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Data Collection Policy and Procedural Guidelines Handbook

1.0 _Introduction and Overview
1.1 Purpose

In accordance and cooperation with HB 1251, which gives the Office of the State Auditor the authority to determine the correctness and accuracy of all reports made to
the State Department of Education by any school district or school official concerning the number of educable students in any school district, the number of students
enrolled in any school district, the number of students in average daily attendance in any school district, and the number of students being transported or entitled to
transportation to any of the public schools of this state, the Jackson County School District will set the following Data Collection Policies and Procedures to help ensure
this quality data.

1.2 Components of Data Quality
The Jackson County School District’s data will contain the following components:

1. Objectivity: Data is accurate, unbiased and presented in a clear, complete, weill documented manner. Objectivity will be achieved by using appropriate data
sources and sound analytical techniques, by using proven methods, and by carefully reviewing the content of all information and reports.

. Integrity: Data will not be compromised through corruption of falsification.

. Transparency: Our date- will have clear description of methods, data sources, assumptions, outcomes and related information that allow users to understand

the data.

Reproducibility: Our data can be reproduced by others by using the documented methods, assumptions and data sources in order to achieve comparable findings.

. Utility: Data produced by the district will be useful and available to the intended audience. The requirements, recommendations and examples in this guide will
improve data quality for our district.
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1.3 Policy Audience

It is important for all staff of the Jackson County School District understand the issues involved in data collection data entry, and recognize that these issues reflect the
values of the school district.

The Jackson County School district believes that good data are an integral part of teaching, learning and managing the school enterprise. Everyone who has a role in
student outcomes-teachers, administrators, counselors, office support staff, school board members and others, must share this belief. Because good data are as
much a resource as staff, books and computers, a wise education system is willing to invest time and money in achieving useful information, and respect the effort
taken to produce it. Therefore, through the implementation of this Data Collection Policy and Procedure Guidelines, the Jackson Ceounty School District will actively
foster this belief and environment.

2.0_Roles and Responsibilities

A data process that collects quality data is well planned, has staff members that are well trained and know their roles and responsibilities, and have needed tools and
resources. In this section, we have identified the critical roles and responsibilities.

2.1 School Board

The primary role of the School Board is to set policy for the school district. The Superintendent and Administrative Staff develop procedures and regulations for
carrying out board policy. There are four (4) key leadership roles in setting board policy: vision, structure, accountability and advocacy. In the area of data collection,
the School Board formulates policies based on state and federal laws, as well as, local district needs and staff requirements.

Responsibilities

1. Setting Data Collection Policy

2. Understanding the impact data has on funding programs - Allocating appropriate resources to enable schools to meet the ever-increasing need for data collection
and data entry

3. Investing in computer hardware and software as a routine cost of doing business

2.2 Superintendent

1t is the Superintendent’s responsibility to enhance the educational program of students, to improve student achievement, and to see that district policies are
implemented. It is the Superintendent’s responsibility to foster an environment and culture of quality data that will result in reliable data that is useful for evaluating the
instructional program and student achievement, and for pointing out areas of success and places where improvements are needed. It will enable the district to have
confidence in the information that is collected, and, most importantly, will allow the district to make effective decisions.

Responsibilities

Set education benchmarks that use data to measure student achievement.

. Support the development of a Culture of Quality Data in the district through an effective professional development program.

. Encourage principals to make data-driven, building-level decisions.

. Support the staff in the promotion of more efficient data collection procedures, the use of technology to decrease data entry errors, and the movement toward
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applications that are “interoperable” (i.e., that interact with each other using a minimum amount of programming resources).
. Support the allocation of funding to provide schools with the appropriate resources to enter data.
. The district will select a data coordinator.
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2.3 Principal

Our Principal serves as the chief instructional leader and is ultimately responsible for data collection and reporting in the school. The Principal has the responsibility to
report data as accurately as possible. The Principal must ensure that the school’s information is accurately reflected in the data.

Responsibilities
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. Check reports for accuracy and reasonableness before “signing off” and sending to the district.-2 Periodically spot-check source documents against data, to ensure
that required data (e.g., medical information) is being entered correctly.

. Ensure that staff has access to appropriate technology tools.

. Attend meetings and training about data requirements.

. Provide district data personnel with recommendations for improvements in data collection procedures.

