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SYSTEM OVERVIEW

INTRODUCTION

The purpose of the Profile of Educational Personnel (PEP) is to provide information of individual
personnel working in Louisiana public schools. The information includes demographic information,
professional qualifications, job assignment and compensation, employment status, professional
improvement program (PIP) salary information, and non-attendance data.

The PEP data contains staff record, site-position record, teacher class schedule record, and non-
attendance record. Staff record (record type 100) contains demographic data along with teacher
certification, years of experience and other similar data elements. Site-position record (record type
200) contains information regarding the job function/classification code at each site the employee
serves. Teacher class schedule record (record type 210) contains information regarding each class a
teacher is scheduled to teach. Non-attendance record (record type 300) contains information on staff
absences.

There are three reporting periods in PEP. During budgeted (as of October 1%), school districts are
required to submit LEA staff counts and budgeted salaries. During LEADS (as of October 1%), school
districts are required to submit highly qualified information and class schedules. During EQY (also
called End of Year, or EQY), school districts are required to submit LEA staff counts, actual salary and
Highly qualified (HQ) updates.

Note: Teacher class schedule data should only be submitted in PEP LEADS. Non-attendance data should
not be submitted in the October 1** submission.

A Statement of Affirmation Form will be sent at the end of certain data collection periods (October 1%
and End of Year) for district to affirm their data has been verified and is correct. This form must be
signed by the LEA Superintendent and the District’s Coordinators then returned to the LDE.

LINK TO OTHER LDE SYSTEMS

PEP will collect staff demographic information, staff professional qualifications, staff job assignment
and compensation, education level, employment status, salary, professional improvement program
(PIP) salary information, staff class schedule, years’ experience, HQ category, and non-attendance data
relative to time away from an employee’s daily activity.

PEP and CUR and SIS are linked together by class code. The unique class code allows LDE to link
Students to Teachers and then link both to course data through the CUR database.

For example, all three contain the same “Class Code” 1234p56 within the same site code.
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SIS Class Schedule
Record
Class Code PEP Class Schedule
“1234p56 Record

b1
P02 —| \flass Code
1234p56~

Student Name

Teacher SSN

OTHER SYSTEM FEATURES

Special reminders:
< Type 2 or 5 Charters should use 111/2430 as the Object Function Code for principals;
CEOs (Chief Executive Officers) should be coded 111/2329.

< Special Education Teachers 112/1210 and Instructional Aides (Paraprofessionals)
115/1210 are no longer valid Object Function Codes.

< Date of Hire field has been added to the Staff Demographic Record (100).
< Special Education ***/1290 is no longer valid for any Special Education Titles.

< Only Object Codes 111 through 119 are to be used when reporting personnel data to the
PEP System; function code 140 is not to be used when reporting data to the PEP System.

< Specific function codes are to be used when reporting Food Service employees, function
code 3100 is not to be used when reporting data to the PEP System.

< ROTC teachers are to be coded as 112/1450 for PEP data reporting requirements.
< Head Start teachers are to be coded as 112/1531 for PEP data reporting requirements.

< Special Education Support (Self-Contained, Combo or Resource) teachers are to be coded
as 112/1212 for PEP reporting requirements.

< Special Education PTU teachers are to be coded as 112/1213 for PEP reporting
requirements.
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< Regular education school bus aides are to be reported to the PEP System using the
115/2722 classification code combination. Special education school bus aides are to be
reported to the PEP System using the 115/2732 classification code combination.

< Only two codes can be used to identify retirees that returned to work (Code 1 or 2); see
page 3.24.

< The Sabbatical Status Code, Teaching Certificate Exception, Fund Code, Salary Type Code,
Retiree Return to Work, and Salary Reduction Code, if not applicable, must be blank
spaces.

< For PEP reporting purposes, no longer identify sabbatical personnel by using the object
code 140. Instead, use the applicable Sabbatical Status Code.

DATA COLLECTION TIMELIME

The Benchmark Calendar lists the timeline and system specific due dates for data collection. Refer to
the INSIGHT Portal for the most current version. The following chart provides the timelines for
submission of school personnel data to the Department of Education’s Profile of Education Personnel
(PEP) System for the fiscal year (July through June).

Collection Period Action

Budgeted (as of Oct 1) LEA staff counts and salaries

LEADS (as of Oct 1) High qualified information and class schedules
Actual (EQY) LEA staff counts, salary and High qualified updates

District staff must use the Reports/File Tab in the Profile of Education Personnel Section of the LEADS
Portal to request reports and files to ensure data accuracy. It is recommended that PEP Data
Managers request these reports as often as needed to ensure data quality prior to submitting the
Statement of Affirmation.
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LDE SYSTEMS ACCESS AND SECURITY

DATA SECURITY

Data security standards define specific requirements for managing and controlling access to all LDE
Systems. Security goals require all personnel using the LDE Systems to have a unique user access code,
hereafter referred to as a User ID. Each User ID is associated with a security profile that monitors and
controls access using automated security software.

SECURITY COORDINATOR

Each Local Education Agencies (LEA) and Charter Managing Organizations (CMQO) must identify an
individual in the organization to function as the Security Coordinator. The Security Coordinator is
responsible for granting authorized users access to the LDE Systems. They must be made aware of any
changes in status for users (i.e. new users and users no longer needing access due to termination or job
reassignment). Such updates are critical to the security of the LDE Systems.

Security issues that cannot be resolved by the Security Coordinator should be referred to the LDE
Security Administrator by phoning the ITS Help Desk at 225-342-1821 or by submitting a request by e-
mail to SecurityDOE@Ia.gov

USER ACCESS AND AUTHORIZATION

Users requiring access to the LDE Systems must complete a Security Request Form and forward it to
their Security Coordinator. Once their authorization has been verified, the appropriate User ID and
security profile will be assigned which will determine what LDE System(s) a user has access to and
specifically what functionality. These logon credentials will be communicated to users in confidence.

User IDs are not to be shared among users. Users will be held individually accountable for all system
access and any violations recorded under their User ID. If revoked due to sign-on or resource access
denials, the User ID may be reactivated and/or resumed only by the Security Coordinator after a
review of the circumstances and a discussion with the user. User IDs may be revoked in any of the
following circumstances:

e After five unsuccessful sign-on attempts

e After five resource access denials in one terminal session

¢ At the scheduled end of consulting or temporary labor engagements

e During their investigation of an actual or suspected security violation, if revocation is

requested by management
¢ On management request and/or direction due to termination

PEP User Guide Revised: August 2014 8


mailto:SecurityDOE@la.gov
https://leads3.doe.louisiana.gov/ptl/LeadsInfo/Security%20Request%20Form.docx

User IDs and Password Standards

User IDs assigned by the Security Coordinator consists of the letter “E” plus six characters. The first
three numbers is the Sponsor Code.

In addition to a User ID, an initial password will be assigned. This initial password will be set to expire
and to force a new password selection on the user’s first sign-on to the system. Users are required to
maintain the confidentiality of their passwords and to change their password when they suspect that
the privacy of their password may have been compromised.

Each user will be allowed to select their own password based on established password standards.
Passwords must be of the following format:
e Minimum length: 8 characters
* Must contain at least 3 of the 4 complexity categories as follows:
e Upper case characters (A-2)
e Lower case characters (a-z)
e Numeric digits (0-9)
* Non-alphanumeric characters (e.g., %, &, S)
e New passwords cannot be the same as any of the previous 5 passwords

Resetting a Password Using the Password Reset System (PRS)

To change an initial password or to reset a forgotten or expired password, LDE has implemented a self-
service password reset system called PRS. The PRS URL is https://password.doe.louisiana.gov. The PRS
User Guide can be found at https://password.doe.louisiana.gov/PRSHelp.pdf.

MINIMUM COMPUTER SYSTEM REQUIREMENTS
The following are the minimum computer system requirements to access the LDE Systems.

0 Hardware: A PC connected to the Internet

O Browser: LDE Systems are designed for Internet Explorer, Version 9.0 or lower

0 Screen Resolution: The optimum screen setting is 1024 x 768. If a lower resolution, such as 800
x 600 is used (not recommended), it will be necessary to scroll in order to see an entire page. To
adjust the resolution, right-click on the desktop, click Properties, then Settings. Adjust the slider
to a screen resolution of 1024 x 678 or higher, and then click OK

0 Software: WinZip, PKZip (PKZip is okay but WinZip is preferred); Compression reduces the file
size and it will take less time to transfer the file
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SCREEN DISPLAY PROBLEMS

Problems with screen display for the LDE Systems may be due to Security and Privacy settings or the
incompatibility of newer Internet Explorer (IE) versions. PEP system is only compatible with IE8 or IE9.

Internet Explorer (IE) Options

If there are problems with the LDE Systems screen display, it may be due to the browser’s pop-up
blocker or security and privacy settings. Users should check the following Internet Explorer (IE) options:

e Go to Tools >> Internet Options >> Security>> Custom Level. Make sure the “Allow script-
initiated windows without size or position constraints” option is enabled. Also, make sure the
“Display mixed content” option is enabled.

e Go to Tools >> |Internet Options >>Privacy >> Pop-Up Blocker Settings.
Enter leads.doe.louisiana.gov in the “Address of Web site to allow” field.

e Go to Tools>>Pop Up Blocker Settings>>choose “Turn off Pop-up Blocker.”

Internet Explorer (IE) Compatibility View

Compatibility View may be a solution for those IE users experiencing problems viewing LDE web pages.
Problems rendering all or parts of a web page can occur when newer browsers try to display sites that
are built with older programming components. For IE versions 8 through 10, users can enable
compatibility view for a website by clicking the “Compatibility View” icon to the right of the address
bar.

@ LEADS Portal - Windows Internet Explo " r
- »
ttps /leads3.doe.louisiana.gov/ptl/ - % | E | 4?| hog | | Bin

File Edit View Favorites Tools Help

f\? Favorites 1’.5 & | Suggested Sites ~ @ | Web Slice Gallery »

A LEADS Paortal r -

Click this icon to
enable Compatibility View

Louisiana Educational Accountability Data System

LEADS APPLICATION PORTAL User Guides  Ar

The browser should reload the page and begin displaying the page in compatibility view mode.

For IE version 11, Microsoft removed the Compatibility View button from the address bar but there is

an alternate method to turn on compatibility for a website. (This process can also be used in IE8 thru
IE10).
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First, Click the “Tools” button on the menu bar, and then select the “Compatibility View Settings”
option.

Then, in the text box under “Add this website”, enter Louisiana.gov and click the “Add” button.
Finally, close the Compatibility View Settings dialog box and close IE 11. Restart IE.

P — -
Compatibility View Settings @J M

Q You can add and remove websites to be displayed in
& Compatibility View.

& LEADS Partal - Windows Internet
-

https://leads3.doe.louisiana.gov/ptl/

[ File Edit View Favorieel)
57 Favorites | = ] Sugge
LEADS Portal

Delete Browsing History...

InPrivate Browsing Add this website:

lovisiana.gov i__ Add
E$;E

Diagnose Connection Problems...

Reopen Last Browsing Session

Websites you've added to Compatibility View:

InPrivate Filtering

Louisiana Edu InPrivate Filtering Settings

LEADS APPLICATION PO Pop-up Blocker

SrartScreen Filter
34 -
¢  SPC - School Calendar Manage Add-ons

“2»> CUR - Curriculum Databi v Compatibility View

3| L0 - LEADS Inquiry —* Compatibility View Settings

["]1ndude updated website lists from Microsoft
Display intranet sites in Compatibility View
[ pisplay all websites in Compatibility View

® PR - Non-Public Repori Subscribe to this Feed...

B upe Man Duklic Serhan Feed Discovery

LDE LOGIN SCREEN
To access the LDE Systems, users must enter a User ID and Password on the LDE LOGIN SCREEN.

Connect to serp.doe. louisiana.gov

The server serp.doe.louisiana.gov at serp.doe.lovisiana, gov
reguires a username and password,

User name: | € E9go000 4 |

Password;: | ssaneen |

[ Iremember my passward

[ Ok H Cancel ]

After access has been granted, users should then log into the INSIGHT
Portal https://insight.doe.louisiana.gov/coordinators/SitePages/Dashboard.aspx
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INSIGHT Portal Login Screen

The INSIGHT Portal brings together data submitted by Louisiana School Districts (LEAs) and Charter
Management Organization (CMOs), merges it with the data LDE collects from other sources, and
presents it as one unified system for reporting and analysis.

The Security Coordinator can grant authorized users access to the INSIGHT Portal by adding
LDS_LEAS_DATACOORD role under the Longitudinal Data Systems (LDS) in TAS. .

To access the INSIGHT Portal, users must enter a User ID and Password on the INSIGHT Portal login
screen.

4 ]
Please enter your user name and password to

# -y access to your INSIGHT account.

User Name:

Forgot your password, click here. Login

What is INSIGHT?
The INSIGHT portal was created to provide a data-driven resource that will help

improve student performance by making accessible more accurate, reportable,
and researchable data.

Frequently Asked Questions

If you have questions or comments about the INSIGHT system, click here to
read the frequently asked questions.

LDOE | TermsofUse | PrivacyPolicy | ContactUs

The Coordinator Portal screen will be displayed. User Guides, announcements, notifications and other
useful information is regularly posted on the Coordinator Portal.

lnnE g I “ SI G HT Coordinator Portal » Home EAC
INSIGHT Reports MyApps LASATS Search this site...

Home Announcements

Welcome to the Coordinator Portal
O @ Tite Modified
Monthly DC Webinars o o o ot i o i e o o e o St ' o )

Next, select the “My Apps” tab
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LDOE CYINSIGHT vysees » rome

INSIGHT Reports LASATS Coordinator Portal

Lists

My Apps Calendar ‘ 24 SPC - School Calendar System
Tasks

“J>» CUR - Curriculum Database
User Guides

Resources 3| LIQ - LEADS Inquiry

% LRS- LEADS Reporting System

NPS - Non-Public Schools Data Collection

! o7s - Official Transcript System

{ﬂ PEP - Profile of Educational Personnel

. TBL - Reference Tables

A\" SEE - Scholarships for Educ. Excellence

Af‘ SCS - School Choice Scholarships

W SER - Special Education Reporting

6 SPS - Sponsor-Site

444 SIS - student Information System

‘:} STS - Student Transcripts

44 TIA - Title I, Part A - October 1 Data Collection

{4 TID - Title 1, Part D

All LDE Systems for which a user is authorized to access will be displayed.

Select the PEP-Profile of Education Personnel link to access the application.

“ PEP - Profile of Educational Personnel

DATA SUBMISSION

With each successful submission, PEP Error Correction Reports will be generated. The Error Reports
must be downloaded in order to review each error, make appropriate corrections and re-submit PEP
data within established time lines. (PEP Error Correction Reports are only available for fourteen
calendar days. Reports are deleted once the time period has expired.)

The Data Verification, District Summary and Detail Report, as well as numerous other statewide
reports, are available to PEP Data Managers to request and download as applicable during each of the
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three PEP Collection Periods: PEP October 1 Staff Collection; October 1 LEADS Collection; and PEP
June 30 End Year Collection.

Note: Only error-free staff records are included in a district’s Profile of Educational Personnel Data
Verification Report. After the completion of a PEP Collection Period, the PEP Data Manager must
submit A Statement of Affirmation with the signatures of the Superintendent/Administrator and the
PEP Coordinator, and then return it to the Data Management Section.

Each individual school district will determine the method by which it creates the computer files
containing its staff data. However, in reporting these data to the Louisiana Department of Education
(LDE), the school district must use the applicable PEP Batch Record Layout, as prescribed in Section
Three of this guide. Districts will submit their respective batch file via the Internet using the PEP web
system at https://leads.doe.louisiana.gov/ptl/.

PEP RECORDS DETAILS

Staff Record (Record Type 100) contains demographic data along with teacher certification, years of
experience and other similar data elements. NOTE: One Staff Record is required for each employee or
Vacant Position. (Only one Staff record per Social Security Number within a Sponsor is permitted.)

Site-Position Record (Record Type 200) contains information regarding the job function/ classification
code object and function code combination at each site the employee serves. (Object code 140 is no
longer allowed when reporting sabbatical staff to the PEP System. Instead, if an employee is on
sabbatical, use the appropriate Sabbatical Status Code of 1, 2, or 3 in position number 103 on PEP
Record Type 100.)

Teacher Class Schedule (Record Type 210) contains information regarding each class a teacher is
scheduled to teach. 210 records should not be submitted in the October 1 and June 30" submission.

Non-Attendance Records (Record Type 300) contains information on staff absences. 300 records
should not be submitted in the Oct 1% submission.

Special Reminder: Because of LEADS, districts have all of the regular data reporting requirements
(Sponsor Site, School Calendar, SIS and PEP databases), plus the added responsibility of submitting
Curriculum Records to the Curriculum database for all courses taught at each school site offering the
course, along with Student Class Schedule Records and Teacher Class Schedule Records.

BATCH SUBMISSIONS

Begin by deleting the previously uploaded zip file, if applicable.
Open browser (Internet Explorer or Netscape)
Go to URL-- https://leads.doe.louisiana.gov/ptl/
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Home-opening page

Louisiana Educational Accountability Data System

LEADS APFLICATION PORTAL
E3 AFR-Annual Financial Report

u  SPC-Calendar

2% CUR - Curriculum Database

ﬂ GAP - Grant Award Program

© TAP-LaTAAP

¥ LIQ - LEADS Inquiry

u LTS - Louisiana Textbook Adoption System

:.‘ NP5 - Non-Public Schools Data Collection

4y PEV - Personnel Evaluation

[F] PKP - PreK Checkiist

i TBL-Reference Tables

,41' SCS - School Choice Scholarships

fﬂ- SEE - Scholarships for Educ. Excellence
* " SER - Special Education Reporting

6 SPS - Sponsor-Site

444 S5 - Student Information System

‘;' STS - Student Transcripts

<5 SRA- Survey Administration

User Guides |Annual Financial Report

ADDITIONAL LINKES

»  LEADS Hews

»  Timelines

»  Security Request Form
»  Contact Us

»  Check Response Time
»  Browser Popularity

»  OnBase - Hyland ActiveX Control
Software Installer

You are in the TEST environment.

n

L& TID-Title I, Part D
[

[T show all systems.

Welcome to the LEADS Portal!

Click on Profile of Educational Personnel

PROFILE OF EDUCATIONAL PERSONNEL Close | Restart

m | File Processing | | Onling Staff Processing ‘ ‘ Reports & Files ‘

Opening Page

Welcome to the Louisiana Department of Education’s Profile of Educational Personnel (PEP) web based data collection system. This system
is used for the collection of public school employees' personnel data. The data collected is used for state and federal reporting purposes. All
data collected in the PEP system is only to be used in accordance with the rules and regulations provided by Family Educational Rights and
Privacy Act (FERPA). This data will be used to assist in improving academic performance for all students, help to eliminate achievement gaps
and prepare students to be effective citizens in a global market.

Important messages and updates related to the PEP system will be displayed below.

PEP Message Center Posted Date

—» | Welcome David Kibbe to the position of PEP Education Censultant, You may contact him at David Kibbe@la.gov or Feb 52012
225-342-9133.

PEP User Guide Revised: August 2014
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File Processing - Upload

Close | Restart

| Online Staff Processing | Reports & Files

Beginning School Session Year: 2011 -

Processing Period: Oct. 1 (Budgeted) -

Delete all Data? @ No © Yes

Validate only? @ No ) Yes

File to upload:

’ UPLOAD MY FILE NOwW ] ’ VIEW UPLOAD STATUS ] [ VIEW ERRORS ] ’ VIEW INPUT DATA

REFRESH

History
= . - 2COl 2CO|

T T T T R
11/9/2011 9:20:02 AM apptst04 1277 \abnarmal termination 11/9/2011 9:20:02 AM
11/9/2011 8:42:04 AM apptst04 15 1277 9 (o] Complete 11/9/2011 8:42:05 AM
11/0/2011 8:40:16 AM apptst04 15 1277 E] 0 Complete 11/3/2011 8:40:18 AM
11/9/2011 8:34:00 AM apptst04 1277 bnormal termination 11/9/2011 8:34:00 AM

1

Be sure that the file has ‘.zip’ as its suffix.

Click ‘Browse’ to select the file to upload, and then click “‘UPLOAD MY FILE NOW’.
The file is now uploading to the Louisiana Department of Education (LDE). It may take a few moments.
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File processing — view status

(& hitp://leadsdtst.doelovisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer

’.-. PROFILE OF EDUCATIONAL PERSONNEL

PPV |

_—

7
@ http://leadsdtst.doe.louisiana.gov/ - ViewStatus - Windows Internet Explorer

User:

| Beginning Schl Sess Yr:
017 East Baton Rouge Parisl

Processing Period Cd:

Beginning School Session Year: Sponsor:

Processing Period: Begin Date/Time:

End Date/Time:
Delete all Data® File Size (Bytes):
Validate only? Total Records:

Records Copied To Holding:
File to upload:
Records Matching Database:

Records Validated:
[ UPLOAD MY FILE NOwW
Minimum Number of Records In Error:

You must enter a file name. Total Errors/Warnings Found:

REFRESH

Records Loaded to Database:

Staff Records Deleted from Database:

Status: Status information not found.

L
11/9/2011 9:20:03 AM E 11 9:20:02 AM
11/9/2011 8:42:04 AM - 11 8:42:05 AM
11/9/2011 8:40:16 AM E

11/9/2011 8:34:00 AM
1

11 8:40:18 AM
11 8:34:00 AM

File Processing - View errors

i hetpeadatt dor louinsnageny’ - ViewE o - Windows intermet Explorer A —— — = i}

Spanso East Baion Rouge Fansh GEMERATE ERAOR REPORT
HEFRESH
Load Beginr 1L/92011 Brddi08 AM

Data in Enmor

Supgemental Ermor Sk

Coge ETTOr Message

Dusts for S5M Not Added fo 08 due to Errors

3

3 210 285 Irwalid Class Code

4 108 138 'ﬁ'u-'ﬁ‘ﬂa' C-e-jll'l-cutz Last Mame Does Mot Match Name on Teacher
Carbficstion Database

[ 100 959 Data for 558 Not Added to DB due to Errors

[ 210 285 Jrwvahd Class Code

o 100 999 Data for S5N Not Added to DS dise to Errorg

k] 210 285  Inwalid Class Code

140 210 207 No Matching Staff Record

11 210 207 Mo Mstching Staff Record

12 210 207 No Matching Staff Recced

13 00 4509 Data for 55N Not Added to 08 due to Errors

13 12 207  No Haiching Stelf Racoend

14 100 D02  Crtieal: Trvahd Transscton Cods

15 100 002  Ortical: Tevalid Transscton Code

15 100 NOMNE %3  Dats for SSN Not Added to DB dus bo Ermors

PEP User Guide Revised: August 2014
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File Processing - View errors — Generate error reports

- e ———— W
ﬂ Pittpe/ Meadsdtst doe bouisiana o « ErceReport « Windows [ntemet Exploeer o S
ﬂ Profile of Educational Personmel Lauisaans Daparcmant of Edecation
Load Begin: 11/5/2011 2:42:04 AM PEF ERROR CORRECTION REFORT FOR DATA AS OF 10,/1/2010
DETAIL SUMMARY
SCHOOL YEAR: 2010 - 2011 Show By Dists for A2

| AL .

