MASTER SCHEDULE COLLECTION-INSTRUCTIONAL PERSONNEL AND LICENSURE REPORT
[bookmark: _GoBack]2015-2016
Layout for Tab-Delimited File

	Header Records (must include all records exactly as indicated)

	SenderID=<3-digit Division Number of division submitting file (leading zero must be included, i.e. 001)>

	CreateDate=<current date in mm/dd/yyyy format>

	CreateTime=<current time in hh:mm:ss format>

	EMAIL=<sender’s email address>

	~~

	DATATYPE=<MSC _EOY>
	Use:
MSC _FALL for Fall submission
MSC _EOY for End-of-Year submission

	~



	“A” Record – fixed length

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=A
	Y
	Y

	8
	Data Collection Name
	MSC_IPAL
	Y
	Y

	1
	File Submission Type
	Constant=1
	Use:
1 for Fall submission
3 for End-of-Year submission
	Y
	Y

	4
	Beginning School Year
	Four-digit year for beginning of school
	Y
	Y

	3
	Division Number
	Leading zero(s) must be included, i.e. 005
	Y
	Y

	7
	Section Type
	Use: 
ABG for ABG Records submission (Fall only)
AC for AC Records submission
ADE for ADE Records submission
AF for AF Records submission
AI for AI Records submission
AJ for AJ Records submission
ACDEF for ACDEF Records submission
ACDEFI for ACDEFI Records submission
ACDEFJ for ACDEFJ Records submission
ACDEFIJ for ACDEFIJ Records submission
ABCDEFG for ABCDEFG Records submission (Fall Only)
ABCDEFGI for ABCDEFGI Records submission (Fall Only)
ABCDEFGJ for ABCDEFGJ Records submission (Fall Only)
ACDEFIJ for ACDEFIJ Records submission
ABCDEFGIJ for ABCDEFGIJ Records submission (Fall only)
	Y
	Y


	“B” Record – tab delimited (18 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=B
	Y
	

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	

	4
	Teacher/Administrator License Prefix
	Blank or characters preceding the dash on the teacher’s license
	Y
	

	11
	Teacher/Administrator License Number
	Blank or numbers after the dash on the teacher’s license
	Y
	

	9
	Social Security Number
	Blank or Social Security Number of individual
	Y
	

	30
	First Name
	First name of the individual
	Y
	

	30
	Middle Name
	Middle name of the individual
	Y
	

	30
	Last Name
	Last name of the individual
	Y
	

	
	Retired
	Formerly Date of Birth
	Y
	

	
	Retired
	Formerly Ethnic Flag
	Y
	

	
	Retired
	Formerly Race Code
	Y
	

	
	Retired
	Formerly Gender
	Y
	

	4
	Full Time Equivalent (FTE)
	Use x.xx reporting format; decimal is not implied
	Y
	

	1
	Title I Funded Position
	N=No
Y=Yes
	Y
	

	1
	High-Quality Professional Development
	N=No
Y=Yes
	Y
	

	
	Retired
	Formerly Division Teaching Experience
	Y
	

	
	Retired 
	Formerly Virginia Teaching Experience
	Y
	

	
	Retired
	Formerly Years Teaching Experience
	Y
	




	“C” Record – tab delimited (21 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=C
	Y
	Y

	30
	Section ID
	A locally defined number that identifies a class taught
	Y
	Y

	3
	Serving Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	Y

	4
	Serving School
	Select from the list of Virginia school numbers
	Y
	Y

	2
	SCED Subject Area
	Select from the list of NCES-assigned numbers 
	Y
	Y

	3
	SCED Course Identifier
	Blank or select from the list of NCES-assigned numbers
	Y
	Y

	1
	SCED Course Level
	Blank or
B=Basic or remedial
G=General or regular
E=Enriched or advanced
H=Honors
X=No specified level or rigor
	Y
	Y

	4
	SCED Available Credit or Grade Span
	Blank or select from Available Credit/Grade Span codes
	Y
	Y

	3
	SCED Sequence
	Blank or “part m of n”
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	6
	VA State Course Code
	Blank or select from VA Course Codes
	Y
	Y

