date.  Nonpublic access to applications is provided 
in Application Access By POC for Nonpublics.  

No. Name of Point of Contact 

1.  LEA 504 Coordinator 

2.  ACCESS for ELLs Assessment Coordinator 

3.  Assessment Support Staff 

4.  Course Collection POC 

5.  DC CAPE Assessment Coordinator 

6.  Head of School POC 

7.  LEA Assessment Manager 

8.  LEA Data Manager 

9.  LEA Special Education POC 

10.  MSAA/DLM Assessments Coordinator 

11.  Nonpublic Special Education Coordinator 

12.  Pre-K Special Ed POC 

13.  Principal 

14.  Related Service Provider 

15.  Related Service Provider Supervisor 

16.  School Safety Point of Contact 

17.  School Special Education POC 

18.  Special Education Teacher 

19.  School 504 Coordinator 

20.  Transportation Manager 

Table 2: Nonpublic Permission Levels 

  

https://ids.osse.dc.gov/
https://ids.osse.dc.gov/
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APPLICATION ACCESS BY POC FOR LEAS 

This section provides an overview of each user role, including a description of the role and the applications to which 
that role has access.    

ACCESS FOR ELLS ASSESSMENT COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: If ACCESS for ELLs is not managed directly by the LEA Assessment Manager, an ACCESS for 
ELLs Assessment Coordinator should be identified. This individual is accountable for the below: 

• Preparing for test administration (rostering) 
• Training and support school personnel in all aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 
• Liaising with LEA Data Manager and OSSE on assessment data management functions 
• Disseminating assessment-related communications to LEA- and school-level staff, where needed. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Pre-ID Assessment QuickBase 

Alternative Assessment Eligibility Participants Qlik 

Early Access to EL Data Qlik 

OSSE Support Tool QuickBase 

ADT TECHNICAL MANAGER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for maintaining the Automatic Data Transfer (ADT) machine. 

This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users.  

ASSESSMENT SUPPORT STAFF (LEA-LEVEL) 

DESCRIPTION OF ROLE: Does not have primary responsibility for statewide assessment preparation or administration 
but serves as an additional contact to receive OSSE communications regarding assessments at the LEA level. 
 
THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 
 

Name of Application Platform 
Alternate Assessment QuickBase 

Alternative Assessment Eligibility Participants Qlik 

OSSE Support Tool QuickBase 

Pre-ID Assessment QuickBase 

SLED .Net 

Special Programs Vendor Product 
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ATTENDANCE MONITOR (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for maintaining an accurate, contemporaneous, and daily attendance record for 
each student who is enrolled in or who attends the educational institution. More information on attendance monitors 
can be found in 5-A DCMR §2101. 

This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users.  

CFSA POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for serving as a foster care liaison with CFSA.  

This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users.  

CHIEF FINANCIAL OFFICER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for directing fiscal functions. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
LEA Financial Reporting QuickBase 

COUNSELOR (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for ensuring students receive access to academic enrichment opportunities.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
9th Grade Outcomes Qlik 

Early Access to EL Data Qlik 

High School Transition Qlik 

COURSE COLLECTION POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for managing and reporting course data. This individual is accountable for the 
below. 

• Attend Course Data Collection meetings and trainings 
• Submit LEA’s Course Catalog Collection data in the Integrated Data Submission (IDS) portal 
• Map data elements in the LEA’s student information system to the Student and Section Course Data Collection 
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
LEA Course Data Collection IDS 

LEA Course Data Qlik Dashboard Qlik 

CTE DATA MANAGER (LEA -LEVEL) 

DESCRIPTION OF ROLE: Serves as the point of contact for collecting, validating, and submitting Career and Technical 
Education (CTE) data required for the federal Consolidated Annual Report to the State Education Agency (SEA). This 
individual is accountable for the below: 

• Gather all required CTE student and program data from the SIS and other databases, ensuring it aligns with 
Perkins indicators like concentrators, performance measures, and special populations. 

• Verify that data meets federal and state definitions for Perkins accountability and submit accurate, timely data 
to the SEA for inclusion in the CAR. 

• Work with CTE coordinators, administrators, and the state agency to ensure proper coding, manage deadlines, 
and address data corrections or clarifications. 