EEEEEEEEEEEEEEE R EEE RS

CRITICAL ERRORS

R EEEEEEEEEEEEEEREEE R EEEREE R [ H-T]

SEN

iTE CO FEFP ATA IN ERROR EDIT MUMBER AND MESSAGE

= race Far BEN Nes Added 1o DB des t3 Errars
F59: Dace for S5K ket Addied to DB dea ta Errars
P9 Daca for BEN Nt Added 1o DB des te Emars
FH9: Dt for SEN Net Asded by DB del b3 Efrars
s Daca for $EN Kot Added to DD dew t2 Brrare

# Profile of Edecational Personnal Lzuipians Dapsremant of Educstion

Load Begin: 117872011 8142104 AM PEP ERROR CORRECTION REPORT FOR DATA AS OF 10/1/2010
DETAIL SUMHARY
SCHOOL YEAR: 2010 - 2011

LEA: 017 East Baton Rouge Parish
T T T T T

ERRORS

T T

(S TARF faME 55N SITE CD PEE DaTa IN ERROR EHT NUMBER AND MESSAGE
I No Matching Seal Racord
Mo Marching Snal Razord
Mo Matching S2a8 Racord

Kol are s Srall Ber ard

File Processing - Error report — Critical errors

& hatp:/Neadsdest doedouisianagou - Errorfleport - Windows Internet Explarer v =
ﬂ Profile of Educational Personnel Lovigisay Degartmant of Education
Load Begin: 11/9/2011 B:42:08 AM PEP ERROR CORRECTION REPORT FOR DATA AS OF 10/ 1/ 2010
DETAIL SUMMARY
SCHOOL YEAR: 2010 - 2011 Showm K

| e T e

ALL
Errors
Wam.r\.qs

PRINT

e LEA, Sn.'nma-y |
Lol ic nrvalid Transaction Code

D02: Cricical: anlm'lranuamn Cede

B99: Data for 55N Not Added t= DB dua ta Brror

B59: Data for BEN Not Added te OB due ta Evors

959: Data for S5M Net Added te DB dus ta Erors
BF9: Data for SSN Not Added t DB due ts Erors
W90z Data for 5N Not Addsd to DB dus ta Erors

LEGEND: AMwAMNTIAL MINUTES, s-z:‘:x:: 3 DATE, COCWCOMTRACT :anr COTWT, PeENDING .J.‘-: FCWFTECTION COOE,
GOCTRRENCE,

—-End =f Bapost--

DETAIL SUMMHARY
SCHOOL YEAR: 2010 - 2011

LEA: 017 East Baton Rouge Parish

..............
ERRORS
ITARF AoarE S5 SITE CD PES DATA IN ERROR NUMBER aND MESSAGE
— o Matchlag 5ol Racornd

M Marching Stal Recond
o Matching Scas Recond
R Mars hins Rral e

PEP User Guide Revised: August 2014
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File Processing - View input data

B hiipfeadséist doelovisiana.gen - Viewlnput - Windows Internet Ecploeer i T =
. - . —_—
Sponsor: 017 East Baton Rowge Panish Beginning School Session Year: 2010
Losd Begin:  11/9/2011 8:42:04 AM Procasaing Paresd Code: 2

Total records: 15

Page 1 o 1 EXPORT DATA ]

Rec Status Sys Trams Beg Spon Site =11

Hum Ind Code Sch k1] iD ' ] &0 & 70 : &0 30 E
Vs

o

i FEP 100 2010 017 A DdeB3s 0931
2 FEP 200 2010 017 017070 aoooon 000000
3 Errexr FPEP 210 2010 017 017070

4 Errcxr PEP 100 2010 017 B 075928 (018
] PEP 200 2010 017 017047 QoQoon 000000
& Ezror PEF 210 2010 017 017047

7 FEF 100 2010 017 & 444933 0911
8 PEF 200 2010 017 017075 oopoon  oO0000
: ] Errcr FEP 210 2010 017 017075

10 FEF 210 20100 017 017026

11 FEF 210 2010 017 017026

12 FEF 210 2010 017 017026

13 FEF 210 2010 017 017026

14

1

ERRORS
R EEEEEE R RS EREE R EREE

STAFF NAME S5 SITE GO PEF Dava IN ERROR EONT NUMBER AND MESSAGE

PNT KW dare hise Srall Rar ard

I 2071 Ne Matching 518 Record
2071 Mo Manehisg Suel Rz
2071 No Matching Staf Racord

Online Staff Processing — Staff List — All Processing Periods View

£ http://leadsdtst.doe.louisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer

PROFILE OF EDUCATIONAL PERSONNEL Close | Restart

oo |
[Staff| | SiePostion | [Salary | [ ClassSchedule | [ Non Atiendance | [ Highly Qualified

All Processing Periods-View | Open Processing Periods-Update |

Beginning School Year: 2013 -
Processing Period: Oct. 1 (Budgeted) -
Sponsor: East Baton Rouge Parish

Search on Last Hame [ 55N:

DISPLAY STAFF LIST (MAX 1000) ]

PEP User Guide Revised: August 2014
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Online Staff Processing — Staff List — All Processing Periods View

€ https:/fleads3.doelouisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer

PROFILE OF EDUCATIONAL PERSONNEL Close | Restart

(o] Staff Proceszing Reports &

Site Poston | | Salary | | Class Schedule | | MNon Aftendance | | Highly Qualified |

All Processing Periods-View | Open Processing Periods-Update |

Beginning School Year: 2013 -
Processing Period: Oct. 1 (Budgeted) -
Sponsor: 001 Acadia Parish A

Search on Last Name / 55N aren

( DISPLAY STAFF LIST (MAX 1000) ]

Staff selected. Click appropriate tab to view data.

I statws | LastUpdated]
SCHOOL BOARD EMPLOYEE 9/25/2013 1:25:05 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:23:21 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:21:37 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:25:12 PM
SCHOOL BOARD EMPLOYEE /25/2013 1:23:00 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:39:04 PM
THIRD PARTY CONTRACT EMPLOYEE 9/25/2013 1:23:08 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:21:10 PM
SCHOOL BOARD EMPLOYEE 9/25/2013 1:22:14 PM
SCHOOL BOARD EMPLOYEE 9/25/20132 1:25:06 PM
12345678910 .
Online Staff Processing — Staff — View
8 hitps/leads 3 doe louisiana govy - Profile of Educational Persornel Datsbase - Windows | Exploser

;27 PROFILE OF EDUCATIONAL PERSONNEL

STAFF RECORD : VIEW Mode [T ExpoRt SIAFE DATA |
statf e | son: I Last Update: 9/25/2013
Sponsor: 000 Acada Pansh
Beg Schoal Sessions 2003 Emnployes Siatas: SCHOOL BOARD EMPLOYEE cenifcate: [N
Pro Periodt: Oct. 1 (Budgeted) Retrement Sysiem: TEACHERS' Educ Level BACHELOR'S
Gender: FEMALE Cert Excepbon: rotat satary: [
Empl Type: FULLTIME fabhaticsl Slatas: Workdsy Mie: 465
Retires Reharn: Contract Daya:  182.00
vears Exp: [ Salary feducton: PiP Zalary: 0
tistrict Hire Dute: |
Eiheatity; Hipanis ¥ N Raes: A
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Online Staff Processing — Site Position — View
5 httpateadsd doelousanago « Frohie of boucabonel Personned Uatabaie - Wincows internet Exploner

STAFF RECORD : VIEW Modo
statt tarme:
Spoersor: 001 Acades Pansh
Beg School Session: 2013
Proc Period: Ot, 1 (Budgeted)
Gemder: FEMALE

Employes Status: SCHOOL BOARD EMPLOYEE
Retirement System: TEACHERS'
Cerl Euception:
Labhatical Statud:
Retires Retum:

Empl Type: FULLTEHE

son: [

_EXPORL STAFE DATA

Last Update: 92513013

Certilicate: -

Educ Level BACHELDR'S

Total Salany: -
Workday Min: 485
Contract Days: 183.00

vears Eop: [ NNEEEEEEEENN Safary Hedoction: PiP Salary: 0
pistrict e Dater: [
Ethmacity: Mispanic ¥ W Amce: Am Indian Aslar Bilack rac Txland L
SITE-POSITION RECORDS : VIEW Mode
sive: [N Laad Update Date: 9/25/2013

Classificabion: 113 TEACHERS 1110 ELEMENTARY PROGRAMS
Empioyment Dates: 7173013 - &/30/ 3014

Online Staff Processing — Salary — View
B bty feads 3 dos ounianagovy - Profile of Educstions! Peroanel Database - Wirdows Intermet Explorer

Homebase Sie Flag ¥

Anmual i Worked: 82830

CSametes ) [T [ G schuis | [ Vo Adaniarcs | [ gy |

iTAFF RECORD : VIEW Mode
s

Sponsce; 001 Acacks Parish
Beg Schoal Session: 2003
Proz Period: Oct. 1 [Budgsted)
Gender: FEMALE

Empd Type: FULLTIME
Yoars Expi _
Desirict Hare Date: _

Eihmicity: Hidpahies ¥

Empioyes Status: SCHOOL BOARD EMPLOYEE
Retirement Sysiem: TEACHERS'
Cert Exception:
Sebbatcsl Stafus:
Hetiree Ratarn:
Salary Redwstion:

SALARY RECORDS : VIEW Mode

Sie:
Classdlication: 112 TEACHERS 1110 ELEMENTARY FAOGRAMS
Employment Begin Date: 77172013 Fumd: GENERAL

PEP User Guide

ssn- I

|_EXPORT STAFF DATA |
Last Update: 972572013

Cortificale:
Edue Level BACHELOR'S
fota sairy: [
Wiorkcdey Minc £65
Contract Days: 182.00
PP Salany §0

Lasi Updaie Dade: 32572013

satary Aret: [ R

Salary Type: BASE

Revised: August 2014
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Online Staff Processing — Class Schedule — View

¥ ETEE S WL G SO A O - FTGRE TF | O BTG PO RN - TGO PYDETTRY LR

FPROFILE OF EDUCATIONAL PERSOMMEL

TAFF RECORD : VIEW Mode
senrt s [
Bt S hnegd e s

[ Exrger s1aer DaTa ] -
Laat vgsistes 1S 1072014

2013 Emgioyes biwus: SOR00L BOARD EMPLOVEE Cartdfer i

Pros Perodl Ot 1 [LEADS) Bl emrtnt fputem TELACHE S5 Hides Lt [
Ganden FEMALL Lo Lagasion Totst Sabary: [N
Do T T T Sabbata sl Lt Wcrhdey M 4835
Eatras Beturn Comtesct Deys: 18200
vears to [N Sadary Beducion P Lalary; §O
Seairic mere cote: [
WPl vy Mok ] Rmger A E
CLASS SCHEDULE RECORDS : VIEW Mode E
Biwr OOLDOE  Crombey Midde School Lant Updete Dwle: 171052014
Cuns Tooe 0O0RIEE Tivmbyd Somas Flagn W
Tolsl Clans o Pek 160
Sasi OOI008 Crowley Hddle Sokesl Lal Upsdete Dute: 171072014
Cleas Coder 0OSNE4 Twwrmbee Fioses Pisgn W
Teasl Clans Faser Por 100
ne: SOLOhE Crowbey Maddle Tkl Lman Gpetiane fene: 171050014
Chaan Conde:  JO2X3] Twelve Foes Mg N
Tods!l Clans Teme Pob 100
Sner DOLO0A Crgeaigy Heddle SeoFaand Lsnr Ugstass Date: Toid
Cinnn Codm GO8¥33 Twewtow monge Fiagy
Tolsl Clans Tems Fot 100
Sier ODIO08 Crombey Middia School Lunt Upstate Dute; o301e
Cirss Tt DOTE Twrmhes Maae Flagn W
Totsi Clana Tome Pet: 100
Saw: OOI008 Crowley Maddle Serssl Lant UpSate Dwte: 11052014
Cless Come: QOITHD Twemben Moags Pisg W
Todsl Clans Tame Por 100 =

Online Staff Processing — Non Attendance — View

E https://leads3.doe.louisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer

Close | Restal

| “site Position | [ Salary | [ Class Schedule | Highty Qualified

e Staff Processing

Staff List |

View

STAFF RECORD : VIEW Mode
start name:
Sponsor: I

[ EXPORT STAFF DATA

Last Update: 8/12/201

ssn: [N

Beg School Session: 2012 Employee Status: SCHOOL BOARD EMPLOYEE certificate: | N
Proc Period: June 30 (Actual) Retirement System: TEACHERS' Educ Level: BACHELOR'S
Gender: FEMALE Cert Exception: Total Salary: [N
Empl Type: FULLTIME Sabbatical Status: Workday Min: 465
Retiree Return: Contract Days: 182.00
vears Exp: | Salary Reduction: PIP Salary: $0
District Hire Date: [N
Ethnicity: Hispanic: ¥ N @ Race: Am Indian Asian Black Pac Islander White

NON ATTENDANCE RECORDS : VIEW Mode

NonAttendance Dates:
Category Code:
NonAttendance Dates:
Category Code:
NonAttendance Dates:
Category Code:
NonAttendance Dates:
Category Code:
NonAttendance Dates:
Category Code:
NonAttendance Dates:
Category Code:

PEP User Guide

8/24/2012 - 8/24/2012

03 PERSONAL/SICK/EMERGENCY LEAVE
9/20/2012 - 9/21/2012

03 PERSONAL/SICK/EMERGENCY LEAVE
11/13/2012 - 11/13/2012

03 PERSOMNAL/SICK/EMERGENCY LEAVE
12/10/2012 - 12/10/2012

03 PERSONAL/SICK/EMERGENCY LEAVE
4/23/2013 - 4/23/2013

03 PERSONAL/SICK/EMERGENCY LEAVE
5/17/2013 - 5/17/2013

03 PERSONAL/SICK/EMERGENCY LEAVE

Revised: August 2014

Last Update Date:
Day Count:
Last Update Date:
Day Count:
Last Update Date:
Day Count:
Last Update Date:
Day Count:
Last Update Date:
Day Count:
Last Update Date:
Day Count:

8/12/2013
0.5
8/12/2013
2.0
8/12/2013
1.0
8/12/2013
1.0
8/12/2013
1.0

8/12/2013
1.0



Online Staff Processing — Highly Qualified — View
F bt i L i Mo il e - Pt &8 s atonnl Pticrrngd iatabiate - Windtnnd lnbienet Expliorer

TAFF RECORD : VIEW Moda (Cfxmomn S1ass Dars |
seatt o | s« [N Lant Upcdater 8 12/ 2013
—
Beg Schood Sesmon 1012 Emnployes Simtus: SCHODL BOARD EMPLOYIE n:e-:--:m._
Proc Period: Jana 30 (At} Retwement Syatem: TEACHERS' [duc Levet BACHELOA'S
{ecvdmr: FEMALE Coert Encaption: Total falsry: -
Ermgd Type: FULLTIME Sebbatacsl Srtun: Workday Min: 443
Retstes Relyrn Contrect Deyn: 18200
veurs e [ Salinry Bedu L PP Salwry 40
ceserict ture Date: [N
Emcity Hidpams ¥ N8 e " Bl k -1
HIGHLY QUALIFIED RECORDS : VIEW Mode
WO Cole: MA  HIGH SCHOOL ART Lany Upslate Date: 81272013
1
119
ONLINE SUBMISSIONS

Online Staff Processing — Staff List - Open Processing Periods Update
E http://leadsdtst.deelouisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer = e e ——— e

PROFILE OF EDUCATIONAL PERSONNEL

Home File Processing Online 5taff Processing Reports & Files

Staff List | site Position | [ Salary | | Class Schedule | | Non Attendance | | Highly Qualified
All Processing Perinds-View Open Processing Periods-Update
Beginning School Year: 2011 -
Processing Period: Oct. 1 (Budgeted) «
Sponsor: East Baton Rouge Parish

Search on Last Name / S5M:

( DISPLAY STAFF LIST (MAX 1000) I

SSN to Add Staff: [ CLICK TO ACCEPT NEW SSN
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Online Staff Processing — Staff - Update

& hitp://leadsdtstdoelouisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer = 0 0

PROFILE OF EDUCATIONAL PERSONNEL Close | Restart

File Processing Online 5taff Processing Reports & Files

Staff List | Wl Site Position | | Salary | [ Class Schedule | | Non Attendance | | Highly Qualified |

STAFF RECO TEM EXPORT STAFF DATA ICDI’-IDLE'E VALIDATION & UPDATE DA'ABASE]

5/6/2014 12:40 PM

First: | Middle: | Last: | suffix: |
Sponsor: 017 S5N: IQQQQQQQQQ Last Update: 5/6/2014
Beg School Session: 2011 Employee Status: SCHOOL BOARD EMPLOYEE - 0 Certificate:
Proc Period: 1 Retirement System: TEACHERS' - Educ Level:  -- unknown -- -

Gender:  FEMALE - Cert Exception: -- none -- - Total Salary:
Empl Type: FULLTIME - Sabbatical Status: -- none -- - Workday Min:
Retiree Return: -- none -- - Contract Days:
Salary Reduction: -- none -- - PIP Salary:

Years Exp: 0o -

District Hire Date:

Ethnicity: Hispanic:Y ) N @ Race: Am Indian [C] Asian [] Black[[] Pac Islander [ white [

5ill out screen and Click 'VALIDATE' to ADD; ---------—---—--—- Click the 'Stafflist’ Tab to STOP ADDING

VALIDATE

Adding...

Online Staff Processing — Site Position - Update

? http:/fleadsdtst.doe.louisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer I — -

PROFILE OF EDUCATIONAL PERSONNEL Close | Restart

Online Staff Processing Reports & Files
[Saery | | coss soese | |_ten [ iy st

STAFF RECORD : VIEW Mode
Staff Name: ssi: I Last Update: 5/6/2014
sponsor: [N
Beg School Session: 2011 Employee Status: SCHOOL BOARD EMPLOYEE certificate: |
Proc Period: Oct. 1 (Budgeted) Retirement System: TEACHERS' DROP Educ Level: MASTER'S
Gender: FEMALE Cert Exception: -- none -- Total Salary: _
Empl Type: FULLTIME Sabbatical S5tatus: -- none -- Viorkday Min: 430
Retiree Return: -- none -- Contract Days: 204.00
Years Exp: [ Salary Reduction: -- none -- PIP Salary: $1231

District Hire Date:

Ethnicity: Hizpanic: ¥ N @ Race: Am Indian Asian Black Pac Islander White

Data in Error 0 ] arrors from Complate Validation)
t Employee Hire Date

SITE-POSITION RECORD : UPDATE Mode _—

Site: Last Update Date:

Classification:

Employment Dates: - Homebase Site Flag: Annual Min Worked:
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Online Staff Processing — Salary — Update

FTAFF RECORD : VIEW Moda (Expoar Stare Gara ]
seatt varne: [ ssx [ Last Update: 5/6,/2014
sponscr [
Bag Schood Sawaion; 305§ Empicpen Slatur; SCHOOL BOARD EMPLOVEE 'l:enrtﬂr-lhf-'_
Broc Peviod: Ot 1 (Budgeted) Retrnmen Syatem: TEACHERS” CROP fduc Levet MASTER'S
Gendar: FEMALE Gt Eatpphion: - ngng - Tetal Salary: |
Emad Typets FULLTIME Sabbatecal Statas: — nong — Wadtoday Mis 280
Retines Beturm: — nona -- Comtract Days: 204,00
wears txz [ Salary Reduction: - ngne - PIP Salany $1231

estrect Hire Daie

Emnakiry: Hispani: v HF Raoe A aikian Aaa Baxh

frr i i I
164 Ewvalid Curicn Emplayes Hirs Dave

SITE-PFOSTTION RECORD : VIEW Modes 0 of 0

Siim Lani Updasse Cuie
Claddification
tregpicymant Dulew: - Homehasn L8e Flag Annusl M Worked:
S =
Fund Accousit Estary Type: Sadavy Arstant: Lant Update Cute:

Online Staff Processing — Class Schedule - Update
J hispeeacsdtat doaloutiana e - Profile of Educatssnal Personnel Database - Windowt Intamat Expk e —

PROFILE OF EDUCATIONAL PERSONNEL

| Cieaited
TAFF RECORD : VIEW Mode NPOHT STALE Daas
et vaene [ o Lavt Dpdates S0/ 2014
————
Bay Schoot Session: 39311 Employes Status: SOHGOL BOARD EMPLOYEE Cervfcate: [N
Proc Period: Gct. 1 {Budgeted) Retrement Sysiem: TEACHERS" DROF Educ Level MASTER'S
Gender: FEMALE Cen Encapban: — npna -- Total Salary: —
fmpl Type: FULLTIME Savbatcal Status: - none - Vorkday Min 420
Retires Reieme -~ none — Conbract Days:  204.00
toars Lo [ Salary Rederon: - none — PP Salary: §1331
Dintrict Hire Date:
Eshnicity: Hispaséc ¥ M3 Bacer  Am Indian Axisn Black Pac Tslamde White

ale ia Frrowr Frior g (™ = proo.
Iawaled Butncn Emplygae Hew Date

1l
CLASS SCHEDULE RECORD : UPDATE Maode ﬂ
Sia: Laad Update Dute:
Class Coda: Twedvn Hour Flsx

Totwd Clama Timee Pot

Online Staff Processing — Non Attendance - Update
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| it feadsétst.doe bouisisragow - Profile of Eduratsonal Personned Databae - Windows Internet Expiorer L o

Arvle

[Exeonr Srarr Data_|
SEalf Mama: _ ll-l_ Lant Updade: 563014
Sponscs; I
Beg School Sewsion: 2011 Employes Satus: SCHOOL BOARD EMPLOYEE l:erlrhﬂ‘lui_
Proc Persodt Oct. § [Bodgeted]) Retiremand Sywbem: TEACHERS' DROP Mg Lewvet MASTER'S
Gander: FEMALE Cert Exoephion: -« pss - 7o sy [
e Type: FULLTIME Sababeal SR -« RERE o Werkday bin: 450
Betinge Beturn: = et — Contract Daya: 204,00
vears fupe [l Satary Roduction: - nome - PP Salary: $1331
Eunsrict Hirg Date;
Ethadriry:  Hispanis: HW Aeca: Am [ndia LY alami it

164 laviled Diatnice Emeleyea Hira Dt

NON ATTENDANCE RECORD : UPDATE Mode

HonAtlandancs Dalea: . Laat Upedate Dabe:

Category Code: Day Counk

Toisd Claas Tims Pot

Online Staff Processing — Highly Qualified — Update

[ g feadsdust doe loutsianaigow/ - Profile of Educationsl Ferscenel Database - Windows Inbemet Explorer . W

PROFILE OF EDUCATIONAL PERSONNEL

[ St [ Stn Pouton CmssSchedds | | Mon Abeedance |
| vecat BTN
STAFF RECORD : VIEW Mode [Cxpoar svare Data |
Satt Hawne: Lo Last Update: 56/ 2004
p— S
Bag Schood Sessiom 3011 Employes Status: SCHOOL BOARD Emby OvEE Centicate: _
Proc Periodh Ot 1 (| g 1] e Sysiem: TEACHEAS' DEOS Educ Level MASTER'S
Gender: FEHALE Cort ERcapbion: -« ror - Tots satary: [
Empt Typs: FULLTIME Labbatical SEalus: - Fare - Workday Min: 380
Rufiree Aelufn: <= Al = Coosmiract Doy 209,00
¥esrs Exp [N Lty Bede R - PoeE - PP Sslarys 912338

Dintrict My Daes

Cihnicity: Hispanicc ¥ 0 W Racem A Indisn

164 Iwsuld Dinmrict Employas Hirw O

(]
HIGHLY QUALIFIED RECORD : UPDATE Mode n

B Code Lanl Upstain Date

Totsl Class Time Pob
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EXTRACT FILES and REPORTS

Various reports and file extracts depicting personnel data are available to PEP Data Managers to
download from the PEP database. PEP Data Managers will use the appropriate School Session and
Processing Period to request, view, and save PEP Reports and files.