. Allow and encourage staff to attend training in their areas of expertise.

. Use a variety of training strategies, including the “train-the-trainer” model, when necessary.

. Work with staff and the district to develop and use standard procedures for data entry and reporting.

. Provide trained staff to assist data entry personnel during peak periods (enrollment, scheduling, etc.).

. Understand and communicate laws and regulations that affect data at school (e.g., the Family Educational Rights and Privacy Act of 1974 [FERPA] and the
Health Insurance Portability and Accountability Act of 1996 [HIPAA]).

. Support and monitor district data security policies and procedures.

11. Utilize data to make daily instructional decisions.

12. Provide an environment conducive to accurate data entry.
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2.4 Teacher/Counselor
Our teachers and counselors are responsible for entering or supplying timely and accurate data regarding
students, as required. Responsibilities

. Attend training on the use of data in the instructional program.

. Identify barriers to effective data entry and communicate these to the Principal or other appropriate personnel.

. Respect the privacy and confidentiality of student data by protecting data from students and unauthorized personnel.
. Follow district data security policies and procedures.

. Enter data accurately and in a timely manner.

. Check work for accuracy and completeness.

. Share good ideas and best practices about data entry with your peers.

. Check calendar for data reporting deadlines so that you can allocate time for data entry.
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2.5 Office Staff/Registrar

Registrars and Qoffice staff is responsible for entering important data accurately and completely, maintaining data security, and understanding how the data will be used. The
district recognizes that this position is critical to its data collection effort. Therefore, it is important that this position is taken seriously and provided sufficient resources.

Responsibilities

. Enter data accurately and in a timely manner.

. Attend professional development training.

. Follow appropriate instructions and documentation.

. Identify barriers to effective data entry procedures and communicate these to the principal, or other appropriate personnel.

. Implement the district data security policies and procedures (e.g., change passwords frequently, do not share passwords, treat data confidentially, etc.)
. Check work and run appropriate edit reports.

. Ask for help when an error is made.

. Identify a peer who does similar work to facilitate sharing of ideas and best practices can occur.

. Check calendar for data reporting deadlines.
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2.6 MSIS Primary/Secondary Contact

Serves the administrator by ensuring that the statistical information reviewed represents data that has been entered accurately and collected systematically. The MSIS
contact person assists the information reporting process through staff development and collaboration with the various offices and programs responsible for producing
data and information.

Responsibilities

1. Coordinate the data collection process.

2. Provide professional development for staff members. - These sessions include Demonstrations that incorporate hands-on training, enabling data entry personnel
to become used to the actual data entry screens; examples that actually reflect situations that will be encountered; handbooks or guidebooks, with copies of data
entry screens, systematic instructions, and the rationale for entering the data; descriptions of the procedures for obtaining assistance (e.qg., help desk phone
number, online and/or e-mail query process); and, copies of the reports created from the data, enabling trainees who enter information to have a sense of how
their work affects the operation of the school.

3. Assist schools in resolving discrepancies in information before reports are forwarded.

4. Develop a process that allows staff to request new reports or modifications of existing reports.

5. Collaborate with the District Technology Director or Coordinator to enhance the ability of computer programs to determine effective editing procedures for
reports and other information.

2.7 Director of Technology
This position maintains and secures the hardware, software, and network that allows staff to enter, store, secure, and transfer data.

Responsibilities

1.
2 esSupport technical implementation

amsSecure the integrity of data.



3.0 Data Collecting and Reporting Requirements and Timeline

3.1 Data Timeline/Calendar

The district has-developed- a calendar of due dates and timelines that will provide the necessary information
The Data Timeline and Calendar indicates due dates for reports and; data entry;
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The district will provide sufficient time and resources for data collection.
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4.0-District Wide Common Data Collection Methods and Uniform Data

4.1 District Wide Common Data Collection Methods

The Jackson County School District has established and will utilize uniform procedures for entering student data at the school level. The procedures listed
below will be followed:

Authorized Data Entry Personnel
Each school will have a list of authorized personnel for any student data entry and their email addresses on file for the auditor.
Student Enrollment

1. Acquire student demographic data from guardian.

2. Verify residency of student. Two proofs of residency should be provided by the parent/guardian and verified by school district staff for each student upon
enrollment into the school district for each school year. All students should have the Residency Verification Checklist in their cumulative folders.

