[bookmark: GTExtract]End of the Year Reporting for Gifted and Talented Students

The End of the Year Reporting for Gifted and Talented Students takes Districts through the process of cleaning up their data in Infinite Campus for reporting purposes as well as providing directions for reporting their data for the GT Summative Evaluation.
How to Enter New GT Records……………...………………………………………….……2
[bookmark: _GoBack]How to Transfer New to District GT Records……………………………………………….7
How to Run Ad Hocs Error Reports………………………………………………………...12
How to Correct Primary Talent Pool Errors………………………………………….……16
How to Filter Excel Spreadsheet for Missing Students…………………………………….17
How to Run the Gifted and Talented Detail..……………………………….………………18
How to Upload Files using the Secure File Transfer Web Application Site……………....19












	1
	[bookmark: GTdata]2013–2014 Gifted and Talented Data Entry

	KDE Contact (Data Steward)
	Kathie Anderson
	Updated
	04/15/2014

	Description
	As new Gifted and Talented students and Primary Talent Pool students are enrolled in the school, the process referenced below should be followed to ensure students are enrolled correctly and duplicate student records are not created.

	Data Standard
Reg sites, data use, etc.
	· 704 KAR 3:285. Programs for the gifted and talented
· Underachieving students
· Lync to Data Entry Standards

	How is data used
	· State Reporting
· District Reporting

	Noted Changes for current year
	None

	Available Ad-Hoc & Reports 
	1. G & T Invalid General Intellectual Ability 
2. G & T Invalid gifted category 
3. G & T Invalid Primary Talent Pool 
4. G & T Invalid Specific Academic Aptitude 

	Available Training
	WebEx on the KDE’s Gifted and Talented webpage

	1A
	Entering 

	Campus Path:
	 Student Information | General | Gifted and Talented Tab

	
Step 1 Search Student:  Look up student using Search tab       Enter student name and click “Go”

       Search
Enter student name







Step 2 GT Tab:  Click the “Gifted and Talented” (GT) tab for GT data entry screen


Click tab


Step 3 New GT Record:  For a new record, click “Add Gifted and Talented”

[image: ]

Gifted Category:  Select from the drop down list the appropriate gifted category:
· 01: Creative or Divergent Thinking 
· 02: General Intellectual Ability
· 03: Psychosocial Leadership Skills
· 04: Specific Academic Aptitude-Language Arts
· 05: Specific Academic Aptitude-Math
· 06: Specific Academic Aptitude-Science
· 07: Specific Academic Aptitude-Social Studies
· 08: Visual and Performing Arts-Art
· 09: Visual and Performing Arts-Dance
· 10: Visual and Performing Arts-Drama
· 11: Visual and Performing Arts-Music
· 12: Primary Talent Pool
 
Year Identified:  Enter Year in which student is identified as gifted. 

Start Date:  Enter the date services for specified category begins.
Note: Previous Primary Talent Pool students exiting Grade 03, the start date of the formal identified gifted category should be the date the services begin for the formally identified gifted category.

End Date:  Enter the date services for specified category end.  
Note: Primary Talent Pool students exiting 3rd grade should have an end date on the record.  Please do not delete the PTP record even if the student is not formally identified at the 4th grade level for gifted and talented services.




Gifted Underachieving: Select if student is identified as PTP or GT student but have a significant gap between potential ability and demonstrated achievement.
Note: Please see the Underachievement document located here on the KDE’s Gifted and Talented website section for more information.

Gifted Decline Services:  If a parent or student declines gifted services, check the box “Gifted Decline Services”.  Please make sure to document this preference on the student’s Gifted Student Service Plan.


	1B
	Service Delivery Options

	Campus Path:
	Gifted Tab

	
Service Delivery Options: Select appropriate service delivery options. Select at least 2 options per gifted category.  Note:  Service Delivery Options should be kept updated, especially as a student transitions from elementary, middle and high school.
[image: ]

	1C
	Evidence Section

	Campus Path:
	Gifted Tab



Evidence:  Dependent on the gifted category selected, choose the appropriate evidence options. 
Select at least 3 evidences for each identified area.

