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PREFACE

This document provides technical instructions for building files that can be submitted through the Education Data Exchange Network (EDEN).  This document is used in coordination with the EDEN Workbook and the EDEN Submission System User Guide.

EDEN is a centralized, coordinated repository of state reported, K-12, educational data residing at the U.S. Department of Education.  The EDEN Submission System is an electronic system that facilitates the efficient and timely transmission of data from SEAs to the U.S. Department of Education. 
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1.0 Purpose

This document contains instructions for building fixed and delimited files to submit EDEN Data Group: Special Education Instructional Staff, ID # 486.  The data collected through this file specification is currently collected through Table 2 Personnel (In Full-Time Equivalency of Assignment) Employed to Provide Special Education and Related Services for Children with Disabilities.

A separate document contains the XML file formats.  General guidance for constructing all EDEN file types may be found in the Education Data Exchange Network (EDEN) Workbook.

1.1 Changes from the 03-04 and 04-05 school year file specification. 

There have been significant changes to this file specification:

· The name of this file specification has been changed from “Special Education Teachers” to “Special Education Staff” to reflect the merger with file specification N069 “Certified Special Education Paraprofessionals.”  To accommodate this merger, the definition of the table was modified, the category “staff category (teacher) was added with the permitted values of “teacher” and “paraprofessionals.”

· Changed “Certification Status” to “Qualification Status”.

· Added a note to specify that Teacher Count can be submitted as a decimal number.

1.2 Requirements for Submitting this Data Group

This data group is submitted at the following levels:  

· SEA

· LEA

The following table indicates the valid combinations of categories and the sub-totals and/or totals needed for this file. An “X” in the column indicates that the column must be populated when reporting that particular category. The total indicator must be either “Y” (Yes) or “N” (No). If the record is for a detail count, specify an “N” (No). If the record is for a subtotal or grand total, specify a “Y” (Yes).

Table 1.2-1: Special Education Staff Table, Required Categories, and Applicable Totals

	Table Name
	Qualification Status
	Staff Category (Teacher)
	Age Group

(IDEA Teachers)
	Total Indicator
	Comment

	TEACHSPED
	X
	X
	X
	N
	 

	TEACHSPED
	 
	
	 
	Y
	Grand Total


2.0 Recommended File Naming Convention

Being able to readily identify any particular file transmission is an important consideration for users of the EDEN Data Submission System.  Being able to identify a particular file can greatly facilitate any technical assistance that may be requested by the State.  A maximum of 25 characters (including the file extension) is allowed for the file name.  The following naming convention for Special Education Staff file submissions is recommended:

sslevSPCLEDTEAvvvvvvv.ext

Where:

ss
= Two-character USPS State Abbreviation for the submitting SEA.

lev
= Three-character abbreviation for the level submitted.  Use:

SEA for a State Education Agency Special Education Staff submission

LEA for a Local Education Agency Special Education Staff submission

Filename
= SPCLEDTEA (no more than nine digits)
vvvvvvv
= Up to seven-character alphanumeric string designated by the    SEA to uniquely identify the individual submission. (e.g., ver0001, v010803)

.ext
= Three-character file extension identifying the file format as     follows:





.txt = fixed format





.csv = comma-delimited format





.tab = tab-delimited format 

NOTE:  For additional information on file naming conventions, refer to the Educational Data Exchange Network (EDEN) Workbook.
3.0 Guidance for Submitting this File

This file specification is used to report the number of FTE of special education teachers and paraprofessionals employed or contracted to work with children with disabilities ages 3 to 21 on or about December 1.  If a State uses the last Friday in October for their child count date, the State should also use the last Friday in October to report data for this file specification.   

This file specification should not include FTE staff reported in N or X 099 Special Education Personnel.  This file specification reflects the requirements of the Individual with Disabilities Act as reauthorized.

Scope - Teachers and paraprofessionals should be included regardless of funding source.  Do not count teachers or paraprofessionals who serve children from birth through age 2, unless they also serve children with disabilities ages 3 through 21.   

Definition of Special education teacher - Special education teachers include teachers employed to provide special education to children with disabilities, including preschool teachers, itinerant/consulting teachers, and home/hospital teachers.  At the SEA level, include teachers of children with disabilities who work in separate schools and facilities.  Do not include regular teachers who work with children with disabilities.