EXTRACT FILES

Reports & Files — Input File

2 https://leads3.doe louisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer -

PROFILE OFE EDUCATIONAL PERSONNEL

Home File Processing Oniine Staff Processing

View | Export Input File

Reports & Files

Close | Restart

Beginning School Year:

Processing Period:

View/export

Sponsor:

2013 -
Oct. 1 {Budgeted] -

001 Acadia Parish -

[T Export St Record

[ Expart Stz Fosttion Resara
D Export Class Schedule Record
[T Export Non-Attendance Record

[ Expant 2 Rzcoras

Create Fixed-Width Records.

[T create Comma Separated Value Records

Export Reset Page

@ Mleadsdtst.doe.louisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer

PROFILE OF EDUCATIONAL PERSONNEL

Home File Processing Online Staff Processing

View ! Export Retrieval

Reports & Files

Close | Restart

Data Verification - LEA Summary has been successfully scheduled to run.

Beginning School Year: 2013 *

Processing Period: Oct. 1 (Budgeted) «

Choose a Report: Data Verification - LEA Summary
Repoart Format: PDF  ~

Sponsor: Iheria Parish

PEP User Guide
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Retrieval
£ http://leads4tst.doelouisiana.gov/ - Profile of Educational Personnel Database - Windows Internet Explorer B T T L

’.-. PROFILE OE EDUCATIONAL PERSONNEL Close | Restart

Hnmel | File Processing | | Online Staff Processing | Reports & Files

View [ ExE ort Iletriwﬂ Input File

Reports Retrieval

* Reports displayed below will be available for 14 days. Please save or print the files before they expire.

Report Name Status Create Date Expire Date

Save Delete Data Verification - LERA Summary [POF) Finished 7/3/2014 2:09:01 PM 7/17/2014 2:09:01 BM

Extract File 1 - Salary

Beg Sch Proc Sponsor Soc Sec Site Cd Employment Object Function Fund Salary
Sess ¥r PeriodCd Cd Num Beg Dt Cd Cd Cd TypeCd
2013 1 o7/012013 112 1110 01 1
2013 1 07/01/2013 115 1530 10 1
2013 1 o7/01/2013 112 1130 01 1
2013 1 07/01/2013 116 2721 o1 1
2013 1 07/01/2013 112 1110 011
2013 1 07/01/2013 116 2721 01 1
2013 1 07/01/2013 115 1211 o1 1
2013 1 07/01/2013 112 1105 01 1
2013 1 07/01/2013 116 2721 01 1
2013 1 07/01/2013 112 1130 o1 1
2013 1 07/01/2013 112 1130 01 1
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Extract File 2 - Site-Position

Beg Sch  Proc Sponsor Soc Sec Site Cd Employment Object Function Employment Annual Min
Sess Yr PeriodCd Cd Num Beg Dt Cd Cd End Dt Wkd Cnt
2013 1 07/01/2013 112 1110 06/30/2014 84630
2013 1 07/01/2013 115 1530 06/30/2014 75000
2013 1 07/01/2013 112 1130 06/30/2014 84630
2013 1 07/01/2013 116 2721 06/30/2014 43200
2013 1 07/01/2013 112 1211 06/30/2014 0
2013 1 07/01/2013 112 1211 06/30/2014 0
2013 1 07/01/2013 112 1110 06/30/2014 84630
2013 1 07/01/2013 116 2721 06/30/2014 43200
2013 1 07/01/2013 115 1211 06/30/2014 75600
2013 1 07/01/2013 112 1105 06/30/2014 84630
2013 1 07/01/2013 116 2721 06/30/2014 43200
2013 1 07/01/2013 112 1130 06/30/2014 84630
Extract File 3 - Staff

Beg Sch  Proc Sponsor Soc Sec Last Name Suffix
Sess Yr Period Cd Cd Num Name
2013 1 ARABIE

2013 1 MILLER

2013 1 WIMBERLEY

2013 1 LEGER

2013 1 CAMDEN

2013 1 LAHAYE

2013 1 SIMAR

2013 1 ADAMS

2013 1 VAUTROT

PEP User Guide Revised: August 2014
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REPORTS

Report

Description

Availability

Error Correction Report
LEA Detail

A listing of each record that has produced an
error. Records are grouped by site.

After each successful upload

Error Correction Report
LEA Summary

A recap of the edits generated by the system
and a count of the records received, rejected,
and processed

After each successful upload

Data Verification Report

A district recap and a listing of the
individual records that have been
loaded and are error-free

As Requested

Staff  with
Numbers

Duplicate  Certificate

A listing of staff reported on PEP with identical
teaching certificates

As Requested

Staff with Duplicate Social Security
Numbers

A listing of staff reported on PEP with identical
Social Security numbers

As Requested

HQ Detailed Diagnostic Report
and
HQ LEA Summary Report

The Diagnostic Report is a detailed listing of
each class along with the reason(s) that the class
is not taught by a teacher meeting the HQ
criteria for the class.

The Summary Report is a summary listing the
percentage of classes taught by teachers
meeting NCLB HQ requirements.

As Requested

Staff with Non-Matching Educational
Levels on TCR and PEP

A comparison of educational levels as reported
on the Teacher Certification (TCR) and the
Profile of Educational (PEP) databases

As Requested

Roster of Error-Free Personnel

A roster of names and SSNs by site of all error-
free records transmitted

As Requested

Non-Attendance Data Report

A summary of non-attendance
data by Sponsor Code

As Requested

PEP User Guide
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Report 1 - HQ detail report

L_f‘ Profile of Educational Personnel

HIGHLY QUALIFIED EDUCATORS

LEA:

ste: I

Name

* All Paraprofessionals HQE *

Reason Codes:

1: Teacher does not possess a standard teaching certificate as of the cut-off date and/or is not certified to teach this course

DETAIL REPORT

LRS Derivation Run Date: 09/27/2013
SCHOOL SESSION 2012 - 2013

Classes Taught By A Highly Qualified Educator:

Number of Highly Qualified Paraprofessionals:

160378

500051
500051
500051
500051
500051
500051
500052
500052
500052
500053

MATHEMATICS; 7TH AND 8TH
GRADES DEPT.

APPLIED ELA (NO CREDIT)
APPLIED ELA (NO CREDIT)
APPLIED ELA (NO CREDIT)
APPLIED ELA (NO CREDIT)
APPLIED ELA (MO CREDIT)
APPLIED ELA (NO CREDIT)
APPLIED MATH (NO CREDIT)
APPLIED MATH (NO CREDIT)
APPLIED MATH (NO CREDIT)

APPLIED SCIENCE (NO
CREDIT)

2 Teacher has not demonstrated additional eontent mastery (HO nat renorted ar inearrect in PFPY

PEP User Guide

Revised: August 2014

Loulstana Depariment of Education

)

Class Code  Eeason

001058

001027
001028
001033
001039
001225
001239
001029
001034
001325
001523

Codes

—

W oW W W W w W wiw

100 (80.6%

6 ( 100.0% )
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Report 2 - HQ summary report

._;i

HIGHLY GUALIFIED EDUCATORS
SUM!

MARY REPORT

Le I
Your District

Number Of Core Academic Classes |dentified for 2012 - 2013 2278
Number of Core Academic Classes Taught by HQE for 2012 - 2013 2060
Percent of Core Academic Classes Taught By HQE for 2012 - 2013 90.4%
Number of Title | Paraprofessionals Identified for 2012 - 2013 139
Number of Title | Paraprofessionals Given an HQ Code for 2012 - 2013 139
Percent of Title | Paraprofessionals Given an HQ Code for 2012 - 2013 100.0%

Site Code  Site Name

o

Report 3 — Questionable salary report

Total Core Total Core

Classes Classes Taught
By HQE

124 100
84 72

“NIA* “NIA*
12 112
125 98
73 66
162 143
161 137

“NIA* “NIA*
89 89

SOURCE DATA CREATION DATE: 09/27/2013
SCHOOL SESSION 2012 - 2013

Pet. Core
Classes Taught
By HQE

80.6%
85.7%
TNAT
100.0%
78.4%
90.4%
88.3%
85.1%
TNAC
100.0%

SCHOOL SESSION 2012-2013

FOR sPONSOR [l

Profile of Educational Personnel

Lonlsiana Dapariment of Education

State\Vide
170010
139942
823%
7464
7071
94 7%

Total Title |  Total HQ

Pct. HQ

ParaPro- Parapro- ParaPro-

100.0%
100.0%
100.0%
100.0%
NIA*
100.0%
NIA*
100.0%
100.0%

fessionals fessionals fessionals
6 6
6 6
8 8
12 12
*NIA* “NIA*
4 4
“NIA* “NIA*
8 8
1 1
8 8

Profile of Educational Personnel
QUESTIONABLE SALARIES REPORT AS OF 10/01/2012

100.0%

Lowsiana Department of Education

Note: Check the Annual Minutes Worked (AMW) against the Contract Min. {Contract Days * Workday Minutes). AMW may be low.
Annualized Salary = (Salary Reported + PIP) / (AMW/Contract Min)

Also check Site Salary Reported.

Site Last Name

PEP User Guide

Obj Fun AMW Contr Site Sal
Minutes Reported

114 2315 103,660 103,680  $47.789

116 2721 25200 75600 $15,092

118 3300 111,600 111,600 $76,835

113 2140 111,600 111,600  $74,070

113 2143 11,000 111,600 $9,442

113 2143 11,000 111,600 $9.442

113 2143 11,000 111,600 $9,442

113 2140 111,600 111,600  $75,042

111 2321 111,600 111,600 $195,295

113 2140 102,080 102,080  $71.299

118 2840 111,600 111,600 $72,878

Revised: August 2014

PIP Annualized
Salary

50 547,789

50 545,281

$1,337 §78,172

50 574,070
$241 598,208
5241 598,208
$241 $98,208

31,411 576,453

$2.477 $197,772
50 $71.299

$1.417 §74,295

Salary Hrly Hrly
Limit Rate Lmt
545,000 5§28 28
545,000 $36 26
$70,000 §42 45
$70,000 540 50
$70,000 §653 50
$70,000 §653 50
$70,000 §63 &0
$70,000 541 50
$120,000 106 73
$70,000 542 50

$70,000 540 45



Report 4 — Oct 1 budgeted vs. EOY comparison

Profile of Educational Personnel

COMPARISON OF AVERAGE TEACHERS' SALARIES
With Extra Compensation

NOTE: Includes classroom teachers excluding all: ROTC; Rehires; "Salary Reductions”; and Sabbaticals.

2012-2013 2012-2013
Sponsor Sponsor Name Oct. 1 June 30 Average Salary
Code [Budgeted) {Actual) Difference
] 544,268 30 54423810 ($30.20)

Report 5 — Oct 1 budgeted vs. LEADS comparison

Profile of Educational Personnel

COMPARISON OF AVERAGE TEACHERS' SALARIES
With Extra Compensation

NOTE: Includes classroom teachers excluding all: ROTC; Rehires; "Salary Reductions”; and Sabbaticals.

2013- 2014 2013- 2014
Sponsor Sponsor Name Oct. 1 Oct. 1 Average Salary
Code [Budgeted) (LEADS) Difference
I $44,380.09 $44,433.11 $53.02

PEP User Guide Revised: August 2014
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APPENDIX A FREQUENTLY ASKED QUESTIONS

SUBJECT: HQ

QUESTION: If corrections are made to the PEP file for HQ, how soon will it be reflected in the report?

RESPONSE: HQ reports are refreshed after our derivations run. We run these as frequently as possible.
However, many of the derivations take four or more hours to run, and there are five of these that drive
the HQ reports. Usually we run twice per week.

SUBIJECT: HQ

QUESTION: What are the requirements for a person to be determined as HQ?

RESPONSE:

1. For all classes except class type SE (special education)

Teacher’s certification: Teacher needs to have a current “Standard Certificate” on the
Teacher Certification Database. Standard Certification Types: A, B, C, L1-L3, PL, P2-P4, OP,
OS, FLS, FLES, or EES.

Teacher’s need to be “Certified in AREA”: Teacher Areas of certification can be checked on
Teacher Certification Database.

Appropriate HQ Flag for class set in PEP

NOTE: HQ only applies to NCLB Core Courses

While certification requirements are not the same for Charter-School teachers, they must
demonstrate core area competency to meet highly qualified teacher (HQT) requirements.

2. For class type SE (special education)

Teacher’s Certification

Needs to have a current “Standard Certificate” on the Teacher Certification Database.

For SPED High School level class only: Teacher needs to be “Certified in AREA” (Middle and
Elementary level do not need Certified in area for HQ)

Appropriate HQ Flag for class set in PEP

Teacher must have Area(s) of Certification to cover the Primary Exceptionality for
the majority of the SPED disabled students in the class.

Only applies to SE Disabled

HQ only applies to NCLB Core Courses.

While certification requirements are not the same for SpEd Charter-School teachers, they
must demonstrate core area competency to meet highly qualified teacher (HQT)
requirements.
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SUBJECT: HQ

QUESTION: Is an OFAT Certificate valid as qualifications for HQ?
RESPONSE: An OFAT is a Non-Standard Certificate. In order to be HQ, the instructor has to have a
Standard Certificate. An OFAT is a temporary certificate which is not HQ.

SUBIJECT: HQ

QUESTION: Do distance learning courses count for HQ?
RESPONSE: No, distance learning courses do not count for HQ; however, the CUR records for these
courses must include a distance learning code.

CODE DISTANCE LEARNING DESCRIPTION

01 LOUISIANA VIRTUAL SCHOOL COURSES

02 DISTANCE LEARNING 8G SATELLITE COURSES
03 ALL OTHER DISTANCE LEARNING TYPE COURSES
04 COURSE CHOICE PROVIDER

05 DROPOUT PREVENTION PROGRAM COURSES

SUBJECT: Teacher Certificate

QUESTION: why it is not letting me validate the teachers that do not have a certificate but teach a
course?

RESPONSE: There are teaching certificate exception codes in the user guide. Only code them as
teachers (112) in the LEA site position records if they teach a course.

SUBIJECT: class schedule

QUESTION: Many of the LEA’s employees are coming up with the error "No Class Schedule Record".
They are Speech Therapists, Early Intervention Strategists, Federal Program Teachers, etc. What
course code would I use for? They do not have a scheduled class in CUR.

RESPONSE: Assign an object and function code to this teacher that does not require class schedules. A
full list of codes as well as a field for whether or not a class schedule is required can be found on the
INSIGHT Portal under Shared Documents.

SUBIJECT: Error 207

QUESTION: | have entered all the employees for my school and am attempting to enter the 210
records. | am receiving the following error messages: error 207 No matching Staff Record.
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RESPONSE: Can check input data and see all records submitted are Trans code 210, which is the class
schedule records. There are no records with trans code 100, which is the staff record. Therefore error
207 is issued in every case. The upload must contain type 100 records. This should stop the error from
occurring.

PEH
PEH

PEF)
FPEP} 21
PEF]
FEF]
FEF]
FEF)
FEF]
PER
PEP] 21

B P P e P B R
5 o et

b e ]
-X-N-F-N-N-N-N_N-F-N-N-N-F--N_-F-R_N-N-N-N-J-N_N_]
b
=
i

Pldm W hy 2 S B S I 8 de LA =S

SUBIJECT: Class Code

QUESTION: | tried resubmitting SIS first with the course/section number and | received error code for
invalid class code. Do | have to resubmit CUR first, and then SIS leads, and last PEP leads?

RESPONSE: Class Codes are matched from the Class Schedule Records from SIS, PEP and CUR. Class
codes MUST be unique to the site code being used. If new class codes are needed, first add them to
CUR first. It shouldn't matter which comes second for SIS and PEP.

SUBJECT: Object/Function

QUESTION: When | run the Report By Site - SISR53 report, it tells me that there is no principal/admin
for our school site. After much searching, | cannot find anywhere in PEP to signify our principal. Can
you advise how to make this assignment in PEP?

RESPONSE: You can signify your principal In the PEP 200 record (site position). You can find the object
code and function code for principal from user guide.

SUBJECT: data upload

QUESTION: We have completed our PEP report (budgeted) and need to move this data into LEADS so

PEP User Guide Revised: August 2014 36



that our data analyst can enter the teacher schedules.

RESPONSE: You will upload to LEADS the same way you did to Budgeted. The file layouts for staff, class
schedule, etc. as well as upload instructions can be found in the user guide.

SUBIJECT: Staff transfer

QUESTION: We have had a few staff members transfer within our district. We’ve had a teacher
transfer to a counselor’s position and a secretary transfer to a teaching position. Both of these
changes occurred prior to January. How do we handle these changes in PEP? I've entered the changes
into our data system, but LEADS is rejecting the changes because the start dates for the records is after
the first day of the school year.

RESPONSE: Reporting is as of Oct 1, so if the changes occurred after this time, they will report in the
next processing period.
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APPENDIX B RECORD LAYOUTS & DATA ELEMENTS

Record Layouts

PEP Staff Demographic Record Layout (PEP Record Type 100)

N — Numeric V — Implied Decimal

X — Alphanumeric NX — Numerical expression used to report data
All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2003 School Session

Revised: 2004-2005 School Session

Position Data Element Type/ Description
Length
. The three-character cod assigned to designate the system to be used (For Profile of
! System Indicator XG3) Educational Personnel it must zflways be PEP.g) Required !
4 Transaction Code X(3) Must be “100”. Required
7 Beginning School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Session Required
11 Sponsor Code X(3) Sponsor Code of the district submitting data. Required
14 Filler X(6) Filler spaces (Leave 6 blank spaces). Required
Official Social Security Number of the employee
. . L] For Employee Status Codes 01, 03, 04, and 05, field is required
20 Social Security Number N(S) - For Employee Status Code 02, use official SSN if known or substitute 998 followed by
the 3-digit Sponsor Code and a 3-digit sequential number, field is required.
29 Last Name X(20)
49 Suffix X(3) The legal name of employee
52 First Name X(15) - For All Employee Status Codes, field is required.
67 Middle Name X(15)
Employees sex (F or M)
82 Sex Code, Employee X(1) - For Employee Status Codes 01 and 05, field is required
L] For Employee Status Code 02, 03, and 04, field is optional or blank.
Most applicable race or ethnic group to which the employee belongs
. . For Employee Status Codes 01 and 05, field is required.
83 Ethnic Code, Employee N/A . For Employee Status Code 02, 03, and 04, field is optional or blank.
. Revised 2010-2011
Teaching Certificate Louisiana Teaching Certificate Type must be left justified and padded with spaces.
84 Type X(4) Louisiana Teaching Certificate Num. must be right justified and padded with zeroes
88 Number X(6) If applicable, Suffix must me “N”.
94 Suffix X(1) . For Employee Status Codes 01, 03, 04, and 05, field is required
. For Employee Status Code 02 field is optional or blank.
95 Teachnﬁg Certificate NX(1) Code used for teachers without a Louisiana teaching certificate or blank.
Exception Code
Indicates the highest academic achievement of the employee.
96 Educational Level Code NX2) - For Employee Status Code 01, 03, 04, and 05, field is required
. For Employee Status Code 02 field is optional or blank.
Experience, Years Indicates the number of years of experience on which the employee’s salary is based.
98 Allowed Count N(2) - For Employee Status Codes 01, 03, 04, and 05, field is required
(For Salary Level) - For Employee Status Code 02 field is optional or zeroes.
Retirement System Indicates the Retirement System in which the employee is an active member
100 Code NX(2) - For Employee Status Codes 01 and 05, field is required
- For Employee Status Codes 02, 03, and 04, field must be blank
. Indicates the provision under which the retired employee returned to work.
102 Retiree Return to Work NX(1) - For Employee Status Codes 01 and 05, field is optional or blank

Code

- For Employee Status Codes 02, 03, and 04, field must be blank

PEP User Guide
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Indicates which portion of the school year the employee was on sabbatical.

