UPDATES TO THE PERSONNEL RECORD FORM (PRF)
2018-2019 SCHOOL YEAR 
Years of Experience and Salary
The ESSA Report Card contains information regarding the years of experience for an administrator.  This will result in an update to the collection by splitting the years of experience and salary for administrators and education specialists.  [image: image1.png]Teacher / Admin / Ed Spec An application for a rame change can be found here
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Beginning this school year the salary and years of experience for administrators and education specialists is reported separately.  When the data was rolled forward from SY2018 to SY2019 we were not able to determine how many years of experience someone had for each of these categories so both fields were rolled into the administrator area.  Districts will be required to manually update these fields.   The picture below identifies the positions that are considered administrators and education specialists.

[image: image2.png]|¥ ADMINISTRATORS
30001 Middle School Principal
30002 Assistant Middle School Principal
30101 Elementary Principal
30102 Assistant Elementary Principal
30201 High School Principal
30202 Assistant High School Principal

30301 Superintendent

30302 Assistant Superintendent
33333 CEO

EDUCATION SPECIALIST POSITIONS
40100 School Counselor

40105 Student Advisor

40301 Business Managers / CFO

40401 School Psychologist

40501 Psychological Examiner

40601 Special Education Director

40701 Curriculum Specialist / Coordinator
40810 Technology Coordinator

40811 Integrationist

42000 Instructional Coach (works with staff)





Below is a guide on how to break out the salary and years of experience for administrators and education specialists.
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Description

Administrator
Experience & Salary

Education Specialist
Experience & Salary

Reason

Description 1.

« Individual has
always been
coded as an
Education
Specialist.

Individual has
never been an
Administrator.

Description 2

« Individual has
ahways been
coded as an
Administrator.

Individual has
never been coded
as an Education
Specialist.

Description 3

+ Individual has been
employed as both
an Administrator
and an Education

‘Speciaist for the.
same amount of
Joars.

Description 4:

« Individual is
employed as an
Education
Specialist and
Tater becomes an
Administrator

Years of Experience
« Enter0

Salary
« Enter

Years of Experience
« Update by one
additional year

Salary
« Enter this year's
salary

Years of Experience

« Update by one
additional year.

Salary

« Enter only the
Administrator
portion of the salary

Years of Experience

o Identify the number
of years of
experience as an
Administrator and
update the number
to reflect the years
of experience

Salary

« Enter only the
Administrator
portion of the
Salary

Years of Experience

« Move the number of
years from Administrator
to Education Specialist
and add one additional
year of experience.

Salary
« Enter this year's salary

Years of Experience
« Enter0

Salary
« Enter

Years of Experience

« Update by one additional
year

Salary

« Enter only the Education
‘Specialist portion of the
salary

Years of Experience

« Identify the number of
years of experience as an
Education Specialist and
update the number to
reflect the years of
experience

Salary

« Enter only the Education
‘Specialist portion of the
salary.

An error message may be triggered
on the assurance statement

The error message states -
REQUIRES VERIFICATION: The
total admin experience specified for
the individuals below is less than
the value specified for the previous
year

“This erfor should be ignored.

This rolled forward correctly and
does not need to be broken out by
Administrator and Education
Specialist

“This person doesn't need the
experience entered last year
broken out because they were
employed as both an Administrator
and Education Specialist.

An error message may be triggered
on the assurance statement

The error message states -
REQUIRES VERIFICATION: The
total admin experience specified for
the individuals below is less than
the value specified for the previous
year

“This erfor should be ignored.





Common Course Codes
The Department of Education has implemented a common course numbering system for the Personnel Record Form, Infinite Campus, and the Perkins Data System.  
The purpose of the common course codes in the PRF database is to provide a data collection tool for all accredited districts to enter their required staffing information. The data contained in the PRF system is used to determine certification of staff, data for the Teacher Compensation report, federal and state reporting, research, and requests from the public. The Department of Education requires all districts to align all staffing assignments to one of the state course codes. 
During SY2019 the PRF will use course code 80011 Study Hall/Preparation and 80034 Study Skills.  In Infinite Campus the code used for Study Hall is 22006 and Study Skills is 22003.
Reason for Vacancy
The vacancy information collected in the PRF is used for many reports including data for the Blue Ribbon Task Force, program indicators, and other reports used to determine teacher and administrator shortage in South Dakota.  