Definition of paraprofessional - Paraprofessionals are employees who provide instructional support, including those who (1) provide one-on-one tutoring if such tutoring is scheduled at a time when a student would not otherwise receive instruction from a teacher, (2) assist with classroom management, such as organizing instructional and other materials, (3) provide instructional assistance in a computer laboratory, (4) conduct parental involvement activities, (5) provide support in a library or media center, (6) act as a translator, or (7) provide instructional support services under direct supervision of a teacher.  Do not include regular paraprofessionals who work with children with disabilities.

Definition of highly qualified - Teachers should be reported as highly qualified or not highly qualified based on the definition of highly qualified in 20 U.S.C. Section 1402(10).  Paraprofessionals should be reported as highly qualified or not highly qualified based on the definition of highly qualified in 20 U.S.C. 6319(c-f).  If a teacher or a paraprofessional is not covered by the State’s definition of highly qualified, the teacher or paraprofessional would be considered highly qualified if they meet the following definition for fully certified:

· Personnel are considered fully certified for a position if (1) the personnel hold appropriate State certification or licensure for the position held or (2) the position held by the personnel has no State requirements.  

· Personnel who are not fully certified would include personnel who were employed on an emergency, provisional, or other basis, and did not hold standard State certification or licensure for the position to which they were assigned or did not meet other existing State requirements for the position.   Not fully certified personnel could include long-term substitutes.
4.0 SEA Special Education Staff File

This section describes the fixed file and delimited file specifications used to transmit information pertaining to the SEA Special Education Staff File.  The file type is specified in the header record.

4.1 Header Record Definition

The header record is required and is the first record in every file submitted to the EDEN Submission System.  The purpose of the header record is to provide information as to the file type, number of Data Records in the file, file name, file identifier, and file reporting period. 

Section 4.3 contains examples of the header record.

Table 4.1-1: Special Education Staff File, SEA Header Record

	Data

Element

Name
	Start
Position
	Length
	Type
	(M)andatory/

(O)ptional
	Definition / Comments
	Permitted Values

	File Type
	1
	50
	String
	M
	Identifies the type of file being submitted.  
	SEA SPECIAL EDUCATION STAFF 

	Total Records In File
	51
	10
	Number
	M
	The total number of Data Records contained in the file.  The header record is NOT included in this count.
	 

	File Name (Including file extension)
	61
	25
	String
	M
	File Name and extension are provided by the SEA.  The file name should be the same as the external file name.  (Please see File Naming Convention in Section 2.0 of this document.)
	 

	File Identifier
	86
	32
	String
	M
	Any combination of standard characters to further identify the file as specified by the SEA, e.g., a date, person’s name, and version number.
	 

	File Reporting Period
	118
	9
	String
	M
	Enter the Academic School Year for which data is being reported. The required format for entering the File Reporting Period is "CCYY-CCYY" or "CCYY CCYY", where either a hyphen or a space must separate the beginning and ending years, e.g., 2005-2006 or 2005 2006.
	 

	Filler
	127
	209
	String
	M
	Leave filler field blank.
	 

	Carriage Return/Line Feed (CRLF)
	336
	1
	 
	M
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4.2 Data Record Definition

Data Records are required and immediately follow the header record in every file submitted to the EDEN Submission System.  Data Records provide counts for the specified categories as well as sub-totals and grand totals.

Section 4.3 contains examples of Data Records.

Table 4.2-1: Special Education Staff File, SEA Data Record

	Data

Element

Name
	Start
Position
	Length
	Type
	(M)andatory/

O)ptional
	Definition / Comments
	Permitted Values

	File Record Number
	1
	6
	Number
	M
	A sequential number assigned by the State that is unique to each row entry within the file.
	 

	ID 559
FIPS State Code
	7
	2
	String
	M
	The two-digit Federal Information Processing Standard (FIPS) Code for the State, District of Columbia, and the possessions and freely associated areas of the United States (e.g., Puerto Rico). 
	For a list of valid FIPS State Codes, refer to the EDEN Workbook.

	ID 570
State Agency Number
	9
	2
	String
	M
	The identifier assigned by the State Education Agency (SEA).  This ID is a required field.  This data element cannot be updated through this file.
	01 = State Education Agency

	Filler
	11
	14
	String
	M
	Leave filler field blank.
	 

	Filler
	25
	20
	String
	M
	Leave filler field blank.
	 