• Review data for completeness and validity before submission, maintaining records of all sources and 
correspondence to assist in responding to state audits or inquiries. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Career Technical Ed Collection IDS 

DC CAPE ASSESSMENTS COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: If the DC CAPE assessments are not managed directly by the LEA Assessment Manager, a DC 
CAPE Assessments Coordinator should be identified. This individual is accountable for the below. 

• Preparing for test administration (rostering) 
• Training and support school personnel in all aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 
• Liaising with LEA Data Manager and OSSE on assessment data management functions 
• Disseminating assessment-related communications to LEA- and school-level staff, where needed 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 
OSSE Assessment Portal QuickBase 

Special Programs Special Programs 

DCPS COLLEGE AND CAREER PROGRAMS  

DESCRIPTION OF ROLE: This role is connected to granting access to the BOX folders to manage projects related to 
College and Career Programs. This contact type is only for DCPS users. 
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DCPS QLIK CENTRAL OFFICE 

DESCRIPTION OF ROLE: For staff working at DCPS Central office location to gain access to Qlik. 

DUAL ENROLLMENT COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for functioning as the main point of contact for participating students, 
partnering with Institutions of Higher Education (IHE) in the OSSE Dual Enrollment Consortium Program.  

The Dual Enrollment Coordinator is responsible for assisting students in completing their application and will ensure 
application materials are complete before the student submits them to OSSE. The coordinator is responsible for 
communicating regularly with the IHEs on student progress, and working directly with IHEs to resolve any issues with 
regard to course scheduling and academic or behavioral concerns. The coordinator will work with students to provide 
guidance on course scheduling and liaise with the IHE to ensure students are properly placed. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 
Dual Enrollment Application QuickBase 

DYSLEXIA TRAINING POC (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for overseeing the annual completion of the dyslexia awareness training using 
the dyslexia dashboard. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 
OSSE LMS Training Participation Qlik 

EARLY CHILDHOOD TRANSITION COORDINATOR (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for serving as the first external point of contact to answer questions from Head 
Start Agencies and other early childhood education programs about students transitioning to the LEA/school in Pre-K or 
kindergarten. May work with other LEA staff to coordinate prospective student events, transition policies, student data, 
joint professional development with early childhood programs, and other supports for incoming students entering the 
LEA.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Early Access to SWD Data Qlik 

Special Programs Special Programs 

ELL/LEP COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for the identification and classification of students who are English Learners and 
for ACCESS test activities.  
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 
Early Access to EL Data Qlik 

Pre-ID Assessment QuickBase 

ESY LEA VIEWER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: The ESY Viewer role allows users to view related and specialized services during the LEA's ESY 
period for the current school year. This role is temporary and should only be used for users who need access to students 
during the ESY period only. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Special Programs Vendor Product 

FACULTY AND STAFF POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for managing and reporting faculty and staff data. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

All Staff Collection .Net 

Non Public All Staff Collection IDS 

Educator Talent and Equity Dashboard .Net 

Faculty and Staff Application .Net 

All Staff Collection Qlik 
Non Public All Staff Collection Qlik 

HEAD OF SCHOOL (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for overall administrative leadership.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Direct Certification Qlik 

Discipline Data Collection IDS 

DL Data Monitoring Qlik 

Duplicative Enrollment Application .Net 

Early Access to EL Data Qlik 

Early Access to SWD Data Qlik 

Enrollment Audit and Child Count Application .Net 

ESSER Qlik 

ESSER IDS 

Faculty and Staff Application  .Net 
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Name of Application Platform 

Educator Talent and Equity Dashboard .Net 
High School Transition Qlik 

IDEA Performance Qlik 

LEA Course Data Collection IDS 

LEA Course Data Qlik Dashboard Qlik 

LEA Financial Reporting QuickBase 

Metric Calculation Confirmation Qlik 

OSSE LMS Training Participation   Qlik 

School Health Profiles .Net 

Special Programs Vendor Product 

Transportation Request Form (TRF)   IDS 

Transportation Request Form (TRF) Calendar IDS 

Unified Data Errors Qlik 

HEALTH POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for health matters, including Healthy Schools Act implementation, annual health 
assessment, and biennial Youth Risk Behavior Survey.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Health and Physical Education Assessment Qlik 

Undesignated Emergency Medication Administration (UEMA) QuickBase 

IMMUNIZATION POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for supporting student immunization compliance, including immunization 
communications and accessing the DC Health District of Columbia Immunization Information System (DOCIIS) to identify 
non-compliant students. 