During SY2019 the vacancy reason “reason unknown” will continue to be an option.  This should be used only when a district does not know the reason the individual left the position.  To provide accurate information to the legislature and the Teacher Compensation board, it is critical that districts choose the most appropriate reason for the vacancy.  
 Title I Teacher/Interventionist
A Title I Teacher/Interventionist is defined as a teacher who provides supplemental instruction and interventions based on student’s needs in the areas of reading, language arts, and math.  

Previously these teachers were identified in the PRF by checking the “interventionist” checkbox regardless of a school’s Title program designation (non-Title I or Title I Schoolwide). 
These teachers will now be coded to one of the new interventionist codes in the system and a checkbox for interventions will no longer be required.

In a Title I Schoolwide Program or Title I Targeted Assistance Program, staff providing interventions should be coded as one of the following options:
· 26001 Elementary Title/Interventionist   
· 26002 Grades 5-8 Title/Interventionist
· 26003 High School Title/Interventionist

In a non-Title I school, staff providing interventions should be coded as one of the following options:

· 26004 Elementary Interventionist   
· 26005 Grades 5-8 Interventionist
· 26006 High School Interventionist

Two Electronic Sign-Offs Required
The staffing data collected in the PRF system is used to determine data for the Teacher Compensation report and the Report Card.  To ensure all information is accurate in the PRF, public school districts will be required to update the PRF with any changes to the collection in the spring and sign-off using the electronic assurance statement.  Districts have previuosly been asked to update the information in June, however this will now be required.  The October 15th sign-off will continue to be required.

Information no longer collected
Each year the data collected in the PRF is reviewed to determine if it continues to be a required collection point.  For the 2018-2019 school year, the department will no longer collect the number of classes for core content assignments or the email address for each educator.  
Changes to Position and Course Codes

Position Codes:

New Position Code

· 25400
School Librarian 
Position Code Cross-walked to a New Position Code or Name

	Existing Code/Name:
	New Code/Name:

	20220

20300

20400
	Elementary School Teacher

MS / JH Teacher

High School Teacher
	25400
	School Librarian


Course Codes:

New Course Codes
	Category
	Code
	Course Code Name – New Code

	ELA
	01059
	Biblical Literature

	ELA
	01067
	Assisted Reading

	Math
	02063
	Integrated Mathematics II

	Math
	02064
	Integrated Mathematics III

	Math
	02065
	Integrated Mathematics IV

	Math
	02074
	Principles of Algebra and Geometry

	Math
	02137
	Mathematical Modeling

	Math
	02138
	College Mathematics Preparation

	Math
	02151
	General Applied Mathematics

	Math
	02152
	Occupationally Applied Mathematics

	Math
	02155
	Business Mathematics with Algebra

	Math
	02156
	Computer Mathematics with Algebra

	Math
	02993
	Mathematics—Test Preparation

	Science
	03012
	Energy and the Environment

	Science
	03071
	PLTW MS Biomedical

	Science
	03163
	AP Physics C: Electricity and Magnetism

	Science
	03164
	AP Physics C: Mechanics

	Science
	03165
	AP Physics 1

	Science
	03166
	AP Physics 2

	Science
	03204
	Technological Inquiry

	Science
	03211
	Technical Science

	Social Studies
	04005
	U.S. Geography

	Social Studies
	04110
	U.S. Wars and Military Conflicts

	Fine Arts
	05168
	Cinematography/Video Production

	Fine Arts
	05172
	AP Studio Art—Drawing

	Fine Arts
	05176
	Calligraphy/Lettering

	Fine Arts
	05177
	Animation

	Fine Arts
	05180
	Art, Kindergarten

	Fine Arts
	05181
	Art, Grade 1

	Fine Arts
	05182
	Art, Grade 2

	Fine Arts
	05183
	Art, Grade 3

	Fine Arts
	05184
	Art, Grade 4

	Fine Arts
	05185
	Art, Grade 5

	Fine Arts
	05186
	Art, Grade 6

	Fine Arts
	05187
	Art, Grade 7

	Fine Arts
	05188
	Art, Grade 8

	Fine Arts
	05250
	Media Arts—Comprehensive

	Fine Arts
	05251
	Digital Imaging

	PE/Health
	08006
	Corps Movement 

	PE/Health
	08009
	Weight Training

	PE/Health
	08052
	Health and Fitness

	PE/Health
	08055
	Safety and First Aid

	PE/Health
	08057
	Health and Life Management

	Category
	Code
	Course Code Name – New Code

	PE/Health
	08058
	Substance Abuse Prevention

	CTE
	10015
	PLTW Computer Science Principles

	CTE
	10049
	Advanced Business Computer Applications

	CTE
	10207
	Digital Animation

	CTE
	11002
	Communication Technology

	CTE
	11155
	Graphic Design I

	CTE
	12199
	Marketing Communication

	CTE
	15201
	Principles of Public Administration

	CTE
	15203
	Community and Regional Planning

	CTE
	15204
	Public Finance

	CTE
	15205
	International Affairs

	CTE
	16052
	Fundamental Food Concepts

	CTE
	16056
	Restaurant Management/Culinary Arts III

	CTE
	16101
	Hospitality and Lodging Services

	CTE
	16151
	Foundations of Travel and Tourism

	CTE
	18006
	CASE Introduction to Agriculture, Food & Natural Resources

	CTE
	18313
	CASE: Animal and Plant Biotechnology

	CTE
	20107
	Diesel Technology

	CTE
	20110
	ATV/Small Engine Mechanics

	CTE
	20151
	Logistics Planning and Management

	CTE
	21024
	PLTW Environmental Sustainability

	CTE
	21025
	PLTW Engineering Design and Development

	Miscellaneous
	22001
	Standardized Test Preparation

	Miscellaneous
	22052
	Guidance Aide (by Students)

	Miscellaneous
	22110
	AP Seminar

	Miscellaneous
	22112
	AP Research

	Miscellaneous
	22254
	Developmental Support

	World Language
	24041
	Braille

	World Language
	24164
	AP Italian Language and Culture

	Miscellaneous
	26004
	Elementary Interventionist

	Miscellaneous
	26005
	Grades 5-8 Interventionist

	Miscellaneous
	26006
	High School Interventionist

	CTE
	80020
	Youth Apprenticeship


Disabled Course Code (Codes are not rolled forward.  Districts required to manually update)
	Category
	Code
	Course Code Name – Deleted Code

	ELA
	01010
	English Enhancement

	Math
	02041
	Grades 5-8 Algebra

	Math
	02042
	Grades 5-8 Geometry

	Math
	02996
	Corrective Math

	Science
	03050
	Astronomy / Meteorology

	Science
	03155
	AP Physics AB

	Music
	05120
	Symphonic Band

	CTE
	05163
	Visual Communications

	CTE
	05196
	Digital Photography

	PE/Health
	08012
	Elementary Health and Fitness

	PE/Health
	08018
	Specialized Training in Physical Education

	PE/Health
	08113
	Grades 5-8 Health and Fitness

	CTE
	10009
	Web Publishing & Design

	CTE
	10051
	Information Systems Analysis and Design

	CTE
	10053
	Database Programming

	CTE
	10102
	Networking Systems

	CTE
	10112
	Cabling

	CTE
	10153
	Visual Basic Programming

	CTE
	10154
	C++ Programming

	CTE
	10155
	Java Programming

	CTE
	10156
	Computer Programming-Other Language

	CTE
	10202
	Computer Graphics

	CTE
	10206
	Advanced Web Publishing & Design

	CTE
	10253
	Operating System

	CTE
	11051
	Audio Visual Production

	CTE
	12000
	Grades 5-8 Business

	CTE
	12009
	Business Communications

	CTE
	12198
	Marketing Work-based Experience

	CTE
	17000
	Grades 5-8 Intro to Architecture and Construction

	CTE
	18005
	CASE: Introduction to AFNR

	CTE
	18054
	Landscape, Design, and Maintenance

	CTE
	18058
	Greenhouse Management

	CTE
	18059
	Floriculture

	CTE
	18205
	Agriculture Communications

	CTE
	18310
	Agriscience

	CTE
	18311
	CASE: Animal and Plant Biotechnology

	CTE
	19054
	Serving Communities & Families

	CTE
	19925
	Grades 5-8 Interior Design

	CTE
	19999
	Grades 5-8 Textiles

	CTE
	20109
	ATV / Small Engine Mechanics

	CTE
	21010
	Advanced Mechatronics

	CTE
	21020
	PLTW Biotechnical Engineering

	CTE
	21099
	MS Biomed

	World Language
	24950
	Elementary World Languages

	World Language
	24952
	World Language I

	World Language
	24953
	World Language II

	Category
	Code
	Course Code Name – Deleted Code

	World Language
	24954
	World Language III

	World Language
	24955
	World Language IV

	World Language
	24989
	Grades 5-8 World Languages

	Non-Credit
	80003
	School Publications


Name of Course Code has been Changed
	Category
	Code
	Course Code Name – Name Has Changed