	Table Name
	45
	20
	String
	M
	The number of full time equivalent (FTE) special education teachers and paraprofessionals employed or contracted to work with children with disabilities.
	TEACHSPED

	Filler
	65
	15
	String
	M
	Leave filler field blank.
	 

	Qualification Status

	80
	15
	String
	M
	An indication of whether a teacher or paraprofessional is classified as highly qualified for his/her assignment according to state definition.  
	HQ - Highly qualified

NHQ - Not highly qualified 
MISSING
NOTCOLLECT = Not Collected

	Staff Category (Teacher)
	95
	15
	String
	M
	The classification of personnel
.
	T – Teacher
P – Paraprofessional
MISSING
NOTCOLLECT – Not Collected

	Age Group 
(IDEA Teacher)
	110
	15
	String
	M
	The grouping of ages for which data should be reported when used to 
determine special education teachers’ assignments. 
	3TO5 – 3 to 5 years old 
6TO21 – 6 to 21 years old 
MISSING
NOTCOLLECT = Not Collected

	Total Indicator
	125
	1
	String
	M
	An indicator that defines the count level (i.e., detail level, subtotal level or grand total level).
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N = specifies detail level
Y = specifies a subtotal or grand total level

	Explanation
	126
	200
	String
	O
	Submitted files will be processed through various edit checks. When unusual conditions are detected, warning errors may be issued, even though the data may be valid.  When this occurs, an explanation responding to the warning may be submitted with the data, or after files have been processed.  The Department of Education will verify explanations, and after verification, accept the data.
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	Teacher Count
	326
	10
	Decimal Number
	M
	If the count provided is either a subtotal or grand total, it must be equal to or greater than the sum of its parts.

Note:  Decimal numbers down to one tenth FTE are permitted.
	 

	Carriage Return/Line Feed (CRLF)
	336
	1
	 
	M
	 
	 


4.3 SEA Special Education Staff File Examples

4.3.1 Partial Record Sample for Fixed Format SEA Special Education Staff File

The following text shows a portion of the header row and data rows.  The highlighted ruler line is provided to help the reader visually identify the column placement of the data.  The ruler line should not be included in submitted files.
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4.3.2 Partial Record Sample for Comma-Delimited File Format SEA Special Education Staff File

The following text shows a portion of the header row and data rows.(
 SHAPE  \* MERGEFORMAT 



4.3.3 Partial Record Sample for Tab-Delimited File Format SEA Special Education Staff File

The following text shows a portion of the header row and data rows.*
 SHAPE  \* MERGEFORMAT 



5.0 LEA Special Education Staff File 

This section describes the fixed file and delimited file specifications used to transmit information pertaining to the LEA Special Education Staff File.  The file type is specified in the header record.

5.1 Header Record Definition

The header record is required and is the first record in every file submitted to the EDEN Submission System.  The purpose of the header record is to provide information as to the file type, number of Data Records in the file, file name, file identifier, and file reporting period. 

See Section 5.3 for examples of the header record.

Table 5.1-1: Special Education Staff File, LEA Header Record

	Data

Element

Name
	Start
Position
	Length
	Type
	(M)andatory/

(O)ptional
	Definition / Comments
	Permitted Values

	File Type
	1
	50
	String
	M
	Identifies the type of file being submitted.  
	LEA SPECIAL EDUCATION STAFF 

	Total Records In File
	51
	10
	Number
	M
	The total number of Data Records contained in the file.  The header record is NOT included in this count.
	 

	File Name (Including file extension)
	61
	25
	String
	M
	File Name and extension are provided by the SEA.  The file name should be the same as the external file name.  (Please see File Naming Convention in Section 2.0 of this document.)
	 

	File Identifier
	86
	32
	String
	M
	Any combination of standard characters to further identify the file as specified by the SEA, e.g., a date, person’s name, and version number.
	 

	File Reporting Period
	118
	9
	String
	M
	Enter the Academic School Year for which data is being reported. The required format for entering the File Reporting Period is "CCYY-CCYY" or "CCYY CCYY", where either a hyphen or a space must separate the beginning and ending years, e.g., 2005-2006 or 2005 2006.
	 

	Filler
	127
	209
	String
	M
	Leave filler field blank.
	 

	Carriage Return/Line Feed (CRLF)
	336
	1
	 
	M
	 
	 


5.2 Data Record Definition

Data Records are required and immediately follow the header record in every file submitted to the EDEN Submission System.  Data Records provide counts for the specified categories as well as sub-totals and grand totals.