In schools that participate in the DC Health School Health Services Program, the Immunization POC may be a designated 
member of the health suite personnel, such as the school nurse or health technician. 

In schools that do not participate in the DC Health School Health Services Program, the Head of School or Principal shall 
identify a member of the school staff as the Immunization POC. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Early Access to Immunization Data Qlik 

IMMUNIZATION POC (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for supporting student immunization compliance, including immunization 
communications, entering immunization information into the DC Health District of Columbia Immunization Information 
System (DOCIIS), and accessing the Immunization Compliance Portal (Salesforce) to identify non-compliant students.  In 
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schools that participate in the DC Health School Health Services Program, one IPOC shall be a designated member of the 
health suite personnel, such as the school nurse or health technician, and the school leader shall identify another staff 
member to serve as the second IPOC.  In schools that do not participate in the DC Health School Health Services 
Program, the school leader shall identify two members of the school staff to serve as the IPOC.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

 Name of Application Platform 

Early Access to Immunization Data Qlik 

LEA 504 COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: Serves as the LEA's main point of contact for questions from students, parents, and school 
staff regarding accommodations and services under Section 504. Ensures students receive free appropriate public 
education (FAPE) and non-discrimination.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

 Name of Application Platform 

Special Programs Vendor Product 

LEA APPROVER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for managing changes to students’ authoritative data at the LEA-level. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

SLED: Data Management Modules  .Net 

LEA ASSESSMENT MANAGER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for serving as the primary point of contact for OSSE for all statewide assessment 
functions. This individual is accountable for the below. 

• Implementing statewide assessment policies 
• Developing and implementing LEA-level 

assessment policies 
• Preparing for test administration (rostering) 
• Training and supporting school personnel in all 

aspects of assessment 
• Liaising with LEA Data Manager and OSSE on 

all assessment data management functions 

• Managing test administration 
• Managing LEA-level assessment reporting 
• Disseminating assessment-related 

communications to LEA- and school-level staff 
(e.g., English learner and special education 
staff) 
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Alternate Assessment QuickBase 

Alternative Assessment Eligibility Participants Qlik 

Pre-ID Assessment QuickBase 

SLED .Net 

Special Programs Vendor Product 

LEA CLIMATE SURVEY COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for overseeing the LEA's climate survey administration (including School Climate 
Survey Liaisons) and accessing the school climate survey data dashboard.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Panorama Vendor Product 

LEA DATA MANAGER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for ensuring all data requests from OSSE are completed in a timely manner and 
maintains the POCs and calendars. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform  Name of Application Platform 

9th Grade Outcomes Qlik  High School Transition Qlik 

All Staff Collection .Net  HPEA Roster IDS 

All Staff Collection Qlik  IDEA Performance Qlik 

Alternate Assessment QuickBase  LEA Course Data Collection IDS 

Alternative Assessment Eligibility Participants Qlik  LEA Course Data Qlik Dashboard Qlik 

CEP Elections .Net  LEA Data Mapping Application .Net 

Comprehensive Homeless Student Data Qlik  LEA Financial Reporting QuickBase 

Data Validation Qlik  Metric Calculation Confirmation Qlik 
Direct Certification .Net  Non-Public All Staff Collection IDS 

Direct Certification Qlik  Non-Public Course Data Collection IDS 

Discipline Data Collection IDS  OSSE Residency Verification Qlik 

DL Data Monitoring Qlik  OSSE Support Tool QuickBase 

Duplicative Enrollment Application .Net  Resource Equity Qlik 

Early Access to EL Data Qlik  School Health Profiles .Net 

Early Access to Immunization Data Qlik  SLED - Data Management Modules   .Net 

Early Access to SWD Data Qlik  Special Programs IDS 

Educator Talent and Equity Dashboard .Net  Transportation Request Form (TRF) IDS 

Enrollment Audit and Child Count Application .Net  Transportation Request Form (TRF) Calendar IDS 

Faculty and Staff Application  .Net  Unified Data Errors Qlik 

Health and Physical Education Assessment Qlik  OSSE LMS Training Participation Qlik 
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LEA DISCIPLINE MANAGER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for LEA discipline matters, including responding to OSSE’s requests related to the 
collection and submission of the 3x/year LEA discipline collections. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Discipline Data Collection IDS 

