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Document Overview 

Purpose 

The purpose of this document is to provide instruction on the correct set-up for virtual and 
performance-based courses during school year 2020-2021 so that participation can be tracked and 
reported according to the guidelines in the Daily Participation and Non-Traditional Instruction 
guidance document. The Kentucky Department of Education (KDE) will run a district 
participation report from IC and will report that data through the KDE website and to the 
Legislative Research Commission.   

Virtual and Performance Based Course Facts 
• 702 KAR 7:125, Section 1 (4) (c); 704 KAR 3:305 Section (4) (3.) states that a virtual course 

must be off campus. 
• Infinite Campus should reflect as closely as possible what occurs in the school. 
• Students cannot be checked out in Infinite Campus if they are in a non-attendance class. 
• Seat time classes must contain a Carnegie unit of time (120 hours). Virtual or performance-

based (V/PB) classes can be set up to earn a Carnegie unit of attendance even if the course is 
completed in less time. 

• The Daily Participation Report calculates participation credit from: 
• In-person attendance; 
• Virtually tracked participation using blended learning groups, including placeholder 

courses. 
• Passing a virtual or performance-based course.  

• Courses must have a final grade posted in the grading task.  
• The Daily Participation Report does not pull from transcript entries. 

*Note: Do not schedule students into an attendance-based class if a certified teacher is not 
tracking participation. 

Courses that must be Performance-Based 
• Classes where credit is given upon completion of a predefined criteria  
• Gatton Academy 
• Craft Academy 
• Craft/Gatton Academy Guidance Document 

District Option – Performance/Virtual/Seat Time (Blended Learning) 
• Full-time virtual  
• Dual credit college classes 
• Credit recovery 
• Innovative scheduling 

Reference the Infinite Campus Blended Learning webinar.  

  

https://education.ky.gov/comm/Documents/Participation%20Guidance%20FINAL.pdf
https://education.ky.gov/comm/Documents/Participation%20Guidance%20FINAL.pdf
https://education.ky.gov/districts/tech/sis/Documents/Residential_Academy_IC_Setup_Home_School.pdf
https://www.infinitecampus.com/video/blended-learning-webinar
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Setting up a Period Schedule 
Path: System Administration / Calendar / Calendar / Periods Tab 
 
Select the appropriate School and Schedule Structure, open the Periods tab. 
 

 
 

• The example shows a one-minute, non-instructional Activity Period at the end of the day for 
tracking teams, clubs, etc. It is not part of the regular six-period standard day. 

• Another period has been added to the end of the day called V/PB. This the length of the 
period should be the Standard Day Minutes in a day divided by the number of periods in a 
day rounded up to the next minute. In the example above, 415/6 = 69.17 rounded to 70 
minutes. 

*Note:  If there are students that are out of the building for the entire day, schedule the class 
for periods 1 thru 6 to fill the whole day. 
 
Placeholder Course Setup 
Path: System Administration / Scheduling / Add Course 

Placeholder course(s) may be utilized during the instructional day to track daily participation for V/PB 
content area courses that are scheduled outside of the instructional day.  

For details on setting up courses, see the Course Data Standard. 

Go to Course tab 
Click on the Course in the Index, select the Course tab 

• Course Code: 960001 Digital Learning Placeholder or 950001 Dual Credit Placeholder 
• Type: Leave blank 
• Transcript: Should be unchecked 
• Attendance: Course should be marked for Attendance so participation can be tracked using 

https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Course.pdf
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blended learning groups.  
• Teaching Method: 10: Digital Learning Provider 
• Instructional Setting: 05: Online 

Grading Task 
Path: System Administration / Scheduling / Courses / Grading Tasks 

No grading task is needed.  Placeholder courses should not be graded.   

Scheduling a Placeholder Section 
Path: System Administration / Scheduling / Courses / Sections 

Search for the course by number or name.   
Select the Section tab. 
Select Add a Section or select an existing section. 
 

• A section number is required.  
• Highly Qualified – select Not Applicable 
• Primary Teacher – Select the teacher who is monitoring the virtual learners 
• Section Schedule Placement – Select the appropriate periods and terms during the regular day.  

If used for full-time virtual students, select all periods and terms to track participation once per 
day. 

 
Content Course Setup 
Path: System Administration / Scheduling / Add Course 
 
For details on setting up courses, see the Course and Dual Credit Course data standards.  

Recommendation: Use a naming convention in the course number to make virtual and performance-based 
courses easy to recognize.  For example, include the ‘V’ for virtual classes, ‘PB’ for performance based or ‘DC’ 
for dual credit in the course number.  This is not required but makes it easier to find when searching for 
courses. 
Note: In order to get participation credit based on passing the course, the type must be virtual 
or performance and attendance must be unchecked. 
 
Course Tab 
Click on the Course in the Index, select the Course tab 

• Type: Select Virtual or Performance 
• Transcript: Can be checked to allow posting to the transcript once grades have been 

entered. 
• Attendance: Course should not be marked for Attendance. There is no seat time for the 

course. Participation credit will be reflected on the Participation Report based on whether 
the student passes the class. 

• Teaching Method: Choose the appropriate teaching method. 
• Instructional Setting: Choose the appropriate setting. 

https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Course.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard_Dual_Credit_Course.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Course.pdf
https://education.ky.gov/districts/tech/sis/Documents/Data_Standard-Course.pdf
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Grading Task 
Path: System Administration / Scheduling / Courses / Grading Tasks 

SAAR calculates attendance credit from course grades, not transcript entries.  All V/PB courses must 
have a grading task to record the final grade.   