	ELA
	01005
	AP English Language and Composition

	ELA
	01006
	AP English Literature and Composition

	ELL
	01008
	English as a Second Language

	ELA
	01051
	English Literature I and II

	ELA
	01052
	English Literature III and IV

	ELA
	01056
	British Literature

	ELA
	01101
	English Composition I and II

	ELA
	01102
	English Composition III and IV

	ELA
	01155
	Communications

	ELA
	01156
	Applied English and Communications 

	Math
	02001
	Informal Math

	Math
	02051
	Pre-Algebra

	Math
	02062
	Integrated Mathematics I

	Math
	02153
	Technical Mathematics

	Math
	02154
	Business Mathematics

	Math
	02157
	Consumer Mathematics

	Science
	03010
	Grades 5-8 Earth/Space Science

	Science
	03052
	Biology—Advanced Studies

	Science
	03102
 
	Chemistry—Advanced Studies

	Science
	03214

	Forensic Laboratory Science

	Science
	03230
	Science, kindergarten

	Social Studies
	04160
	U.S. Government, Civics, and Economics

	Social Studies
	04167
	Simulated Political Process

	Social Studies 
	04428
	K-4 Social Studies

	Social Studies
	04430
	Social Studies, kindergarten

	Social Studies
	04431
	Social Studies, Grade 1

	Social Studies
	04432
	Social Studies, Grade 2

	Social Studies
	04433
	Social Studies, Grade 3

	Social Studies
	04434

	Social Studies, Grade 4

	Social Studies
	04435
	Social Studies, Grade 5

	Social Studies
	04436
	Social Studies, Grade 6

	Social Studies
	04437
	Social Studies, Grade 7

	Social Studies
	04438
	Social Studies, Grade 8

	Social Studies
	04439
	Grades 5-8 Social Studies

	Fine Arts
	05051
	Introduction to Theater

	Music
	05101
	General Band

	Music
	05106
	Small Ensemble

	Music
	05111
	Vocal Ensemble

	Music
	05126

	Concert Choir

	Fine Arts
	05153
	AP Art History

	Category
	Code
	Course Code Name – Name Has Changed

	Fine Arts
	05154
	Visual Arts—Comprehensive

	Fine Arts
	05155
	Visual Arts—Drawing/Painting

	Fine Arts
	05156
	Visual Arts—Drawing

	Fine Arts
	05157
	Visual Arts—Painting

	Fine Arts
	05158
	Visual Arts—Sculpture

	Fine Arts
	05159
	Ceramics/Pottery

	Fine Arts
	05160
	Printmaking/Graphics

	Fine Arts
	05162
	Visual Communications Design

	Fine Arts
	05164
	Fibers and Textile Design

	Fine Arts
	05169
	Multimedia Art

	Fine Arts
	05189
	Grades 5-8 Art

	Fine Arts
	05195
	Fundamentals of Design

	PE/Health
	08001
	Physical Education

	PE/Health
	08002
	Team Sports

	PE/Health
	08003
	Individual/Dual Sports

	PE/Health
	08004
	Recreation Sports

	PE/Health
	08005
	Fitness/Conditioning Activities

	PE/Health
	08016
	Lifetime Fitness Education

	PE/Health
	08017
	Sports Physiology

	PE/Health
	08051
	Health Education

	ROTC
	09001
	Introduction to Jr. ROTC

	CTE
	10003
	Introduction to Information Technology

	CTE
	10005
	Business Computer Applications

	CTE
	10013
	PLTW Computer Science Essentials

	CTE
	10014
	PLTW Computer Science A

	CTE
	10157
	AP Computer Science A

	CTE
	10201
	Web Development

	CTE
	10205
	Computer Gaming and Design

	CTE
	10251
	Computer Hardware and Software

	CTE
	11001

	Intro to Arts, AV, and Communication

	CTE
	11052
	Photography II

	CTE
	11054
	Photography I

	CTE
	11103
	Broadcasting Technology

	CTE
	11151
	Media Production

	CTE
	11154
	Graphic Design II

	CTE
	12051
	Introduction to Business

	CTE
	12102
	Banking

	CTE
	12108
	Advanced Accounting

	CTE
	12109
	Specialized Accounting

	CTE
	12152
	Marketing Strategies

	CTE
	12164
	Marketing Principles

	CTE
	12202
	Principles of Selling & Advertising

	CTE
	13001