Creative or Divergent Thinker Evidence:  Determined through the use of informal or formal assessment measures of a child's capacity for originality of thought, fluency, elaboration, and flexibility of thought. 





General Intellectual Ability Evidence (GIA):  For GIA, you must select 9th stanine on a comprehensive test of intellectual ability as one of your three options.  However, if the student is categorized as special education, disadvantaged or underachieving, then the record would not include the 9th stanine on a comprehensive test of intellectual ability, but instead select Other, specify and enter the student’s special considerations. 
  [image: ]


Specific Academic Aptitude Evidence (SAA): For SAA, you must select within 9th stanine one subject test score of an achievement test as one of your three options.  However, if the student is categorized as special education, disadvantaged or underachieving, then the record would not include the within 9th stanine one subject test score of an achievement test, but instead select Other, specify and enter the student’s special considerations.  





Psychosocial and Leadership Skills Evidence
[image: ]

Visual and Performing Arts Evidence



Visual/Performing Arts Type:  If Visual/Performing Arts-Music category selected, instrumental and/or vocal must be selected



Primary Talent Pool (PTP) Evidence 

[image: ]

PTP Note/Reminder:  Once a student has exited 3rd grade, place an end date on their record.  If they are formally identified in a category, start a new record.  If they are not formally identified, do NOT delete their record – please END DATE.
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	[bookmark: GTtransfer]Gifted and Talented Records Transfer for Student new to District 

	KDE Contact (Data Steward)
	Kathie Anderson
	Updated
	04/15/2014

	Description
	As new students are enrolled in the school, the process referenced below should be followed to ensure that if a student has been identified as Gifted and Talented in a previous district that their Gifted and Talented records are imported to the student’s new district.

	Data Standard
Reg sites, data use, etc.
	· Student identification - identifying students and being able to track students as they transfer from one district or another is important for tracking a student’s progress.  
· Student Records Transfer - the locator function allows Kentucky districts to transfer education records with the students.  This helps teacher see the student’s background to better meet the student’s educational needs.
· Prevents Duplicate Students – failure to link prior education records to new enrollment creates duplicate students in Infinite Campus.  Fixing these duplicates is much more difficult than setting the student up correctly initially; there can also be costs associated with the clean-up.
· Programs for the Gifted and Talented 704 KAR 3:285

	How is data used
	· National Reporting
· State Reporting
· School District Funding
· Data sharing between systems:  CIITS; P20

	Noted Changes for current year
	None

	Available Ad-Hoc & Reports 
	None

	Available Training
	Campus Community
WebEx on the Gifted Webpage on the Kentucky Department of Education website


	12A
	Records Transfer

	Campus Path:
	 System Administrator/Transfer released link

	
Step 1:  These directions are for the person who is responsible for enrolling new students.  The responsible person will receive a notice through Infinite Campus that there are records for the new student.  To import the student’s records, click on System Administrator (will show as the user’s name). Next, they will click on the “Transfer Released” link.




Step 2:  Click on the KY State Reporting Import Wizard to import Gifted and Talented Records

[image: ]

After clicking on the KY State Reporting Import Wizard, you will see the following screen below and you must click the Save button at the bottom of the page.






[image: ]

Step 3:  By saving the screen above, the GT tab is populated with the GT student’s information.




Step 4:  Notify the Gifted Education Coordinator, so that they can review the student’s GT record and appropriate services can be offered to the student through the Gifted Student Service Plan.
Note:  A district policy and procedure should be created for notifying the GT Coordinator of students who are new to the district.