	20
	Local Course Code
	Locally defined
	Y
	Y

	50
	Local Course Title
	Locally defined
	Y
	Y

	1
	Semester
	1=First Semester (including Quarter 1 and Quarter 2)
2=Second Semester (including Quarter 3 and Quarter 4)
3=Yearlong (includes Q1, Q2, Q3, and Q4)
4=Summer school session
	Y
	Y

	5
	Minutes Per Course
	Enter total number of minutes the course is taught
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y



	“D” Record – tab delimited (14 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=D
	Y
	Y

	30
	Section ID
	A locally defined number that identifies a class taught
	Y
	Y

	3
	Serving Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	Y

	4
	Serving School
	Select from the list of Virginia school numbers
	Y
	Y

	4
	Teacher/Administrator License Prefix
	Blank or characters preceding the dash on the teacher’s license
	Y
	Y

	11
	Teacher/Administrator License Number
	Blank or numbers after the dash on the teacher’s license
	Y
	Y

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	Y

	1
	Teacher Role Code
	1=Teacher of Record
2=Other Teacher Whole Class Most of the Time
3=Other Teacher Whole Class Some of the Time
4=Other Teacher Few Students
5=Long Term Substitute
6=Contracted Private Provider (includes online providers but not MOPs or Virtual VA)
9=Regular Substitute
	Y
	Y

	4
	Defined Class Type
	Blank or 
0112 = Gifted Education
1105 = Reading Specialist
3100 = Mathematics Specialist
5705 = English as a Second Language (Elementary)
5710 = English as a Second Language (Secondary)
7800 = Early Childhood Special Education (Ages 3-5)
7805 = Autism
7810 = Multiple Disabilities
7815 = Other Health Impairment
7822 = Intellectual Disability
7848 = Hearing Impairment
7850 = Visual Impairment
7855 = Deaf/Blind
7857 = Emotional Disturbance & Intellectual Disability
7860 = Specific Learning Disability & Intellectual Disability
7863 = Emotional Disturbance
7865 = Specific Learning Disabilities
7868 = Specific Learning Disability & Emotional Disturbance
7871 = Learning Disability, Emotional Disturbance & Intellectual Disability
7873 = Orthopedic Impairment
7874 = Traumatic Brain Injury
7875 = Speech/Language Impairment
7880 = Severe Disabilities
7882 = Non Categorical K-2 Developmental Delay Ages 5-8
7884 = Developmental Delay
	Y
	Y

	1
	Highly Qualified Code
	Blank or
N=No
O=Out of state
Y=Yes
	Y
	

	1
	Flexibility Criteria Flag
	Blank or
N=No
Y=Yes
	Y
	

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y



	“E” Record – tab delimited (4 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=E
	Y
	Y

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	Y

	50
	Provider Name
	Name of specific private school, contracting company or unlicensed individual
	Y
	Y

	1
	Provider Description
	1= Comprehensive Services Act placement
3 = LEA contract provider (includes online classes but not MOPs or Virtual Virginia)
4 = Unlicensed individual (teacher, pupil personnel service provider, administrator)
5 = Post secondary institution
7 = Other/Unknown
	Y
	Y




	“F” Record – tab delimited (12 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=F
	Y
	Y

	30
	Section ID
	A locally defined number that identifies a class taught
	Y
	Y

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	Y

	10
	State Testing ID
	State Testing Identifier as assigned to student
	Y
	Y

	12
	Local Student ID
	Locally defined
	Y
	Y

	3
	Final Grade
	Blank or
Any numeric value between 0 and 100
A+, A, A-, 
B+, B, B-, 
C+, C, C-, 
D+, D, D-,  
F = Failed, 
P = Passed
E = Meets or exceeds expectations*
O = Outstanding* 
G = Good*                                                                               
S = Satisfactory*                                                                                 
U = Unsatisfactory*                                                                           
N = Does not meet expectations*
NP = Not Passed (should not be used in place of F)
W = Withdrawal
WP = Withdrawal Passing
WF = Withdrawal Failing
NG = no grade awarded regardless of reason
GLP = grade level promoted*
GLR = grade level retained*