	Introduction to Manufacturing

	CTE
	13203
	Machine Tool Technology

	CTE
	13207
	Welding Technology

	CTE
	14102
	Introduction to Medical Diagnostics

	CTE
	15001
	Intro to Law, Public Safety, Security & Corrections I

	
Category
	Code
	Course Code Name – Name Has Changed

	CTE
	15054
	Intro to Law, Public Safety, Security & Corrections II

	CTE
	16001
	Introduction to Hospitality & Tourism

	CTE
	16054
	Nutritional Sciences

	CTE
	17002

	Introduction to Building Trades

	CTE
	17006
	Introduction to Architecture and Construction

	CTE
	18052
	Fundamental Horticulture

	CTE
	18201
	Agribusiness Sales and Marketing

	CTE
	18202
	Agribusiness Management

	CTE
	18203
	Ag Leadership and Communication

	CTE
	18401
	Fundamental Ag Mechanical Technologies

	CTE
	18402
	Ag Systems Technology

	CTE
	18404
	Ag Metal Fabrications Technology

	CTE
	19205
	Interior Design I

	CTE
	19206
	Interior Design II

	CTE
	19255
	Relationships Across the Lifespan

	CTE
	19261

	Human Development: Adolescence to Death

	CTE
	20104
	Maintenance & Light Repair

	CTE
	20105
	Electrical/Electronic Systems & HVAC

	CTE
	20106
	Introduction to Vehicle Systems & Maintenance

	CTE
	20115
	Non-Structural Analysis & Damage Repair

	CTE
	20117
	Structural Analysis & Damage Repair

	CTE
	20121
	Automotive Engine Repair and Performance

	CTE
	20122
	Brakes/Manual Drivetrain & Axles

	CTE
	20123
	Automotive Transmission, Suspension & Steering

	CTE
	20124
	Introduction to Auto Body Estimating

	CTE
	21009
	Robotics

	CTE
	21017
	PLTW Introduction to Engineering Design

	CTE
	21050
	MS Introduction to STEM

	CTE
	22053
	Library/AVC Aide (by Students)

	CTE
	22152

	Employability

	Self-Contained
	23001
	Multi-Grade Combination Room (Grades One - Three)

	World Language
	24064
	AP Spanish Language and Culture

	World Language
	24065
	AP Spanish Literature and Culture

	World Language
	24114
	AP French Language and Culture

	World Language
	24264
	AP German Language and Culture

	World Language
	24414
	AP Chinese Language and Culture

	World Language
	24464
	AP Japanese Language and Culture

	Miscellaneous
	25400
	Elementary School Librarian

	Miscellaneous
	25401
	Grades 5-8 School Librarian

	Miscellaneous
	25402
	School Librarian

	Miscellaneous
	26001
	Elementary Title/Interventionist

	Miscellaneous
	26002
	Grades 5-8 Title/Interventionist

	Miscellaneous
	26003
	High School Title/Interventionist

	Miscellaneous
	99999
	Concurrent Credit or Private College Dual Credit


Assignment Code Number has been Cross-walked to a New Assignment Code or Name
	Code
	Existing Code Name
	Code
	New Code Name

	05119
	Vocal Music
	05110
	Chorus

	05121
	Symphony Orchestra
	05104
	Orchestra

	05122
	Chamber Orchestra
	05104
	Orchestra

	05123
	Jazz Band
	05125
	Jazz Band

	05124
	Concert Choir
	05126
	Concert Choir

	14255
	Biomedical Innovations
	03070
	PLTW Biomedical Innovation

	18507
	Advanced Natural Resources
	18502
	Advanced Natural Resources

	19301
	Consumer Services & Product Development
	19264
	Consumer Affairs

	22055
	Teacher / Office Aide (By Students)
	22051
	Office Aide (By Students)

	25102
	Community Living
	22251
	Community Living

	25104
	Communication Instruction (K-12)
	22252
	Communication Instruction

	25105
	Social Development Instruction (K-12)
	22253
	Social Development Instruction 

	25202
	Braille Education
	24041
	Braille

	80005
	Dropout Prevention Program
	22004
	Dropout Prevention Program
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