LEA ENROLLMENT AUDIT POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for coordinating and managing the enrollment audit, including ensuring 
deadlines are met, reviewing data for accuracy and completeness, preparing for site visits, coordinating documentation, 
and uploading documents. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 

Duplicative Enrollment Application .Net 

Early Access to EL Data Qlik 

Enrollment Audit and Child Count Application .Net 

OSSE Residency Verification Qlik 

OSSE Support Tool QuickBase 

LEA FINANCE/GRANTS MANAGER (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for financial and grant-related report requests and questions. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

ESSER Qlik 

ESSER IDS 

LEA Financial Reporting QuickBase 

Resource Equity Qlik 

LEA HOMELESS LIAISON (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible at the LEA and school level for homeless student data and McKinney-Vento eligible 
supports for students experiencing homelessness, including management of all student records and oversight of the 
Homeless Education Program at their respective sites. Each LEA and school is required to have at least one LEA or School-
based Homeless Liaison (LEA/SB HL) who serves as OSSE’s main point of contact with LEAs or schools for the purpose of 
supporting students and families experiencing homelessness as mandated by the McKinney-Vento Homeless Assistance 
Act. 
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Comprehensive Homeless Student Data Qlik 

LEA SPECIAL EDUCATION DATA ADMIN (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible at the LEA level, including management of all student records and oversight of 
the Special Programs. Each LEA is required to have at least one LEA Special Education Data Admin (LEA SE POC) who 
serves as OSSE’s main point of contact with LEAs for the purpose of special education.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Early Access to SWD Data Qlik 

Enrollment Audit and Child Count Application .Net 

Special Programs Vendor Product 

Unified Data Errors (SWD Sheet) Qlik 

LEA SPECIAL EDUCATION POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responds to OSSE requests related to special education, including updates to data systems 
and training and assistance to other LEA and school staff related to the Special Programs. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Alternate Assessment QuickBase 

Alternative Assessment Eligibility Participants Qlik 

DL Data Monitoring Qlik 

Early Access to SWD Data Qlik 

Enrollment Audit and Child Count Application .Net 

IDEA Performance Qlik 

OSSE Support Tool QuickBase 

SLED .Net 

Special Programs IDS 

Special Programs Vendor Product 

Transportation Request Form (TRF) IDS 

Transportation Request Form (TRF) Calendar IDS 

Unified Data Errors Qlik 
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MSAA/DLM ASSESSMENTS COORDINATOR (LEA-LEVEL) 

DESCRIPTION OF ROLE: If the Multi-State Alternate Assessment (MSAA) and Dynamic Learning Maps Science 
Alternate Assessment (DLM) are not managed directly by the LEA Assessment Manager, an MSAA/DLM Assessments 
Coordinator should be identified. This individual is accountable for the below. 

• Preparing for test administration (rostering) 
• Training and support school personnel in all 

aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 

• Liaising with LEA Data Manager and OSSE on 
assessment data management functions 

• Disseminating assessment-related 
communications to LEA- and school-level staff, 
where needed. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Alternate Assessment QuickBase 

Alternative Assessment Eligibility Participants Qlik 

Special Programs Vendor Product 

NONPUBLIC SPECIAL EDUCATION COORDINATOR (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: The main liaison for matters related to special education, including monitoring and 
compliance, at the nonpublic school or program.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

OSSE Support Tool QuickBase 

Special Programs Vendor Product 

NUTRITION POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: Responsible for nutrition matters, including monthly submission of breakfast meals served.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

CEP Elections .Net 

Direct Certification Qlik 

PRE-K SPECIAL ED POC (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for answering to all of OSSE’s requests about students in pre-K who are special 
education students, including updating data systems and providing training and assistance to other staff for Special 
Programs and DC Corrective Action Tracking System (DC CATS) / Stepwell.  
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

DC CATS .Net 

DL Data Monitoring Qlik 

Early Access to SWD Data Qlik 

Enrollment Audit and Child Count Application .Net 

IDEA Performance Qlik 

Special Programs Vendor Product 

Transportation Request Form (TRF) IDS 

Transportation Request Form (TRF) Calendar IDS 

PRINCIPAL (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for leadership of an entire community within a school.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

9th Grade Outcomes Qlik 

Early Access to EL Data Qlik 

Early Access to Immunization Data Qlik 

Early Access to SWD Data Qlik 

OSSE LMS Training Participation Qlik 

School Health Profiles .Net 

Special Programs Vendor Product 

PROXY HEAD OF SCHOOL (LEA-LEVEL) 