• Click on the Course in the Index 
• Select Grading Task 

• Grading Task must have a Final Grade 
• Select Add 
• Select Final Grade 

 
*Note: Final Grade should only be selected for one term on the Term Mask — the final term 
where the grade will be awarded. If other terms are marked and have left the final term 
blank, no participation credit will be given for the course.  
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*Note: Score Group should be selected with correct Scale Group that fits best in your district. 

Verify Score Group 
Path: Grading & Standards / Score Groups & Rubrics 

• Select the Score Group used on the Grading Task 
• Verify Passing Score box is checked for all passing grades 
• Verify Passing Score is unchecked for all failing grades 

 

 
 
Scheduling a V/PB Section 
Path: System Administration / Scheduling / Courses / Sections 

Search for the course by number or name.   
Select the Section tab. 
Select Add a Section or select an existing section. 

• A section number is required. All V/PB classes can be scheduled into the V/PB period and 
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it will give credit for each one of those classes 
• Highly Qualified – select Not Applicable 
• Primary Teacher/Teacher – not required, grades will be entered on the Section tab 
• Teacher Display Name – This field displays on the portal, schedules and report cards.  By 

default, it is the primary teacher’s name or it can be overridden here to show the college, digital 
learning provider or other meaningful information.  
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Entering Grades 
• Click on the Section in the Index, select the Grading By Task tab. 
• Click on the dropdown arrow and select Final Grade. A list of students enrolled in the 

course will be displayed. 
• Select a score for each student from the dropdown score list.  If a percentage grade is 

available, enter it in percent. 
 

 
Note: Select the actual grade the student received if the correct grades are indicated as a 
passing grade on the Grading Scale. This allows you to post the actual grade directly to the 
transcript rather than entering the grade manually on the transcript.  
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Verify Data Entry 

Verify Data Entry with State Published Ad Hoc Query 
Path: Ad Hoc Reporting / Data Export / State Published / Virtual and Performance-Based Students 

An ad hoc query has been published to all districts called “Virtual and Performance-Based Students.” 
Once you have the query, generate a PDF report of all your Virtual and Performance-Based students. 

• Highlight Virtual/Performance-Based Student filter 
• Select PDF Report 
• Select Field Name Only 
• Click on the Export button 

 

 
Note: If there is no access to the State Published ad hoc queries, contact the district 
administrator and they can make a copy of the ad hoc. 
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Verify Data Entry with State Published Ad Hoc Query 
Path: Ad Hoc Reporting / Data Export / State Published / Student Virtual Performance- Based 
Students 

The ad hoc query can be used to look at schedules, attendance or other information for this list of 
students by using the Advanced Search feature to locate the specific students. 

Search for a Specific Student 
• Search tab on the top left 
• Advanced Search 
• Saved Filters – Highlight the ad hoc you created 
• Search 

 

 

This will bring up the list of students meeting the criteria of the ad hoc for you to easily move from 
student to student without needing to search again. (This site only has one V/PB student). 
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Create a Single Student Filter 
Path: Ad Hoc Reporting / Create a new Filter using the Selection Editor / Filter Data Type- 
Student 

An Ad Hoc can be created to verify the V/PB set-up 
• Select Create a new Filter using the Selection Editor 
• Select Student 

 

 
 

• Click Next 
• Give the selection query a name 
• Find the student in the list and click the arrow to move him to the Selected Student’s list 
• Click Save 
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Frequently Asked Questions 
Q:  What if I need seat time attendance at my alternative school, but all classes are performance-

based? 
A:  Create a Digital Learning Placeholder course scheduled into all periods the student will attend. 

The actual course work being attempted must be captured outside the instructional day. The 
state code for the placeholder course will be 960001. Since the student has a full schedule of 
seat time classes, the performance-based attendance credit will be capped at zero. 

 

 

Q:  What if I a student has been expelled with services that are V/PB? Would I still need seat time 
attendance? 

A:  Yes, when a student is expelled with services, the district does not lose any attendance. In order to 
get the attendance, set it up as shown in the example above. You need to schedule students who 
are expelled with or without services into seat time classes in accordance with 702 KAR 7:125. 

 
Q: If a student enrolled in only V/PB classes receives an out of school suspension, how is the 

suspension entered? 
A: The district must enroll the student into a seat time course to which the suspension can be 

attached. Create/schedule the student in an all-day course (i.e. Homeroom) for the duration 
of the suspension. Behavior records for out of school suspensions can only be created 
when a student is enrolled in a seat-time course.  

 
Q:  What if I have a Dual Credit performance-based class and I needed participation credit, would I 

use the same course? 
A:  No, the Dual Credit Placeholder state code 950001 will be used for dual credit courses.  
 

Q:  What if the college grading scale does not match the grading scale the district uses for final 
grades? 

A:  A new grading scale should be created that matches the college grading scale. The new grading 
scale can be selected on the grading task tab on the course. 
  

Q:  Do I have to set up my V/PB courses outside of the school day? 
A:  No, but it is the recommended practice. The classes can be entered during the standard day but 

that may cause the funding per day to be less than 1. All V/PB classes the student is attempting 
to pass must be scheduled in Campus. 
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Q:  Where can I find more information about using the placeholder courses?  
A:  See Guiding Principles for Using Course Code 950001 and Guiding Principles for Using 

Course Code 960001.  

https://education.ky.gov/curriculum/modcurrframe/Documents/Guiding_Principles_For_Using_Course_Code_950001.pdf
https://education.ky.gov/curriculum/modcurrframe/Documents/Guiding_Principles_For_Using_Course_Code_950001.pdf
https://education.ky.gov/curriculum/modcurrframe/Documents/Guiding_Principles_For_Using_Course_Code_960001.pdf
https://education.ky.gov/curriculum/modcurrframe/Documents/Guiding_Principles_For_Using_Course_Code_960001.pdf
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