[bookmark: Adhoc]How to Run Ad Hoc Error Reports:  Invalid General Intellectual Ability, Invalid Gifted Category, Invalid Primary Talent Pool, and Invalid Academic Aptitude
1. Log into Infinite Campus
2. Look at the “Year” field to ensure the correct year is selected
[image: ]
3. In the “School” field, select “All Schools” (if rights have been given) or select only the school for which the data is being corrected
[image: ]
4. Under “Index”, scroll down to “Ad Hoc Reporting”
[image: ]
5. Open “Ad Hoc Reporting” by clicking on the “>” sign
[image: ]
6. Under “Ad Hoc Reporting” click on “Data Export”
[image: ]


7. In the middle of the screen, click on “+” sign beside “State Published”
[image: ]
8. Under “State Published”, there are four Ad Hoc Reports which will assist districts in locating errors in GT records.  They are G&T Invalid General Intellectual Ability, G&T Invalid Gifted Category, G&T Invalid Primary Talent Pool, G&T Invalid Specific Academic Aptitude and G&T student list
[image: ]
· G&T Invalid General Intellectual Ability - a report of students who do not have the 9th stanine (96th + percentile) selected as an evidence of identification.  Open the student’s record and correct the error by selecting “9 stanine” and then selecting the Intellectual Ability Test the student was given.
 [image: ]

[image: ]

When a student does not score in the 9th stanine, but is selected due to “special considerations, click “Other”.  In the space by “Specify” type either “Exceptional”, “Underachieving” or “Disadvantaged”.
[image: ]
· G&T Invalid Gifted Report – a report of students of Primary Talent Pool student who do not have “12” or the category of “Primary Talent Pool”.  Many years ago, there was no category for Primary Talent Pool students. Districts were told to place PTP students in the category of “creativity” since there was no PTP category.  To correct record, select “12 Primary Talent Pool”.
[image: ]
· G&T Invalid Primary Talent Pool – report gives a list of students who are too old to be in PTP.  Open student record and place an end date on the student’s record.  End date should be the last day of the student’s 3rd grade year of school.
[image: ]
· G&T Invalid Specific Academic Aptitude – report which gives a list of students who do not have “9th stanine” (96th+ percentile) selected as an evidence of identification.  Open student’s record and select “9th stanine” and the select the achievement test the student was given.  
[image: ]
If a student did not score in the 9th stanine and is being considered due to special considerations, select “Other” and type in the space provide either “Exceptional”, “Underachieving” or “Disadvantaged”.
[bookmark: PTPerrors]How to Correct Primary Talent Pool Errors

1. To clean up the Primary Talent Pool Errors go to Index>Ad Hoc Reporting>Filter Designer>State Published
[image: ]
2. Click on the plus (+) beside “State Published” and scroll down and find “G&T Invalid Primary Talent Pool”
[image: ]

3.  Double click “G&T Invalid Primary Talent Pool” and the list of students that need to be corrected will appear on the left side of the screen. These errors are generated because the student is too old to be in PTP.  PTP is only for students - kindergarten through 3rd grade.  

[image: ]


4.  Double click the student name and open the Gifted & Talented Tab. These record needs to have an end date placed on his record.  The end date should be the last day of his 3rd grade day in school.  Do not “delete” these records, even if a student is not formally identified later.  These records give a history of the student’s GT record.

[image: ]





[bookmark: GTdetail][bookmark: Missing]

How to Filter an Excel Spreadsheet for Missing Students
1. Open spreadsheet using password sent in email.
1. There are two tabs on this spreadsheet.  They are:
1. “District Counts” and “Missing Students”
1. To see how many students are missing, click “District Counts”
1. To filter the students for your district, click “Missing Students”
1. To see the students only your district, click the dropdown arrow beside “District name”
[image: ]
1. Click “select all” (this will un-select all boxes, making boxes empty)
[image: ]
1. Click the box beside the name of your district
[image: cid:image007.png@01CF5343.521CD810]
1. Click “ok”
1. This will filter the students for only your district.
1.  After you have the students for only your district, contact your enrollment person.  Work with this person to transfer this student’s records.  You may have to do some detective work in order to determine where the student was identified.  I would suggest looking at the student’s enrollment tab in Infinite Campus.  The enrollment tab lists all the districts where the student has lived.