103 Sabbatical Status Code NX(1) - For Employee Status Codes 01 and 05, field is optional or blank
- For Employee Status Codes 02, 03, and 04, field must be blank
Additional salary amount provided to participants of PIP
104 PIP Salary Amount N(6) - For Employee Status Codes 01 and 05, if not applicable enter 6 zeroes
- For Employee Status Codes 02, 03, and 04, field must be 6 zeroes
Total annual salary for all the positions for which employee is assigned, excluding PIP Salary
amount
110 Total Salary Amount N(6) . For Employee Status Codes 01 and 05, field is required
- For Employee Status Codes 02, 03, and 04, field must be 6 zeroes
Indicates the reason the employee’s salary was reduced.
116 Salary Reduction Code NX(2) - For Employee Status Codes 01 and 05, field is optional or blank
- For Employee Status Codes 02, 03, and 04, field must be blank
118 Employee Type Code NX(1) Code indicating whether employee is full or part-time. Format (F or P). Required
Number of workdays specified by the school system’s contract(s) under which the employee
is to be employed.
119 Contract Day Count N(3) VN(2)
- For Employee Status Codes 01 and 05, field is required
L] For Employee Status Codes 02, 03, and 04, field must be 5 zeroes
Number of minutes in the normal workday that the employee is employed to work. Required
124 Workday Minute Count N(3) - For Employee Status Codes 01 and 05, field is required
L] For Employee Status Codes 02, 03, and 04, field must be 3 zeroes
127 Employee Status Code NX(2) Indicates status of employee (Must be 01, 02, 03, 04, 05) Required
Highly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
129 X(1)
Elementary Grades Must be Y or N
Highly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
130 ) X(1)
Elem. Foreign Lang. MustbeYorN
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
131 Middle School | X(1) Must be Y or N
English/Language Arts
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
132 Middle School | X(1)
. Must be Y or N
Mathematics
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
133 Middle School X(1)
- Must be Y or N
Science
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
134 Middle School X(1)
) K Must be Y or N
Social Studies
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
135 Middle School X(1)
) Must be Y or N
Foreign Language
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
136 High School | X(1) Must be Y or N
English/Language Arts
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
137 High School | X(1)
. Must be Y or N
Mathematics
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
138 High School X(1)
- Must be Y or N
Science
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
139 High School X(1)
. ) Must be Y or N
Social Studies
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
140 High School X(1)
. Must be Y or N
Foreign Language
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
141 High School X(1)
Must be Y or N
Arts
Highly Qualified Flag Flag indicating whether a paraprofessional meets requirements to be Highly Qualified in the
142 X(1) area

Paraprofessional

MustbeYor N
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143 X(1) Flag indicating whether the employee is Hispanic or Latino
Hispanic/Latino Must beYor N

144 American Indian  Or Flag indicating whether the employee is American Indian or Alaskan Native
Alaskan Native Race X(1) Must beYor N

145 Flag indicating whether the employee is Asian
Asian X(1) MustbeYor N

146 Black Or African - Flag indicating whether the employee is Black or African-American
American X(1) Must be Y or N

147 Native Hawaiian Or Flag indicating whether the employee is Native Hawaiian or Other Pacific Islander
Other Pacific Islander X(1) Must be Y or N

148 Flag indicating whether the employee is White
White X(1) Must be Y or N

149 District Employee Hire The date for those employees’ hired by the district or school system.
Date (Date of Hire) N(8) (Format: MMDDYYYY). Required for Employee Status Code 01, 05, and 06

Total Record Length = 156 Characters

PEP Site-Position Record Layout (PEP Record Type 200)

N — Numeric V —Implied Decimal X — Alphanumeric NX — Numerical expression use to report data
All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2003 School Session

Position Data Element Type/ Description
Length
. The three-character code assigned to designate the system to be used (For Profile of Educational
1 System Indicator X(3) ) .
Personnel it must always be PEP. Required
4 Transaction Code NX(3) Must be “200” Required
7 Beginning School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Session Required
11 Sponsor Code X(3) Sponsor Code of the district submitting data. Required
14 Site Code X(6) 6-Digit site code assigned by LDE. Required
Official Social Security Number of the employee
. . . For Employee Status Codes 01, 03, 04, and 05, field is required
20 Social Security Number | N(39) . For Employee Status Code 02, use official SSN if known or substitute 998 followed by the
3-digit Sponsor Code and a 3-digit sequential number, field is required.
Employment Begin N(8) The date on which the employee’s contract began for current fiscal year.
29 Date (Format: MMDDYYYY). Required
37 Object Code NG3) Code' describing the activity the employee performs (See PEP Appendix or LAUGH Guide).
Required
40 Function Code N(4) Code describing the function to which the employee is assigned. Required
The date on which the employee’s contract ends or on which the employment is terminated for
44 Employment End Date N(8) current fiscal year. (Format: MMDDYYYY). Required
For the October collection period, report the total number of minutes that the employee is
. projected to work for fiscal year. For the June 30 collection period, report the total number of
Annual Minutes . A
52 Worked Count N(6) minutes employee worked during fiscal year.
. For Employee Status Codes 01 and 05, field is required
- For Employee Status Codes 02, 03, and 04, must be 6 zeroes
Salary amount paid to the employee for the designated classification for this site-position
58 Saltary Amount N(6) record.
(1% occurrence) - For Employee Status Codes 01 and 05, field is required
- For Employee Status Codes 02, 03, and 04, field must be 6 zeroes
Fund Account Code Indicates the funding source for the amount reported in the 1% salary occurrence.
64 (1% occurrence) NX(2) - For Employee Status Codes 01 and 05, field is required
- For Employee Status Codes 02, 03, and 04, field must be blank
Salary Type Code Indicates the type of salary corresponding to the a.mount'for the 1% salary occurrence
66 NX(1) - For Employee Status Codes 01 and 05, field is required

(1" occurrence)

- For Employee Status Codes 02, 03 and 04, field must be blank
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Salary amount paid to the employee for the designated classification for this site-position
67 Salary Amount N(6) record.
(2"d occurrence) - For Employee Status Codes 01 and 05, if applicable, otherwise enter 6 zeroes.
L] For Employee Status Codes 02, 03, and 04, field must be 6 zeroes
Fund Account Code Indicates the funding source for the amount reported in the 2" salary occurrence.
73 (2" occurrence) NX(2) - For Employee Status Codes 01 and 05, if applicable, otherwise blank.
- For Employee Status Codes 02, 03, and 04, field must be blank
N N nd
Salary Type Code Indicates the type of salary corresponding to .the amount for the 2 salary occurrence
75 (2" occurrence) NX(1) - For Employee Status Codes 01 and 05, if applicable, otherwise blank.
- For Employee Status Codes 02, 03 and 04, field must be blank
76 Sarldary Amount N(6) (Same as Salary Amount (2”d occurrence))
(3™ occurrence)
Fund A t Cod n
82 ”,Z‘ ccount Lode NX(2) (Same as Fund Account Code (2™ occurrence))
(3" occurrence)
84 (S:'La::lczzsfeﬁss)e NX(1) (Same as Salary Type Code (2nd occurrence))
Salary Amount nd
85 (4th occurrence) N(6) (Same as Salary Amount (2™ occurrence))
91 Futhnd Account Code NX(2) (Same as Fund Account Code (2nd occurrence))
(4™ occurrence)
Salary Type Code nd
93 (4™ occurrence) NX(1) (Same as Salary Type Code (2™ occurrence))
Salary Amount nd
94 (5"‘ occurrence) N(6) (Same as Salary Amount (2™ occurrence))
Fund A t Cod n
100 uthn ccount Lode NX(2) (Same as Fund Account Code (2™ occurrence))
(5™ occurrence)
102 sajary Type Code NX(1) (Same as Salary Type Code (2nd occurrence))
(5th occurrence) vive
103 Home-based Site flag X(1) Indicates if the site code associated with this record is the employee’s home-based site

PEP Class Schedule Record Layout (PEP Record Type 210)

N — Numeric V — Implied Decimal

X — Alphanumeric NX — Numerical expression use to report data
All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2003 School Session

Position Data Element Type/ Description
Length
1 System Indicator X(3) The three-character coded assigned to designate the system to be used (For Profile of
Educational Personnel it must always be PEP. Required
4 Transaction Code NX(3) Must be “210” Required
7 sz;ir;nr:ng School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Required
1 Sponsor Code XG3) Sponsor Code of the district submitting data. Required
14 Site Code X(6) 6-Digit site code assigned by LDE. Required
Official Social Security Number of the employee
20 Social Security Number | N(9) - For Employee Status Codes 01, 03, 04, and 05, field is required
- For Employee Status Codes 02, use official SSN if known or substitute 998 followed by the
3-digit Sponsor Code and a 3-digit sequential number. Field is required.
29 Filler X(®) Filler Spaces (Formally Employment Begin Date — Data ignored)
37 Filler XG3) Filler Spaces (Formerly Object Code — Data ignored)
40 Filler X(4) Filler Spaces (Formerly Function Code - Data ignored)
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a4 Class Code X(20) The class code assigned by the School System and submitted via the Curriculum Class Schedule
Record. Required

64 Twelve Hour Flag X(1) Indicates that the teacher’s certificate does not list an endorsement for specific course, but he
or she has earned 12 hours of college credit in the subject area and is allowed to teach two
classes under this rule. Format: (Y or N)

65 Total Class Time Pct N(1)VN(2)

PEP Non-Attendance Record Layout (PEP Record Type 300)

N — Numeric V —Implied Decimal X — Alphanumeric NX — Numerical expression used to report data
All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Special Note: One record per incident of contiguous time away from the employee’s normal work activity is preferred. (However, districts are allowed the
option to submit one record per incident of non-attendance.

Effective Implementation Date: 2000-2001 School Session

Revised: 2001-2002 School Session

Position Data Element Type/ Description
Length

1 System Indicator X(3) The three-character coded assigned to designate the system to be used (For Profile of
Educational Personnel it must always be PEP. Required

4 Transaction Code NX(3) Must be “300” Required

7 SBssgslirLr:ng School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Required

11 S Cod X(3

ponsor t.ode (3) 3-Digit sponsor code assigned by LDE. Required
14 Filler X(6) Filler spaces (Leave 6 blank spaces)
20 Social Security Number | N(9)

Official Social Security Number of the employee

29 Non-Attendance Event N(8) The calendar date beginning the time period the employee is away from normal work

Start Date activity. (Format: MMDDYYYY). Required

37 Non-Attendance Event NX(2)

Category Code Indicates the reason the employee was away from normal work activity.

Non-Attend Event
39 on-Attendance tven N(8) The calendar date ending the time period the employee is away from normal work activity.

End Date (Format: MMDDYYYY). Required

Non-Attendance Event

a7 Day Count N(3)VN(1) The number of days, in increments no less than one-half day, an employee was away from

normal work activity. Required

PEP Vacant Staff Demographic Record Layout (PEP Record Type 100)

N — Numeric V —Implied Decimal X — Alphanumeric NX — Numerical expression use to report data
All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2033 School Session
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Type/

Position Data Element Description
Length
. The three-character coded assigned to designate the system to be used (For Profile of
! System Indicator XG3) Educational Personnel it must always be PEP. Required
4 Transaction Code X(3) Must be “100”. Required
7 Beginning School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Session Required
11 Sponsor Code X(3) Sponsor Code of the district submitting data. Required
14 Filler X(6) Filler spaces (Leave 6 blank spaces). Required
20 Social Security Number | N(9) For Vacant Positions, use 999 followed by the 3 digit Sponsor Code and a 3-digit sequential
number
29 Last Name X(20)
49 Suffix X(3) - )
52 First Name X(15) For Vacant Position, field must be blank
67 Middle Name X(15)
82 Sex Code, Employee X(1) For Vacant Position, field must be blank
83 Ethnic Code, Employee | N(1) For Vacant Position, field must be blank
Teaching Certificate
84 Type X(4) -, X
38 Number X(6) For Vacant Position, field must be blank
94 Suffix X(1)
95 Teachlpg Certificate NX(1) For Vacant Position, field must be blank
Exception Code
96 Educational Level Code | N(2) For Vacant Position, field must be blank
Experience, Years
98 Allowed Count N(2) For Vacant Position, field must be blank
(For Salary Level)
100 Ezz;ement System N(2) For Vacant Position, field must be blank
102 Ezﬂ;ee Return to Work NX(1) For Vacant Position, field must be blank
103 Sabbatical Status Code NX(1) For Vacant Position, field must be blank
104 PIP Salary Amount N(6) For Vacant Position, field must be filled with 6 zeros
110 Total Salary Amount N(6) Total annual salary for all the positions for which employee is assigned, excluding PIP Salary
amount
116 Salary Reduction Code NX(2) For Vacant Position, field must be blank
118 Employee Type Code NX(1) Code indicating whether employee is full or part-time. Format (F or P). Required”
Number of workdays specified by the school systems contract(s) under which the employee
119 Contract Day Count N(3) VN(2) is to be employed. Required
124 \C/\gzr:fay Minute N(3) Number of minutes in the normal workday that the employee is employed to work. Required
127 Employee Status Code NX(2) For Vacant Position, field must be 01
Highly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
129 X(1) . X
Elementary Grades For Vacant Position, field must be N
130 Highly Qualified Flag X(1) Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
Elem. Foreign Lang. For Vacant Position, field must be N
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
131 Middle School | X(1) o X
. For Vacant Position, field must be N
English/Language Arts
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
132 Middle School | X(1) . X
. For Vacant Position, field must be N
Mathematics
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
133 Middle School X(1) . X
. For Vacant Position, field must be N
Science
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
134 Middle School X(1) . X
. . For Vacant Position, field must be N
Social Studies
nghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
135 Middle School X(1) -, X
R For Vacant Position, field must be N
Foreign Language
Highly Qualified Flag R . . e
136 High school | X(1) Flag indicating whether a teacher meets requirements to be Highly Qualified in the area

English/Language Arts

For Vacant Position, field must be N
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Highly Qualified Flag

Flag indicating whether a teacher meets requirements to be Highly Qualified in the area

137 High . School | X(1) For Vacant Position, field must be N
Mathematics
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
138 High School X(1) - X
- For Vacant Position, field must be N
Science
H!ghly Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
139 High School X(1) - X
. . For Vacant Position, field must be N
Social Studies
Highl lified Fl
!g y Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
140 High School X(1) - X
. For Vacant Position, field must be N
Foreign Language
Highl lified Fl
!g v Qualified Flag Flag indicating whether a teacher meets requirements to be Highly Qualified in the area
141 High School X(1) .. X
Arts For Vacant Position, field must be N
Flag indicating whether a paraprofessional meets requirements to be Highly Qualified in the
142 Highly Qualified Flag X(1) area
Paraprofessional For Vacant Position, field must be N
. . . Flag indicating whether the employee is Hispanic or Latino
143 Hispanic/Latino X(1) Must be Y or N For Vacant Position, field must be N
144 American Indian Or Flag indicating whether the employee is American Indian or Alaskan Native
Alaskan Native Race X(1) Must be Y or N. For Vacant Position, field must be N
145 Asian Flag indicating whether the employee is Asian
X(1) Must be Y or N. For Vacant Position, field must be N
146 Black Or African - Flag indicating whether the employee is Black or African-American
American X(1) Must be Y or N. For Vacant Position, field must be N
147 Native Hawaiian Or Flag indicating whether the employee is Native Hawaiian or Other Pacific Islander
Other Pacific Islander X(1) Must be Y or N. For Vacant Position, field must be N
148 White Flag indicating whether the employee is White
X(1) Must be Y or N. For Vacant Position, field must be N
District Emplovee Hire The date for those employees’ hired by the district or school system.
149 ploy N(8) For Vacant Position, field must be spaces (use carriage return line feed to maintain record

Date (Date of Hire)

length of 156 characters).

Total Record Length = 156 Characters

PEP Vacant Site-Position Record Layout (PEP Record Type 200)

N — Numeric

V — Implied Decimal

X — Alphanumeric

NX — Numerical expression use to report data

All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2003 School Session

Position Data Element Type/ Description
Length
. The three-character code assigned to designate the system to be used (For Profile of Educational
1 System Indicator X(3) . .
Personnel, it must always be PEP. Required
4 Transaction Code NX(3) Must be “200” Required
7 Beginning School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Session Required
11 Sponsor Code X(3) Sponsor Code of the district submitting data. Required
14 Site Code X(6) 6-Digit site code assigned by LDE. Required
20 Social Security Number | N(9) For Vacant Positions, use 999 followed by the 3-digit Sponsor Code and a 3-digit sequential
number.
Employment Begin N(8) The date on which the employee’s contract began for current fiscal year.
29 Date (Format: MMDDYYYY). Required
37 Object Code NG) Code. describing the activity the employee performs (See PEP Appendix or LAUGH Guide).
Required
40 Function Code N(4) Code describing the function to which the employee is assigned. Required
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The date on which the employee’s contract ends or on which the employment is terminated for

Empl t End Dat N(8
44 mployment tnd Date (8) current fiscal year. (Format: MMDDYYYY). Required
Annual Minutes L. . . .
52 Worked Count N(6) For Vacant Positions, report the number of annual minutes required for the position
58 Salary Amount N(6) Salary amount allocated for Vacant Position (Vacant Position Records must have at a minimum
(1" occurrence) one salary data set. Salary data set includes amount, fund code and type)
Fund A t Cod
64 USP ccount Lode NX(2) Indicates the funding source for the amount reported for Vacant Position
(1™ occurrence)
66 Sasltary Type Code NX(1) Indicates the type of salary corresponding to the amount reported for Vacant Position
(1™ occurrence)
67 Sar!?ry Amount N(6) Salary amount allocated for Vacant Position (Z"d occurrence) (if applicable)
(2™ occurrence)
Fund Account Code Indicates the funding source corresponding to the amount reported for Vacant Position (2™
73 nd NX(2) . )
(2™ occurrence) occurrence) (if applicable)
75 Salary Type Code NX(1) Indicates the type of salary corresponding to the amount reported for Vacant Position (Z”d
(2™ occurrence) occurrence)
Salary Amount nd S
76 (3“’ occurrence) N(6) (Same as Salary Amount (2" occurrence)) If n/a fill with (6) zeros
82 F“,Z‘d Account Code NX(2) (Same as Fund Account Code (Z”d occurrence)) If n/a leave blank
(3™ occurrence)
84 salary Type Code NX(1) (Same as Salary Type Code (2™ occurrence)) If n/a leave blank
(3" occurrence) yiyp
85 Satlhary Amount N(6) (Same as Salary Amount (Z”d occurrence)) If n/a fill with (6) zeros
(4™ occurrence)
Fund A t Cod n
91 uthn ccount Lode NX(2) (Same as Fund Account Code (2™ occurrence)) If n/a leave blank
(4™ occurrence)
93 salary Type Code NX(1) (Same as Salary Type Code (Z”d occurrence)) If n/a leave blank
(4™ occurrence) vive
Salary Amount nd T
94 (5"‘ occurrence) N(6) (Same as Salary Amount (2" occurrence)) If n/a fill with (6) zeros
100 Futhnd Account Code NX(2) (Same as Fund Account Code (Z”d occurrence)) If n/a leave blank
(5" occurrence)
102 salary Type Code NX(1) (Same as Salary Type Code (2™ occurrence)) If n/a leave blank
(5" occurrence) v 1yp
103 Home-based Site flag X(1) Indicates if the site code associated with this record is the employee’s home-based site

PEP Vacant Class Schedule Record Layout (PEP Record Type 210)

N — Numeric

V — Implied Decimal

X — Alphanumeric

NX — Numerical expression use to report data

All “X” and “NX” data elements should be left justified and padded with spaces
All “N” and “V” data elements should be right justified and padded with zeroes

Effective Implementation Date: 2002-2003 School Session

Position Data Element Type/ Description
Length

1 System Indicator X(3) The three-character code assigned to designate the system to be used (For Profile of Educational
Personnel, it must always be PEP. Required

4 Transaction Code NX(3) Must be “210” Required

7 Ezsgslir:)nr:ng School N(4) The beginning year of the school session. Example, “2003” for the 2003-2004 school session.
Required

1 Sponsor Code X(3) Sponsor Code of the district submitting data. Required

14 Site Code X(6) 6-Digit site code assigned by LDE. Required

20 Social Security Number | N(9) For Vacant Positions, use 999 followed by the 3-digit Sponsor Code and a 3-digit sequential
number.

Fill X(8
29 Her @ Filler Spaces (Formerly Employment Begin Date — Data ignored)
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37 Filler XG3) Filler Spaces (Formerly Object Code — Data ignored)

40 Filler X(4) Filler Spaces (Formerly Function Code — Data ignored)

a4 Class Code X(20) The class code assigned by the School System and submitted via the Curriculum Class Schedule
Record. Required

64 Twelve Hour Flag X(1) For Vacant Position, must be N.

65 Total Class Time Pct N(1)VN(2) For Vacant Position, field must = three zeroes (000); use carriage return line to maintain record
length of 67 characters

DATA ELEMENTS

Annual Minute Count

Definition:

For the October (Budgeted) collection period:

These data will reflect the total number of minutes the employee is
projected to work within the current fiscal year at the specific site for
the specific job assignment (classification) at the specific site.

For the June 30 (Actual) collection period:

These data will reflect the total number of minutes the employee
worked or was paid to work within the fiscal year at a site for a specific
job assignment (classification).

Special Note: For the October (Budgeted) Collection period, the sum of
the Annual Minutes projected to work should not exceed the product
total of the Contract Day Count multiplied by the Workday Minutes
Count.

Field Length: 6
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report
Common Core Data
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Collection Period:

Period 1 (October 1%)
Period 9 (June 30

Implementation Date: 10/1/1993

Revised:

Class Code

Definition: The Class Code uniquely identifies a class taught at a school. (See the
Curriculum User Guide)
Note: In order to link the student to their respective teachers and the
courses taught, the Class Code submitted on the Curriculum record
must match the Class Code submitted on the Student and Teacher Class
Schedule records. This data element will be used to match staff to
students, staff to courses, and students to courses.

Field Length: 20

Field Format: Alphanumeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 2 (LEADS)

Implementation Date:

Revised:

10/1/1993
7/1/94

PEP User Guide

Revised: August 2014 47




Definition Clarified:

9/21/95

Classification Code

Definition: An Object and Function code are combined to form the classification
code, which is the code indicating the job function to which the
employee is assigned as defined in the Louisiana Accounting and
Uniform Governmental Handbook for Local School Boards (Bulletin
1929)

Example: The classification for a kindergarten teacher would be 112 1105:
Object code 112 for teacher
Function code 1105 for kindergarten

Field Length: 7

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report
Common Core of Data

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/1/1993
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Contract Day Count

Definition:

Contract Day Count is defined as the annual total of workdays required
and/or governed by one or more school district contracts (for
an employee class) under which the staff member was employed for
the school year being reported. Due to changes in an employee’s
contract(s), the October 1 and June 30 Contract Day may be different.

Special Notes:

For the October collection period, the PEP data will reflect the Contract Day Count
derived from the contract(s) applicable for the reported individual as of October 1;
i.e., the contract(s) from which budgeted salary data are determined.

For the June 30 collection period, the PEP data will reflect the number of contract
days derived from the combined contracts under which the person actually worked

throughout the school year.

Caution: Changes in Contract Day Count may result from contract revisions
and/or from modifications to the positions or responsibilities of the employee
during the school year. (See expanded Contract Day Count Definition in the
Appendix of this Guide.) The Contract Day Count must always reflect the full
time standard contract for the employee class that the employee is a member
of.

Field Length:

5=N(3)VN(2)

Field Format:

Numeric/Implied Decimal

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report
Common Core Data

Collection Period:

Period 1 (October 1%
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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District Employee Hire Date (District Hire date)

Definition: The first day that the staff member was hired in the district or school
system in which they are presently working in the State of Louisiana.

Note:

This field should be blank spaces for Vacant Positions.

Field Length: 8
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring Teacher Certification
Data Element:

Collection Period: Period 1 (October 1%)
Period 9 (June 30"

Implementation Date: 10/1/2012
Revised:
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Educational Level Code

Definition: The most appropriate code indicating the highest level of academic
achievement on which the employee's salary is based
01 - Lessthan high school
02 - High school (include all GED)
03 - Trade/Technical Certificate
04 - 1yr. College
05 - 2 yrs. College
06 - Associate degree
07 - 3yrs. College
08 - Bachelor's degree
09 - Master's degree
10 - Master's+30
11 - Educational Specialist
12 - Doctorate
Field Length: 2
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
7/1/1994
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Employee Status Code

Definition:

Indicates the status of the employee, LEA employee vs. Non-LEA Employee.

