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Session Overview 
• PEP Reminders 

 
• PEP EOY 2011-2012 Reminders 

– Actual Salary Data Reported 
– Non-Attendance Data  
– HQ Category Updates 
– Food and Nutrition Employees 
– Special Education Personnel 
– Vacant Positions 

 
• Future Additions 

– Certifications Report 
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PEP Reminders 
• Contact List 

– Please send an email with any contact list changes 
– Good idea to have more than one PEP contact 
– List job title for PEP contact, phone number, email 

address, Software system  
• Statement of Affirmation 

– Send in on Time 
• Data Collection Status Update 

– 2 weeks prior to close of collection period 
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EOY Salary Data Validation Review 

• Actual Salary  
– Do not report Stipend Pay 

• Actual Annual Minutes Worked 
• Full-Time Contract Day Count and Workday 

Minute Count 
• “Contract Mix” may be required for persons 

with multiple job assignments 
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Presenter
Presentation Notes
Even if there is a day by day sub,  these positions, class schedules and students are assigned to the vacant positions. ****  Please remember to report all these positions.All personnel that work anytime during the year must be reported.We need the actual minutes worked by the staff member and the remember even if the staff member is part time, they should have the actual minutes worked in the site position record but a full time contract day count and workday minute count in the Staff record.



EOY Salary Data Validation Reminder   
• Confirm accuracy of Classification Code 
• Confirm Contract Days/Contract Minutes 
• EOY-AMW could exceed Contract 

Minutes—but not more than a few days 
• FTE = Total Minutes Worked/Total 

Contract Minutes  
• Questionable Salary Report 

• Annualized Salary = Salary/FTE 
Hourly Rate  
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Presenter
Presentation Notes
Run the Questionable Salary Report and make sure that the amount of money you report is commensurate with the time worked.



Non-Attendance Records 
• Required for Teachers (112 Object Code) 
• Demographic Data and Sponsor Data 
• Event Start Date (Calendar Date) 
• Event End Date (Calendar Date) 
• Event Day Count  
     (Increments no less than one half day) 
• Event Category Code  
 (Reason why employee was away from his or her 

regular work activity) 
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Presenter
Presentation Notes
LDOE is starting to really  examine the data closely please ensure the accuracy of your data. Please make sure that all your conferences, seminars and workshop days are correct.



Highly Qualified Review 

• Check the Object/Function Codes to ensure proper 
coding of teachers, paraprofessionals & other staff  

• Examine the PEP Data Verification Report 
• Use correct State Course Code for Class 
• To verify teacher credentials, go to this link 

– https://www.teachlouisiana.net 
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Presenter
Presentation Notes
Correct the HQ reason code if it was wrong in the previous collection period.The incorrect course code number can make a HQ teacher not HQ for a class that they are teaching for example if a teacher is HQ in English for Elementary schools and they are given the course code for 7th and 8th grade English they may not be HQ for that particular English course.

https://www.teachlouisiana.net/


Verify Teaching Credentials 
 https://www.teachlouisiana.net  
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Areas of Certification 
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Highly Qualified Report Review 
• Request the HQ Detail Diagnostic Reports 

 
• Examine Sponsor Site Integrity Report  
  
• Use correct State Course Codes 

 
• For Elementary and Middle School Classes, 

use the Departmentalized State Course Codes 
 

• Update all “No Certificate Status” for teachers 
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Presenter
Presentation Notes
Sponsor Site Integrity Report - Lets you know if CUR has records not linked to a teacher.No Certificate Status – should not have any 5’s.



11 

LOUISIANA DEPARTMENT OF EDUCATION 



Food & Nutrition Employees 
• Object-Function codes 

– 111/3111 – Food Service Central Office Supervisor 
– 111/3121 – Food Service School Site Manager 
– 116/3120 – Food Service Operations School Site 

Level 
– Staff with function code 31** 

• Fund Code 
– School Food Service - 21 
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Food & Nutrition 
• Food & Nutrition Summary and Detail 

reports should be checked. 
 

• PEP Coordinators will need to furnish 
PEP data on Food Service Personnel to 
the Food/Nutrition Directors once the 
data is accurate and complete. 
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Presenter
Presentation Notes
We want PEP managers to verify the food & nutrition information in PEP before their food & nutrition people do their upload to the food & nutrition database.website that PEP Coordinators will need to use to upload the finished PEP data on Food Service Personnel to Food and Nutrition. 



• Contract Personnel must be reported. 
 

• All service providers must possess the proper 
credentials. 
 

• Each contracted person working in a public school 
must submit their own personal SSN not the company 
they are representing. 
 

• Contact your Human Resource department for a list of 
current credentials. 
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Reporting Special Education Personnel 



• All classes flagged SE must be taught by a 
teacher that has the appropriate special 
education certification for the majority (51%) 
of the exceptionalities present in the class. 
 

• Special education teachers must have 
appropriate HQ category for the core course. 
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Reporting Special Education Personnel 



Summary for End Of Year  Collection  
• End Year PEP Opens May 7 
• End Year PEP Closes August 13 
• Submit Actual Salary (No Stipend Pay) 
• Update HQ Categories in End Year PEP 
• No Class Schedule Records for EOY 
• Food and Nutrition information will be extracted 

from PEP  
• Update Classification Codes for SpEd  
• Use LEA888 site code for Special Education non-

public services only 
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PEP Contacts  
Data Managers 
David C. Kibbe 
Email:   David.Kibbe@la.gov 
Phone:  (225)-342-9133 
 
Team Teaching Questions 
Michael Collier 
Email:  Michael.Collier@la.gov 
Phone:  (225) 342-4867 
 
Tenure Questions 
Hall Morrison 
Email:  Hall.Morrison@la.gov 
Phone:  (225) 342-6985 
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