See Section 5.3 for examples of the Data Record. 

Table 5.2-1: Special Education Staff File, LEA Data Record

	Data

Element Name
	Start
Position
	Length
	Type
	(M)andatory/

(O)ptional
	Definition / Comments
	Permitted Values

	File Record Number
	1
	6
	Number
	M
	A sequential number assigned by the State that is unique to each row entry within the file.
	 

	ID 559
FIPS State Code
	7
	2
	String
	M
	The two-digit Federal Information Processing Standard (FIPS) Code for the State, District of Columbia, and the possessions and freely associated areas of the United States (e.g., Puerto Rico). 
	For a list of valid FIPS State Codes, refer to the EDEN Workbook.

	ID 570
State Agency Number
	9
	2
	String
	M
	The identifier assigned by the State Education Agency (SEA).  This ID is a required field.  This data element cannot be updated through this file.
	01 = State Education Agency

	ID 4
State LEA Identifier
	11
	14
	String
	M
	The identifier assigned to a local education agency (LEA) by the State Education Agency (SEA).  Also known as State LEA ID.  This ID is a required field.  This data element cannot be updated through this file.
	 

	Filler
	25
	20
	String
	M
	Leave filler field blank.
	 

	Table Name
	45
	20
	String
	M
	The number of full time equivalent (FTE) special education teachers and paraprofessionals employed or contracted to work with children with disabilities. 
	TEACHSPED

	Filler
	65
	15
	String
	M
	Leave filler field blank.
	 

	Qualification Status

	80
	15
	String
	M
	An indication of whether a teacher or paraprofessional is classified as highly qualified for his/her assignment according to state definition.  
	HQ - Highly qualified

NHQ - Not highly qualified 
MISSING
NOTCOLLECT = Not Collected

	Staff Category (Teacher)
	95
	15
	String
	M
	The classification of personnel
. 


	T – Teacher
P – Paraprofessional
MISSING
NOTCOLLECT – Not Collected


	Age Group
(IDEA Teacher) 
	110
	15
	String
	M
	The grouping of ages for which data should be reported when used to determine special education teachers’ assignments. 
	3TO5 – 3 to 5 years old 
6TO21 – 6 to 21 years old 
MISSING
NOTCOLLECT = Not Collected

	Total Indicator
	125
	1
	String
	M
	An indicator that defines the count level (i.e., detail level, subtotal level or grand total level).
	N = specifies detail level
Y = specifies a subtotal or grand total level

	Explanation
	126
	200
	String
	O
	Submitted files will be processed through various edit checks. When unusual conditions are detected, warning errors may be issued, even though the data may be valid.  When this occurs, an explanation responding to the warning may be submitted with the data, or after files have been processed.  The Department of Education will verify explanations, and after verification, accept the data.
	

	Teacher Count
	326
	10
	Decimal Number
	M
	If the count provided is either a subtotal or grand total, it must be equal to or greater than the sum of its parts.

Note:  Decimal numbers down to one tenth FTE are permitted.
	 

	Carriage Return/Line Feed (CRLF)
	336
	1
	 
	M
	 
	 


5.3 LEA Special Education Staff File Example 

5.3.1 Partial Record Sample for Fixed Format LEA Special Education Staff File

The following text shows a portion of the header row and data rows.  The highlighted ruler line is provided to help the reader visually identify the column placement of the data.  The ruler line should not be included in submitted files.
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5.3.2 Partial Record Sample for Comma-Delimited File Format LEA Special Education Staff File

The following text shows a portion of the header row and data rows.(
 SHAPE  \* MERGEFORMAT 



5.3.3 Partial Record Sample for Tab-Delimited File Format LEA Special Education Staff File

The following text shows a portion of the header row and data rows.*
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SEA SPECIAL EDUCATION STAFF                       9         euseaspcledteaver0001.txtSpecial Educati


1     8001                                  TEACHSPED                          HQ             T     


2     8001                                  TEACHSPED                          HQ             T     


3     8001                                  TEACHSPED                          HQ             P     


4     8001                                  TEACHSPED                          HQ             P     


5     8001                                  TEACHSPED                          NHQ            P     


6     8001                                  TEACHSPED                          NHQ            P     


7     8001                                  TEACHSPED                          NHQ            T     


8     8001                                  TEACHSPED                          NHQ            T     


9     8001                                  TEACHSPED                                               





SEA SPECIAL EDUCATION STAFF,5,euseaspcledteaver0001.csv,SEA SPECIAL ED STAFF COMMA FILE,2005 2006,