How to Run the Gifted and Talented Detail Report
The Gifted and Talented Report provides a list of students that have been identified in one or more of the gifted categories for students in grades 4-12. This report will pull students who have a Primary Talent Pool status and who are in grades Kindergarten through third grade. The detail will also provide data for students regarding twice exceptionality, English Language Learners, gender, ethnicity, and social economic status. 

1. At the top of the screen, choose the year and school for which the extract will be run.  If possible select “all schools”.  If you can’t run a report for all schools, contact your IC administrator for permissions.  Otherwise, you will need to copy and paste all data from the schools into one report to send to KDE.

2. Under the “Index” tab, click the plus (>) sign beside “KY State Reporting”. Next, click the plus (>) sign beside “KDE Reports” and select Gifted and Talented Detail.
 [image: ]

3. Click “Generate Report”.  The report may take a few minutes to render.  Do NOT click more than once.
[image: ]

4.  A report will generate in the Excel Spreadsheet forma. This report will include one line per student with each of their gifted categories marked with a 1.  Here is a sample:
[image: ]
[bookmark: GTupload]How to Upload Files Using the Secure File Transfer Web Application Site

General Instructions

DLS uses the KDE Web Application site for submission of data files for most reports

Data are to be submitted online via the Department of Education’s secure web application portal to: 
a)	ensure confidentially of student information when necessary; provide immediate confirmation the file has been received at KDE; 
b)	create a date and time stamp of when the file was received; and 
c)	to make sure the file is submitted by the appropriate local district staff.  
This application is the same portal used by the KDE for other web applications and does not require a separate User ID and password if the Gifted and Talented (GT) Coordinator already has a User ID assigned locally by your district’s web application administrator point of contact (WAAPOC).  Access to this particular application is limited to persons who are the GT Coordinator at a local school district.  The active GT Coordinator is the only person in the district who will be granted access to upload data files through this application.  If you are the GT Coordinator for a district and do not have a ‘User ID’ and ‘Password’ for KDE web applications, please have your local WAAPOC assign these or contact Kathie Anderson in the Division of Learning Services (DLS).  GT Coordinators are granted access to the upload site based upon notification of their role as the Coordinator to DLS.   Rights for other KDE web applications must be granted locally.  It is important to make sure that DLS has been notified when there is a new GT Coordinator in the district to assure access to this application.

Specific Instructions for uploading files via website:

1. Open the web browser (Internet Explorer, Mozilla/Firefox, Chrome, etc.)

2. In the location bar of the browser, type  https://applications.education.ky.gov/login/

Below is a screen shot of this window.  This is where the User ID and password obtained from your WAAPOC or from DLS is entered.

[image: ]

3. Under the ‘Registered Users’ area:
· In the User Name box, type in your USERID
· In the Password box, type in your PASSWORD
· Click the Sign In button.

On the following page is a screen shot of this window after you click the ‘Sign In’ button.  Your screen may look somewhat different based on your access to various web applications.

[image: ]Click on this link for ‘Secure File Transfer (GT Coordinator upload).


4. After successful login, click on the link “Secure File Transfer (GT Coordinator Upload)”.

On the following page is a screen shot of the window that will appear after clicking the “Secure File Transfer (GT Coordinator Upload)” link.

[image: ]Click this button to locate the file to be uploaded



Click this button after you have selected the file above you wish to upload.


5. Click on the “Browse” button to locate the file to be submitted. After locating and selecting the appropriate file to be transmitted, click on the “Upload your file” button.  Submit only one report for the district.  Report should include data from all schools.  If you can’t view “all schools”, contact your IC administrator for permissions or copy and paste all data from the separate spreadsheets/reports into one report.

6. A message will appear when the file is successfully uploaded. Close the window to exit the upload process.   This completes the data submission.  An email confirmation that the file has been submitted and received will automatically be sent to the user and DLS.  (If this process has been completed and the user does not receive an email confirmation this probably means the email address on file for the user is not correct.  Please contact Kathie Anderson using the information below to make sure the correct email is used.)

If you require additional information on how to access the Secure File Upload web application, please notify Kathie Anderson at kathie.anderson@education.ky.gov or via phone at (502) 564-4970 extension 4133.
1
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