01 School Board Employee: These are the same employees that we are currently
collecting. No program edits modifications will be required.

02 Post Secondary Employee: These are individuals that work at a Post Secondary
institute, such as the Technical Institutes, etc. Program modifications will need
to be made for this class of employees in PEP. Post-Secondary Education
employee credentials are different for these employees for K-12 employees and
we must address this in the editing processes of PEP.

03 Contracted Professional Services Persons: These are individuals or a group that
work for the School System under a Contracted Professional Services Contract.
These are usually Speech Therapist or some other therapist position where there
is a shortage in the field. Program Modifications will be required for this group,
also. Teacher Salary Schedule may not be applicable for this group because they
are not regular employees. Therefore, they are not subject to the same salary
guidelines as regular teachers.

04 Third Party Contract Employee: These persons are employed by a separate entity
or organization that has a contract with the School Board to provide services.
These are usually the Marine Institute Staff, etc. Programming changes will need
to be made for these also. The salary concerns are the same for this group as
those in Group 3.

05 State Employees (Classified): These persons are Classified State employees
working within a School System.

06 State Employees (Unclassified): These persons are Unclassified State employees.

Field Length:

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 1 (October 1%
Period 9 (June 30"

Implementation Date:
Revised:

8/1/2004
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Employment Begin Date, Fiscal Year

Definition: The initial employment date of the employee for the current fiscal
year.
Examples:
For 12-month employees, the date should be "0701YYYY."
For 9-month employees in a district where the first day of school for
employees is August 15, the date should be "0815YYYY."*
*(Indicate the first day employees must report to work before the first day of
classes.)

Field Length: 8

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

7/1/1994
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Employment End Date, Fiscal Year

Definition: The last employment date of the employee for the current fiscal year.
Examples:
For twelve (12) month employees, the end date should be 0630YYYY.
For nine (9) month employees, the end date should be the last day the
employee is assigned to work.

Field Length: 8

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

9/25/2000
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Ethnic Code, Employee

Definition:

At least one of the six race/ethnic flags must be “Y”.
Any applicable race or ethnic groups to which an employee belongs.

1. HISPANIC/LATINO. A person of Mexican, Puerto Rican, Cuban, Central or
South American, or other Spanish culture or origin, regardless of race.

2.  AMERICAN INDIAN/ALASKAN NATIVE. A person who has origins in any of
the original peoples of North America and who maintains cultural
identification through tribal affiliation or community recognition.

3. ASIAN. A person who has origins in any of the original peoples of the Far
Southeast, Asia. This area includes, for example, China, Japan, Korea, the
Philippine Islands.

4. BLACK OR AFRICAN-AMERICAN. A person who has origins in any of the
Black racial groups of Africa.

5. Native Hawaiian Or Other Pacific Islander. A person who has origins in
the Pacific Islands and Samoa.

1. WHITE (Not Hispanic). A person who has origins in any of the original
peoples of Europe, North Africa, the Middle East, or the Indian
subcontinent.

Field Length:

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/01/2010
04/01/2010
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Experience, Years Allowed Count

Definition: The number of years of work experience commensurate with the
employee's salary.
Note: The field should be 00 if this is the employees first year working
in this field.

Field Length: 2

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Fund Code Type

Definition:

Indicates the funding source for the salary amount identified in one of
the five salary occurrences listed in the Site-Position record. Funding
codes are as follows:

01 General Fund

10 Federal
Use the code 10 to indicate other federal funding sources not listed
below.

11 NCLB Funds (No Child Left Behind)

12 Special Education Funds

13 Title 1 Funds

20 Special Revenue
21 School Food Service

Use the code 21 to indicate all special fund sources related to the Child
Nutrition Programs. (Includes School Lunch, Breakfast, After School
Snacks, Catering and Nutrition Education Programs.)

30 Capital Projects

Note: See Appendix for additional information regarding Fund Code use when
reporting data to the PEP System.

Field Length:

Field Format:

Numeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1995
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Highly Qualified Teacher — Flags — (14-one byte fields)

Definition: Indicates that employee is highly qualified according to the definition
of Highly Qualified Teacher with regard to NCLB
(NO Child Left Behind). Must be Y or N.
14 Highly Qualified Areas:
e Elementary - General
e Elementary — Foreign Language
e Middle School — English
e Middle School — Math
e Middle School — Science
e Middle School - Social Studies
e Middle School — Foreign Language
e High School — English
e High School — Math
e High School - Science
e High School - Social Studies
e High School - Foreign Language
e High School - Art
e Para-professional
Field Length: 1
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30™")

Implementation Date:

Revised:

8/1/2004
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LEA Sponsor Code

Definition: Local Education Agency (LEA)/Sponsor Code assigned to School System by DOE.

001 Acadia 041 Red River 321 New Vision Learning Center Charter | 374 RSD-Success Preparatory

002 Allen 042 Richland School 375 RSD-Benjamin E. Mays Prep (Closed)

003 Ascension 043 Sabine 329 Glencoe Charter School 376 RSD-Pride College Prep (Closed)

004 Assumption 044 St. Bernard 331 International School of LA Charter | 377 RSD-Advance Baton Rouge

005 Avoyelles 045 St. Charles School 381 RSD-Akili Academy of New Orleans

006 Beauregard 046 St. Helena 333 Avoyelles Public Charter School 382 RSD-New Orleans Science and Math Academy
007 Bienville 047 St. James 334 New Orleans Center for Creative Arts 383 RSD-Sojourner Truth Academy

008 Bossier 048 St. John the Baptist 335 East Baton Rouge Arts and Technology | 384 RSD-Miller-McCoy Academy

009 Caddo 049 St. Landry School (Closed) 385-RSD-New Orleans College Preparatory Academies
010 Calcasieu 050 St. Martin 336 Delhi Charter School 386-RSD-Esperanza Charter School Association(Closed)
011 Caldwell 051 St. Mary 337 Belle Chase Academy 387-RSD-NOLA 180

012 Cameron

013 Catahoula

014 Claiborne

015 Concordia

016 DeSoto

017 East Baton Rouge
018 East Carroll
019 East Feliciana
020 Evangeline
021 Franklin

022 Grant

023 Iberia

024 Iberville

025 Jackson

026 Jefferson

027 Jefferson Davis
028 Lafayette

029 Lafourche

030 LaSalle

031 Lincoln

032 Livingston

033 Madison

034 Morehouse
035 Natchitoches
036 Orleans

037 Ouachita

038 Plaguemines
039 Pointe Coupee
040 Rapides

052 St. Tammany

053 Tangipahoa

054 Tensas

055 Terrebonne

056 Union

057 Vermilion

058 Vernon

059 Washington

060 Webster

061 West Baton Rouge

062 West Carroll

063 West Feliciana

064 Winn

065 City of Monroe

066 City of Bogalusa

067 Zachary Community School
System

068 City of Baker School System
101 Special School District # 1
102 Special School District # 2
302 LA School for the Math, Science,
and Arts

304 LA School for the Deaf

306 LA Special Education Center
318 LSU Laboratory School

319 SU Laboratory School

339 Milestone SABIS School

340 The MAX Charter School

343 Community School for Apprenticeship
Learning

344 International High School

345 Louisiana Connections Virtual School
346 Lake Charles Academy

347 Lycee Francois de la Nouvelle Orleans
348 New Orleans Military/Maritime
Academy

363 Harriet Tubman

364 Fannie C Williams

366 RSD-Lagniappe Academies

367 RSD-Spirit of Excellence Academy

368 RSD-Morris Jeff School

369 RSD-ReNew

370 RSD-Linear Leadership (Closed)

371 RSD-Linwood

372 RSD-Crestworth Learning Academy
373 RSD-Arise Academy

388-RSD-Broadmoor Charter School Board
389-RSD-Pelican Educational Foundation
390-RSD-Dryades YMCA

391-RSD-Friends of King

392-RSD-New Orleans Charter Schools Foundation
393-RSD-Choice Foundation

394-RSD-Treme Charter Schools Association
395-RSD-Algiers Charter Schools Association (ACSA)
396-Recovery School District-LDE

397-RSD-SUNO Institute for Academic Excellence
398-RSD-Knowledge is Power Program (KIPP) N.O.
399-RSD-Firstline Schools Inc.

A02-Office of Juvenile Justice

3A1 Jefferson Chamber Foundation Academy

3A2 Madison-Tallulah Education Center

3A3 South Louisiana Charter Foundation, Inc.

3A4 Delta Charter Group

3A5 RSD-Better Choice Foundation

3A6 Northshore Charter School, Inc.

3A7 Louisiana Key Academy

Field Length:

Field Format:

Alphanumeric

Use Types:

State reports

Local Accountability
Permanent Records
Federal Reports

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Common Core Data

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/1/1993
2/11/2014
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Name, Employee

Definition: The legal name of the employee:
= Last (20 characters) Employee last name
= Suffix (3 characters) Employee suffix (Jr., Sr., lll, etc.)
= First (15 characters) Employee first name
= Middle (15 characters) Employee middle name or initial (Do not
include a period with the middle initial)
Field Length: 53
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Home-Based Flag

Definition: Code indicating whether or not the site code associated with the Site-
Position record for the specific classification code is the employee’s
home-based site.

This code must be Y or N for each site-position record associated with a
PEP classification code.

Field Length 1

Field Format: Alphanumeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)

Period 9 (June 30"
Implementation Date: 10/1/1993
Definition Clarified: 9/21/1995
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Non-Attendance Event Category Code

Definition:

A two-digit Non-Attendance reporting category that denotes the primary reason the employee was
away from his or her normal work activity.

01-Professional Development: School District/Agency sanctioned activities, other than those included
in the school calendar, for the purpose of employee enhancement. Reportable activities include
Curriculum-Based Workshops, Skills/Methods Training Workshops, and other workshops or training
sessions related to the employee’s job responsibilities.

02-School Related Business: School District/Agency sanctioned activities, other than professional
development. Examples of such activities are Participation on Various Committees, such as Textbook
Advisory Committee, School Policy Committee, School Safety Councils, etc. Other activities in this
category include the following:

Teacher Assessment Activities,

Student Enrichment,

Community Outreach, and

Court Summons or Subpoena relating to school business.

03-Personal/Sick/Emergency Leave: Paid or unpaid leave as approved by the School District/Agency
for any personal reason(s). (This category excludes Extended Medical Leave, because the salary
calculations are different.)

04-Extended Medical Leave: Medical leave as defined in Act 1341 of the 1999 Regular Legislative
Session. The employee receives only 65% of his or her normal salary. There is a limit to the number of
days that can be taken within a six-year period in this category.

05-Annual/Vacation Leave: Paid leave as approved by the School District/Agency.

06-Extenuating Circumstances: Paid or unpaid absences for time away from work that are outside the
control of the employee. Examples of such activities are Jury Duty, Military Leave, Assault Pay,
Administrative Leave, Worker’s Compensation, and any other School District/Agency approved absence
not applicable to one of the categories listed above.

Field Length

Field Format:

Numeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period: Period 9 (June 30”‘)

Implementation Date: 4/2/2001

Revised:

PEP User Guide

Revised: August 2014 62




Non-Attendance Event Day Count

Definition:

The number of day(s), whole or half day(s), for which the employee was away from his or her normal
work activity.

Note: Day count is a four-digit field with an implied decimal.
Three and one-half days of non-attendance would be reported as (0035).
The last digit must equal 0 or 5.

A Non-Attendance Record (PEP Record Type 300) should be submitted for an employee for each time
period (whole or one-half day increments) that an employee is away from his or her normal work activity.

Example:
An employee was away from his or her normal work activity Monday, Tuesday, and again on Friday to

attend a statewide conference for mathematics teachers. How would this information be reported to the
PEP System?

At minimum, two Non-Attendance records should be submitted, as follows:

1. Submit a record for each day, whether it was a whole or half-day. Submit three
separate records, one record for each day the employee was away.

Or

2. Submit two Non-Attendance records, one reflecting the contiguous time period, and
a second reflecting the time away on Friday. With the contiguous record, send one
record with Monday’s date as the Event Start Date and Tuesday’s date as the Event
End Date. Also have a second Non-Attendance record reflecting the time the
employee was away on Friday. The Event Start Date and the Event End Date would
equal Friday’s calendar date.

Field Length

4

Field Format:

Numeric (3) VN(1)

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring

Data Element: None
Collection Period: Period 9 (June 30th)
Implementation Date: 4/2/2001

Revised:
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Non-Attendance Event End Date

Definition: The last calendar day that the employee was away from his or her
normal work activity for a specific occurrence of non-attendance.
Examples:
An employee was away from his or her normal work activity Monday,
October 22, YYYY, and Tuesday, October 23, YYYY, attending a
statewide conference for mathematics teachers. How would should
the LEA report this information to the PEP System?
A Non-Attendance record reflecting contiguous days would indicate the
Event Start Date as 10/22/YYYY with the Non-Attendance Event End
Date of 10/23/YYYY. The Event Day Count would be 0020 with an
Event Category Code of 01.

Field Length 8

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 9 (June 30"

Implementation Date:

Revised:

4/2/2001
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Non-Attendance Event Start Date

Definition: The first calendar day that the employee was away from his or her
normal work activity for a specific occurrence of non-attendance.
Examples:
An employee was away from his or her normal work activity Monday,
October 22, YYYY, and Tuesday, October 23, YYYY, attending a
statewide conference for mathematics teachers. How should the LEA
report this information to the PEP System?
A Non-Attendance record reflecting contiguous days would indicate the
Non-Attendance Event Start Date as 10/22/YYYY with the Event End
Date of 10/23/YYYY. The Event Day Count would be 0020 with an Event
Category Code of 01.

Field Length 8

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 9 (June 30"

Implementation Date:

Revised:

4/2/2001
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PIP Salary Amount
(Formerly PIP Salary Increment Amount)

Definition: The additional amount of annual salary provided to an employee who is
a participant in the Professional Improvement Program (PIP).

(Round to the nearest dollar)

NOTE:

For the October collection period, the maximum allowed PIP Salary
Amount is $3,721.00. The minimum PIP Salary Amount is $1,129.00.

For the June 30 collection, the maximum PIP Salary Amount remains at
$3721.00. The minimum PIP Salary Amount is reflective of the number
of days worked within the fiscal year.

Field Length 6
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring None
Data Element:

Collection Period: Period 1 (October 1%)
Period 9 (June 30"

Implementation Date: 10/1/1993
Revised:
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Retirement System Code

Definition: The code representing the retirement system in which the employee is an active
participant.
01 = Louisiana Teachers' Retirement System
02 = Louisiana Teachers' Retirement System Plan A
03 = Louisiana Teachers' Retirement System Plan B
04 = Louisiana Teachers' Retirement System DROP
05 = Louisiana School Employees' Retirement System
06 = Louisiana State Employees' Retirement System
07 = Louisiana Parochial School Employees' Retirement System
08 = FICA
09 = Louisiana School Employees' Retirement System DROP
10 = Louisiana State Employees' Retirement System DROP
11 = Louisiana Parochial School Employees' Retirement System DROP
98 = Other
Field Length 2
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Retiree Return to Work Code

Definition: Applicable for both the October 1 and June 30 PEP Collection Periods.
Report the appropriate Retiree Return to Work Code:
“1"  Retirees returning to work without any salary caps or limitations.
(Salary is commensurate with education level and years of experience.)
“2"  Retirees returning to work with preset salary limits. (Employee
has a preset earnings limit provision as a condition of his or her
retirement.)
Special Note: This field should remain blank for employees that are not
retirees returning to work.

Field Length 1

Field Format: Alphanumeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Profile of Educational Personnel (PEP)

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/1/1995
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Sabbatical/Extended Sick Leave Code

Definition: Code indicating which portion of the school year the employee was on
sabbatical leave. The new Sabbatical Codes are as follows:
1 = First Half of the School Year
2 = Second Half of the School Year
3 =The Entire School Year.
9 = Extended Sick Leave
NOTE: Object code 140 will no longer be used to identify employees on
sabbatical. The sabbatical employee is to be reported to the PEP
System using the employee’s regular classification code on which his or
her sabbatical pay is based. Only object codes 111 — 119 are to be used
for submitting personnel data to the PEP System. See Code Listing of
PEP Personnel in the Appendix.
Special Note: If not applicable, this field should remain blank.

Field Length 1

Field Format: Alphanumeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Definition Clarified:

10/1/1993
9/21/95
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Salary Amount

Definition:

For The October 1, Collection:

The amount of salary budgeted for the position

For The June 30, Collection:

The amount of salary actually paid within the current fiscal year to an employee for a

position(s)

(Round to the nearest dollar.)

NOTE:

Three data elements are required when reporting salary data. A Salary
Type and Fund Code must accompany each salary amount reported on

the Site-Position record.

Field Length

Field Format:

Numeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Definition Clarified:

10/1/1993
9/21/95

PEP User Guide
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Salary Type Code

Definition:

Code used to indicate the type of salary for the reported dollar amount. There are
three salary types. They are as follows:
1 = Base Salary is the employee’s regular salary excluding PIP Amount, Extra
Compensation, Extended Employment. For the June 30 collection period, if an
individual earns overtime pay the overtime pay would be included as Base
Salary. The Employee’s contract and minute count would be adjusted to reflect
the additional time worked.
2 = Extra Compensation is additional salary paid to an employee for additional
duties outside his or her regular job assighment. Activities such as coaching,
yearbook advisor, cheerleader sponsor, etc. are considered additional duties and
meet the definition for Extra Compensation.
3 = Extended Employment is the additional salary paid to vocational education
instructors. The employee’s classification code must include a function code in
the 13XX series.
4= National Board Certified Teacher is the additional salary paid to a teacher
that has received a certificate from the National Board for Professional Teaching
Standards (NBPTS)

NOTE: Three data elements are needed to define salary data reported in the Site-
Position record. If an employee’s regular salary of $35,000.00 is paid from three
funding sources, the salary data would be reported in the Site-Position as follows:

Amount $10,000.00 Amount $10,000.00 Amount $15,000.00

Salary Type =1 Salary Type=1 Salary Type =1

Fund code =01 Fund Code =10 Fund Code =20

Special Note: If not applicable, this field should remain blank.

Field Length

Field Format:

Numeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Definition Clarified:

10/1/1993
9/21/95

Salary Reduction Code
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Salary Reduction Code (Applicable to the June 30th Data Collection only)

Definition:

The code indicating the reason an employee’s June 30 salary data are less than the
budgeted salary data when the time worked equals the same full time equivalent
(FTE) status reflected in the October 1 data collection. The codes are as follows:

01 = Residual Pay: The employee did not receive his or her full salary
compensation. Instead, the employee received partial pay. Example: an
employee has exhausted his or her paid leave and the school system is allowing
the individual to collect the residual pay that remains after paying for a day-by-
day substitute.

02 = Extended Medical: The employee is on extended medical leave and is
receiving only a portion of his or her regular salary amount.

03 = Other: Any district approved “reduced” pay granted to an employee. The
salary amount when compared to the October 1 budgeted data is reduced, but
the FTE for the June 30 collection is equal to the FTE for the October data.

Example:
For the October 1 data collection period, an employee’s total salary is budgeted
at $40,000.00, with an FTE = 1. For the June 30 collection, the total salary
actually paid is $27,000.00, with an FTE = 1. A salary reduction code would be
provided to indicate that while the FTE remained 1, some situation resulted in a
salary reduction.

Special Note: If not applicable, this field should remain blank.

Field Length

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Definition Clarified:

10/1/1993
9/21/95
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Salary Reduction Code

Definition: The code indicating the reason an employee’s June 30 salary data are less than the
budgeted salary data when the time worked equals the same full time equivalent
(FTE) status reflected in the October 1 data collection. The codes are as follows:

01 = Residual Pay: The employee did not receive his or her full salary
compensation. Instead, the employee received partial pay. Example: an
employee has exhausted his or her paid leave and the school system is allowing
the individual to collect the residual pay that remains after paying for a day-by-
day substitute.

02 = Extended Medical: The employee is on extended medical leave and is
receiving only a portion of his or her regular salary amount.

03 = Other: Any district approved “reduced” pay granted to an employee. The
salary amount when compared to the October 1 budgeted data is reduced, but
the FTE for the June 30 collection is equal to the FTE for the October data.

Example:
For the October 1 data collection period, an employee’s total salary is budgeted
at $40,000.00, with an FTE = 1. For the June 30 collection, the total salary
actually paid is $27,000.00, with an FTE = 1. A salary reduction code would be
provided to indicate that while the FTE remained 1, some situation resulted in a
salary reduction.

Special Note: If not applicable, this field should remain blank.

Field Length 2
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring

Data Element: None

Collection Period: Period 9 (June 30th)
Implementation Date: 10/1/1993
Definition Clarified: 9/21/95
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Session Year, Beginning

Definition: The 12-month period of time denoting the beginning of the school year
for the current fiscal year for school accounting purposes.

Example:
For the Fiscal Year beginning July 1, 2003, through June 30, 2004, the
beginning session year will be 2003.

Field Length 4
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring Annual Financial and Statistical Report
Data Element:

Collection Period: Period 1 (October 1%)
Period 9 (June 30"

Implementation Date: 10/1/1993
Revised:
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Sex Code, Employee

Definition: Employee's sex.
M — Male
F— Female
NOTE:
Employee’s sex code must be in uppercase letters.
Field Length 1
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/1/1993

PEP User Guide

Revised: August 2014
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Site Code

Definition:

The six-digit code assigned by LDE to the employee's home-based site.

The site code for the central office is XXX700; XXX represents the LEA
code.

Example:

The central office code for Acadia parish would be 001700; 001 is
Acadia's LEA code and 700 is the code for the central office.

Note: Each LEA must report Staff records for the central office.

For October 1:
Only one Staff record per LEA should be coded as 111/2321.
(Code Assistant/Deputy Superintendents as 111/2324.)

For June 30:

More than one record can be submitted to the PEP with an object
classification code of 111/2321 if more than one person served as
Superintendent during the fiscal year.

Field Length

6

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

Common Core Data

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Social Security Number, Employee

Definition: The official number assigned to the employee by the Social Security
Administration Office.

Field Length 9
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring Annual Financial and Statistical Report
Data Element:

Collection Period: Period 1 (October 1%)
Period 9 (June 30"

Implementation Date: 10/1/1993
Revised:
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System Indicator

Definition: Three characters assigned by Information Technology Services (ITS) to
designate the system to be used.
The system indicator for the Profile of Educational Personnel is PEP.
Field Length 3
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

All PEP Reporting

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Twelve- Hour Flag

Definition:

Flag that indicates a teacher is not certified for one of the courses he or
she is teaching, but has earned twelve college credit hours in the
subject area. He or she is allowed to teach a maximum of two courses
under the twelve- hour provision.

NOTE: Field Should Be Blank.

Code must be Y or N.
(No Longer a Valid Certification Option)

Field Length

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 2 (LEADS)

Implementation Date:

Revised:

10/1/1993
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Teaching Certificate

Definition:

Louisiana teaching certificate type and number with any applicable suffix.