1,80,01,,,TEACHSPED,,HQ,T,3TO5,N,,1354.5


2,80,01,,,TEACHSPED,,HQ,T,6TO21,N,,10377.2


3,80,01,,,TEACHSPED,,NHQ,T,3TO5,N,,48.8


4,80,01,,,TEACHSPED,,NHQ,T,6TO21,N,,3773.0


5,80,01,,,TEACHSPED,,,,,Y,,15553.5
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LEA SPECIAL EDUCATION STAFF·······················10········EULEASPCLEDTEA.TXT····LEA SPECIAL ED STAFF 


1·····80010001······························TEACHSPED··························HQ·············T···········


2·····80010001······························TEACHSPED··························HQ·············T···········


3·····80010001······························TEACHSPED··························NHQ············T···········


4·····80010001······························TEACHSPED··························NHQ············T···········


5·····80010001······························TEACHSPED·····················································


6·····80010002······························TEACHSPED··························HQ·············T···········


7·····80010002······························TEACHSPED··························HQ·············T···········


8·····80010002······························TEACHSPED··························NHQ············T···········


9·····80010002······························TEACHSPED··························NHQ············T···········


10····80010002······························TEACHSPED·····················································





LEA SPECIAL EDUCATION STAFF>10>EULEASPCLEDTEA.TAB>LEA SPECIAL ED STAFF TAB FILE>2005-2006>


1>80>01>0001>>TEACHSPED>>HQ>T>3TO5>N>>10.5


2>80>01>0001>>TEACHSPED>>HQ>T>6TO21>N>>23.2


3>80>01>0001>>TEACHSPED>>NHQ>T>3TO5>N>>40.0


4>80>01>0001>>TEACHSPED>>NHQ>T>6TO21>N>>7.8


5>80>01>0001>>TEACHSPED>>>>>Y>>81.5


6>80>01>0002>>TEACHSPED>>HQ>P>3TO5>N>>15


7>80>01>0002>>TEACHSPED>>HQ>P>6TO21>N>>21


8>80>01>0002>>TEACHSPED>>NHQ>P>3TO5>N>>5


9>80>01>0002>>TEACHSPED>>NHQ>P>6TO21>N>>24


10>80>01>0002>>TEACHSPED>>>>>Y>>65





LEA SPECIAL EDUCATION STAFF,10,EULEASPCLEDTEA.CSV,LEA SPECIAL ED STAFF COMMA FILE,2005-2006,


1,80,01,0001,,TEACHSPED,,HQ,T,3TO5,N,,10.5


2,80,01,0001,,TEACHSPED,,HQ,T,6TO21,N,,23.2


3,80,01,0001,,TEACHSPED,,NHQ,T,3TO5,N,,40.0


4,80,01,0001,,TEACHSPED,,NHQ,T,6TO21,N,,7.8


5,80,01,0001,,TEACHSPED,,,,,Y,,81.5


6,80,01,0002,,TEACHSPED,,HQ,P,3TO5,N,,15


7,80,01,0002,,TEACHSPED,,HQ,P,6TO21,N,,21


8,80,01,0002,,TEACHSPED,,NHQ,P,3TO5,N,,5


9,80,01,0002,,TEACHSPED,,NHQ,P,6TO21,N,,24


10,80,01,0002,,TEACHSPED,,,,,Y,,65








SEA SPECIAL EDUCATION STAFF>5>euseaspcledteaver0001.tab>SEA SPECIAL ED STAFF TAB FILE>2005 2006>


1>80>01>>>TEACHSPED>>HQ>T>3TO5>N>>1354.5


2>80>01>>>TEACHSPED>>HQ>T>6TO21>N>>10377.2


3>80>01>>>TEACHSPED>>NHQ>T>3TO5>N>>48.8


4>80>01>>>TEACHSPED>>NHQ>T>6TO21>N>>3773.0


5>80>01>>>TEACHSPED>>>>>Y>>15553.5











( Using EXCEL will produce extraneous delimiters at the end of the header record.  They will be disregarded during file processing and so will not generate a file format error.


* Using EXCEL will produce extraneous delimiters at the end of the header record.  They will be disregarded during file processing and so will not generate a file format error.
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�Change made per the third data group change on page 23 of Attachment C.
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