* limited to sections in elementary schools where a final grade is not awarded
	
	Y

	1
	Virtual Course Indicator
	Blank or
1 = School sponsored/coordinated
2 = Student coordinated
	Y
	Y

	1
	Dual Enrollment Flag
	N=No
Y=Yes
	Y
	Y

	1
	Work-based Learning Code (CTE Courses Only)
	1=Cooperative Education
2=Student Apprenticeship
3=Internship
4=Job Shadowing
5=Service Learning
6=Clinical Experience
7=Supervised Agricultural Experience
	Y
	Y

	1
	Governor’s Academy Code
	Blank or
S= Governor’s STEM Academy
H=Governor’s Health Academy
	Y
	Y

	3
	Responsible Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y

	
	
	Filler field
	Y
	Y




	“G” Record – tab delimited (11 columns)

	Field Length
	Field Name
	Contents
	Required

	
	
	
	FALL
	EOY

	1
	Record Type
	Constant=G
	Y
	

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	

	3
	Serving Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	

	4
	Serving School
	Select from the list of Virginia school numbers
	Y
	

	4
	Teacher/Administrator License Prefix
	Blank or characters preceding the dash on the teacher’s license
	Y
	

	11
	Teacher/Administrator License Number
	Blank or numbers after the dash on the teacher’s license
	Y
	

	1
	Teacher Role Code
	7=Pupil Personnel Service Provider
8=Administrator
	Y
	

	4
	VA Assignment Code
	0025=Library Media Specialist – Elementary
0097=Principal – Middle School
0098=Assistant Principal – Middle School
0099=Principal – Elementary
0100=Assistant Principal – Elementary
0101=Principal – Secondary
0102=Assistant Principal – Secondary
0103=Elementary Guidance
0104=Secondary Guidance
0105=Coordinator of Guidance
0106=Middle School Guidance
0108=Planning
0109=Coordination
0112=Gifted Education
0120=Non-teaching Assignment
0131=Library Media Specialist – Secondary
0134=Audio-Visual Specialist (Non-librarian)
0152=Materials Specialist (Non-librarian)
0154=Athletic Director
1105=Reading Specialist
1199=Activity Sponsor
3100=Mathematics Specialist for Elementary and Middle Education
5705=English as a Second Language (Elementary)
5710=English as a Second Language (Secondary)
7801=Department Chairperson – Special Education
7875=Speech/Language Impairment
7885=Cooperative Office Education Coordination
7900=School Psychologist
7902=School Social Worker
7910=Education Consultant Clinics
	Y
	

	
	Retired
	Formerly Division Administrative Experience
	Y
	

	
	Retired
	Formerly  Virginia Administrative Experience
	Y
	

	
	Retired
	Formerly  Years Administrative Experience
	Y
	

	
	
	Filler field
	Y
	

	
	
	Filler field
	Y
	

	
	
	Filler field
	Y
	














	I Record – tab delimited (5 columns)

	Field Length
	Field Name
	Contents
	Required


	
	
	
	FALL
	EOY

	1
	Record Type
	Constant I
	
	

	3
	Serving Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	Y

	4
	Serving School
	Select from the list of Virginia school numbers
	Y
	Y

	30
	Section ID
	A locally defined number that identifies a class taught; Section ID should be the highest level taught during the section.  If no sequence, use the section with the most students.
	Y
	Y

	30
	Connected Section ID
	A locally defined number that identifies a class taught; Connected Section should be the lowest level taught during that section.  If no sequence, use the section with the least students.
	Y
	Y





	J Record – tab delimited (4 columns)

	Field Length
	Field Name
	Contents
	Required


	
	
	
	FALL
	EOY

	1
	Record Type
	Constant J
	
	

	3
	Serving Division
	Select from the list of education agency numbers (leading zero must be included, i.e. 001)
	Y
	Y

	4
	Serving School
	Select from the list of Virginia school numbers
	Y
	Y

	20
	Local Provider ID
	Locally defined identification number that must be unique within the division
	Y
	Y

	2
	Number of Students in Co-op Program
	Number of Co-op students overseen by the Local Provider during the school year
	Y
	Y

	2
	Minutes in Co-op Period
	Average length in Minutes of the Teacher’s Co-op Periods
	Y
	Y




	Trailer Record

	RecordCount=<number of A ,B,C,D,E,F, G, I and J records included in this file (A record plus all B,C,D,E,F, G, I and J records)>
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