Positions 1-4 represent the certificate type.
Positions 5-10 represent the certificate number.
Position 11 represents the certificate suffix, where applicable.

Examples: A certificate of

Type C Type B

Number 1341 Number 123456

Suffix N

(should be entered as Csss001341N (should be entered as Bsss123456s)
(s denotes a space.) (s denotes a space.)

NOTE:

= The certificate type must be left justified and padded with spaces for positions
not used.

=  The certificate number must be right justified and padded with leading zeroes.

=  The suffix should be blank, if not applicable, or N.

= Therefore, the teaching certificate always consists of eleven positions.

See the Appendix for a list of new teaching certificates and the abbreviation required for PEP data.

Field Length

11

Field Format:

Alphanumeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

10/1/1993
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Teaching Certificate Exception Code

Definition: The code representing the allowed exception in which a teacher may
teach without possessing a Louisiana teaching certificate issued by the
Office of Teacher Certification. The certificate Type and Certificate
Number fields must be blank when using a Certificate Exception Code.
3 = Foreign Language Associate (formerly CODOFIL)
5 = Certificate Pending (Documentation in process)*
6 = Louisiana School for Math, Science, and the Arts
9 = Certificate Not Applied for
* Note: Exception Code 5, "Certificate Pending (Documentation in
process)," is to be used only as a temporary indicator. It is critical that
this exception code is removed and the certificate number added to
the PEP record as soon as the teaching certificate is issued.
Special Note: If not applicable, this field should remain blank.
Field Length 1
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:

Revised:

7/1/94
7/1/95
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Total Class Time Percentage

Definition: Captures percentage of class time by a teacher in a specific class.
(Must = three zeroes for Vacant Position Record)

Field Length 3

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 2 (LEADS)

Implementation Date:

11/7/2011
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Transaction Code

Definition: The code indicating the specific PEP record type. Transactions codes
are as follows:
100 Staff Record
200 Site-Position Record
210 PEP Class Schedule Record
300 PEP Non-Attendance Record
NOTE: Each PEP record has a unique Transaction Code that identifies
the data required for each record type.
Field Length 3
Field Format: Numeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

7/1/94
7/1/95
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Total Salary Amount

Definition:

The total annual budgeted/actual salary for all classification(s) reported
in the Site-Position record(s) for the reported Social Security Number.
This amount includes all salary types, excluding the PIP Salary Amount.
The sum of the salary amounts reported on the site-position records
will be matched against the Total Salary Amount reported on the Staff
record.

NOTE: For the October collection period, the total salary amount is
always the amount budgeted (excluding PIP) for the contract time
period specified in the Staff record.

For the June 30 collection period, the total salary amount will reflect
the actual salary paid for the span of the contract(s).

Field Length

Field Format:

Numeric

Use Types:

State reports
Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

7/1/94
7/1/95
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Workday Minute Count Scheduled

Definition: For The October 1 Collection*:
Workday Minute Count is defined as the number of scheduled minutes in an
employee’s normal workday applicable for the combination of one or more contracts
under which the individual was employed.
For The June 30 Collection*:
If the number of work-minutes required each workday varied day-by-day, or during
other time periods under the contract mix, then the sum of the number of work-
minutes WORKED for EACH workday within the span of time is to be reported as a
weighted Workday Minute Count average.
*The Workday Minute Count is specific to the contract combination (or "mix") of the
CLASS OF EMPLOYEES. If the length of the workday for this CLASS OF EMPLOYEES is
variable, determine and enter the weighted average workday minutes; i.e., the
ANNUAL TOTAL of workday minutes for the specific "contract mix" divided by the
applicable Contract Day Count.
(See Examples provided in the Appendix.)

Field Length 3

Field Format: Numeric

Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

None

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Definition Clarified:

10/1/1993
9/21/95
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APPENDIX C - DATA GLOSSARY

Submission Deadlines

Approximately a week to 10 days prior to the system closing, Submitting data by this date provides an
opportunity for LDE to look at the data and provide comparison reports for last minute corrections.

System Closings

The date the system will be closed and no additional change can be made.

PEP Schedule Contact Day Count

Scheduled Contract Day Count is defined as the annual total of workdays required and/or governed by
one or more school district contracts under which the staff member was employed for the school year
being reported. For the new PEP record format, Contract Day Count represents the number of
contracted days for a CLASS OF EMPLOYEES to which a specific contract or "mix" of contracts apply and
is not tied to an individual employee's beginning and/or end dates; i.e., the Contract Day Count is not
affected by an employee’s hire after the earliest employee start date of the overall contract period, nor
by the employee's departure prior to the latest end date of the overall contract period. For the
October collection period, the PEP data will reflect the Contract Day Count derived from the contract(s)
applicable for the reported individual as of October 1; i.e., the contract(s) from which budgeted salary
data are determined. The Contract Day Count for the June 30 collection period will reflect the number
of contract days derived from the combined contracts under which the person actually worked
throughout the school year. Caution: Changes in Contract Day Count may result from contract revisions
and/or from modifications to the positions or responsibilities of the employee during the school year.

Suggested Steps:

1. ldentify all contracts and/or agreements under which the specific employee is projected to
work (October collection) or actually worked (June 30 collection) for the school year being reported.
This "contract mix" defines the CLASS OF EMPLOYEES to which the employee belongs for that
collection period. Note: A CLASS OF EMPLOYEES may be uniquely identified to a single employee (e.g.,
secretary who moves to classroom teacher aide and is subsequently certified/hired as teacher during the school
year) or may apply to many employees (e.g., all elementary teachers serving solely under the basic teacher
contract who have no additional functions or responsibilities).

2. ldentify both the earliest employee start date and the latest employee end date from the
"contract mix" applicable to the CLASS OF EMPLOYEES to which the specific employee belongs. This
establishes the span of time covering all contracts under which the individual is employed for the
collection period. Exception for June 30 Collection: If the employee changed positions and/or lost
responsibilities during the year (e.g., school principal reassigned solely as a teacher for second
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semester), then determine the span of time using the earliest employee start date from the contract
mix under which initially employed and the latest employee end date from the contract mix under
which employed at the end of year or contract(s) in effect on last day worked.

3. Within the span of time established in Step 2 above, count (without duplicating) each
calendar day that is stipulated a workday by one or more of the applicable contracts. The result
constitutes the Contract Day Count for that CLASS OF EMPLOYEES.

PEP Workday Minute Count

Workday Minute Count is defined as the number of minutes in the normal workday applicable for the
combination of one or more contracts under which the individual was employed during the school year being
reported. The specific contract combination (or "mix") defines the CLASS OF EMPLOYEES to which the employee
belongs for that collection period. If the length of the workday for this CLASS OF EMPLOYEES is variable,
determine and enter the weighted average workday minutes; i.e., the ANNUAL TOTAL of workday minutes for
the specific "contract mix" divided by the applicable Contract Day Count. Caution: Changes in the applicable
Contract Day Count and/or Workday Minute Count between data collection periods may result from contract
revisions and/or from modifications to the positions or responsibilities of the employee during the school year.

Comment: The relationship between Contract Day Count and Workday Minute Count is such that the
product of these two numbers will approximate the total annual work-minutes available from an
employee should the individual be actively employed over the entire range of contracts as they apply to
the employee (or Class of Employees) for the specific data collection period.

Suggested Steps:
1. Use Step 1, Contract Day Count, to obtain applicable CLASS OF EMPLOYEES.

2. Use Step 2, Contract Day Count, to obtain applicable Earliest Employee Start Date, test Employee
End Date, and Span of Time for the CLASS OF EMPLOYEES.

3. Use Step 3, Contract Day Count, to obtain the Contract Day Count for that CLASS OF EMPLOYEES.

4. Within the Span of Time established in Step 2, determine the weighted average workday minutes
as follows:

a. If the number of work-minutes required each workday under the "contract mix" remains
constant over the span of time, enter the required daily work-minutes as the Workday Minute
Count.

b. However, if the number of work-minutes required each workday can vary, day-by-day or other
time periods under the contract mix, then sum the number of work-minutes for EACH workday
within the span of time, then divide the results by the Contract Day Count. Enter this weighted
average as the Workday Minute Count.
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Note: For some paid functions such as athletics coach, cheerleader sponsor, etc., it may be
necessary to estimate the total work-time attributable to these functions for time worked
during the evenings, weekends, or other periods outside the usual workday of the specific
employee (or related Class of Employees) and add this work-time estimate to the total work-
minutes calculated in Step 4a or Step 4b for the employee's basic contract(s). Ensure Contract
Day Count includes any days the employee is expected to work these added functions prior to or
after the overall span of the basic contract(s), then divide the grand total of work-time minutes
by the Contract Day Count for the weighted average workday minutes. Enter this weighted
average workday minutes as the Workday Minute Count.
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APPENDIX D — ERROR CODES & MESSAGES

The following information is provided to assist in responding to any edits which have been generated
from the Profile of Educational Personnel (PEP) data submission. There are three types of PEP edits:

TYPE RESULT

1 Critical Error An error occurred that caused the program to stop processing
at that point the remaining data on that particular record;
records with that specific SSN are not added to the database.

2 Error An error occurred while processing a record; the data were
not loaded to the database. Only Error-Free Records are
loaded to the PEP database.

3 Warning Record processed AND loaded to the database.

Records that have generated Critical Errors or Errors must be corrected and resubmitted error-free.
Warnings, however, merely indicate that the data submitted appear to be unusual. Therefore,
warnings require a verification of the data that generated the warning and an appropriate change
ONLY IF the data are indeed incorrect.

The edits have been numbered and the Error Correction Report designed to make error identification
and correction as easy as possible for the user. The edit numbers have been grouped by data element

and are listed in this guide in numerical order. To research and correct data errors, proceed as follows:

1. Find the edit number in the Batch Edit Guide that matches the edit number listed on the
most recent error correction report.

2.  Perform the suggested method of data correction.
The following is a description of commonly used terms:

1. Digits - the digits 0 through 9

2.  Alphabet - the letters of the alphabet and some special characters
(Note: All Alpha Characters must be Uppercase)

Characters - the digits 0 through 9, letters of the alphabet, and special characters.
The following error code definitions describe error messages that may be received after processing

data for the PEP. These messages are designed to facilitate the correction of errors before data are
resubmitted.
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Special error messages notes:

Error Messages 1 through 5 and 7 apply to all PEP Records. The data contained in these fields
govern the System Indicator, Transaction Code, Beginning School Session, Sponsor Code, and
Site Code. All of these elements are pivotal to the processing of the LEA's PEP file. If an error
occurs in one of these fields, it will generate a Critical Error.

Error Messages beginning with “1XX"” are generated from data errors that occurred on the Staff
Record (PEP Record Type 100).

Error Messages beginning with “2XX” are generated from data errors that occurred on the Site
Position or Class Schedule Record (PEP Record Type 200 or 210).

Error Messages beginning with “3XX” are generated from data errors that occurred on the Non-
Attendance Record (PEP Record Type 300).

Error Messages beginning with “9XX” are generated from data errors that occurred on the
Vacant Position Record. Vacant Position Records are identified with the SSN = to 999 followed
by the three-digit Sponsor Code followed by a three-digit sequential number beginning with
001.

Record 100 Errors (1xx)

001. Critical Error: Invalid System Indicator

Cause: System Indicator not = "PEP" or the field is blank.

Solution: Change the value to "PEP".
002. Critical Error: Invalid Transaction Code
Cause Transaction Code not = "100", “200", "210", “300", or the field is blank.
Solution: Change the value to “100", “200", "210", or "300".
003. Critical Error: Invalid Beginning School Session Year
Cause: Information in this field does not match the Header Record school session or the

Beginning School Session year is not valid to the current opened database.

Solution: Change the value to match the Header Record Beginning School Session Year or make
sure information being submitted is for the current opened database.

004. Critical Error Invalid Sponsor Code
Cause: Sponsor Code does not match that of the Header Record or is not a valid Sponsor Code.
Solution: Change the value to match the Sponsor Code of the Header Record.
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005. Error: Invalid Sponsor Code for Site Code
Cause: Sponsor Code and first three digits of Site Code do not match.

Solution: Verify the correct value for Sponsor Code or Site Code.

006. Critical Error: Discontinued Edit
Cause:

Solution:

007. Critical Error: Invalid Site Code

Cause: Site Code not found on Sponsor Site database, Site is closed, or Site is not required to
submit PEP data.
Solution: Verify the Site Code.

008. Error: Invalid Filler (bytes 14 -19) on STAFF Record
Cause: Positions 14-19 on the Staff Record must be blank.

Solution: Make spaces 14-19 on the Staff record blank.

009. Error: Invalid Filler (bytes 14 -19) on Non-Attendance Record
Cause: Positions 14-19 on the Non-Attendance Record must be blank.
Solution: Make spaces 14-19 on the Non-Attendance record blank.

011. Error: Invalid Social Security Number

Cause: Social Security Number is not numeric, is not within the valid range
000000001-799999999, does not begin with 998 Or 999, or field is blank.
Solution: Change Social Security Number to be a numeric value within the valid range

000000001-799999999 or it must begin with 998 or 999 for Post-Secondary or Vacant
position respectively.

012. Error: SSN Duplicated Within LEA
Cause: Social Security Number must be unique within LEA (Only one Staff Record per SSN).
Solution: Validate the Social Security Number so that it is unique within the LEA.
013. Error: SSN Duplicated in 2 or More Districts for October 1 collection period
Cause: Social Security Number cannot be reported in 2 or more Districts as a Full time
Employee.
Solution: Validate the Social Security Number so that a full time employee is reported within one
district.
014. Error: Database Closed for Processing
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015.

016.

017.

100.

102.

104.

106.

108.

Cause: PEP data have been transmitted outside of the submission dates listed in the current

PEP Time Line.
Solution: Confirm the submission dates as outlined in the PEP Time Line.
Error: Class Schedule Record Invalid for October 1 or June 30 End-Year collection period
Cause: Class Schedule Records may not be included for the October 1 or End Year, June 30
collection period.
Solution: Do not include Class Schedule Records with the October 1 or End Year, June 30 collection period.
Error: Discontinued Edit
Cause:
Solution:
Error: SSN Bytes 4-6 Must = Sponsor Code for Generated SSN
Cause: Social Security Number is a Generated SSN, but Social Security Number (pos 4-6) does
not equal Sponsor Code.
Solution: Change Social Security Number (pos 4-6) to equal the Sponsor Code for a Generated SSN
Error: Invalid Last Name
Cause: The first byte of the Last Name is space or the second and third bytes are spaces,
or a byte is not A-Z, apostrophe, or dash.
Solution: Verify and change to the staff's correct Last Name.
Error: Invalid Staff Name (suffix)
Cause: At least one byte of Suffix Name is not A-Z, period, or space.
Solution: Verify and change to the staff's correct Name suffix.
Error: Invalid First Name
Cause: The first byte of the First Name is a space and/or each other byte is not A-Z, an
apostrophe, dash or space.
Solution: Verify and change to the staff's correct First Name.
Error: Invalid Middle Name
Cause: At least one byte of Middle Name is not A-Z, apostrophe, dash, period.
Solution: Verify and change to the staff's correct Middle Name.
Error: Invalid Sex Code

Cause: Sex Code not="M"or "F".

Solution: Change value to "M" or "F".

PEP User Guide Revised: August 2014 92



110.

111.

115.

117.

118.

120.

125.

130.

131.

Error: Invalid Ethnic Race Data
Cause: Only “Y” or “N” is accepted in any of the ethnicity fields.
Solution: Verify that only “Y” or “N” are in the ethnicity fields.
Error: Invalid Ethnic Race data at least one must be selected (one must be checked "Y")
Cause: At least one byte of the ethnicity fields must be “Y”.
Solution: Change at least one value in the ethnicity field ="Y”.
Error: Invalid Contract Day Count
Cause: Contract Day Count not numeric, not > 0, not <= maximum value, or blank.
Solution: Enter the correct Contract Day Count.
Error: Invalid Data for Employee Status Code
Cause: Data in certain fields may need to be default values. This includes Retirement System
Code, PIP Salary Amount, Total Salary Amount, Contract Day Count, and Workday
Minute Count, depending on employee status code.
Solution: Make sure that the Status Code of Employee is correct or set the salary information on
the Staff Record (Record 100) to the default values.
Error: Invalid Workday Minute Count
Cause: Workday Minute Count not numeric, not > 0, not <= maximum value on Annual Edit
Table.
Solution: Enter the correct Workday Minute Count.
Error: No Site-Position Record
Cause: Each Staff Record must have at least one Site-Position Record.
Solution: Verify the existence of a matching Site-Position Record
Error: Invalid Employee Type Code
Cause: Employee Type Code not = "F" or "P", or field is blank.
Solution: Change the value to "F" for Full-time or "P" for Part-time.
Error: Invalid Teaching Certificate Data
Cause: Teaching Certificate Data (Type Code, Number) invalid or blank when it is required.
Solution: Correct the Certificate Data to valid values or blank depending on Employee Status
Code.
Error: Certificate Not Reported for Instructional Position

Cause: Certificate must be reported for an Instructional Position unless 1-Program is
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Solution:

132. Error:

Head Start, 2-ROTC, 3-Post-Secondary employee or 4-Teaching Certificate Exception
Code is reported.

Report the Teacher’s Certificate for an Instructional Position or report the

Exception Code, since it is not a Head Start, ROTC Program, or Post-Secondary.

Certificate Number Duplicated within LEA at site

Cause: Duplicate Certificate Numbers are reported by LEA at this site.

Solution:

133. Error:

Validate the Certificate Numbers for uniqueness.

Years Experience Count Invalid for Certificate Type

Cause: Allowed Years Experience Count less than that allowed for Certificate Type

Solution:

135. Error:

Change the Allowed Years Experience Count to match the Certificate Type

Code requirements.

Certificate Does Not Match Name & SSN on Teacher Certification Database

Cause: Certificate Number incomplete or not correct, or Name and SSN do not match

Solution:

136. Error:

Name and SSN on Teacher Certification database.
Verify correct SSN and legal name. Change name and SSN on either PEP or
Teacher Certification database, whichever is in error.

Certificate Not Found on Teacher Certification Database

Cause: Certificate Number incomplete or not correct and cannot be found on Teacher

Solution:

137. Error:

Certification database.
Verify Certificate Type Code, Certificate Number, and Certificate Suffix Code
and submit the valid certificate.

Certificate Does Not Match SSN on Teacher Certification Database

Cause: PEP SSN does not match the SSN on the Teacher Certification database.

Solution:

138. Warning:

Verify the correct SSN. Change the database with the error, either PEP or Teacher
Certification.

Certificate Last Name Does Not Match Name on Teacher Certification Database

Cause: Last Name reported on PEP does not match last name on Teacher Certification

Solution:

139. Error:

Database.
Verify the correct legal last name. Change the name on whichever database is in error,

either the PEP or Teacher Certification database.

Certification Number Incomplete: Suffix Missing

Cause: Certification Number Incomplete: Suffix Missing.
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Solution: Change the Certification Number to include a valid Suffix.

150. Error: Invalid Teaching Certificate Exception Code
Cause: Teaching Certificate Exception Code not blank or not a valid value.

Solution: Change Certificate Exception Code to blank or to a valid value.

151. Error: Teaching Certificate Exception Code Invalid for Non-Instructional Staff
Cause: Teaching Certificate Exception Code should not be reported for
non-instructional positions.

Solution: Change Certificate Exception Code to blank for Non-Instructional Staff.

153. Error: Teaching Certificate Exception Code Invalid with Certificate
Cause: Teaching Certificate Exception Code is invalid when a Teaching Certificate
Number is reported.
Solution: Remove Teaching Certificate Exception Code when a Teaching

Certificate Number is reported.

160. Error: Invalid Educational Level Code
Cause: Educational Level Code not valid.

Solution: Change Educational Level Code to a valid value.

161. Warning: Educational Level Does Not Match Level on Certificate
Cause: Educational Level must match level on Certificate.

Solution: Change Educational Level to match level on Certificate or update Certificate.

162. Error: Educational Level Less Than Bachelor for Instructional Position
Cause: Educational Level must be at least Bachelor, unless ROTC or Certificate Type
Code ="AN", "VT", "VP", or "FL" which was Exception Code="3".

Solution: Change Educational Level Code to Bachelor or higher for Instructional Position.
164. Error: Invalid Date of Hire

Cause: Date of Hire for staff is invalid or missing.

Solution: Add Date of Hire for staff member.
165. Error: Invalid Allowed Years Experience Count

Cause: Allowed Years Experience Count not numeric, not in valid range, or field is blank.
Solution: Change Allowed Years Experience Count to be in the valid range of numeric

values.
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166. Error:

Invalid Highly Qualified Flag Occurrence: xx

Cause: xx number of Highly Qualified Flags are not valid values.

Solution:

167. Error:

Flag must be Y or N (blanks and other characters not valid)

Invalid Employee Status Code

Cause: Employee Status Code not a valid value.

Solution:

170. Error:

Change code to a valid value (01, 02, 03, 04, or 05)

Invalid Retirement System Code

Cause: Retirement System Code is not a valid value.

Solution:

175. Error:

Change Retirement System Code to a valid value or a blank, if appropriate.

Invalid Retiree Return to Work Code

Cause: Retiree Return to Work Code not blank and not a valid value.

Solution:

180. Error:

Change Retiree Return to Work Code to a blank or a valid value.

Invalid Sabbatical Status Code

Cause: Sabbatical Status Code not a valid value and not blank.

Solution:

181. Error:

Change Sabbatical Status Code to a valid value or blank.

Sabbatical Status Code Invalid for Non-Instructional Position

Cause: Sabbatical Status Code cannot be used with a non-instructional position.

Solution:

185. Error:

Verify that the object and function codes refer to an Instructional Position when
using a Sabbatical Status Code.

PIP Salary Amount Not Numeric

Cause: PIP Salary Amount must be numeric.

Solution:

186. Error:

Change PIP Salary Amount to a numeric value.

PIP Salary Amount Invalid: No Certificate Reported

Cause: PIP Salary Amount cannot be greater than zero when No Certificate is reported.

Solution:

187. Error:

Cause:

Solution:

190. Error:

PEP User Guide

Change PIP Salary Amount to zero or add the certificate number.

PIP Salary Amount not between Minimum and Maximum Amounts Allowed
PIP Salary Amount must be between Minimum (1129) and Maximum (3721) Amounts.
Verify the PIP Salary Amount to ensure it is between the Minimum and Maximum

Amounts Allowed when PIP Salary Amount is greater than zero.

Invalid Total Salary Amount
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Cause: Total Salary Amount not numeric, not in the valid range, or field is blank.

Solution: Change Total Salary Amount to a numeric value in the valid range.

191. Error: Total Salary Amount Not Equal to the Sum of Salary Amounts on Site-Position records

Cause: Total Salary Amount must equal the Sum of Salary Amounts on all Site-Position
Records.
Solution: Recalculate the Total Salary Amount to equal sum of all Salary Amounts on all

Site-Position Records.