3. Student data is entered into SIS office program.

4. Check for student’s MSIS number, acquire an MSIS number if one is not found.

5. Determine special needs and refer to LSC Chairperson.

6. Verify the expiration date for the student’s immunization record.

Out of District Students
1. Any out of district student enrolling should have proper documentation of district approval on file in the cum folder.

Transfer-In Students
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. Request withdrawal form from previous school.

. Verify residency of student. Two proofs of residency should be copied and filed for each student upon enrollment into the school district for each school year. All
students should have the Residency Verification Checklist in their cumulative folders.

. Determine whether in-state transfer or out-of-state transfer. Note: Out of state students are required to provide initial registration requirements information.

. Complete school registration forms.

. Determine grade placement or special needs.

. Enter Student data into SIS using the appropriate entry code.

. Verify MSIS number or obtain one if needed.

. Request the MSIS release and records for in-coming students.
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Dropouts or Transfer-Out Students

Complete withdrawal form for student. Student is withdrawn in SIS using the appropriate withdrawal code. Comply with requests for MSIS release and records request
from other schools.

Timeline for Transfers/Releases of Students in MSIS

All transfers and releases will be completed within 24 hours of the request. A daily log will be kept as documentation of all transfers and releases.
Attendance

Daily attendance is entered every period by either authorized office personnel or individual classroom teachers.

Check-ins and checkouts are done by authorized office personnel.

Corrections to daily attendance are updated at a minimum of at least one time per week. Example: Correcting absences to tardies, etc. or unexcused to excused. All
excuses should be date stamped upon receipt.

Cumulative Records
The auditor’s office will be reviewing cumulative folders at random. The cumulative folders should be current regarding the items listed below:

1. Residency Verification Sheets signed and dated by District Personnel

2. Immunization records with current date;

3. Date of Birth;

4. Current address that agrees with student demographic information from SIS.

5. Primary phone number from SIS. The auditors’ office will verify the previous year’s graduation data.

The auditor’s office will check the Carnegie units for the graduates of the previous year to verify eligibility for graduation.

The auditor’s office will check cumulative folders for mandated test scores.



Backup-and-Storage of Student Data

1-Back-up-student-data-regularly.
21 Store all student data on hard copy up to 5 years.
32 Transcripts, grades, and attendance are kept on insert sheets in cum folder indefinitely for every student.

4.3, Hard copies, cum folders, backup-tapes;,ed s—etc., are kept in a locked file cabinet in administrative office.




4.2 Uniform Data Business Rules
The District will uniform data business rules for the following critical data.

1. Demographic Data Elements
2. Student Data Elements

3. Personnel Data Elements

4. Teacher Data Elements

70850 -Data Protection and System Security

#15.1 Data protection and system security is covered in the district’s Technology Acceptable Use Policy (Policy IJ-R).Passwerds

District will follow any guidelines set forth by the Freedom of Information Act and applicable state codes and compliances.

#85.3Security Documents

Oath of Confidentiality



Acceptable Use Policy

1. 57.63.1 Oath of Confidentiality forms are submitted to MDE for MSIS purposes for all district/school users. Copies of forms are kept on file in the district office.

2. 57.63.2 The tnternet/Network Technology AcceptabletAppropriate Use Policy requires signatures by students/personnel on a yearly basis. Copies are
maintained at the school/district office.

8:06.0 Resources Commitment
8-16.1Training

Professional Development Training Activities

District-Wide training activities with all personnel responsible for student data entry will be held-at-a-mirimurm-oftwiceyearlyannually. All personnel will be notified
by the district MStS-eeerdinater-Primary/Secondary Contacts of any new information required by the Mississippi Department of Education.

BistrietstafF-IVISIS Primary/Secondary Contacts will also attend the MHS-IVISIS Data Conference, SIS Annual Conference and other trainings provided by MDE or SIS.
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Home-Address

Phoas

MS Code
37-37-7

Cross References

Code
JRAB

Description

Powers of examiners; auditing policies

Description
Compliance with FERPA


https://simbli.eboardsolutions.com/SU/hOPvBbmNfERuVvXslshiQilEQ%3D%3D
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031724&revid=W6IJJNUbjnQ0vkwxRfdIww%3D%3D