DESCRIPTION OF ROLE: The role allows the LEA staff to act on behalf of the head of school when the head of school is 
unable to fulfill his/her duties as it relates to matters of the LEA. Only two staff can serve in this role at any given time. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Direct Certification Qlik 

Discipline Data Collection IDS 

DL Data Monitoring Qlik 

Duplicative Enrollment Application .Net 

Early Access to EL Data Qlik 

Early Access to Immunization Data Qlik 

Early Access to SWD Data Qlik 

Educator Talent and Equity Dashboard .Net 

Enrollment Audit and Child Count Application .Net 

ESSER Qlik 

ESSER IDS 
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Name of Application Platform 

Faculty and Staff Application  .Net 

High School Transition Qlik 

IDEA Performance Qlik 

LEA Course Data Collection IDS 

LEA Course Data Qlik Dashboard Qlik 

LEA Financial Reporting QuickBase 

Metric Calculation Confirmation Qlik 

Non-Public All Staff IDS 

Non-Public Course Data Qlik 

Non-Public Course Data Collection IDS 

OSSE LMS Training Participation              Qlik 

School Health Profiles .Net 

Special Programs Vendor Product 

Unified Data Errors Qlik 

PROXY PRINCIPAL (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: The role allows the LEA staff to act on behalf of the principal when the principal is unable to 
fulfill his/her duties as it relates to matters of the school. Only two staff can serve in this role at any given time. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

9th Grade Outcomes Qlik 
Early Access to EL Data Qlik 
Early Access to Immunization Data Qlik 
Early Access to SWD Data Qlik 
OSSE LMS Training Participation Qlik 
Special Programs Vendor Product 

RELATED SERVICE PROVIDER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for related service, service logging and service tracker finalization. This individual 
is a special education support staff holding a license or certification in their field:  

• Audiologist;  
• Counselor/Rehabilitation Counselor;  
• Interpreter;  
• Medical/Nursing;  
• Occupational Therapist;  
• Orientation and Mobility Specialist;  

• Physical Therapist;  
• School Psychologist;  
• Recreation and Therapeutic Recreation 

Specialist;  
• Social Worker - OSSE school social worker; and  
• Speech Language Pathologist. 
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

SCHOOL 504 COORDINATOR (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Serves as the school's main point of contact for questions from students, parents, and school 
staff regarding accommodations and services under Section 504. Ensures students receive free appropriate public 
education (FAPE) and non-discrimination.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

SCHOOL APPROVER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for managing changes to students’ authoritative data at the school-level. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

SLED: Data Management Modules  .Net 

SCHOOL CLIMATE SURVEY LIAISON (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for administering school climate surveys at the school level and providing 
support to others in their school who may be administering the school climate surveys.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Panorama Vendor Product 

SCHOOL DISCIPLINE MANAGER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for school discipline matters, including responding to OSSE’s requests related to 
the collection and submission of the annual school discipline collections. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Discipline Data Collection IDS 

SCHOOL ENROLLMENT AUDIT POC (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for coordinating and managing the enrollment audit, including ensuring 
deadlines are met, reviewing data for accuracy and completeness, preparing for site visits, coordinating documentation 
and uploading documents at the school-level.  
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Duplicative Enrollment Application .Net 

Early Access to EL Data Qlik 

Enrollment Audit and Child Count Application .Net 

OSSE Residency Verification Qlik 

SCHOOL GARDEN COORDINATOR (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for managing the school garden program. Typically, school garden coordinator 
teaches garden-based lessons, maintains gardens, and works with teachers to develop garden-based lessons. 

This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users.  