193. Error: Total Salary < Minimum Wage for Non-Instructional Position
Cause: Total Salary must be >or = Minimum for Non-Instructional Positions.

Solution: Recalculate Total Salary to be >or = Minimum for a Non-Instructional Position.
195. Error: Invalid Salary Reduction Code

Cause: Salary Reduction Code is not a valid code of 1, 2, 3, or blank.

Solution: Change the Salary Reduction Code to a valid value of 1, 2, 3, or blank.
196. Error: Salary Reduction Code Invalid for October 1 Data Collection

Cause: Salary Reduction Code may not be entered for October 1 Data Collection.
Solution: Enter blank spaces for the Salary Reduction Code field.

Record 200 Errors (2xx)

207. Error: No Matching Staff Record
Cause: A corresponding Staff Record was not submitted with the same Beginning
School Session Year, Sponsor Code, and Social Security Number.

Solution: Verify the SSN and submit a matching Staff Record for this Site-Position

208. Error: Duplicate Site-Position record
Cause: Site-Position records must be unique.

Solution: Remove or change the duplicate Site-Position record.
210. Error: Invalid Object Code or Not Allowed on PEP
Cause: Object Code not valid value for PEP or field is blank.
Solution: Change Object Code to a valid value for PEP.
217. Error: Invalid Salary Data for Employee Status Code
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Cause:

Solution:

218. Error:
Cause:

Solution:
219. Error:

Salary Data may need to be default values. This includes Annual Minutes, Salary
Amount, Fund Account Code, and Salary Type Code, depending on the Employee Status
Code.

Make sure that the Status Code of Employee is correct or set the salary information on
the Site Record (record 200) to the default values.

Invalid Object/Func for Superintendent

Type 2 or 5 Charter is using the incorrect Object Function Code combination for an
administrator.

Change the Object Function Code to 111/2490 for administrators.
Invalid Function Code for Object Code

Cause: Function Code is not valid for Object Code.

Solution:

220. Error:

Change the Function Code to a valid code corresponding to the Object Code.

Invalid Function Code

Cause: Function Code not valid value or field is blank.

Solution:

221. Error:

Change Function Code to a valid value.

No matching Class Schedule record

Cause: A Class Schedule record is required for this Object and Function Code

Solution:

225. Error:

when ASR Method = Extract and when the Processing Period is October 1.
Change the Object Code / Function Code combination to one not requiring

Class Schedule records or revise ASR Method of Forms Submission to Batch.

Invalid Employment Begin Date

Cause: Employment Begin Date is not numeric, not a valid date, or is blank.

Solution:

226. Error:

Change Employment Begin Date to a valid date.

Employment Begin Date Later Than PEP Processing Period Effective Date

Cause: Employment Begin Date must not occur later than the Processing Period

Solution:

227. Error:

Effective Date.
Change Employment Begin Date to a date on or before Processing Period
Effective Date.

Employment Begin Date Later than School Close Date

Cause: Employment Begin Date must not occur later than the School Close Date.

Solution:

230. Error:

Verify the accuracy of the Employment Begin Date and the School Close Date.

Invalid Employment End Date

Cause: Employment End Date is not numeric, not a valid date, outside school year
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Solution:

231. Error:

range or is blank.

Change Employment End Date to a valid date.

Employment End Date Earlier Than Employment Begin Date

Cause: Employment End Date is not later than Employment Begin Date.

Solution:

232. Error:

Verify that Employment End Date occurs on or after Employment Begin Date.

Overlapping Employment Dates on Site-Position Records

Cause: Employment Dates may not overlap on Site-Position records when all other key

Solution:

233. Error:

fields are identical.

Change the Begin and End Employment dates on the Site-Position records so
that they do not overlap when Site Code, SSN, Object Code and Function
Code are identical.

Employment End Date Later than School Close Date

Cause: Employment End Date must not occur later than the School Close Date.

Solution:

240. Error:
Cause:

Solution:

241. Warning:

Verify the accuracy of the Employment End Date and the School Close Date.

Invalid Annual Minutes Worked Count

Annual Minutes Worked Count not numeric, not greater than zero, or is greater than
the maximum value for the school session.

Enter the correct Annual Minutes Worked Count.

Annual Minutes Worked Count > Contract Day Count Times Workday Minutes

Cause: Number of Annual Minutes Worked from all Site records must not be >

Solution:

242. Error:
Cause:

Solution:

243. Error:
Cause:
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Contract Day Count times Workday Minute Count.
Recalculate the Annual Minutes Worked Count from all Site records to be < or =
Contract Day Count * Workday Minute Count.

Product of the Contract Day Count times the Workday Minute Count < 63,720

The data entered into the Contract Day Count and/or the Workday Minute Count when
multiplied together is/are not greater than 63,720.

Correct the Contract Day Count and/or the Workday Minute Count so that the data
represent a full contract for the employee class that the employee is a member of.

Product of the Contract Day Count times the Workday Minute Count <42,501

The data entered into the Contract Day Count and/or the Workday Minute Count when
multiplied together is/are not greater than 42,501.
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Solution: Correct the Contract Day Count and/or the Workday Minute Count so that the data
represent a full contract for the employee class that the employee is a member of.

250. Error: Invalid Salary Amount
Cause: Salary Amount field is not blank and not numeric.

Solution: Change Salary Amount to be numeric or six zeroes.

251. Error: Salary Amount Not Reported for Home base Site
Cause: Salary Amount must be reported for Home-base Site.

Solution: Report at least one Salary Amount > 0 for the Home-base Site.

252. Error: Base Salary < State Minimum for Instructional Position

Cause: Base Salary must be > or = the State Minimum for an Instructional Position.

Solution: Recalculate the Base Salary to be >or = the State Minimum for an Instructional
Position.
253.  Warning: Base Salary > Maximum for Teaching Position

Cause: Base Salary must be < or = the Maximum for a Teaching Position.

Solution: Recalculate the Base Salary to be < or = the Maximum for a Teaching Position.
254. Error: Extended Employment Salary Reported for Non-Voc Ed Position
Cause: Extended Employment Salary must not be reported for a Non-Voc Ed Position.
Solution: Change the Extended Employment Salary to 0 or blank for a Non-Voc Ed
255. Error: Base Salary < Than State Minimum for Administrative Position

Cause: Base Salary for Administrative Position must be >= State Minimum.
Solution: Recalculate the Base Salary for Administrative Position to be >= the State

Minimum Salary.

256. Warning: No Minimum Salary on Database for Educational Level for an Instructional Position
Cause: Educational Level below minimum for an Instructional Position; there is no
minimum salary schedule for that Educational Level.
Solution: Verify the highest educational level on which the employee's salary is based and

correct the educational level code that has been misreported.
257. Error: Salary Amount Not Reported

Cause: Salary Amount must be reported on all Site-Position records.

Solution: Report at least one Salary Amount > 0 for each Site-Position record.
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258. Error:

Cause: Base Salary for Therapists/Specialists/Counselors Position must be >= State

259

260

261

270

271

272

273

Solution:

. Error:

Cause:

Solution:

. Error:

Base Salary < Than State Minimum for Therapists/ Specialists/ Counselors Position

Minimum.
Recalculate the Base Salary for Therapists/Specialists/Counselors Position to

be > or = the State Minimum Salary.

No Base Salary Amount Reported

Base Salary Amount must be reported on all Site-Position records where the Home-
based flag is equal to “Y”.

Report at least one Base Salary Amount > 0 for each Site-Position record where the
Home-based flag is equal to “Y”.

Invalid Salary Type Code

Cause: Salary Type Code not blank and not a valid value.

Solution:

. Error:

Change Salary Type Code to a valid value or blank.

Invalid Salary Type Code for Salary Amount

Cause: Salary Type Code must be a valid value when Salary Amount > 0; otherwise,

Solution:

. Error:

Salary Type Code must be blank.
Change Salary Type Code to a valid value or blank to correspond to Salary

Amount.

Invalid Fund Account Code

Cause: Fund Account Code not blank and not a valid value.

Solution:

. Error:

Change Fund Account Code to a valid value.

Invalid Fund Account Code for Salary Amount

Cause: Fund Account Code must be a valid value when Salary Amount > 0; otherwise

Solution:
. Error:
Cause:

Solution:

. Error:

Fund Account Code must be blank.

Change Fund Account Code to a valid value or blank to correspond with Salary
Duplicate Fund Account Code & Salary Type Code Combination

The combination of Fund Account and Salary Type Codes must be unique for each
Salary Amount.

Correct the duplication of the Fund Account and Salary Type Code.

Fund Account Code Invalid for Instructional Position

Cause: This Fund Account Code is not allowed for Instructional Positions.

Solution:
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Change the Fund Account Code to one that is valid for Instructional Positions.
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280. Error: Invalid Home-base Site Flag
Cause: Home-base Site Flag is an invalid value.

Solution: Change value to a valid value.

281. Error: Home-base Site Flag Reported for Multiple Sites
Cause: Home-base Site Flag must refer to one site only.
Solution: Change Home-base Site Flag to "N" for all non-Home-base Site records, and
change Home-base Site Flag to "Y" for all records whose Site Code equals the

Home-base Site.

282. Error: Home-base Site Flag Not Reported Correctly for All Home-base Site Records
Cause: Home-base Site Flag Must = "Y" for All Home-base Site Records.
Solution: Change Home-base Site Flag to "Y" for all records whose Site Code equals the

Home-base Site.

283. Error: No Home-base Site Flag Reported
Cause: At least one site must be designated as the Home-base Site, but no Site record

contained a "Y" in the Home-base Site Flag.

Solution: Verify the Home-base Site Code and make appropriate corrections to the Home-base
Site Flag.
284. Error: Invalid Class Schedule Record for Classification Code

Cause: A Class Schedule record is not permitted for this Object Code/Function Code

combination.

Solution: Change the Object Code/Function Code combination to one in which Class Schedules
are permitted.
285. Error: Invalid Class Code

Cause: Class Code not found on Curriculum database or field is blank.

Solution: Change Class Code to a Class Code that matches a Class Code that has been established
on the curriculum database.

286. Error: No matching Site-Position record
Cause: Every Class Schedule record must be related to a Site-Position record.

Solution: Verify the Class Schedule record to identify its related Site-Position record.
287. Error: Employment Begin Date is Later Than Class End Date reported in the Curriculum
database.
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Cause: Employment Begin Date must be earlier than Class End Date.
Solution: Verify Employment Begin Date and Class End Date; change them so that the

Employment Begin Date is Earlier than the Class End Date.

288. Error: Duplicate Class Schedule record

Cause: Class Schedule records must be unique.

Solution: Remove or change the duplicate Class Schedule record.
289: Error: More Than One Instructor Linked to this Class Code at this Site
Cause: More than one teacher assigned to the same class code with 100 percent class time for

210 records.
Solution: Class codes MUST be unique to the site code being used.

295. Error: Invalid Twelve-Hour Flag

Cause: Twelve-Hour Flag is a value other than "N" or "Y".

Solution: Change the value to "N" or "Y".
296. Error: Twelve-Hour Flag Invalid Without Teaching Certificate Code
Cause: Twelve-Hour Flag may only be used with a Teaching Certificate Code.
Solution: Indicate the Teaching Certificate Code or change the value of the Twelve Hour
Flag to "N".
297. Error: Twelve-Hour Flag Invalid Without Instructional Position

Cause: Twelve-Hour Flag may only be used with an Instructional Position.
Solution: Verify that the Object and Functions codes are for an Instructional Position or

change the value of the Twelve-Hour Flag to "N".

Record 300 Errors (3xx)

308. Error: Staff Record — Employee Status Code Invalid
Cause: Staff Record (record 100) must have Employee Status Code of 01 or 05.
Solution: Do not include Non-Attendance Records for employees whose Employee Status Code is
not 01 or 05.
309. Error: No Matching Staff Record
Cause: There is no Staff record with the same SSN, Sponsor Code, and Beg School Session

that matches the employee's Non-Attendance record.

Solution: Verify the demographic data reported for the employee in the Non-Attendance record
and make the appropriate corrections.
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310.

311.

312.

313.

314.

315.

316.

317.

318.

Error: Invalid Non-Attendance Event Start Date
Cause: Non-Attendance Event Start Date is not a valid date or field is blank.
Solution: Change Non-Attendance Event Start Date to a valid date.
Error: Non-Attendance Event Start Date Less Than Earliest Employment Start Date
Cause: Non-Attendance Event Start Date Cannot Be < Earliest Employment Start Date.
Solution: Change Non-Attendance Event Start Date to a valid calendar date that is greater than
the earliest Employment Start Date.
Error: Invalid Non-Attendance Event End Date
Cause: Non-Attendance Event End Date is not a valid date or field is blank.
Solution: Change Non-Attendance Event End Date to a valid date.
Error: Non-Attendance Event End Date Greater Than Latest Employment End Date
Cause: Non-Attendance Event End Date Cannot Be > Latest Employment End Date.
Solution: Change the Non-Attendance Event End Date to a valid calendar date that is less than or
equal to latest Employment End Date.
Error: Non-Attendance Event Day Count Not Numeric or Exceeds Number of Days Between
Event Dates.
Cause: Non-Attendance Event Day Count > days between dates (excluding weekends) or is
not numeric or is blank.
Solution: Verify the Non-Attendance Day Count, make the correction, and resubmit the corrected
data.
Error: Invalid Non-Attendance Event Day Count - Decimal Must Equal 0 or 5
Cause: The last digit of the Event Day Count was not O or 5.
Solution: Change the last digit of the Event Day Count to 0 or 5.
Error: Non-Contiguous Day Count
Cause: The days between the Event Start Date and the Event End Date are not
consecutive weekdays.
Solution: Confirm the Event Day Count and make the appropriate corrections.
Error: Invalid Non-Attendance Event Category Code
Cause: Non-Attendance Event Category Code not a valid code in the PEP System.
Solution: Non-Attendance Event Category Code has to be 01 through 06.
Error: Duplicate Non-Attendance Records
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Cause: Multiple Non-Attendance records found for the same Beginning School Session
Year, Sponsor Code, Social Security Number, Non-Attendance Event Start Date
and Category Code.

Solution: Confirm the dates in question and make the appropriate corrections.

319. Error: Overlapping Non-Attendance Records
Cause: Multiple Non-Attendance records found for the same Non-Attendance Event
Category Code where Non-Attendance Event Start Date = or > previously reported
Non-Attendance Event Start Date and/or the Non-Attendance Event Start Date <
Non-Attendance Event End Date.
Solution: Change the Event Start Date of the second record and resubmit the corrected file.

320. Warning: Accumulated Day Count for Category 04 Cannot be greater than 90 days
Cause: The sum of Non-Attendance Event Day Count for all reported records in

Category 04 is greater than 90.

Solution: Confirm the Event Day Category Code and make the appropriate corrections.
321. Error: Non-Attendance Event Start Date Greater Than Latest Employment End Date
Cause: Non-Attendance Event Start Date cannot be greater than Latest Employment
End Date.
Solution: Change Non-Attendance Event Start Date to a valid date less than latest

Employment End Date.

Misc. Errors (Vacant Positions)

800. Warning: No PEP Data for PEP Site
Cause: No PEP Data were supplied for the LEA site.

Solution: Supply PEP data for each site and resubmit a corrected file.

901. Error: SSN Bytes 4-6 Not Equal to Sponsor Code for Vacant Position
Cause: Social Security Number (pos 1-3) ='999', but Social Security Number (pos 4-6)
does not equal the Sponsor Code.
Solution: Change Social Security Number (pos 4-6) to equal the Sponsor Code for a
Vacant Position.

902. Error: Name Invalid for Vacant Position

Cause: Social Security Number (pos 1-3) ='999' and Name (last) is not blank.

Solution: Change Name (last) to blank for Vacant Position.
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903.

904.

905.

906.

907.

908.

909.

912.

913.

Error: Sex Code Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Sex Code is not blank.

Solution: Change Sex Code to blank for Vacant Position.
Error: Ethnic Code Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Ethnic Code is not blank.
Solution: Change Ethnic Code to blank for Vacant Position.
Error: Certificate Number Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) ="999" and Certificate Type Code is not blank.
Solution: Change the Certificate Number to blank for Vacant position record.
Error: Educational Level Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Educational Level Code is not
blank.
Solution: Change the Educational Level Code to blank for Vacant position.
Error: Years Experience Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Years Experience Count is not
blank.
Solution: Change Allowed Years Experience Count to be blank for Vacant position.
Error: Retirement System Code Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Retirement System Code is not
blank.
Solution: Change Retirement System Code to blank for a Vacant position.
Error: Teaching Certificate Exception Code Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) ='999' and Teaching Certificate Exception
Code is not blank.
Solution: Change the Certificate Exception Code to blank for Vacant position.
Error: Retiree Return to Work Code Invalid for Vacant Position
Cause: Social Security Number (pos 1-3) = "999" and Retiree Return to Work Code is
not blank.
Solution: Change Retiree Return to Work Code to blank for a Vacant position.
Error: Twelve-Hour Flag Invalid for Vacant Position

Cause: Social Security Number (pos 1-3) = "999" and Twelve-Hour Flag is not blank.
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Solution

914. Error:
Cause:
Solution:

915. Error:
Cause:
Solution:

999. Error:

Change Twelve-Hour Flag to blank spaces for a Vacant position.

Sabbatical Status Code Invalid for Vacant Position

Social Security Number (pos 1-3) = "999" and Sabbatical Status Code is not blank.

Change Sabbatical Status Code to blank for a Vacant position.

Salary Reduction Code Invalid for Vacant Position

Social Security Number (pos 1-3) = "999" and Salary Reduction Code is not blank.

Change Salary Reduction Code to blank for a Vacant position.

Data For This Staff Member Not Added to Database Due to Errors

Cause: Errors occurred on one or more records.

Solution:
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Correct the errors and resubmit.
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APPENDIX E Historical Summary of Changes

Historical Changes

The 1993-94 school year was the initial effort of the Department of Education to comply with the
mandate of the 1992 Louisiana Legislative sessions ACT 503. This ACT established guidelines (Senate
Concurrent Resolution 223) to provide for an educational personnel database for use by the state and
district offices.

Initially, fifty-four of the sixty-six school districts participated in the pilot of automated data. The
remaining twelve districts submitted manual data automated by the Department. In the 1994-1995
school session, all sixty-six districts successfully provided personnel data via electronic format. The
collection of personnel data by individual through the Profile of Educational Personnel (PEP) has made
the personnel data much more accessible to the Legislature, the Board of Elementary and Secondary
Education (BESE), the Department, and district administrators. The PEP database was utilized in the
spring of 1995 to collect and calculate the one-time state salary supplement created by Act 15 (1994)
and funded by revenue from the New Orleans land-based casino. The 1995-1996 PEP data on school
food service personnel were provided to the Bureau of Food and Nutrition Services in order to replace
data previously collected manually via the Labor Budget for the School Food Service Section (SFS-4)
and the Administrative Labor Budget (SFS-4B). A Professional Improvement Program (PIP) batch
record layout was piloted as part of the PEP database for the 1996-1997 fiscal year.

In the 1994-1995 fiscal year, the number of PEP collections per year expanded from one to two. This
was in response to legislative mandates for Site-level Expenditure Reports. A third collection was
piloted in the 1996-1997 fiscal year to allow districts to update their PIP data as of January 31, 1997.

Effective the 1998-1999 school session, a Vacant Position Record was added to the PEP System to allow
districts to report staffing conditions fully as they exist as of October I. A major redesign of the Profile
of Educational Personnel System was planned. The goals of this redesign are twofold. First, the
redesign will either eliminate or diminish not only the duplication of the staff data collection but also
the maintenance of these data on the various Department databases. Second, the redesign will further
integrate the Department's databases in a continuing effort to provide a meaningful system of
interrelating student, staff, and financial data vital for informed policy decision-making.

During the 1999-2000 school session, systems enhancements such as increased edit checks and data
verification reports were incorporated in the PEP System to improve data quality.

The collection of non-attendance data was incorporated in the PEP System effective with the 2000-
2001 June 30 PEP data. The PEP System’s new addition, PEP Record Type 300, allows districts to
provide data reflecting incidents of time spent away from an employee’s normal work activity in
increments of no less than one-half day.
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Effective with the beginning of the 2002-2003 school year, the PEP System was redesigned to allow
local school systems more reporting flexibility. Previously, there was only one staff record. However,
with the redesign there are now three different records: Staff, Site-Position, and Class Schedule. The
Staff record depicts demographic data. The Site-Position record reflects job assignment data. The PEP
Class Schedule record reflects courses taught. In addition to these three records, a File Header Record
was added which will enable districts to report general information, such as pay raises, for
administrative, instructional and/or support staff.

Adding the Site-Position-Record allows multiple job assignments to be reported for employees that
occupy more than one position at one or multiple sites. Additionally, positions funded from more than
one fund account can now be reported, and more cost accounting reporting is now available to
districts. With the addition of the Teacher Class Schedule record, the LDE is closer to achieving the
initial goals set forth by the Louisiana Legislature for a comprehensive information management
system that will support school and district accountability.

The following records comprise the new PEP System:
2. Header Record Type 001
3. Staff Record Type 100
4. Site-Position Record Type 200
5 PEP Class Schedule Record Type 210
6 Non-Attendance Record Type 300

In June of 2008, a new PEP Web Based System was introduced to replace the existing mainframe
system. Changes resulting from the implementation of the new system included:
1. Removing the Header Record Type 001
2. Requiring files to be sorted by Social Security number and record type
3. Removing trailing blanks from records
4. Adding a new online update component that allows district personnel to update staff records
without the use of file submission

Ethnic Code, Employee (Discontinued 2010-2011)

Definition: The most applicable race or ethnic group to which an employee belongs.
1. AMERICAN INDIAN/ALASKAN NATIVE. A person who has origins in any of
the original peoples of North America and who maintains cultural
identification through tribal affiliation or community recognition.

2.  ASIAN OR PACIFIC ISLANDER. A person who has origins in any of the original
peoples of the Far Southeast, Asia, or the Pacific Islands. This area includes,
for example, China, Japan, Korea, the Philippine Islands and Samoa.

3. BLACK (Not Hispanic). A person who has origins in any of the Black racial
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groups of Africa.

4. HISPANIC. A person of Mexican, Puerto Rican, Cuban, Central or South
American, or other Spanish culture or origin, regardless of race.

5. WHITE (Not Hispanic). A person who has origins in any of the original
peoples of Europe, North Africa, the Middle East, or the Indian
subcontinent.

Field Length 1
Field Format: Alphanumeric
Use Types: State reports

Local Accountability
Permanent Records

Programs Requiring
Data Element:

Annual Financial and Statistical Report

Collection Period:

Period 1 (October 1%)
Period 9 (June 30"

Implementation Date:
Revised:

10/1/1995
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APPENDIX F — Certificate Types and Abbreviations

Certificate Certificate Type Short
CertType Type Name (Printed Cert)
(PEP) (PEP)
A A ITEACHING CERTIFICATE |
B B ITEACHING CERTIFICATE |
c c ITEACHING CERTIFICATE |
cB lcB ITEACHING CERTIFICATE |
A [ ITEACHING CERTIFICATE |
B I8 ITEACHER CERTIFICATE |
ic lic ITEACHING CERTIFICATE |
1A [ ITEACHING CERTIFICATE |
B [ ITEACHING CERTIFICATE |
(A [ ITEACHING CERTIFICATE |
(I B ITEACHING CERTIFICATE |
[t e ITEACHING CERTIFICATE |
o [ ITEACHING CERTIFICATE |
IIE e ITEACHING CERTIFICATE |
niF [ ITEACHING CERTIFICATE |
G [S ITEACHING CERTIFICATE |
P P ITEACHING CERTIFICATE |
L IPL1 IPRACTITIONER TEACHER LICENSE |
vB ive ITEACHING CERTIFICATE |
VA VA ITEACHING CERTIFICATE |
RC IRC ITEACHING CERTIFICATE |
RP |RP ITEACHING CERTIFICATE |
vB vB ITEACHING CERTIFICATE |
VIA VIA ITEACHING CERTIFICATE |
VIB viB ITEACHING CERTIFICATE |
vi Vi ITEACHING CERTIFICATE |
I [V ITEACHING CERTIFICATE |
X [ ITEACHING CERTIFICATE |
T T ITEMPORARY CERTIFICATE |
Z Z TEACHING CERTIFICATE
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Certificate Certificate Type Short
CertType Type Name (Printed Cert)
(PEP) (PEP)
AN AN IANCILLARY CERTIFICATE |
EP EP [EMERGENCY TEACHING PERMIT |
T vt ITEMPORARY VOCATIONAL |
vp vp IPERMANENT VOCATIONAL |
v v IVOCATIONAL CERTIFICATE |
AP lap IADMINISTRATIVE PROVISIONAL |
ITEP |TEP ITEMPORARY EMPLOYMENT PERMIT |
op lop |OUT-OF-STATE CERTIFICATE |
VR VR ITEACHING CERTIFICATE |
L3 ILEVEL 3 ITEACHING CERTIFICATE |
& ILEVEL 1 ITEACHING CERTIFICATE |
L2 lLEVEL 2 ITEACHING CERTIFICATE |
P2 PL2 IPRACTITIONER TEACHER LICENSE |
P3 IPL3 IPRACTITIONER TEACHER LICENSE |
TA [TAT ITEMPORARY AUTHORITY TO TEACH |
loF loFaT lOUT-OF-FIELD AUTHORITY TO TEACH |
AA A INON-PUBLIC TEACHING CERTIFICATE |
BA B* INON-PUBLIC TEACHING CERTIFICATE |
L4 [LEVEL 2+ INON-PUBLIC TEACHING CERTIFICATE |
LS [LEVEL 3* INON-PUBLIC TEACHING CERTIFICATE |
IFL IFLS IFOREIGN LANGUAGE SPECIAL |
T2 [TAT 2 ITEMPORARY AUTHORITY TO TEACH 2 |
3 |TAT 3 ITEMPORARY AUTHORITY TO TEACH 3 |
02 |OFAT 2 |OUT-OF-FIELD AUTHORITY TO TEACH |
03 loFAT 3 lOUT-OF-FIELD AUTHORITY TO TEACH |
T1 T INON-PUBLIC TEMPORARY CERTIFICATE |
ITEP2 |[TEP 2 ITEMPORARY EMPLOYMENT PERMIT 2 |
TEP3 TEP 3 ITEMPORARY EMPLOYMENT PERMIT 3 |
P4 L4 IPRACTITIONER TEACHER LICENSE |
0s los |OUT-OF-STATE CERTIFICATE |
cT lcT ICTTIE TEMPORARY |
cp cp CTTIE PERMANENT
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Certificate Certificate Type Short
CertType Type Name (Printed Cert)
(PEP) (PEP)
IFE |FLES IFOREIGN LANG ELEM SPECIAL CERT |
04 loFAT 4 lOUT-OF-FIELD AUTHORITY TO TEACH |
05 loFAT 5 lOUT-OF-FIELD AUTHORITY TO TEACH |
LR ILEVEL 1R ILEVEL 1 READING OPTION |
oL losp1 |OUT-OF-STATE PRINCIPAL LEVEL 1 |
52 losp2 |OUT-OF-STATE PRINCIPAL LEVEL 2 |
c1 lcTTIE 1 ICTTIE LEVEL 1 |
2 lcTTIE 2 ICTTIE LEVEL 2 |
06 loss loUT-OF-STATE SUPERINTENDENT |
E1 |[EEL IEXTENDED ENDORSEMENT LICENSE |
01 0s1 OUT-OF-STATE ONE-YEAR CERTIFICATE
s1 OSP OUT-OF-STATE PRINCIPAL ONE-YEAR
WC WLC WORLD LANGUAGE CERTIFICATE
ED1 EDL 1 EDUCATIONAL LEADER LEVEL 1
ED2 EDL 2 EDUCATIONAL LEADER LEVEL 2
ED3 EDL 3 EDUCATIONAL LEADER LEVEL 3
TSC1 TSC TURNAROUND SPECIALIST CERTIFICATE

PEP User Guide

Revised: August 2014

113



APPENDIX G - Most Frequently Used Classifications

PEP PEP

Object Function Related AFR

Code Code Position Title (KeyPchCd: Object/Function)
I. Instruction

A. Regular Programs

112 1105 Teacher - Kindergarten - Regular Program
112 1110 Teacher - Elementary - Regular Program
112 1130 Teacher - Secondary - Regular Program
115 1105 Aide - Kindergarten - Regular Programs
115 1110 Aide - Elementary - Regular Programs
115 1130 Aide - Secondary - Regular Programs

B. Special Education Programs

1. Special Ed. (Including Summer and Pre-School)

112 1211 Teacher -Special Education (Exc. G & T)
112 1212 Teacher- Special Education (Inclusion)
112 1213 Teacher -Special Education (PTU)
112 1214 Teacher-Special Education- A.P.E.
112 1215 Teacher-Special Education-Work Study Coordinators
112 1216 Teacher-Special Education-PreSchool
115 1211 Aide -Special Education
2. Gifted and Talented Programs
112 1220 Teacher - Gifted and Talented
115 1220 Aide - Gifted and Talented

C. Vocational Education Programs

112 1310 Teacher - Agriculture - Voc. Ed.

112 1340 Teacher - Home Economics - Voc. Ed.
112 1350 Teacher - Industrial Arts - Voc. Ed.
112 1360 Teacher - Business - Voc. Ed.

112 1390 Teacher - Other Voc. Ed. Programs
115 1310 Aide - Agriculture - Voc. Ed.

115 1340 Aide - Home Economics - Voc. Ed.
115 1350 Aide - Industrial Arts - Voc. Ed.

115 1360 Aide - Business - Voc. Ed.

115 1390 Aide - Other Voc. Ed. Programs

D. Other Instructional Programs
1. Driver Education
112 1440 Teacher - Drivers Education Program

2. Other Programs (ROTC, band, athletics, etc.)

112 1410 Teacher - Co-Curricular Activities

112 1420 Teacher - Athletics

112 1490 Teacher - Other Elem/Sec Instructional Programs
112 1450 ROTC Instructor

115 1410 Aide - Co-Curricular Activities

PEP User Guide Revised: August 2014

e e e e

e e e e e e e e —~ e~ o~~~ o~ —~

P

15420
15430
15440
15500
15500
15500

19300
19300
19300
19300
19300
19300
19500

20311
20313

21295
21305
21310
21315
21330
21337
21337
21337
21337
21337

21460

21610
21610
21610
21610
21630

112
112
112
115
115
115

112
112
112
112
112
112
115

112
115

112
112
112
112
112
115
115
115
115
115

112

112
112
112
112
115

114

1105
1110
1130
1100
1100
1100

1210
1210
1210
1210
1210
1210
1210

1220*
1220*

1310
1340
1350
1360
1390
1300
1300
1300
1300
1300

1440

1400
1400
1400
1400
1400

—_— — — — — —

—_— — — — — ~— ~—

)
)

—_— — — — — — — — ~— —

—_— — — — —



115 1420 Aide - Athletics

115 1490 Aide - Other Elem/Sec Instructional Programs

E. Special Programs

1. Culturally Deprived Programs (IASA)
112 1510
115 1510

Teacher - Culturally Deprived Programs
Aide - Culturally Deprived Programs

2. Bilingual Education Programs/English as Second Language (ESL)

112 1520
115 1520

Teacher - Bilingual Education Programs
Aide - Bilingual Education Programs

3. Pre-Kindergarten Programs (Head start/Early Childhood/Starting Points, etc.)

112 1530 Teacher - Pre-Kindergarten Programs

112 1531 Teacher - Head Start Programs
115 1531 Aide - Head Start Programs
115 1530 Aide - Pre-Kindergarten Programs

F. Adult/Continuing Education Programs

112 1600
115 1600

Teacher - Adult/Continuing Education Programs
Aide - Adult/Continuing Education Programs

Il. Support Services
A. Pupil Support Services

1. Child Welfare and Attendance Services

111 2111 Supervisor - Child Welfare and Attendance
113 2113 Therapist/Spec/Counselor - Social Work Services
114 2110 Clerical/Secretarial - Child Welfare and Attendance

2. Guidance Services

111 2121 Supervisor - Guidance Services

113 2120 Therapist/Spec/Counselor - Guidance Services

113 2122 Guidance Counselor - Elementary/Secondary Prog.
114 2120 Clerical/Secretarial - Guidance Services

3. Health Services

111 2131 Supervisor - Health Services

113 2134 Therapist/Spec/Counselor - Nursing Services
114 2130 Clerical/Secretarial - Health Services

118 2132 Staff Physician

118 2134 School Nurse (RN)
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Most Frequently Used Classifications

PEP PEP
Object Function Related AFR
Code Code Position Title (Key PchCd: Object/Function)
3. Health Services (continued)
119 2133 Dental Hygienist (24890 119 2133 )
119 2134 Other Personnel - Nursing Services (24920 119 2130 )
119 2132 Other Personnel - Medical Services (24920 119 2130 )
4. Pupil Assessment and Appraisal Services
111 2123 Supervisor - Pupil Assessment and Appraisal Svcs. ( 25025 111 2123 )
111 2141 Supervisor - Psychological Services (25220 113 2140 )
113 2123 Therapist/Counselor/Assessment Teacher - Appraisal Services ( 25210 113 2123 )
113 2140 Therapist/Spec/Counselor - Psychological Services ( 25220 113 2140 )
113 2142 Therapist/Spec/Counselor - Psychological Testing ( 25220 113 2140 )
113 2143 Therapist/Spec/Counselor - Psychological Counseling ( 25220 113 2140 )
113 2144 Therapist/Spec/Counselor - Psychotherapy Services ( 25220 113 2140 )
113 2152 Therapist/Spec/Counselor - Speech Pathology Svcs ( 26620 119 2190 )
114 2123 Clerical/Secretarial - Pupil Assessment and Appraisal Services ( 25240 114 2123 )
5. Other Pupil Support Services
111 2190 Supervisor - Other Pupil Support Services ( 26610 111 2190 )
114 2190 Clerical/Secretarial - Other Pupil Support Services ( 26615 114 2190 )
119 2190 Other Pupil Support Services Personnel ( 26620 119 2190 )
B. Instructional Staff Services
1. Directors/Supervisors/Coordinators - Parish-wide
111 2200 Supervisor - All Instructional Staff Services ( 27475 111 2219 )
111 2211 Supervisor - Elementary Programs (27300 111 2211 )
111 2212 Supervisor - Special Education Programs ( 27420 111 2212 )
111 2213 Supervisor - Gifted and Talented Programs ( 27440 111 2213 )
111 2214 Supervisor - Special Programs (exc. SpEd/G and T) ( 27460 111 2214 )
111 2215 Supervisor - Vocational Education Programs ( 27465 111 2215 )
111 2216 Supervisor - Adult/Continuing Education Programs ( 27470 111 2216 )
111 2219 Supervisor - Other Educational Programs ( 27475 111 2219 )
111 2220 Supervisor - Instruction and Curriculum Development ( 27475 111 2219 )
111 2251 Supervisor - Library Services (29195 111 2251 )
2. Instructional Staff Clerical/Secretarial
114 2211 Clerical/Secretarial - Instr Staff - Elem./Second Prog. ( 27700 114 2211 )
114 2212 Clerical/Secretarial - Instr Staff - Spec. Ed. Prog. ( 27800 114 2212 )
114 2213 Clerical/Secretarial - Instr Staff - Gifted and Talented ( 27830 114 2213 )
114 2214 Clerical/Secretarial - Instr Staff - Other Special Prog ( 27930 114 2214 )
114 2215 Clerical/Secretarial - Instr Staff - Vocational Prog. ( 27940 114 2215 )
114 2216 Clerical/Secretarial - Instr Staff - Adult/Contin. Ed. ( 27950 114 2216 )
114 2219 Clerical/Secretarial - Instr Staff - Other Ed. Programs ( 27960 114 2219 )
114 2220 Clerical/Secretarial - Instruction/Curriculum Dev. ( 27990 114 2220 )
114 2252 Clerical/Secretarial - School Library Services ( 27960 114 2219 )
114 2259 Clerical/Secretarial - Other Educational Media Svcs. ( 27960 114 2219 )
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3. Instruction and Curriculum Development Services
113 2220 Specialist - Instruction and Curriculum Development (27985 113 2220 )
119 2220 Other Personnel - Instr and Curriculum Development (27995 119 2220 )

4. Instructional Staff Training Services

112 2230 Staff Instructor/Trainer (Professional Education) ( 28358 112 2230 )

112 2232 Staff Instructor/Trainer(Special Education ) ( 2835 112 2230 )

5. Media-Based Instruction

112 2252 Head Librarian/Librarian - Elem./Sec. (School Site) ( 29200 112 2252 )
112 2252 Teacher - Via Audiovisual Media ( 29630 100 2259 )
112 2252 Teacher - Via Educational TV ( 29630 100 2259 )
112 2252 Teacher - Via Computer-Assisted Instruction ( 29630 100 2259 )
115 2252 Aide - School Library ( 29300 115 2252 )
115 2255 Aide - Computer-Assisted Instruction Svcs. ( 29630 100 2259 )

6. Other Educational Media Services

119 2253 Audiovisual Services Personnel ( 29627 119 2253 )
119 2254 Educational Television Services Personnel ( 29628 119 2254

119 2255 Computer-Assisted Instr. Services Personnel ( 29629 119 2255 )
119 2259 Other Educational Media Services Personnel ( 29630 100 2259 )

7. Other Instructional Staff Services
119 2290 Other Personnel - Other Instructional Staff Svcs ( 29720 119 2290 )

C. General Administration
1. Board of Education Services

111 2311 School Board Member ( 30700 111 2311 )
114 2312 Board Secretary/Clerk ( 30710 114 2312 )
118 2311 Staff Attorney ( 31000 110 2311 )
119 2311 Other Legal Services Personnel ( 31000 110 2311 )

2. Tax Assessment and Collection Services
111 2315 Supervisor - Tax Assessment and Collection ( 31900 111 2315 )
114 2315 Clerical/Secretarial - Tax Assessment/Collection ( 31910 114 2315 )

3. Office of the Superintendent

111 2321 Superintendent ( 32300 111 2321 )
114 2321 Clerical/Secretarial - Superintendent's Office ( 32330 114 2321 )

4. Office of the Assistant Superintendent

111 2324 Assistant/Associate/Deputy Superintendent ( 32900 111 2324 )
114 2324 Clerical/Secretarial - Assist. Superintendent's Office ( 32915 114 2324 )
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5. Other Executive Administrative Services
119 2329 Other Executive Administrative Services Personnel (32977 119 2329

D. School Administration

111 2410 School Principals ( 35800 111 2410
111 2420 School Assistant Principals ( 35820 111 2420
111 2430 School Principals- Type 2 Charter

111 2490 Other School Administrators ( 35905 119 2400
114 2400 Clerical/Secretarial - School Administration ( 35900 114 2400

E. Business Services
1. Fiscal Services

111 2511 Business Manager ( 36800 111 2511
111 2514 Supervisor - Payroll Services ( 37150 119 2510
111 2515 Supervisor - Financial Accounting ( 37150 119 2510
114 2510 Clerical/Secretarial - Fiscal Services ( 371200 114 2510
114 2514 Clerical/Secretarial - Payroll Services ( 371200 114 2510
114 2515 Clerical/Secretarial - Financial Accounting Svcs. ( 37100 114 2510
118 2515 Accountant/Financial Analyst ( 37000 118 2510
118 2516 Auditor ( 37000 118 2510
119 2515 Other Financial Accounting Services Personnel ( 37150 119 2510
119 2519 Other Fiscal Services Personnel ( 37150 119 2510

2. Purchasing Services

111 2520 Supervisor - Purchasing Services ( 37190 111 2520
114 2520 Clerical/Secretarial - Purchasing Services ( 37193 114 2520
119 2520 Other Purchasing Services Personnel ( 37192 119 2520

3. Warehousing and Distributing Services

111 2530 Supervisor - Warehousing and Distributing (37223 111 2530
114 2530 Clerical/Secretarial - Warehousing/Distributing ( 37225 114 2530
116 2530 Service Worker - Warehousing and Distributing (37224 119 2530
119 2530 Other Warehousing and Distributing Personnel (37224 119 2530

4. Printing, Publishing and Duplicating Services

111 2540 Supervisor - Printing/Publishing/Duplicating ( 37255 111 2540
114 2540 Clerical/Secretarial - Printing/Publishing/Dup ( 37257 114 2540
116 2540 Service Worker - Printing/Publishing/Duplicating ( 37260 119 2540
119 2540 Other Printing/Publishing/Dup Services Personnel ( 37260 119 2540

F. Operations and Maintenance

111 2610 Supervisor - Operations and Maintenance ( 39200 111 2610
114 2610 Clerical/Secretarial - Operations and Maintenance ( 39250 114 2610
116 2620 Janitor/Building Maintenance ( 39270 116 2620
116 2660 Security/Crossing Guard ( 39320 116 2660
117 2620 Carpenter/Electrician/Plumber ( 39300 117 2620
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F. Operations and Maintenance (continued)

117 2630 Skilled Craftsman - Grounds Maintenance/Service ( 39300 117 2620 )
117 2650 Mechanics (exc. School Trans. or Food Services) ( 39315 117 2650 )
119 2690 Other Operations and Maintenance Personnel ( 39330 119 2600 )

G. Student Transportation Services
1. Supervision of Student Transportation

111 2710 Supervisor - Student Transportation Services ( 41700 111 2710 )
114 2710 Clerical/Secretarial - Student Transportation ( 41750 114 2710 )

2. Regular Transportation Services

115 2722 Aide/Attendant - Student Monitoring (Reg. Trans.) ( 42050 115 2722 )
116 2721 Bus Driver - Student Transportation (Reg. Trans.) ( 42200 116 2721 )
117 2723 Bus Mechanic (Reg. Trans.) ( 42250 117 2723 )

3. Special Education Transportation Services

115 2732 Aide/Attendant - Student Monitoring (Spec. Ed. Trans.) ( 42730 115 2732 )
116 2731 Bus Driver - Student Transportation (Spec. Ed. Trans.) ( 42910 116 2731 )
117 2733 Bus Mechanic (Spec. Ed. Trans.) ( 42915 117 2733 )

H. Central Services
1. Planning, Research, Development and Evaluation Services

111 2810 Supervisor - Planning, R and D, and Eval. (Cen. Office) ( 46010 111 2810 )
114 2810 Clerical/Secretarial - Planning/R and D/Evaluation ( 46020 114 2810 )
119 2810 Other Planning, Research, Develop. and Eval. Personnel ( 46025 119 2810 )

2. Public Information Services

111 2821 Supervisor - Public Information Services ( 46110 111 2821 )
114 2820 Clerical/Secretarial - Public Information Services ( 46120 114 2820 )
119 2829 Other Public Information Services Personnel ( 46122 119 2820 )

3. Personnel Services

111 2831 Supervisor - Personnel Services ( 46300 111 2831 )
114 2830 Clerical/Secretarial - Personnel Services ( 46330 114 2830 )
118 2832 Personnel Specialist/Coordinator ( 46320 110 2832 )
119 2839 Other Personnel Services Personnel ( 46335 119 2830 )

4. Data Processing Services

111 2841 Supervisor - Data Processing Services ( 46730 111 2841 )
114 2840 Clerical/Secretarial - Data Processing Services ( 46750 114 2840 )
118 2842 Data Processing Analyst ( 46735 118 2842 )
118 2843 Data Processing Programmer ( 46740 118 2843 )
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119 2844 Data Processing Operator ( 46745 119 2844 )
119 2849 Other Data Processing Services Personnel ( 47000 119 2840 )
Ill. Operation of Non-Instructional Services
A. Food Service Operations
111 3111 Central Office Supervisor - School Food Services ( 48010 111 3100 )
111 3112 Central Office Assistant Supervisor - School Food Services ( 48010 111 3100 )
111 3121 Cafeteria Manager - School Site ( 48010 111 3100 )
111 3122 Cafeteria Assistant Manager - School Site ( 48010 111 3100 )
114 3110 Clerical/Secretarial - Central Office Food Services Operations ( 48016 114 3100 )
114 3120 Clerical/Secretarial - School Site Food Services Operations ( 48016 114 3100 )
115 3120 Aide - Food Services Operations ( 48020 119 3100 )
116 3120 Lunch Room Worker ( 48018 116 3100 )
117 3120 Skilled Craftsman - Food Services Operations ( 48011 117 3100 )
119 3120 Other Regular Food Services Operations Personnel ( 48020 119 3100 )
B. Enterprise Operations (exc. Food Services)
111 3200 Administrator - Enterprise Operations (exc. Food Svcs.) ( 48210 111 3200 )
114 3200 Clerical/Secretarial - Enterprise Ops (exc. Food Svcs.) ( 48220 114 3200 )
119 3200 Other Enterprise Ops Personnel (exc. Food Svcs.) ( 48230 119 3200 )
C. Community Service Operations (4-H, etc.)
111 3300 Administrator - Community Services Operations ( 48410 111 3300 )
114 3300 Clerical/Secretarial - Community Services Ops. ( 48420 114 3300 )
119 3300 Other Community Services Operations Personnel ( 48430 119 3300 )
IV. Facility Acquisition and Construction Services
111 4500 Administrator - Facility Acquisition/Construction ( 49310 111 4500 )
114 4500 Clerical/Secretarial - Facility Acquisition/Construction ( 49350 114 4500 )
119 4500 Other Facility Acquisition/Construction Personnel ( 49313 119 4500 )
119 4700 16th Section Land Improvements Personnel ( 49551 110 4700 )

Note: A full list of object/function codes can be found on the INSIGHT Portal under Shared Documents.
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