SCHOOL HEALTH PROFILE POC (LEA-LEVEL) 

DESCRIPTION OF ROLE: LEA-level Health Profile POCs will automatically be granted early access to the SHP 
application to begin prefilling data for schools and reviewing some pre-populated data from last year's survey. LEA Data 
Managers should ensure that both LEA-level and school-level SHP points of contact are updated via the All Staff Data 
Collection in the Faculty & Staff application. All users must use the same email address added in the All Staff to create a 
new user profile to log-in to the SHP application. Please note: Users who had access last year will automatically have 
access again this year. They may need to reset their passwords, but that’s a simple process they can do themselves in 
the portal. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

School Health Profiles .Net 

SCHOOL HEALTH PROFILE POC (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for contributing to and/or completing the annual School Health Profile survey. 
The School Health Profile POC role can be assigned to both school-level and LEA-level staff. This person will receive all 
email correspondence and notifications from the SHP application throughout the data collection cycle. Only school-level 
SHP POCs will receive a notification when their SHP PDFs are ready to be downloaded. School-level SHP POCs are 
responsible for ensuring the SHP PDF is posted online if the school has a website and is made available to parents in the 
school office.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

School Health Profiles .Net 

SCHOOL HOMELESS LIAISON (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible at the school level for homeless student data and McKinney-Vento eligible 
supports for students experiencing homelessness, including management of all student records and oversight of the 
Homeless Education Program at their respective sites. Each School is required to have at least one LEA or School-based 

https://data.osse.dc.gov/shp
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Homeless Liaison (SB HL) who serves as OSSE’s main point of contact with Schools for the purpose of supporting 
students and families experiencing homelessness as mandated by the McKinney-Vento Homeless Assistance Act. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Comprehensive Homeless Student Data Qlik 

 

SCHOOL SAFETY POINT OF CONTACT (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: The school safety point of contact is a designee at the school level who has a deep 
understanding of the state of safety at their school, the culture and climate, and any current safety-related concerns the 
school may be managing. This is not an emergency point of contact and will not be used in cases of emergency. These 
points of contact will be shared with district government agencies that provide safety-related student and family-based 
services for the sole purpose of distributing information and resources. 

This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users.  

SCHOOL SPECIAL EDUCATION POC (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for responding to all of OSSE’s requests related to special education, including 
updates to data systems and training and assistance to other LEA and school staff related to the Special Programs.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

DL Data Monitoring Qlik 

Early Access to SWD Data Qlik 

Enrollment Audit and Child Count Application .Net 

IDEA Performance Qlik 

Special Programs IDS 

Special Programs Vendor Product 

Transportation Request Form (TRF) IDS 

Transportation Request Form (TRF) Calendar IDS 

Unified Data Errors Qlik 

SPECIAL EDUCATION TEACHER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: This individual is a teacher is defined as a school-based employee who instructs any core or 
non-core academic subject this includes special education teachers instructing students in the “core” subject areas of 
English language arts, math, science and social studies, as well as noncore subjects such as arts, world languages and 
physical education.  
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

TRANSPORTATION MANAGER (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for keeping up to date on all transportation policies, guidance, and eligibility 
criteria. Ensure timely submission of all Transportation Request Forms (TRFs) and program details in the Integrated Data 
Submission (IDS) Tool.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
OSSE Support Tool QuickBase 

Special Programs Vendor Product 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 

UNDESIGNATED EMERGENCY MEDICATIONS (UEM) LIAISON (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: This role will be assigned to a personnel in any participating LEA or School to serve as a 
Liaison designated to provide all information concerning the annual Undesignated Emergency Administration Plan for 
their entity into the QuickBase application. This person is also responsible for ensuring the completeness and accuracy 
of the annual plan, as directed by OSSE Health and Wellness Program Management personnel. More than one POC can 
be assigned for each school or LEA to access, view, add or modify UEMA plan for their own LEA/schools. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Undesignated Emergency Medications 
Administration 

QuickBase 

APPLICATION ACCESS BY POC FOR NON-PUBLICS 

All of Nonpublic (NP) POCs receive school-level access to Special Programs.   Where noted, below the NP users receive 
access to additional applications.  

ACCESS FOR ELLS ASSESSMENT COORDINATOR 

DESCRIPTION OF ROLE: If ACCESS for ELLs is not managed directly by the LEA Assessment Manager, an ACCESS for 
ELLs Assessment Coordinator should be identified. This individual is accountable for the below: 

• Preparing for test administration (rostering) 
• Training and support school personnel in all aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 
• Liaising with LEA Data Manager and OSSE on assessment data management functions 
• Disseminating assessment-related communications to LEA- and school-level staff, where needed. 
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This role does not receive any special permission but can be assigned to the staff member. The user may receive 
targeted communications and may be granted access to applications that are available to all LEA users. 

ASSESSMENT SUPPORT STAFF 

DESCRIPTION OF ROLE: Does not have primary responsibility for statewide assessment preparation or administration 
but serves as an additional contact to receive OSSE communications regarding assessments at the LEA level. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Special Programs Vendor Product 

COURSE COLLECTION POC 

DESCRIPTION OF ROLE: Responsible for managing and reporting course data. This individual is accountable for the 
below. 

• Attend Course Data Collection meetings and trainings 
• Submit the Nonpublic’s Course Catalog Collection data in the Integrated Data Submission (IDS) portal 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 
Nonpublic Course Data Qlik 

Nonpublic All Staff Data Collection IDS 

DC CAPE ASSESSMENTS COORDINATOR 

DESCRIPTION OF ROLE: If the DC CAPE assessments are not managed directly by the LEA Assessment Manager, a DC 
CAPE Assessments Coordinator should be identified. This individual is accountable for the below. 

• Preparing for test administration (rostering) 
• Training and support school personnel in all aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 
• Liaising with LEA Data Manager and OSSE on assessment data management functions 
• Disseminating assessment-related communications to LEA- and school-level staff, where needed 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S)  

Name of Application Platform 
Special Programs Special Programs 
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HEAD OF SCHOOL POC 

DESCRIPTION OF ROLE: Responsible for overall administrative leadership.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

Nonpublic Course Data Qlik 

Nonpublic All Staff Data Collection IDS 

Nonpublic All Staff Collection Qlik 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 

LEA 504 COORDINATOR 

DESCRIPTION OF ROLE: Serves as the main point of contact for questions from students, parents, and school staff 
regarding accommodations and services under Section 504. Ensures students receive free appropriate public education 
(FAPE) and non-discrimination.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

 Name of Application Platform 

Special Programs Vendor Product 

LEA ASSESSMENT MANAGER 

DESCRIPTION OF ROLE: Responsible for serving as the primary point of contact for OSSE for all statewide assessment 
functions. This individual is accountable for the below. 

• Implementing statewide assessment policies 
• Developing and implementing assessment 

policies 
• Preparing for test administration (rostering) 
• Training and supporting school personnel in all 

aspects of assessment 
• Managing test administration 

• Liaising with LEA Data Manager and OSSE on 
all assessment data management functions 

• Managing LEA-level assessment reporting 
• Disseminating assessment-related 

communications to LEA- and school-level staff 
(e.g., English learner and special education 
staff) 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 
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LEA DATA MANAGER 

DESCRIPTION OF ROLE: Responsible for ensuring all data requests from OSSE are completed in a timely manner and 
maintains the POCs and calendars. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

Nonpublic Course Data Qlik 

Nonpublic All Staff Data Collection IDS 

Nonpublic All Staff Collection Qlik 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 

LEA SPECIAL EDUCATION POC 

DESCRIPTION OF ROLE: Responds to OSSE requests related to special education, including updates to data systems 
and training and assistance to other LEA and school staff related to the Special Programs. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

MSAA/DLM ASSESSMENTS COORDINATOR 

DESCRIPTION OF ROLE: If the Multi-State Alternate Assessment (MSAA) and Dynamic Learning Maps Science 
Alternate Assessment (DLM) are not managed directly by the LEA Assessment Manager, an MSAA/DLM Assessments 
Coordinator should be identified. This individual is accountable for the below. 

• Preparing for test administration (rostering) 
• Training and support school personnel in all aspects of assessment 
• Managing test administration 
• Liaising with LEA Assessment Manager 
• Liaising with LEA Data Manager and OSSE on assessment data management functions 
• Disseminating assessment-related communications to LEA- and school-level staff, where needed. 

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 
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NONPUBLIC SPECIAL EDUCATION COORDINATOR 

DESCRIPTION OF ROLE: The main liaison for matters related to special education, including monitoring and 
compliance, at the nonpublic school or program.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

OSSE Support Tool QuickBase 

Special Programs Vendor Product 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 

PRE-K SPECIAL ED POC 

DESCRIPTION OF ROLE: Responsible for answering to all of OSSE’s requests about students in pre-K who are special 
education students, including updating data systems and providing training and assistance to other staff for Special 
Programs and DC Corrective Action Tracking System (DC CATS) .  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

PRINCIPAL 

DESCRIPTION OF ROLE: Responsible for leadership of an entire community within a school.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

9th Grade Outcomes Qlik 

Early Access to EL Data Qlik 

Early Access to Immunization Data Qlik 

Early Access to SWD Data Qlik 

School Health Profiles .Net 

Special Programs Vendor Product 

RELATED SERVICE PROVIDER 

DESCRIPTION OF ROLE: Responsible for related service, service logging and service tracker finalization. This individual 
is a special education support staff holding a license or certification in their field:  

• Audiologist;  
• Counselor/Rehabilitation Counselor;  
• Interpreter;  
• Medical/Nursing;  
• Occupational Therapist;  
• Orientation and Mobility Specialist;  

• Physical Therapist;  
• School Psychologist;  
• Recreation and Therapeutic Recreation 

Specialist;  
• Social Worker - OSSE school social worker; and  
• Speech Language Pathologist. 
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THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

RELATED SERVICE PROVIDER SUPERVISOR  

DESCRIPTION OF ROLE: Responsible for caseload assignment of related service providers, service logging and service 
tracker finalization. Can finalize progress reports. Each LEA should have at least one staff member assigned to this role.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

SCHOOL 504 COORDINATOR 

DESCRIPTION OF ROLE: Serves as the school's main point of contact for questions from students, parents, and school 
staff regarding accommodations and services under Section 504. Ensures students receive free appropriate public 
education (FAPE) and non-discrimination.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

SCHOOL SAFETY POINT OF CONTACT (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: The school safety point of contact is a designee at the school level that has a deep 
understanding of the state of safety at their school, the culture and climate and any current safety-related concerns the 
school may be managing. This is not an emergency point of contact and will not be used in cases of emergency. These 
points of contacts will be shared with district government agencies who provide safety related student and family-based 
services for the sole purpose of distributing information and resources. 

SCHOOL SPECIAL EDUCATION POC 

DESCRIPTION OF ROLE: Responsible for responding to all of OSSE’s requests related to special education, including 
updates to data systems and training and assistance to other LEA and school staff related to the Special Programs.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 

Unified Data Errors Qlik 
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SPECIAL EDUCATION TEACHER (SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: This individual is a teacher is defined as a school-based employee who instructs any core or 
non-core academic subject this includes special education teachers instructing students in the “core” subject areas of 
English language arts, math, science and social studies, as well as noncore subjects such as arts, world languages and 
physical education.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

TRANSPORTATION MANAGER (LEA & SCHOOL-LEVEL) 

DESCRIPTION OF ROLE: Responsible for keeping up to date on all transportation policies, guidance, and eligibility 
criteria. Ensure timely submission of all Transportation Request Forms (TRFs) and program details in the Integrated Data 
Submission (IDS) Tool.  

THIS ROLE HAS ACCESS TO THE FOLLOWING APPLICATION(S) 

Name of Application Platform 

Special Programs Vendor Product 

Transportation Request Form (TRF)  IDS 

Transportation Request Form (TRF) Calendar IDS 
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APPENDIX A — RESOURCES 

The table below contains the URLs to the applications and resources referred to in the document.  

Resource URL 

Box https://account.box.com/   

Course Collection https://osse.dc.gov/coursedatacollection  

Faculty and Staff 
Application 

https://data.osse.dc.gov/faculty-and-staff/#/login  

Faculty and Staff 
Data Collection 

https://osse.dc.gov/page/faculty-and-staff-data-collection  

Integrated Data 
Submission Tool 

https://ids.osse.dc.gov/login  

OSSE Learning 
Management 
System 

https://osse.pl.powerschool.com/ia/empari/tab/home  

School Health 
Profiles 

https://data.osse.dc.gov/shp  

Qlik https://analysis.osse.dc.gov/  

QuickBase  https://octo.quickbase.com 

Special Programs https://osse.specialprograms.powerschool.com/userlogin_openidconnect.aspx?_workspace=OSSE  

Statewide 
Longitudinal Data 
System  

https://sled.osse.dc.gov/  

 

 

https://account.box.com/
https://osse.dc.gov/coursedatacollection
https://data.osse.dc.gov/faculty-and-staff/#/login
https://osse.dc.gov/page/faculty-and-staff-data-collection
https://ids.osse.dc.gov/login
https://osse.pl.powerschool.com/ia/empari/tab/home
https://data.osse.dc.gov/shp
https://analysis.osse.dc.gov/
https://octo.quickbase.com/db/main?a=signin
https://osse.specialprograms.powerschool.com/userlogin_openidconnect.aspx?_workspace=OSSE
https://sled.osse.dc.gov/
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